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FOREWORYD

Through' the years the ICT program has proven ftself to be one of the
moat succeaaful forms of vocatlonal tradning., ‘the three-way combination
\ of supervised Dﬂ*lh@ﬁjmh training, technlcally related atudy and the ICT

\ generally related unlts have produced a worker who Is nét unly rrainad
l in the manner that the Individual employer decires, but also possesses a-
\ wiell rTounded backgraund In human relatlions and o yLﬂEFl] knﬂWlLdF of busl-
4

| » Dess operation.

The manual which contains lesyon plang for the ICT 1T Genernl Related
\ Study Units should do much to ansist the ICT coordinator in developing an
\ even stronger program. ,lach coordinatpx i encouraged to supplement .the
\ auggestions offered in this puhltcutjun with additional Informatlon and
. Uafied teaching methods . :

The State Department of Educatlun, Trade and Industrial Educatlon Ser-
' vige, 13 grateful to each person who had a part {u developing thls publica-=

i \tign and 1is ap=lous that 1t be used to iurthcr strengthen the Industrial
\LDQpétathL Tralnlug progran, .
i e . .
L ' ; ! William P. Vaughan, Supoervisor
\ - v : . Trade and Ipduserial Education
5 , .o \ , ' and
\i . . Mack Canterbury,
Vo s ' : * . Assistant State Swopervisor, -
' ‘ Trade and Indastrianl Eduear{on
L] j ‘
i
v
2 .




| -
i
! s !\. " '
\ N | ‘ ' L
\ I NTRODUCTION ) '
' "
Thio\ Corvieolom Guides for Tnduatrial tj¢\f11;5|i;1rfv:- Training LT Wil doevie ]~
b opud at Virginia Polytechnic /_rii;ti,un,c;— and Beate Unfuersity asa edlminatfon .
' Cof several) summer workshons, /Throughout, the development , actention wis
\1 centered ot improvemant of vork done previoudly by coordinatery in Virpinia.
. A praat deal of cmphasis wa a placod on making erich Legnon roelevant ,
through thi use of casen, pames, real-Llife examplas and transparencies.
Through th\use of such medla It is antielpated that the content cin bue ode
quite nppr’:hl.‘i\u; Lo young people In TOT progsramyg. ' ’
\ ot ' : J .
Ther anmple lessons fn this guide ave gugeentive only. Thes pulde {5 1ot
" Mintended for uae as a formal eaurse of study to be [ollewed rigidly, but it
: does offer hasic puldelines Sor the conrdinator whe s working with gocond
yvear Tneduat rial Cooperative Training student ;.
Supplementary materials are coded as "M (Tramspi rency) or vy (Handouz)
The identiflcation coden ured are as follows. o
Trapsparency {2y 2473 whieh meanag:  TOT Pool (2), Unit 2, Lesson 4,
'S,‘i‘;l,n:;pnrm\(:y N, 3 . o i : '
fandout  (2) 3511 which, means: TET Beole (07), Unit 7, Lesson 5, Hemnel-
ot No, 1
3 ) ' “I I
Fach uhit is orpanized as follows: Losson Plon, ’l‘mn_'rs aarenciv, Handont 5,
Bibl iopzaphy.  Although the sequence of use o adven in the Fessen plan, ploas
Coel Free to utillze these materials in the ordor which hegt salts your neserels,
The bibliography section supgoests neching covreoes, Bome ol Lhoeso mat -
ials are peblished for frec distribution and heace ave aval lable only whille
the snpaly Lasts, Tt is advisable to write for tree catalodg. from the Distod
sources iu order to detorminoe the current i tles availaldo, [t in a gocd §clea
. to o ask for a complimentary or csaminat{ion cops of materia s, In the anruitl
odition of Free and Inexpens ive Teaching Mot grials (Georpey Peabody Col Lepe)
- vou miy find many resou rces ol cons i}!h)n‘t.zﬂ Frere, Yoo Hihwary is oalso oan oexs
coellent sotrce of inforwation about teachins materfaley '
0
This book is ointencded aoa opaide Toy Jedostrial Cooporatizve Traininmg U
which 5 generally taught at the twelfth grade Jovel, Ao indesorial Coapesative
fraining 1 guide is also available in oo s i lar fom to be used ar the elavenrth
arade lovel,  Both puidos may he prrchasesd Frow Uht e T forvmat fon and Yab- -
licat<onas, State Departacns of Bducation, Richward, Vivsinta 23216,
. After nsing this pride v woald anpresiaze vour sugges tions on how 1o Cine-
prove Carther publicatiors.  Pleaqe send yoer cowt=ibat Tons to cither o the
tallowing individuals.
Lo x Rehersn e Hraden Lot G Drrenle )
! ICT Cop e inator Diviecien of Vogeational and
“Graveszon Hiph Sehool © Tewhnical Fdacat Lon
. L2709 Zookins ILane Coal Lopee o Hducat itn
“Alexandria A Virginza Polytechnic fInsiitut
' : . " A Atate University

Q ‘7 s Blackshury, VA 24001
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GENERAL INFORMATION.FOR PARTICIPATTON IN Lo

’ B * INDUSTR IAL, COOPERATIVE TRAINING T1 : -

B -} c . ) u
' ) B o= s ¥

Credityg:’ . 7 . 2 or 3 units {A

' - Maximum Class Time: o, 165 hours

. ¥
Minfmum On-The-Job Experience ' 540 hours

: Maximum Students Per Classz : . 20 studenls '
. . , | |
‘Prerequisites: o )

1. ' Achievements, of Industrial Gooperative Training Level I
ob jgetives. . ‘ L : '
2. At leust 16 years of age, ‘

vt . . R
‘3. - Completion nf‘l'i‘\h grade. ) .

vii
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) * BEHAVIORAL OBJECIIVES FOR -
INDUSTRIAL COOPERATIVE TRAINING 1T .
- o : A . . , . "
) " UNIT 1.  ADVANGED EMPLOYER-EMPLOYEL RELATIONS - ' |
7 - Lesson 1 Promotion, *ay Thcreasc, and Termination of Lmployment
- - '&4 . s, a. Y The student will be able to .describe ways of
' IR ' .+ obtaining promotiens and pdy inereases.
L A b. The student'will héézable to discuss wlys of
: . terminating empfoyment., , {
Lesson 2 Employer aud Employecé Lepdl "ébligatibns
-, ) Ca * «_ a.! The, student will be able to explpin tife.
) - : ~ employer's legal obligations to hn employee.
. o Lo ' b, The . student will be able to describe the
: ’ Dmpggyge's legal Db]igdtlﬂﬁ” to an- cmployer,
/3 . ¢. Students will be able to dLEELss advantages .
- .- .. and ﬂisadvantageq of pmployment.contracts,
+ \ UNIT II, ' SMALL BUSINESS OPERATION ; e
7 Lesson 1 - Prﬁpfi&tﬂrshlp§ Partnerahlp, Corporation, and
, . o, . Franchise. . o
< : a., Tha studentiw111 be able to discuss the basic -
. ’ advanta?ga and disadvantages of thc proprietor-
ship, partnership, corporation, wnd franchise.
. S . C0 AL ’ g——
- ' i N
Lesason 2 Small Business Dperation N\
) . ’ “The student will .be able to ldentlfy and _
‘ o * discuss the main‘points in organizing\and r
v ) operatiplg a small business. "'
M UNIT TLI. JOB SAFETY o 2
Lesson 1 How To Give Initial ;l}reatanL For Injuries On-Thek Job,
o ! - a. The student will be able to give imitial
- P } . tréatment ﬁgr falﬂtlﬂF burng, wounds, ngccr cal
. - : S shock, and’gas leaGﬂ .
Lesson 2, Safety Rules For . Electr cal Power Tools
] a. The student.will be }ble to use and store .
o : ' electrical power tedls safely.
. ' -‘ . |
. Lesson 3 Classification of Fire Extinguishers . \
a. The student will be able %o claswify fire a
- extinguishers, - . 1
/ b. The student will be able to select the best -
’ * - © extinguisher for a given situation, _1 ‘
& M"Ea . < 3 !
- viii - !




& .
§- "UNIT IV,  ADVANCED COMMUNICATIONS SKILLS
r:.. Lesson 1 . Conducting Inforwat-Meetings L
e, a, The sLudgnWﬂfiil be able to 1;ad an informal
T ‘ ‘meeting, malintain interest of his subordin-
. . . ates and achieve an- assipned objeciive in
‘ Lo : *thiS'arehi
. " = . « . A
- " Lesson 2 Pubch Speakinp » ‘
S ‘ﬁﬁe studeént will deve1qp confidence so0 that ‘
- . A , l he may express himself and relgy inﬂhrmag1an-
’ - } : to a large group of people. ;
o : B LN v . - : : s : - .
] _ o, Co : . S
. UNIT 'V, UNDFRSIANDING INSURANCF
) Lesgnn 1 Why In%urange? ' ' Lo *
' %‘§, L 2. The studeht will be able to deséribe the ton-
. ) - + " cept of different types off insurance and define
&x\&\‘ﬂ v ’ \ ' prLﬂElpﬂl terms. . - '
. . L, i r T
* ., - Lesson 2 Autnmgblle Insurance
o ; " a. ~The student will be'able td describe the
, T various caverages,gf sutamﬁblla insurance
. Kt . - . - and be able to correctly caﬂplété a Vlrélnla
. , ‘ v “xlgﬂgsﬂ“ Accident) Report. =~ ¢
- ‘ ) \ ) - o .
. . Lesson 3 Life Insufance’ e ) &
, a,- The student will be’able to. deflnc principal”
f terms and dlfferentlatc amnn& the four typaq
: ' of 1ift insurance, i S
' . . Lesson 4- HDSpitaligﬁtiﬁn Iﬁgﬁraﬁce .
B - ~a. The student will be able to dng $s the various
L ' i . hospitalization coverages.
a i T ‘ ) T . .

CUNIT VI, CONSUMER DECISTON MAKING
R B SR
Lesson 1 éfﬁ;znmartanég of credit - -
. to write a. short

The ﬂCLdQﬂtiWLll be able essay
‘ on the’ purpose, use, and cost of credit.
4 ¥ 7 . 7f . i B ! '
: ~ Lesspn 2 Financing Yous, Buying !
) (L -a. The student will be able to discuss three types
of financing available, and the advantages and
disadvantages of each, o
Lesson 3 Sound Buying Habits
a. The student will*bé able to complete a case
study using sound buying habits, based on
‘ ' materials covered in this and the previous
. » ) two lessons. -
ix
= ‘ . -
Q ) lD '
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UNIT VII.

f

" Léss

UNIT IX.

Lesgon 17

son 1

Lesson 1

UNIT X, VALUES

;r,, 5 =
UONIT XI.

Lesson

UNIT XIT.

Les
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Lesson 1

1

n 1

AbQEnLLLme nnd Theft
a.

CURRENT PROBLEMS IN lNDU 3TRY

&

The studént will be able to idPuLliT th
cauges and effectys of absentecism and ‘theft

in indpstry tuday.

!

Environmental Pbeleb L’ 1ﬂduetry
The student will be able to des crlﬁt causes
and effects of envirormental problems in®

a,

1ndudtry and whaL cdn b2 done to prLVPﬂL‘auch

prmblema

*

AN

How to Select Jnd Evaluate a Cumpany
Fmplaymant )
“The 'student will become Familiar

a.

Pb%t.High'Sah@ml Education and Trainiﬁg
a.,

* *

POST HIGH SCHOOL EDUCATION AND TRATNING

.

L

UNIT VIII HOW TD SELLCT AND EVALUATE A CQHTANY FOR PERNANFNT EMPLOYMFNZ

for Permancént

with eriteria
used in evaluating a company for pcrmanen1‘
. employment,

The student will be able to list and. discuss  *
-each of the available past hlgh ;huul educatien
and training programs, p !

5

(DpEﬁanaI)

Work VEIULa

SOCTIAL AWARENESS

Basic Echal Competencies In Everyday Life
a.,

Th student will be
“ten’ v;;uea that are

habits.

(Optional)

S

L/

considered good work

s

able to list or desdribe

The bLUdEHL will be able to list and dDaCrle

the carfecL pra;edgrﬂ

11V1mg

CREATIVE THINKING IN INDUSTRY (Optional)

Successful Inventing-

4.

The Dtud&ﬂf will be able to create a
change in a device

/ 

or & condition.

i

wy

[

te follow in c¢veryday

aﬂt
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UNLIT XIL, CREATIVE THINKING IN. INDUSTRY (Coutinued) fo
) SR N : . L - ' o
. lesgon 2— Ques Lions For Inventing _'> o '
Co w2 a, The stdddent will be able Yo list and discuss
A . 7 e . .
. i , three basic questions aske®by inventors when
L ‘ invémting ) - T
- e '
o :LEES(}H 3 A,idﬁ in- Iﬂueﬂting } .
R ’ a,- The student w 1], be able Lo dlSCUSS and usc Lhc_
¥ ) <+  aids n invcn tipg. . : o
) '
- ' lessen-h | Fufces ’Ihal: Affect Inventious. o :
" - , a. The student will be abl'e Lo define or dlscus., e
’ i ' - the “physicyl forces und conditions meosed L ’ e
. . . én de velopment of inveuL ions, N “ -
. Lessen 5 Patents ' ' Ll -
L* } a. The student will l)e ‘able Lo discusg and describe |
AN < protection of inventions. - = X
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ADVANCED EMPLOYIR-Z=MPT.OY ZE RELAT ZONS
Promotion, Pay Increas=, and Tetmminaticz of Ezmploy ment

Lesson 1,
Lesson 2. Employer's and Imployee's leZal Obligatdons

o

0
ERIC

Aruitoxt provided by Eic:



O

ERIC

Aruitoxt provided by Eic:

INSTRUCTOR'S LESSON PLAN :
Generally Related Information )
. i ' - Unit \L
. Leason 1 = \
SU&EECT:‘ Fremotlon, Salary IﬂCfEaSEa, and 1EIminaEig1
of Imp lcyrngﬂt S ; )
03JECTIVEE | The student will be able to describe ways of taining
Fromotipns and salary increases,
The student will be able to discuss vays of terminating

2np loyme=t .
TECHING A DS

MATER.IAZS

WVerhead projector, filmstrip projector,

ﬁtglinf’ﬂirh It and Gettiﬁg Ahead ; Changing Times Educatiocn

2 ﬁéfﬂite
Trat‘flﬂpﬁar&anc les

1729 H Street N.W.
(2) 1141,

How You Can_Get a Better Job;

Washinﬁtﬂn D.C,
Handout (2% 11HZ.

20006.

American Technlcal Society

848 L. §8th ‘Street ,
Trlha Enp oy ers Wan.,,

=ramd Avg., Chicago,

Succeedipg dn the World of Work;

Chicago, Illinols 60637, '
?L]@ﬁrL Reaeaxch A%HDLidLU 57 W.
Tllinols &06211.

Grady Kimbrell & Ben

v, 1[’11431‘.' d

;llﬂﬂﬁjg 61701,

McXnight and McKnight PubLishinp Co.

1%
3 =
, Bloomington,

1. VPr;?{EFARéTI@N Cof the learnery

ShL:«‘W £ ilﬂ:lﬂt gip H

Etdjing NiLh It and htL[L1b:AhLmd

Tre-tz it = Refer

oo
]

to (2) 11H1,
lite real lif: case SitLﬂtiDnﬁ applicabile tu

w o lesson ol)o. (L ica

2. PRISINCILON

{of the megfmatinn)

IHBTENCTTDHWL T@?[Q%

_KEY POINTS (thingd to remember or

=

Fact ore an 4 Condiy lons tor
consdder { 7 p romor dons

ol 2al ary
- Huwan

lncrengeas,
el ations

f

—

~an zib Je

P
1

Tac to =y

3. Zoatamgdble Fagzora

sy )
A, This sectien explainsg positfve
condltions desirable for futur.

benefics,

L. Discuss/class participacion
onn the kind ot relat lwus
vhich will promote these benefics.

2. Discuss and define the folloving:
Quality of work, Quantity of
work, JLDLULlLyé Tnowledge of
Job, Tratoing.  Use (2) 11712
Yohoo, and 6.

i, Uinﬁuéq/dnqvvihe the following:
Ab{lity to think, Adaptablligy,
Infeilative, Goad Listening habies,
(onlvrd‘1VLnLJ1
amd Punctuality.

hiuman

Attendange

?.: 1 o
o
[
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1. PRESENTATION (cont inued) _ e - o
- iNSTRUETIC‘sNAL TOPICS __XEY POINTS (thinga to remember .
- s — . - UL
. © B. -Types of Promotions B. Discusgs and describe the different
/ & pogsible promations
* 1. Departmental 1. This ia your firac step of .
- advancement ,
2. Job with more responal- 2. Discusa the nec Sal'y atticudes
bility within the company . promotion to
work, poli-
Y. Job W{fih“ more responsibility . 5 the difference Iin the
with another company, new environment, svstems of
] achievement, personalities of
. I ,'eli ,H fte crent politics.
“o Methods O lepminat tuy . Define the differvnt methods of Job
Emp loyme s tarminat {on. ,
1. Permanen-z l‘i‘rminau\_m e 1 s and demonstrate the
o T, diffarent methods of terminating
a job; advance notice (oral, letter),
# released, (fired), mutual Aprec—
} mant .
! £ Use handoyt in demonstration of
letrer (l{ j1uz2., :\:11-:?(; Ate vou
lepally or morally obilfpated o
glve notlee?
A Have studenls voole plox oltuatlons whichy wigl chidie o amla
Increases and promotion,
H. Have atudents role plav ,11L\ultiuﬁ‘\ whiclywill effect theto © ., ...
employabi ity 1f they do not adhere to proper terminat{on procedus o,
4. TEST % o - 7 -
AL Write a short eqday on laclors which haee as o ellen t un\"luluuil\nl
and salary Increases.
B Write a short concise lotic: ot Polo terminae o,
STED ACTIVITIES:
Have apeakers give short semina: on ways ool obtalaolng pronot Lons annd
salary Ilncreames,  Invite caplovers, labor Teader, or fovmer 10T
studant. .
4 . NEXT LESSON:  Emplover acd Faployee Tegal ob U mitions L{ -e
{
- 7
5
L
a [

ERIC
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HIGH CAL:BER
 ALWAYS LOOKING FOR
WAYS TO INMPR0OVE

EAGER 8 WILLING
+ 7 MANAGENMENT MINDED -

1
. f:")
-~
STAND PAT TER
& INTENDS TO STAY THAT WAY -
CHANGES ARE FOR OTHERS
TO MAKE | &

"HAS SET IDEAS

_SELF -SATISEIgS
JUST DOES. THE JOB
LET'S' SUPERIORS DO AL L

STNTHE THINKING
GOING i\nQ*”nr‘m i/\Prv

HORY 2 ;fj}?ﬂ/\?] [f‘“;;‘zu M/P ) ;}“"‘ 7{{{//_1‘ Ok |
COF TR TO TEM PO A




WAS | )DOF‘“ “NQUGH L




IIRE

| SAM IS.POKEY.
. fLun*ﬁ@cu“ATf :

?\JDE’_' 1S FAST
- %u SLoﬁﬁY

"FP
oy

Qo )y /
‘ %fﬁ“/\\ é JANE HAS TO |
AN d@ﬁpfcr JOE'S WOR
//} 0\ AND FINISH THE REST
b7 oF SAM'S WORK.

Costze ponterne y D I R
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-
EMPLOYER=EMPLOYEL RELATIONS
PRE=TEST .
= . = 3;&

wh

3 : : s j 3 = .I ' 1
1. When is .the best time to find out about opportunities for advance-
ment and pay increases with a company?

Lo
2. What questions should you ask yourself about deserving a job promo-
tion or a raise?

£ . -~

=]

3. 'If you decide to quit your job,*what should you tell your employer?

&. What things sheuld an employer congider in deviding who will be
promoted?
5. ,List or discuss advantages afi disadvantages of caployer~employec
contracts . ’

*?gf) ' Handout (2y 1l

ERIC

Aruitoxt provided by Eic:



James Johnson

From: Walter Smith

Subject: « Resignation as Receiving Clark

This is to inform you of my resignation as receiving clerk and

Lo
]
=t

e}
(3

términation of employment with the XYZ Company effectiv

: (Date).

n relatively

T

While my association with the XYZ Company has bee

brief, it has been most pleasant and is one that 1 end with regret.

¥
i

My flrst responsibility, however, is to those for whom I must

provide a livlihood. With the uncertain security of my present

employment and the lack of opportunity for advancement, I feel

that T gust accept another position which offers a higher salary as
well as other advantages,

L ghall miss my HSSQQ{?tLUU withi the XYZ Company. The experience
. i
and knowledge gained will be of great value to me' in the future. I
*

e A, . - : . L
wish o exprgss my appreciation Lo you for haviog piven me the oppor-

Lunilty to worlk tor the XYZ Company for the pash twe yedls

Very tiuly youss,

Walter Smlth

i

[
;2@, andout (2) 11H2

ERIC L

5
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LA o SUPPLEMENTAR
, TEACHING MATERIALS FOR ICT
) CENERALLY RELATED LESSONS
- s : Unit_ 1
- X ! , o Lesson__1
« BOOKS . . g ,

Can 1 Get a Jobls Degartmgggﬁaf Public&RelaEiansi General Moto
Detroit, Michigan 48233’ ) ’

™

ST

.H@w,taﬁ@eéﬁélcgggwigb People and Get Ahead in Yqur;j@b!‘ H. ¥. Dugdale

The Kirkley Press, Inc., Timonium, Md. 20193.

How You Can Get a Better Job. American Technical Society, $48 E. 58th S
Chigago, Illinois 60637, '

Kimbrell, Grady and Ben S. Vinyard, Succeeding in.the World of Work.
McKnight Publishing Co., Bloomington, Illinois 5170l.

Johnson-and Réssall: Personnel and Industrial Relations. Irwin
- Russ, Homewood, TI11, 60430. : ’

¥

- ) R o R P .

What Organized labor Expects of Management. National Assoclation
- of Manufacturers, 2F. 48th St,, New York, N. ¥. 10001,

W * 'y

PAMPHLETS

*
#

5
What Empleyeis Want Dodeonn Keocarohe Ansocldleas 37 W Glaal A
Chicago, Il1lin.is 60611

24
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INSTRUCTOR'S LESSON PLAN
Generally Related Information
Unic_ 1
. lesson 2
SUBJECT: Employer and Egployee Legal Obligations. -

OBJECTIVES: The student will be able to explain the emplover's
o obligations to an employee. ’ )

The student will be able to describe the employee's
legal obligations to an employec. '
The sgudent will be able to disqussiadvéntagés and
diSEdvan;sgeq of empYoyment centracts,
, ‘

MATERIALS: [Fmployer-employee contracts, hourly IEIEIEH;E gu

child labor provisions. Handout (2) 12ZHL

\rb

U.5. Department of Labor, Wage
and Hour and Public Contracts Division, Washington, D.C.
22004.
EmEleEé Rights and the Employment Relationship:
Selekman and Benjamin, Institute of Labor Relatiovus,
University of Lalifnrﬂia, BEEKELE?! California 94700,

REFERENCES: Hourly Reference Guide:

- e . _ ) - \a. o _ . .
- e = — ————- '_“3,5 * e e e e s
1. PREPARATION (of the learner) T

A What {t an employer ask@ you to’ dm sumletliluy Wise le!

B. What Lf an employee refuses to wear safety glagsases?
C. What 1f an employee violates a securlcy agreement?

2. PRLSENTATIDN jgf tha intafmatian} o
[NQTRUCTIDNAL TDPIFS __ KEY FOINTS L;hings tD Iemember or g;z,
: : ¢
A Emp loyer 's legal obligatlons A Sttess that euployes 1ls 1equlied
to employees, hy law to perform certain payroli
deductions,
1 Fayiull dedu. tlouns 1. List of the bLilackbodrd aud
(written authorizadi.., discuss the following? {neuisu o,
by emplouvee) : soclal secuilty, income taxes,
unlon dues, bonds, credit union.
Z . Legal {nsluran. o= N Degserlibe and dismj,uf;l the tollow-

fig: workmen's compensation,
goclal security, unémployment
compengation. NUTE: stress
QD op pertinence.

3.0 tederal pegulablon 3 rplain and discu

585 wages, houra
umd;DLQudeLQngL safety lawa.
- NOTE: wuse hourly reference gulde.
Invite apeakar from State Dept.
of Labor and Industry, *

NOTE: stress overtdme and wminimum

B
4

provisiony.

v
P
ot

ERIC

Aruitoxt provided by Eic:
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TOPICS.

KEY

s
j B. Employze's legal obliga-
- tions to .emplover. '

wl 2 o ltlenrm

Cur il

AP Los v et

pard

SETE RN S SNVI

ol va

L - . B I TN .

valttra st

1. VFor thw cm plomse

O

ERIC | :

Aruitoxt provided by Eic:

an<d emp loyae.

PO INTS (thirgs to remember~6?vgg§)

b Stress' t oo moral and leéal-obliga-

*! o which-the amployee has to his
vunlove r, _ .
L. Shew gad discuss ‘emplovers

emp lovee contracts.  Stress Chat

b breaking contracts can cause

troub le 1rn feture employment.

Stress: [t is the responsibility

of zhe employee to adhere.to all” '

safety 1egulatioas, .

o Discuss and explain thai¥n s ome
jobs it s necessary "otwmareicipat
liz securdty checks cmd/or bonding,
NCTE: T+ may be necessary under
cerfaln conditions to submitc to
a 1le dezector test.

Sl omis Che aumerous benet it s deriwed

Pice—w rit ten cont racss. . R

L. thties are spelled out for both

cmplover and employee.

s tablishes the rate ar which

are to be Jith any
Aadded stipulanions 1or pay

§ Fstablislies control standards
ovar possidle dictatorial or auto-
crat e v@ployers.

VA
vou pald,

iner eses

) Pade rstard iy bet weo. emp oy ex

ez1p 1L‘)’ e
huowvn s it uat tons,

fowet

ther by

resalts {.,

i

U
improv
g peoductton,

fwes tiie enploy. 4 vlte 1u .
dectston wak ing.

l_tions
mE LIt ant
Uhe ermision to pasticipate in
MOTE

Thivtetore

& Jlscuss Lhe teso Ol paitl

fpating in actious, or
Some
very

det il te rtales governing strikes,

et Ted act fan . job s

Ll 2o unfoon,

salkouts cte. are

(2 12ui,

fmposed.

dapadoen

il [

w3 the vartous disadvantages
e e ompl er/er and amployee,
: St (a)
tapoaed without add-
(b) arbl~
Pranys demands apon emp loyoes
()
caae ter dilsmissanl,
¢ how

Addizional duties
b
! Mal compensetion,

ave coent rol 1o, must
juis t

ot

show
(1

Can-—
ol e .
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2. PRESENTATION (ccntinued) ’

——INSTRUCTIONAL “TOPICS . KEY POINTS (things to remember or say)
2. TFor the employee - 2, BTRESS: (a) individual raised
S ' are out, (b) compelled to main-
7 . _ - tain a certain level of prnfi;1ency,
' T S v (c) union dues must be paid
ségig : ' , (d) financial burden on employee

if company strikes,

3. APPLICATION

A. Have Students role play Emplayer—emplayeg union and non-union
, situations, :
B. Have studenzs bring payroll .stubs to disauss deductions,.

C. Have students calculate social security5 taxes, deductions.

4. TESI

3‘:’%

A. "Have students list and discuss the legal cbligaticna which- exlst
. between the employer and employee.
B. Have students write a s;mple employment contract,

SUGGESTED ACTIVITIES:

A. 1Invite a personnel manager to class to discuss the legal obli-
. gations of the employer and employee. :
".B. 1Invite a guest speaker from the Social Security Office,
_ 1i‘lterﬂal Revenue Servi*:e, or a Federal mediator.

' NEXT LESSON: Small Business Operation

217




1

EmplgyérEEmpinyeg Coutract

&

P ‘
THIS CONTRACT for the personal services of musiclans, made this
__day of , 19__ _, between the undersigned ‘employer
(hereinafter called the . emplayer") and __ e _ARTISTS

(hér&inﬂft&t called "ARTISTS").

WITNESSETH, Ihat the Eﬁpléyef hires the ARTISTS as musicians on the
terms and conditions below. The. leader represents that the employees
already designated have agreed to be bound by said terms and conditions.
(Each employee yet to be chosen shall be so bound by said terms and
conditions upon agreeing to accept his employment.) The employéea

“ severally agree to render collectively to the employer services /n

the orchestra under the leadership of__
as follows:

Name and Address of Place of Engdgement”; .
Date(s) of Employment___ e .
HGB;S of EﬁpiaymEﬁt o ,Wﬁj,,ﬂ,” ”:;; . ,:ﬁ e #
Breaks (nuﬂbér);ﬁ,ﬂ 4,,- length — "
, - &
Type of Engagem%nt R I _
~The ARTISTS c@nsisﬁg of _____ musicians, and_gi_igi__ﬁ;téchniaians
WAGE AGREED upon $__ - . L .
To ﬁe paid - ; _ I

ADDITIONAL TERMS AND CONDITIONS

The employer shall at all times have complete control over the ser-
vices of employees under this contract, and the leader shall, as agent
of the employer, enforce disciplinary measures for just cause3 and -
carry out instructions as to selection and manner of performance. The
agreement of the employees to perform is subject to proven dgtention

~ by sickness, accidents, or-accidents to means ol tramsportation,

riots, strikes, epidemics, acts of God, or any other legimate condi-
tions beyond the control of the employees. On behalf of the employer-
the leader will distribute the amount received from the employer to
the employees, including himself.

The performances' to be rendered pursuant to this agreement are
not to be recorded, reproduced, or transmitted from the place of
per formance, in any manner or by any means whatsoever, in the absence
of a Qpecifac written agreement between the employer aﬂd ]
., relation to and permitting such rEEDfdlﬂE,
reproduction or transmlssian

Handout (2) 12H1

23



]
"

The empl@yeriiin gigning this contract himself, or having samc

signed by a zepresentative, acknowledges his (hd@r or their) authority
to do 8o and hereby assumed liability for the contract, :

o

+ Employer's Name___ Employees:- Nﬂmul

: Address_ N e Address____ - ] o
. . Al . ‘.

City.

Pi—l@nz _ ] e l } Phél‘lﬂ _ — - R ti

#

OTHER TERMS, CONDITIONS AND/OR COMMENTS:

vt - o

j
Handout (2) 12H1 (cont.)

O

ERIC
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SUPPLEMENTAL ,

TEACHING MATERIALS FOR ICT
GENERALLY REIATED LESSONS
SUnit 1
Imason__2

BOOKS

Sc¢lekman and Benjamin, , Employee Rightq and Fmﬁ]nynan Relationship, -
' Institute of Labor Relations, Unlverglty of Caliiaznla, Berkeley,
. California 94700.

PAMPHLETS

!

‘Collective Bargaining in the Private Sector. U.S. Department of
Labar Washington D,C :220@4! i . .

Washington, D.C. 2

Cnllegtlve Bafpainlng ln th; PubliE"SéQEQI. U.s. Dcpértment of Labor,

Fair labor Standards Act (Eh,ld bnr Prav151mnl -U.5. Department QEW
Labor, Wage and Hout Dlviﬁ}on Child lLabor BullgLLn No. 101, '

Washington, D.C.. 22004 PR I . _f-p

» Hﬁurly Reference Guide, U.35, Dﬁpa tmcnt of Labur
\ ~ and Public Contracts DiviSLDn‘\E?ghlngtgn D.C, s

A

30




10

.

ICT - 2
UNIT 2

. SMALL BUSINESS OPERATION ‘ '

Lesson 1. Proprictorship, Partrership, Corporation and Franchise
. o S ) _ |
~ Lesson 2. Small Business Operation (Project) ¥




! ’ N"TRUFFOR'¥ LESSON P[AN_:“ -
i . Generally Related Information . .
@ L : ( I . Unit -
vt o ? . ‘ * Lesson__ )
SUBJECT: . Proprictorship) Partnership, CGorporations, Ir ranchises
. #*
OBJECTIVE: The student will be able to discuns the basle mlvdntan,
. and disadvantages of the proprictorship, partnership,
corporation, and franchisc. ‘
-~ - TEACHING AIDS?V Overhead projector, Transparencics (2) 21T1 thru 17
) : REFERENCES: Small Business Management. Delmar Publishers, Inc., )
Albdny, New YgrkW 12205
1. PRLPARATIUN Cgf LhE_TEﬂlﬂEI) ;
A If you Jnd your best friend were parLﬁirf in a smfll cycle shop,
who would be responsible For your business debts AL the shop
7 failed? .
%EB; Is a corporation considered a 1&pa1 person in the eyes of
' the law? -
C. What is the smallest number of people vho can start { corpora- | 7
tion? . -
2 _VRESENIATIDN (of EhE 1nfﬁrmat1nn) . , e
' ,,W‘[ILI'?’I’RﬂCTIDNAL TDPIG';', _ KEY _ PDINTC' f_Lln ngs to remember to do or say)
A. Single pTDprlELDrthp “ A. 1. List definition on blackboard
1. Definition a. Owned by individual
2. Examples (shoe repair, 2. lNave students list examples on
barber) . blackboard.
v 3. Advantages ' 3. Refer to lrnnqparcncy - (2) 2111
' a. 0Own bos
b. Closc ersanal rclatianships*
c. Ask students how well they
A ) know their employer.
’ d. OQwner 15 local person.
U ¢. Easily organized or disselved
N . 4. Disadvantages . ° 4, Refer to Transparency (2) 21T2
4. Suceess limited to uwncr'a
ability ‘
b. * Hard to get funds
c. Owner assumes all risks
d. DBusiness life depends on
owner's life.
¢, Little specialization of labor.
f. Have students list on black-
board the advantages and dis-
advantages of a PféﬁfiEtDrShipa
B. Partnership B. 1.‘ Write\d efinition on. blackboard
1, Definition
2. Agreement : 2. a. 2 or more persons = ‘
" ) 28> b. Refer to Transparency (2% 2113
o T Zgﬁa

ERIC

Aruitoxt provided by Eic:
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2. PRESENTATION {continued)

_‘\(\

|

4=L_5LHEIBH§T£=E&Lﬁ1QEI¢%
B, 1. Advnntﬂgeg
) , v
4. Dlsadvantages
C. Corporation
1. Definitions
a.  Charter .
b. Stockholder (stocks)
c Board of Directors
~d. Dividends ‘
"2. - Types
4. Closed
b. Public .
3. Advantages
4. Disa dvantéges
D FraﬁchiSE'

1. Definition

2. Examples (McDonald's,
Hardee's)

3. Advantages

B.

4

CE

J.

ﬂ.

—— , e I
_KEY POINTS (thinga to remember to do or say)

a

Refexr to Iranaparcency (2) 21TA \

1, Targe caplital funds ;\

b. Variety of abiFities : Y

c. Different policy opinifons i

d. Losses shared jointly - : .,

Refer to Tranaparency (2) 21T5

a, Any debts arc binding on all

b. . Dissolved by death or disagrec-
ment

c.” Profits or losses shared as. in
agrcement ‘

d, Some partner$§ cannot cooperate,

¢. Have students write a short
(1 page) essay on '"Which of
the Previous Types of Businesses
Do You Prefer?”

i

List definitions on blackboard. Ask

‘students to give their definitions

of the terms,

Have students discuss both Lypes

of corpuratlnn

Refer to Transparency (2) 21T6

va,  Limited liability ®

b, Long life

¢, Can casily ralse money

a. Separate ownership and manage-
- ment :

b.  Impersonal employer- emplay;z

relationship

Subject to heavy state and

federal taxcs o

d. Subject to government super~

vision and regulation

L]

€. List advantages and dlsadvan-

tages on board and let clgs
discuss them,

a. License granted by government

- b. Monopoly rights

Have students list other examples

on board

Refer to Transparency (2) 2117

a. Acquire a recognized name

b. Receive company sccrets a1d
materials

c. Monopoly rights

¥



E

' * | . ‘
) . - “\ R
i ERESENTATLQN (LunLinugd) e, o O o
L INSTRUCTLONAL TOPICS KFY FGINT%HLPhinLW to remembor Lo do ‘or say)
D.  Franchlse (contlnued) ' ;
4.4, Disadvantages 4. a. Prilces regulated by government,
- Lo ! - government granted monopolies,
. ' ' & , b. Profits detecrmine selling price

e, High cost of acquiring rights
d.. Explain tool rental :
¢. Regulation by main franchise
. , office.
- f. Have students list advantages
: and disadvantages of franchises, /

3. APPLICATION (drills, illustrations, anélégics,'n}dl éuésrlana or 1ssign*
ments) ‘ :

A. Have the cia s break into 3 pgroups (Frnpriétgfahlp partnership and
- corporation) and debate against each uthcr CDHFLrﬂlﬂg the ﬂdvantages
or disadvantages of each, :
"B. Have the students sclect the number of clas JmﬂtESenecéssary to
start a partnership and corporation. Then dray up an agrecement »

- or charter. ' . , e .

4;7 CHECK ﬁﬁr(ﬁr test) (finll chggklun aLudQntE' cémﬁfgﬁéﬁsiéﬁ‘Dfiﬁiﬁérigi'j
presented) : _

U
=
S
pamc
]

A. Evaluation of students' class participation in discuss

B. Evaluation of agrecment or charter :
C. Objective test covering definitions, advantages or disadvantages

of the three types of businesses,

. A. Have a representative from Small Business Adm}nistratiun come in
to give a talk
B. Read Small Business Admlnl stration pamphlets

NEXT LESSON: Small Business Operation

O

Aruitoxt provided by Eic:
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ADVANTAGES OF PROPRIETORSHIP

. OWN BOSS

s - - | HOWS WORK, Ok, BOSS
2. CLOSE PERSONAL | 58,
RELATIONS

3. EASILY ORGANIZED
~ OR DISSOLVED

4 OWNER IS
LOCAL PERSON

Q ’ 35 Transparency (2) 21T1 .
=3
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~ DISADVANTAGES OF PROPRIETORSHIPS
| | - | E‘?jmm

s)

| SUCCESS LIMITED BY
- OWNER'S ABILITY

/

2. HARD TO GET FUNDS

3. OWNER ASSUMES
ALL RISKS

4. BUSINESS LIFE DEPENDS
ON OWNER'S LIFE

5. LITTLE SPECIALIZATION
OF LABOR™

N 1

. Transparency (Z2)2ITZ = ™ 7,
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'AGREEMENT OF PARTNERSHIP

- AGREEMENT INCLUDES:

DATE OF AGREEMENT

NAMES AND ADDRESSES OF PARTNERS
NATURE OF BUSINESS

DURATION OF PARTNERSHIP"

DUTIES OF EACH PARTNER
INVESTMENTS OF EACH PARTNER

HOW PROFITS AND LOSSES. WILL BE SHARED
ACCOUNTING PROCEDURES -

SALARY OF EACH PARTNER

RESTRAINTS ON EACH PARTNER

HOW PARTNERSHIP WluﬂBE TERM INATED

37

- . i&

Transparency {(2) 2173



_ ADVANTAGES OF PARTNERSHIP:

. LARGER CAPITAL FUNDS  $+ - ﬂ)

-

772 50
7HE RES]

L]

' 2. VARIETY OF
ABILITIES

3. DIFFERENT POLICY
OPINIONS

4. LOSSES SHARED
JOINTLY

: 1 c 38 - Transparency (2) 21T4




DISADVANTAGES OF PARTNERSHIPS

I fa

. .? :
|. DEBTS BINDING
~ ON ALL

Ezj E)ig;é;(ji;\/EZ[) Ea\f EJES!AT“E% L
‘OR DISAGREEMENT

ity porer)

3. PROFITS OR LOSSES
- SHARED AS IN
AGREEMENT

/] WANT IT.DONE
THAT WAyl -

4. SOME PARTNERS |
CAN'T COOPERATE

Transparency (2) QlTSHf'ﬂ




ADVANTAGES OF CORPORATIONS

I, LIMITED LIABILITY:

2. LONG LIFE

3. RAISE MONEY EASILY [

[ 'N.ﬂ T3
) ‘M i j' m'l i .“I‘“."‘

DISADVANTAGES OF CORPORATIONS
. SEPARATE OWNERSHIP AND MANAGEMENT
" 2. IMPERSONAL WORKER RELATIONSHIPS
3, HEAVY STATE AND FEDERAL TAXES

4, GOVERNMENT SUPERVISION AND REGULATION |

Transparency (2) 2176

s
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ADVANTAGES OF A FRANCHISE
| ACGUIRE A RECOGNIZEL NAWE
2. RECEIVE COMPANY SECRETS AND MATERIALS

3. MONOPOLY RIGHTS

LY

'DISADVANTAGES OF A FRANCHISE

|, PRICES REGULATED BY GOVERNMENT
2. PROFITS DETERMINE SELLING PKICE
3. HIGH COST OF ACGUIRING FKANCHISED RIGHTS

4. REGULATED BY MAIN FRANCHISE OQFFICE
N

L

41

Transparency (2) 21717
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" SUFPLEMENTAL
TEACHING MATERIALS FOR ICT Y
CENERALLY RELATED LESSONS
o Unit__2
Lesson__1_
BOOKS

American Cogperation. -American Institute of Cooperation, 1129 20th St.,
N.W., Waépingtcni D..C. - 20036. - ‘

stitute of Industrial Relations, University of California,

The Dg velopment of Personnel Administration in Western Europe.
erkeley, California 94720,

Would You Like to Own Your Own Business? National Association of Retail

Grocers, 360 North Michigan Avenue, Chicago, Illinois 60601

" PAMPHLETS

Brookshire, Marjorie. Automation. Institute of Industrial Relations.

University of California, Berkeley, California 94720

How We Orpanize to Do Business in‘America. American Institute of
Cooperation, 1129 20th St.

N.W. Washington, D.C. 20036

Industry - Qrganization and Employees. Education Department, National

Association of Manufacturers, 2 East 48th St New York, New York

Lo, L)

Small Business Administration Publications. Federal Building, 400
North 8th St., Richmond, Virginia 23230
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INSTRUCTOR'S LESSON PLAN
Generally Related Information
Unit 2
: Lesson__ 2
SUBJECT: Small Business Operation :

OBJECTIVE: The student will be able to identify and discuss the main
points 1in organizing and aperating a small business.

TEACHING AIDS: Overhead ?;pjectaﬁ Transpére cies = (2) 22T1-7.
MATERIALS: Handout  No, (2) 22H1 Small Business Administration

Publications. '*Federal .Building, 400 North Eighth Street,
Richmond, ‘Virginia 23230,

REFERENCES: How to Organize and Dperata a Small Buainesgs. . Prentice -
. Hall Company.
Small Business Hanagément Delmar Publishers, Inc.,
Albany, New York 12205.

SPEAKERS: Local banker, busineggman

1. PREPARATION (of t&é learner)

How many of you would like to have your owr "business?
What yould you need to know before you started 1£7

Give example of former student who has gone into business.
Importance of small business - (2) 22T1 v

. Refersto SBA pamphlet No. 71.

e

mo o w >
L] "

2. PRESENTATION (of the infomatiqn)

INSTRUCTIONAL TDPICS . ,KET POINTS (things tc ramémhgr ﬁc do Df say)
A. Types of business A; Discuss the various types. -
‘ 1. Manufacturing
2., Sales

3. Public Service (list 3 on board)

B. Research , B. Discuss the necessity of research for
tarting a business.

Personnel problems(Refer to (2) 22T12)

Layout problems (Refer to (2) 22T3)

Location consideration (Réfer to

(2) 22T4) and (2) 22T5

4. Other factors (Refer to (2) 22T6)

[4a]

L b
L3 - -

C. Physiecal facilities Discuss the physical facilities required,

C.
1. Plant needs &
2, Office
3. Sales i
4, Warehouse’




_PRESENTATION (continued)

51

-

__INSTRUCTIONAL TOPICS

KEY POINIS (things to remember to do or say)

o]

Equipment Required

Inventory Requlrements

Personnel Requirementa

Finances Required

D. 1.

H,

e
.

e
" oW

el
. o

s

44

Office

" Machinery

Have students list types of equip~

ment needed and discuss.

Manufacturing materials
Sales products

Service materials

Have students discuss the proba-
ble inventory of a local business.
Production workers .

e

Salesmen ™
Warehouse employees

Office employees

Managerial staff

Define each type of worker aig

"glve examples of each.

T T

Capital outlay

a. Equipment costsa

b. Inventory costs

c. Office equipment costs

d. Stress importance of obtaining
sufficient financing if businesas
is to prosper.

- Overhead and operating expeuses
" a. Rent

b. Permits and licensea (Show
gsamples of permits and licenses)

c Insurance

d Taxes

e. Utilitles

f. Office supplies

g. Salaries

h Have students dlscuss types

of expenses.

Small Business Administration

Private backers

Truat companiles

Community Development Agency
Have studenta list sources of
financing.

Have banker talk on finaneing.



2, PRESENTATION (continued) e
INSTRUCTIONAL TOPICS ____KEY POINTS (things to remember to do or say)

I. Why Businesses Fail. I. a. Incompetence Transparency (2)
o 22T7.
b. Unbalanced experience
c. Lack of. management
d. Lack of experience in the line
e, Neglect, fraud, disaster

3. APPLICATION

> |

A. Have each student set up a small business (assignment sheet- handout.)
(2) 22H1. '
. B. Have a person who has recently gone into business for himself speak
to the class, One who succeeded may demonstrate why. One who
failed may demonstrate why. '
C. Have students play "Executive Decision" game, if available,.

4. TEST

Evaluation of student notebooks on small businesses in terms of the
probability of success or failure of the business. -

Objective test. concerning the main topiecs of small business operation.

A, Have students do research on starting and operating a small business.
B. Speaker from Small Business Administration.

NEXT LESSON: Job Safety

o 45
ERIC

Aruitoxt provided by Eic:
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L
L
LU :
L by
L L Ly

SKY-HI-INDUSTRIES

|. OUTLET FOR CREATIVE IDEAS
2. 'PROVIDES INDEPENDENCE
3. ‘MAY BECOME LARGE CORPORATION

4. PIONEERING NEW PRODUCTS AND SERVICES

46

Tranaparency (2) 22T1
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PERSONNEL PROBLEMS IN SMALL
BUSINESS

T WEekLy ] /-
- RePoaQT
L,&“ @hﬁ

&a-*s-\_ e

 SELECTION

' PLACEME]




o SHOW CASE

DISP L &Ny

DS P Aty

STORAGE

[ #
[

CASHIER |

L7
. lorrice

|
|

. USE OF ALL SPACE

5,

ZE Lz fAousiedsae ]

L

4 FLOW PATTERN

2. EFFICIENCY
5. STORAGE

T GHRLVING

3 APPEARANCE
6.5AFETY FACTORS



|. THE FUTURE OF THE COMMUNITY

2.

OTHER BUSINESSES IN THE COMMUNITY

YOUR POTENTIAL MARKET

. YOUR POTENTIAL COMPETITION

YOUR EXPERIENCE, KNOWLEDGE, SKILLS

) 0 " L Transpavency (2) Z22T4
\ )

59




6l

SELECTING A LOCATION

CHOOSE
| TOWN
> AREA WITHIN TOWN
3 ACTUAL LOCATION

Transparency (2) 72715
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OTHER FACTORS TO CONSIDER WHEN
BUSINESS ——

OPENING A

" YOUR HOBBIES

NEEDS OF THE
COMMUNITY

OPPORTUNITY
FOR GROWTH

PAY SCALE




2 UNBALANCED EXPERIENCE

4. LACK OF EXPERIENCE

b s

REAS@NS FOR BUSINESS FAILURE *

NS S
= - E\‘

| INCOMPETENCE

2 YEARS oF A PHO. N
SECRETARY Sulod /7 i ELE&TRBN\Q‘}? '
bR~ YU wi Do A ,:

' WER \ "-7_ g\ CAN BE MY
W) | SECRETARY-

3. LACK OF MANAGEMENT

ffj ' *Q{ Lfijéi\n; SEE 7@&; s

5. NEGLECT 6. FRAUD I DI SASTER

oy
Lo

transparency (2) 22717.
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GOING INTO BUSINESS FOR YOURSELF

j?ﬁgussed throughout the year in the ICT program. [t is the

,‘ff¥ﬁhe project to give the student an undetrstanding of the

. Sblems and:decisions that face every businessman In starting and
! managing a business, In'solving the project's business problems in

connection wilith the particular busigess chosen, the student willl have

\ ‘ a\bgtﬁef understanding of thé problems common to all businesses.

,DESCB;EIiQN,QF THE‘PRQJECi The student tchooses a business in
which he {s interested. He will take the nacassary'steps in establish-
ing the busineas aﬁd managing it. While the pf@jéétjwilL bé imaginary,
every attempt 1s made to make it as realistit as possible.

This project should be the effort of an individual student. The

project is flexible and permits the teacher-coordinator t& adjustc both

the timetable and the tipe of assignments to his particular purpose.

=]

'Theglangth of time to accomplish®the project is approximately six weeks.
d . The student's éf@jeat choice must fall under tﬁe T & I category,
i1t must be legal business, it muét meet the requiremefits of the assign-
ments, and the cholce must have the coordinator's approval. It is
-preferred that the student organize a budiness of the type in whicﬁ .

he 1s employed., The project cholce must involve the complete organi-

zatlon of a business, not the purchase of an existing business. ./The"
= : w

e

farl

student will be challenged to support any of his statements with
proof of references, facts, figures or sources of information.

At various intervala, the student's progressg and undervatanding : :

will be checked and evaluated. The student 1s expected to plan his
= J :i— Handout (2) 221
O .

ERIC

Aruitoxt provided by Eic:
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pFoj Lct 8O élnég Eﬁaigﬁﬂmﬁiﬂv irg completed on the déce due, A class—
room tile is léé;m; Which cont aips all finished assigmments, ~All late
asai Zn:::ﬁnt::gﬁilll Eg noted us such and grades will be acij__uated accord-
‘i,x‘rilgljy. Ai_!al/ ﬂsgigl;lmg-ﬂtg; muit be a part of the finél Eusiiﬁesa project

wh‘l_ez:iler ty‘jrlcey are cont on €ime or not, A completed project, mééting
all ﬂagigﬁmaﬂté; dg 4 couxte requirenent, | | ;

o Wo tking ahead of scthedule 1s enmuf?gedi to allow for a possib 12.

urpexpec ted, time-consuming ofcplrence; hovever, caution should be tglcen
to irsute thst 8 fagt plce dleg nﬂi;.; decrease the quality of the 51:1;—*‘

- dente' work, Unsatisfacrory work will not be accepted at any tziitné

Eincé.tflnis; pTé] ectt 48 o gfefié.::t the student's best effort.

SORCEs OF INFOMMATION The student is encouraged to gather

tequest ed inﬁﬁfmat:igfl £ Tom é.,ﬁly Sources ,avaiia’ble; A prime sc::ﬁf;e; of
infozma tion ds thé 1ocal Eug:ine}Ss community - éfﬂpl@y&t‘é,\ competitors,
rer-ﬂlﬁﬂrﬁ,'.;ingim? ince agg;lt;g;j Public officials, etc. Other infoﬁmaﬁive
. Solrces are; tiegib’;j(l’kgﬂ 1lbFary materials, cliags notes, handotzt
m‘a’tgﬁia;‘ls, grad e fagina lg, U.S. Gé\rgrnmerlt Printing Office publica-
tLong the local Chasbe t ot ConMexce, fhé Sr;lall Businegs Adainistra-
ti.on, amd varlous assoclatlors, | |
BEREFIT  The sggdamt A énjoy* this project 1f he works difligentl}f!
iy fewépci in knowledge , undetrstarding, and Satisfaétiﬁnﬁill be in
l{ Tect proPortidn to the effort he i,nvesté in the project.

El

Handout (2) 22H1 (cont.)
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" BUSINESS' PROJECT ASSIGNMENIS

I.! Description QEsEusiness

. © A Name and type of business
s B. Type 6f ownership
' " Government :sgulaiiana affecting th; businens

—
[ )

'Lﬁcatiﬁﬂ GE Business
A, Indicate exact location on area map N
: B. Provide detailed plot Df the immediate business area - photngfaphs
b and/or diagrams,
C. State all factors'for chﬁice of location,
1. Buy, lease, or rent s_explaiﬁ terms
¢ Zoning of lotation ,
3_ Locdte trading area and ccmpetitian on map
4. Research of area —customer count, traffic flaw, pa:kiﬂg,
' business trends in the area, relocation of roads, ‘trans- )
- portation, etca
5. Be prepared to defend your chodce of iacatian
6. Explain the possibilities fgr future expansiﬂn

I1II, Layout of the physiaal plant, parking area, etc. dn dgtail and tc ’
’ a reasanablé Ecale
A. Detalled drawings of buiidiﬂg extexrior and plot. ‘
- B. Detailed drawings af building interioer,including fiktures” ané

equipment. . ;

C.. Sketch of front elevation gf business with identifying signs, v
ete,

D. List costs of major equipment and fixtures by.ditem and/or

remodeling costs. : . BN

1V, Customer 4nalysis o . c R
. o ¢ K
A.. To whaE type of customer will the Buginess cater ~and how was
this determined? : *
B. How will you find out about custoner desires?

13

V. Sales or Services : . ~

A,  What items will the b\lEiﬁEEE carry or what sar’vi.cas will be
. offered? - _ i : -
- B, Buying procedures ' :
1. Where will the merchandise or supplies be purchasad anr;l
~ why?
2. Explain the buying!prccedureg ' .
3. Terms and services available
C. List sample inventory and price at cost. ,
D. Markup and pricing of merchandise sold to the general public.'*
E. Costs of gervices rendered (labai, ete.).

' . ' jandout (2) 22HE (cont.)
' 56 v S
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V1. Financing the Businuss ’ :‘ v . o -
A, Amount needed (asgsume onc-half of capital is on hqnd) d
1. Statement of bullding fixtures; ctc. Coh i
. 2 Statement of operating capital needed for one munLh
: ' _ (includc Lixes, dnsurance, professional fceq ct:ﬁ) :
“4 B Compar'e possible sources. nféfjnanc;ng. : KR PR '
" €. Your choice o -inan21ng and why= ol

5

~'VII1. Business Organization - |
" A. Prepare a businegs organization chart showing the department s
and line of authurity. . R .
B., Personnel L ' o ' -
Number needud and major duties of cach -~ o

Selection procedure - "

- Training . S o ; o
Wages and benefits : TN T
 VIiI._ Tﬁv&n;ary or Supply '
I : : ‘ :
T A. Show sampla DrdFI - I S
~ “B. Receiving and cheeking- praﬁedure . A .
C. ZInventory control procedure IR
IX. Promotion of the Business .

AfVWAdVQItlSlﬂg o ,_”"“fuwwu;vhp_m;c e

-1, Media to be used and why o o

: : 2. Prepare advertising campaign

B. Special events = open, house, grgnd ﬁp;ﬂlng chnts, etc.

X. Customer Services

A. Credit .
B. Charge plans . L
C. Collection * oy
'D. Delivery, ete, :
X1. Records » i
h A. Method of recording the following
1. Stock inventory » o .
- _ 2. Sales and purchases - '
3. Income and expenscs . . '

4, Payroll - . :
. B. 'Financial statememnts .
Y : 1. Samplg profit and loss statement -
' 2. Sample balance sheet

1

Handout (2) 22H1 (cont.)

o . . 5317
ERIC - _ :

Aruitoxt provided by Eic:
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XI1. Conclusion . .
I A, State conclusions pért;linlng to the possible Success of. the
- busineas, :
B. E[xplaln why project mwuers of ‘the buqlnedq can or cannot”’

~ operate the business Eucresafully

. , - ) v te [ ]

”Vk;“l"EEQQQBI _At-éll times the student is tg feel. free to consult the
teagher-coordinator for advice. The ‘teachcrrcpordinator in turn-will
direct the student's effort and thinking- to the desired goal of

' nndersfanding. This project can invelve many topics and serve as a
i o :
summary for the year, - .. ;
z ]
; L3
“ 7 B ! )
. - - )
. i "I
. - J | :
: |
\
¥y * ) \‘
i . \‘ -
- ‘ ’
F,g;
Handout (2) 22H1 (cont.)
= c
o8
O

Aruitoxt provided by Eic:
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. SUPPLEMENTAL
' TEACHING MATERIALS FOR ICT .
GENERALLY REIATED LESSONS -
R i IS Unit__2
,Nj‘ s Lesson__2

American Cooperation, Anerican Institute of CcnperaLicn, 1129 ZOth
St., N.W. Washingtaﬂ D.C. 20036 :

The Development of Persannel Administraticn in Western Europe, Instltute

e of Industrial Relations, Unlversity of Califarnla Berkeley,.
California 94720,

éQg,d,fcg,;fkéiﬁgDwfn_,_”aur_@wnéﬁusiness’? National Association of

Retail Grocers, 360 North Michigan Avenue, Chicago, Illinois 60601,

PAMPHLETS I ' o .

o i Brookshire, Héfjérié.' Automation.. Institute of Industrial ReIatluns
University of Califarnia Berkeley, Califarn;af 9472@

"' How We Organise to Do Business i America American Institute of
- Ccaperatinﬂ 1129 20th St., NW,, Washington, D.C.. 20036

_I,dustrvsatganizatian and Emmanees. Education Department, National
Association of Manufacturers, 2 East 48th St., New York, N.Y.

Small Bgsiﬂggg_Adg;n;strazian Publications. Tederal Building, 400
North 8th Street, Richmond, Virginia -23230,

e \
¥
£
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' Legsoen 1.
Lesson 2.

Lesson 3.

b,

cT - 2
UNIT 3
JOB SAFETY

"How to Give Initial Treatment for YInjurdes on the Job

Safety Rules for Electrical Power Tools

3

Classification of Tire Extinguishers

e
L

>
)

'ﬁ’-“‘,;‘]‘.
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i ii
'TNSTRUCTOR'S LESSON PLAN .
L . Generally Related Information
Unit™ 3
Lessan 1

SUBJECT: How to Give Initial Treatmant for Injuries on the Job -
OBJECTIVE: The student will be able to give initial treatment for
fainting, burns, wguhdsi electrical shock, and gas polsoning.

TEAGHINGVAIDS: Overhead projector ’ ¥
MATERIALS: Transparencies (2) 3171-7 )
Film, "Safety at Wotk“i
REFERENCES : First Aid Textbook. . The American Red.Cross, Doubleday &
Co., Inc*, Garden City, New York 1153D »

1. PREPARATIDN (af che learnar)

A. Introduce: film. L : .
B. Show film, "Safety at Work" ’
C.. Havehyescue squad member demanstrate praper precedure for giving
' mouth-to-mouth reauscitatian.
2;' PRESEﬁTATIDN Tof ‘the information) ) L ' '
o INSTRUCTIDNAL TQPICS - KEY POINTS (tbings ta témamber ta dD or say)
A-‘ Fainting S S . s f: - C e
" 1. Symptoms . Al 1, Disauss the symptcms ‘
- _ ‘ _ a. Pale i
i S b. Clammy skin
- 4 o ~ ¢. Dizziness )
SR - d. Shallow bfeathing
e. Slow pulse -~ ,
: , . f. “Temporary uﬂccnsgiausness
2, Treatment = _ ~ -+ 2, Discuss the treatment o
: . _ " a. Place patlent on back ’
_ . . b. Loosen.clothing
" ¢, Apply cold cloth to face
d. Adminster smelling salts
1 . _ e. Get fresh air into room
o e ; f. Give victim strong coffee
B ‘ when he revives
i .3, Have two students to come forward -
F and demonstrate with.assistance
' of rescue squad member.
B. Burns B. 1. Describe different ways a person
1. Description of burns B ¢ can get burned on the job and at
a, TFirst degree - home, ‘Refer to Transparency
LA reddening of skin o (2) 31T1.
b. Second degree ~
blistering

c. Third degree~
charring of skin




2, PRESENTATIQN (gantinued), , ' : -
' INSTRUCTIDNAL TOPICS KEY PDINTS (thiﬁgs tc remamber to dD ﬂfisay)

2. Treatment 2, Diacusa the treatanLS_

‘ u§eé physician i£ Eerigusi
-7

C. 1. Describe and discusg_ small wuunds
and how to treat th ‘
a, Clean w1th 04 nd water and
. - dress w1tb stﬁrile gauze,
Wounds with.gevere ' 2. Describe a sévetre bleeding wmund
© bleeding o - and discuss how to. treat 1t.
A d A SR “  a. Apply firm pragsure on wnund
" .with gauze or clean cloth to
“eontrol blaading, if this daes
'naﬁ hurt patient,
. b. Refer to Tranmaparency (2) 112
_ y G . €. For fcgt -leg, or thigh. Waunds,
Lo * . " ~ -+ apply pressurg in middle af
W ' o7 groin with heel of hand.:
‘Refer to Tranaparency (2) 31T3. :
e, Call. physiciaﬂ or. taka ta it
» haapital ; o '

D!‘ Electrical Shock . D, 1. 'a. Never touch electrical fix-
B Precaution . C | ‘ture or applicance when hands
: »% - or feet are wet or while o
bathing. o
v S ) " b.. Refer to Transparency (2) 31T4. K
' c. Never touch water pipes or : B
radiators when using electri- T
~ cal appliances. :

d. Refer to Tramsparency (2) 31T5.

E

2. Treatment : ' , .2, Go over’ the treatment of electri-
\ cal ‘shock
a. Cut off current. B

b. Remove person Erom contact,
using stick or gloves.
- ¢. Refer to Transparéncy, (2
) 31Teé.
d. STRESS: Not bare>handed.
e. Give mouth-to-mouth xesus—
citation until emergency

' : pag\fl arrives,
E. Gas Poisoning ) . , 3
1. Causes _ E. 1. Tell what produces gas poisoning.

a. Gas heaters and st@ves
E- “Gas - fi}ﬂ;ut‘es o T
c. Gasoline motorg - all
producing carbon monoxide
Q 2, Symptoms Esﬁj 2. Refer to Tramsparemcy (2) 317T7.
. ' o~ ‘a. Jescribe the symptoms.




T 81"
| T B ‘ Lo :

2, PRESENTATION (contimuied) | e e
_INSTRUCTIONAL TOPICS . ; KE¥ POINTS (things to rgmember to. do or_say).

(L) Reddish cglar,éfiface
‘ (2) Cherry-red lips
' _ v , v (3) Unconsciousness .
3. it I 3. Discuss the treatment.
. ST a. let in-fresl alr,

. Give mauthsﬁoamguth resus—
- eitation until’ Emergency
patrol arrives. .

. 3. APPLICATIDN (dtills, 1 1ustratinn, analcgies, oral questicns or
I assignmentg) { e e

: — _ — s -

.Set: up ‘role play situatians and have students demanstrate proper

';,treatment qu'injuries and explain why they gava thia Particular
tteatment. " ; . L .

i . ('» tE
T Ala .,,1 Ce

v <

Hgve students name thé varlaus types Df Lﬁjuriés ustained Gﬁ. ;
the job and reasons for treatment EhDSEn. : .
. AN ,7 "’ S 77.; i g1, . ;
- SUGGESTED ACTIVITES: : R R "

-Invite rescue squad personnel to demonstrate first aid practices. *

i NEXTiiESSDN: Safety;Rules'fnf Power qulé' ' ‘- %

= : i
: i g
¥ by .
s dits
e
2 g -
e

roogl L e
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‘ Transparency (2) 31T1.
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5 . S ~ Trangparency (2)

DIRECT PRESSURE ON WOUND

¥



H,ﬁND PR*ESSURE
ON FEMORAL APTE?Y

66 _— Tran ;patenuy (2) 31T3

ey,
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ROLL VICTION FROM WIRE WITH INSUL~
ATING METERIAL, OR SHUT OFF CUR—
RENT DO NOT USE A METAL POLE !

Trapnsparency (2) 3176
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. ! | SUPPLEMENTARY

TEACHING MATERIALS FOR ICT
. GENERALLY REIATED LESSONS .
. ' ) : Unit 3
o : K : : Lesson___1
FILMS v )

Air We Breathe. Thls film covers Iesplratary protecticn against dust
and gases and other materials. zﬁ%hlnutes Mine Safety Appliances

- C@mpanv 210 North Braddock Ave. , Pittsburgh, -Pennsylvania 15208,

Rescue Breathi_g. This Film' presents.practical information to save
the lives of victims of suffocation by electric shock, chest
o injuriés; choking, drugs, and gas. 21 minutes, QDIQF; American
- Gas Association, 605 Third Avenue, New York, New York 10016,

! A Safe - o1 .. This filw shows that SDUﬁd safety programs can
v o Teduce industrial injuries when protective equipment is used.
N 7+ 1B minutes, color,Aetna Life and Casualty, 151 Farmington
o Avenwe, Hartf@rd, Connecticut 06115, :
PAMPHLETS
¥ Flrst Aid Textbook. The American Red Cross, Doubleday and Company,
Inc., Garden City, New York 11530,
To Live and Breathe. Aetma Life aﬁdfCasualty Ca,, Hartford, Comnecticut,
i 06115, | .
&
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INSTRUCTOR'S LESSON PLAN -7 »
Generally Related Information :
. Unit__ 3
Lésson__ 2
SUBJECT: Safety Rules for Electrical Power Tools
OBJECTIVE: The student will be able to use and store electrical
: power tools safely,

TEACHING ATIDS: Overhead projector, power tools: ’anderi drill,

saber saw, and portable circular saw.

[ad O f;

MATERIALS: Transparencies (2} BETl Handouts (2) 32H1-2

! u; fial

REFERENCES: Helnrich, H. w.f

Accident Prevention. Sth ed.

]

! McGraw=Hill Book Cb. Gfagg Division, Hightstown, N.J.
08520, 1975, L
1. PREPARATION (of the learner) - ) T
A. TIntroduce topic and film, s eoot
B. Show £ilm: *“PDTthLEFPGWEf Téﬁgsﬁ . b
7, PRESENTATION (of the Toformat lon) -

L KEY

PGINIS (Ehlnga tu remembérvgg da Gr gﬁy)

STRUCTIONAL, TDPIGS

« £l

A. Safety rules for power tools k.. Dis
- + the
cand
B. Before operation .
1. Statienary electrical B. 1.
poweY tonls :
Z. g@tgblg electrical Z.
3. ’E% an electrical tool 3.
that can hangleg the job.
= . L ¥ \ .
. * /“;#;‘ ’ A
ffé’ Eefmmgkgfafting machinery &,
b
5. Tools should be operated 30
only on voltage specified
by the manufacturer.
o
72
;§§26;=5§; !

cuss the 1mpmrtsnce of kngwing
ﬂzfety rules for power tools
refer to handout (2Z) 32H1.
securely mounted on
or stands.

ency,

Should be

sultable benches

Refer to Transpar
(2) 32T1.

Should be gruunded

a. Refer to TTanSpaanty (é} 32712,

Refer to Transparaocy'(2) 3273

(a series of %afety rules on
El;ctrlcal,ppgg; toels.)
Stress safety check to sec
operating conditions are sa

working arca.

Stress the symptoms.

a, Low voltage - inefficient
operation or overheating,
b, High voltage - excessive specd;
" arcing and overheating.
c. Refer to Traunsparency, (2) 3273,
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PRESENTATION (continued)

99

___KEY POINTS (thimgs

to remember to do or say)

(]

e}
b

INSTRUCTIONAL TOPICS

During operation
1. Hold portable Electr1=

cal power tools firmly.

2. Ovérheating of elec=

trical equipment.

c. 1.

Turn off the power switch 3.

and wait until all moving
parts have stopped before

reaching toward cutting

edgea

equlpment is CDnﬁECtEd

into special three-hole

outlets.
Proper
tools.

use

©
"

-

General safety précautlmﬂa

for use of electriq itv
1. Rulég for use

of power hand

Disconnmecting from outlet.

4.

9.:

6.

[

1.

=

f‘;_

Drills and sawvs

reduce pressure

toward the end of the job.
Stop using it until you have
found and corrected the cause,
a,

a,

Refer to Transparency,
Refer to saws,
Refer to Transparency,

(2) 3273.
and grinder.
(2) 32T13.

drill,

Tell of some of the equipment
which requir es three prong plugs.

a.
b.

Demeonstrate method of.
~ of various power hand
Use correct method

Refer to Transparency (2) 32T4.
"Refer to Handout (2) 32H2.

pl‘DpEf use
tL?Dl: B
of disconnect-~

fng from outlet.

Safety&fdlee -
(2) 32&1

Dlecu

~caused by electricity,

tﬁ‘HaﬂdDut

Return power
storage after using.

refer to Handout

lﬂJUfiPL which may be

" Refer

(2) 32n11.

towls, Lo proper

. : 2. Refer to Handout (2) 32HL ’
3. APPLICATION ¥
A. Have studenls Lo the i tfglent winds o J}J}Allt:.tu;,{;_; Lo B
3 5 3 T s s ' -
power tools, .nd s.all hand tools which oyerate on etactriecity
. Have students Jdemonstrate proper ase nd stoiage ol clectrical -2
power tools. S
i o
C Class discussion ol electrical =4atety, Wi
. e B S : R <
- o B - H, B - N
4, TEST o

Give test on safety rulas
and equipment.

for

aperation

ol

vlectrical

power toals

SUGGESTED ACTIVITIES:

O

ERIC

Aruitoxt provided by Eic:

1. Invite a safet

y englineer

Lo spoeak
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SUGGESTED ACTIVITIES (continued)

2.

NEXT LESSON:

Classification of Fire Extinguishers

iTE

“'k,,‘
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SAFETY KULES OR POWER TOOLS
1. Know your power tool

2. EGfQuﬂd all tools

3., Keep blade guards iﬁ“plaéé

4, Keep children ardvisitors away from working areas
5. iAVDid dangerous environment ﬁ
. 6. Don't force tool

. : 7. Store idle tools

8. Use the fight-tﬂéigﬁéfﬁﬁ - ‘-
9., Use safety glasses BRI

on't abuse electriec cord

=
[
=

.11, Secure work

Lo ;
-12. Remove adjusting keys
13. Keep work arca clean
14. Maintain tools with care . s
15, Wear propetr apparel,

= 16. Dbon't over rvach

B

1/. Discommedt Coacls when not in usec

v caxl w1 : B
Full Tt Provided by ERIC.
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SATETY RULES FOR

pnwer tool,

Learn its
speeific potential hazards pecu] iar to this tool,

&

|
Ground all tools unless double-insulated.
equlpped yith three*prong plug, it shuuld be plugged
into a three-hole clectrical receptacle ; the- ddapter
wire nust be attachad to a known ground, Never
renove third prong from plug..

Keep blade EUdrda in place and 1 wn;k1n5 order,

Keep children away, All visitors should be kept

" g safe distance frow work ared..

Avoid dﬂn;txnu; enviromment . Don't use power tuols

in damp or wet locations,” Keep your work ared well

lighted. 7 - \
don't foree tool It will o the pob betier and
safer at the rate for which it was designed.

L3

erare idle tanls, When mot 1n use, tools should be

stoted high Jﬂd dry, or locked gy Tron childrey
il el ot

Use Lhe right Lual Dbt fobee w st

attachment Lo v jub ol @ heavy tel

71[_ [U:lJi vnilf.x

UJL 1LIIL.L]/ ;,ldHLW Hl[—l I

or Just misk 10 Lhe operatlon fa diary

g

Read the owner's manual carefully,
applications and limitdtions as well as the

If tool is

]

PR TO0S
L

10,

11,

. Remove adjusting keys and wrenches,

Don't abuse cord, Never carry tool by cord
or yank to disconnect from receptacle. Keep
cord aghy fron heat, oil, and sharp edges.

Secure work, Use clamps or a vice to hold
work: it's safer than using your hand, and
it frees both hands to operate tool, g

Form

habit of checking tv see that adjusting keys
and adjusting wrenches are renoved from g
pawver tool before using,

Keop work area clean. Clutlered henches

{nvite accidents,

Maintain tools with care. K eep tools 8 hlrp

to
1EuglLﬂﬂ for hest :grtxrmingu Fo
AQg EﬂLLLDH for LubrlLaPLnE dnd Lhnﬂglnb :

ol
No
dgressories.

Wear proper apparel;no Joose clothing or”
jawelry to get QQU&“Q L1 ILVLHE parts,  Rub:
bur E]UVL? z1d FuotWear dre regommendod uLthU;a

L ooverr re&gl By sure Lo keep your

j Jﬁd mainta it good halance.

mi’

Lk b
T

Avoid acldepts alarting
Ts with §our floger on switceh.

o't carry plugs

i tog

Dlovonmech Loula Whiell vl 10 uee, Lol

servicing, whey changlig accussogles sl da

hlades, bits, cutfefs, etc. u
) 3

)
Al
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‘Electricity is the mgst used and wisused source, of @cwarl; : . o
world today. WitHout it, industry,”business,- afid home life g¢pulddot,. = .7
proaper; but uﬁa'ig—elEctrical prftiEEE cost thousands of;, iives gNery I

. ; : R . .
yedr. r. ke h . .

This inform&tian sheet will Jbe gancerngd with a. £aw practi;eg _
and procedures .amployed to léasen*th@ hazard Df;warking with electri-
lcal pcwar Eansuming davigas o »; T o Pt

GFNERAL SAFETY RULLS

UEE rubber glovgs whén applicable. e e _
Line voltages: ‘should be isolated’ fz g_cund‘by meag@wpf-
an'isolation transfnrmer., R

6. Line cords should be checked befﬂfé use. Tf tha insula-* "~ ! T w
‘tion is bri:{le or brokgn,'these should nct be used RE*"??
* place fault ‘cords. R A K e

7. Avold diFect contact with any valtage source. e
8. Be sure ‘that line cords of power tools and ‘non-isolated o
equiphient’ are’ equipped with safety pligh (polarized three .
post plugs). - Ecxngt defeat the safety feature of these -
~ plugs by using ”ngrounded adapterd.. ¢
9. Do not defeatiany safety device, such as a fuse or, ;ir—
cuit oreaker, by shorting across it or by using a highef
-amperage fuse than that EpEEifiEd by the manufacturer.
10. Take nothing for granted. Never assume the equipment is
of f, make certain by placing the power switch in the of f
v positian.ﬁg Remgveﬂrusas from any circuit where switches .
*. might unintentianally be tufned on. ., : '

CIRICAL SHQCK o
¥ There .are- basically faur adverse 'effects of - El$ttrical sha;k
which can cause death or damagg to the body and it% functicns. '

v .

1. Burns Lqpfiall degrees (cor

t and electric are) .

2. Muscular contraction (may r 1t inasphyxidtion)

A
: 5

3. Electric shcck : . Lt

4. . Elcctric ophthalmia

S SR Ha“d““E (33 BEHE

S g AP, e pen B e
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. e T SUPPLE}IENTAE . *
v e . TEACHING MATERIALS TFOR Ic, ’ -
GENERALLY: RELATED LESSDN o
;: "\ ::;:
o _ . .
BOOKS,
Accidgﬂt Pfevention Manual fcﬁ:‘ Induatrial Dperatian.- SEh Ed., Natianal '
Safety Council, 425 Ngrth Michigan Ave., Chicaga, Illinais Bﬂéll )
1964, ‘ : @5 , _“. S R _,, : ‘ »xﬁﬁﬁf
i% t's Envitanment&l Canﬁ:al and SaféﬁyﬁDirgctéry. 13th Blennial _ fféj' _% »i
L . Edition, A, M. Best Campany, Park Ave., Harristawn N. J ' Shem L
3 07960, 1970 _ '_fé e s 8 .
Blake, Ry P... Industriai “Safety. 3rd ed,, Prentice-lall, Inc., g
Englew od 1i££a, New Jersey 07632 '1963. v e Y )
. . ) L5 d .
& ; Moderﬂ Safgpy Practices. Jghn Wilay & Sans,
. . 605 Th,rd Ave., New Ygrk N.Y. 10015 1975.
IhéWEﬁcyzlopedia of School Safatyi School ‘and Collage'Départment; s
National Safety Council, 425 Ncrch Hichigam Ave., Chicago, A o b
Illinois 50611 ) e s : _ R vk
: : = "
; 'Heinrich H.' W.. Industtial Accident Preventiqn.é Ath edi, HcGraw=ss : 'L-“iﬁ
. 'H{11 Book Company,vGregg Di- Hightstown, N.J. - 08520, -, i o0
e e 19 3. 33 . . . ) . .
.ot ) . : s = o g . . . b
- Rechg, . .., et at,, Accident Fal : 1 Safety.Council, - . :
5 ' . 425 : ;th Michigan ANE N © 60611, 1873, i 7
3 : . = EE .
Simands, Rnlliﬁ H. and J. V. Qrimaldi "Safe T
5 Do Irwin, Inc., Hm&wagd Il‘i-, SDE;'
- I = N ‘< * ) e O . ‘
= s St¥assger, Marland K., et ai Fundamgntals af Safety E@ggggian.
Co Macmillan Publishisng Cn., Inc., Front and BTGEF_Streets,‘ Lo
b Riverside, N.J. 08075,,1964, & . [ 4 ’_; L )
Ho 7T oL .
WF re Never Too) Yﬁung to Learn Safety‘. U.S. Dea a%tm nt Df Labar -
Standards ifﬂaahingtan D.C. 20025 E _ : ' o
) * S E S ¥
. ¥+ Why Ask for an - Accident? —National Researc‘ner Bur%au,'lﬁ:'., 424 -
o, . 'North Third Street, Burlington, Iowa 52601, o
; . - : . ' '
7 FIIMS ' :
"Don't Push Your Luck." Presents a ?ivideEréﬂéEtmen; of{a blinding'!- g
7 .~ eye accldent that occutrred in an industrial plant. - 13 minutes,
N color, 1967, Hausch and Lamb, Inc., National Saciety for the -
? Prevention Qf Blindness, Im:, . 635 St. Paul Street, Rm:hestet _ e
' Hew- Yark 14603, .. .. PR P ‘ ST B —
L. . . . P , ’ . 'V Y o "a;e s h ?’
r »! . B - :.‘ 2 T ¥ . ;-; i —/: 'iv‘ = U a =
\‘l i oy %i‘ﬁ}ix:}}-fﬂj’b‘s‘ifﬁ'iﬁ‘!iﬁi?ggg f-t:i»;‘- §rEET P EEE FIEEEE ﬁ:p;x»‘s““s;t.;-t-rgs9;; i‘, .’Eii‘i‘v Tz ts‘fs’bkﬂri%kv’i
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S-St T
_ FLIME (ﬂdﬁthu;d) = e .
. C L : o . 4
'; v]yl"FQrtdhlisﬂﬁhgr loola. WhEEhLE aL;humE, (n a school shop ofr In a L
AR work situation, working with power 'tools, asfety is the key = °

word. The electric.drill, belt Sﬂndét, Qrbital gander, and
gyaber saw are demcnerated How best to} Hpexfur portable
©  power eguipnent {g 'also explained. 17 minﬂLéé' color, 1968,
B. E. A Educatiqnal Media, 2211 Michlguu Ave.’, Santa Manica,
Lalifornia 90404. <o , . ’
- e ; e

-
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el ﬁovgrnm;nt Printfhg foige,"'

" Ihe 5 Tipg on_Lifting Safely: ' U.S.
Washingt@n, D C. 20402 $ 9_ er 100 ) ",‘ J&ah:,p-

Fag: Tips fq;;igﬂder Safa;y‘ ~U.5, GQVEfﬁmLﬂt Printiﬂ? Oﬁﬁ;aﬁ, .
*Washingtan, D.C. 20402, $1 00 per 100 o . ,
The Safe Way i?ﬁEhE Dﬁly Way tc DD the Job. U.S. G@vernﬁént I ¢ '_‘ )
Printihg Office, Washington, D.C. ZDQDZ ‘ELiOO per‘loo;s' o
‘Ihe bhaeking,Iruth Abgut Electrical Accideﬂt;ﬁand ng LD Gﬁard ' ,'?’ Cd
T Agdi'st,Them. Wiring Dévice Divisicn ,%%idgepart, annaccicut '
7 . . = e
< ’ . i - ' . . a{g - 5 ,
) The Né%imnal Fire Era;ectignpﬂssoziatign,_60 R .;“A'f '

th g,that Prﬁtect Ehe Bc@y.

ck 13 1 3 U 5. Government Printing i o - .
Dfﬁié Washiﬂgtan, D.C!_ 2@492 $1.00 per 100;_ L ’ c i
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INSTRUCTQR s LESSQN PLAN - T ;b’l_ : i. = {
o Generally Ralated Infprmatioﬁ : _ _

N i. A4
. : i3~
. . :i | 4 . : ’% H .
. TEACHING AIDS:: v, . ) ;
) E _' , ) !-'-: e . : ) ) K ’ ",_‘!,
e . sjl.. o mTERIALS : Tf:lﬂs parengy ( ) T Hand?uts (2) BBH]. 2 . i . .t .
N ..REEERENCES: Facr Sheet on n_Po rtable Flre Ext1ngu15hér -Natiéna% Safe;y
. ~K;\ T .Couricil LI Cov : : o - L
R P T . §§le;t1ng a Fire Extingu h f:"UﬂiVErSiEy inﬂisggﬂri' i Lotk
& Exténsion Division ° _ T s L e oo i
T . e S ,",,,, — - é
PRE%&RATIGN (af the ILafner) - if S B ¥ e i
Lt : R v = < é; ;ﬁg B R

TEN . e

«A. "Ask’ thgse quastLDﬁ : A L . Co . v
" 1, 'Whdt kind of fire ‘extinguisher would yau’buf for hgme use?
.+ Shgp USCT‘ e s,

. . 2. Whagghappfais when wat;r is thrown on a gasoilne ﬁ;re? - Lol
* .3, Have’ on.display ‘several types of fire exXtinguishers. e Y

;f“»_ [ ’{f;ﬁég “Have flreman damnnstrate methods. faguse gf fire extzn- _— -
U Lo \h£5 gul;hﬁr f' R :  ﬁf” L o - 4
s A IR A TR
| 2. PRESENIATTON (of the ;nf@fmatlog) L ' g ‘
s ;*INSTnucrlgyAL IGPIC%  KEY P@iﬁTs (thlnES to. remamber fu Ho_or aayé -
. o N LomT . e A : i
A Fundamentals of fl:e S P.Agé 1.'*Flfes burn because three glemgnts ,
extinguii&zent‘ *%%f o, are present, Co gégr il
o T G, 7T a. Heat ' T
) e R e ,'ﬁ.W_bg Fuel

Oxygen
emove any one ‘element dﬂd the

flra roes out. ... -,

(]
'W m

n . "B.. Classification of fires BY: _?kairéé are classified according to
T : L _ . v © type of material burning. -~
v ' L S ©a, Class A:. ordinary combustibles
o e ' {wood, paper, straw, cloth) :

. b, Class B: flammable liquids
: g (0il, gasoline, etec.) :

' . S ~ . ¢. class C: electrical fires
_ o , S : " . (moters, wiring, ete.) '
, T e : . * 'd. Class D: combustible metals
S . L e s S ) . (sodium; magnesium, ctc;),

Q N

Aruitoxt provided by Eic: v =

J L T L T
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A . . e . L

‘:}_;_ ‘ ':gﬁ% _:_h l ): | ;L:-, ," ) - 1 .
2. PRFSENTATIQN (cnﬂtlnugd) AR A N
IN%TRUCTIONAL TDPICS " KEY_POINTS (things to remember to do. or say)

= 4

T C ﬁ@lassificatian of Eire . - G, 1, Tire extinguishers arc cla
QKtlﬂ&UiStha o _§3 ! . . -accéording to the glass o!
ot 1 they can control, °,
T R o e - oa, ClaaéﬁA thinguithth cuntrﬂl
o N lasg A £1rgs, cte,
A o : v W .
D! . Factqry classification ..~ D, -1, Extlngulghers are rﬁtcd by the
; ' : " Underwriter's Laboratnrea (UL

YN
s . : and. Factory Mutual (FM).
ML aW%% % . " 2. Do not buy an ektinguisher whigh -
; B R .o 1 not’ aﬁpréﬁcd by one af thesé |
. . A T argan;g;tlmna? ’ e m.w 0
, E; .Eulﬂr andaaymbgl ‘clas .~ E. 1. Iﬁ addit;un LD LhL lettefs, cagh
Lo o sofieation o ~ classification has a symbgl and *
e - e .~ . color to aid- ln qulck ldﬂﬁﬁlflCag LT
L B E ' - S tiom. . ARRRT ALY
Lo K o ' . z:',Re£EI to Ifanapaféﬂcy (2) 33T1 R
F: Types of ex Lﬂgu1&her= -~ F, %l Dry=ﬁhém1éai'extinguisheta
TS O and'thel haragter;vtlcs, o " "a. . Gemeral: purpose .dry-che
’ S . B .;'§IJEXE1REU1Etha control C¥a
' ’ .- A,:B, and.C fikes - are pro-
bably superiox ito all others,
b. Regulaf dry chemlcai exgln=

o, B B and G flIEa.

S T : B ) 6. Dis adygn;qg; 7 1gaves'i,lf;f

R . S PEEEE - due that may T;rm del,;ate;;,i R
Cew - o E machinery. ' e
:;¢1x',' ' . . T . 2. rbon EEEIECthfldE extlngulghcr%

ta

Ty

Ca
L . ‘ ..@, 'No longer approvéd for use.
: . . . b. Prdd&héc highly toxic 3
, ‘ _ 3 . S at hlgh temparatulcgi.

oo : . LZEd or pump) :
B ’ a. Effective Dnly on Class A fires
‘will spread Class B-fires, N
. Will freeze at low tgmperatures.
oda~acid and foam typé Ez%lngu%Ehf '
_ers
Ly . . Is b”SLially a watex type extln-_
guisher. /.
. b. Effective only on Class A fleS;T'€é
' % o . . will spread Class B fires.
v ¢.. Cannot be gUbJECfEﬂ to freeglng
= ) ' temperatures. ‘
% - ; ' 5. Carbon flioxide (CO2) eﬂﬁlﬁgULSherg .
- ' : a.. Excellent for Class B and C, N
1 but-will not ¥ontrol a
Lt-Class A fire. LRI _,i,"*‘
leave§ no residie,’ '

i

\J
o~
[

y =
s

[ERJf:“ ‘;ff- v;%;r‘

Aruitoxt provided by Eic:
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2. PRESENTATION (continued) ‘v R ;
. —____ INSTRUCTIONAL TOPICS __KEY. PGINTS (things to regggggr to dﬂ or_ a_y)
. 1"?,' é.; Dlsadvaﬁﬁagez cgnccntrated CDQ
. S E : . can be fatal.if inhdled,., Also;
o i L W .C0y can freeze {lesh 1f sgrayed
. : . ' at claae range. - 4
G.. In summary, the gemeral | | G. Give haﬁdout (2) 33u1.
dry-chemical extinguish= : - . , . ‘
er is superior to all = .. ' - T L
other types marketed, 4 o o , A
g H. Location of firc extin- - H. 1.  Close to likely hazards, & . .
gu ishers B : 2. Along normal pathg of travel, :
' -~ ‘butinot blccklng passage. .
» 3. ;E3511y SEEH . o e
' _ T 4i~‘Easy ta remove ' from hangers ' .

. Care of fire axtingui5h=_ﬂbh I.- lgiaFallow manufacturar'v iﬁatruc- o L

‘ . S ‘tions as regards gt@rage ] .
i T S ; o g‘;’__z,‘, . températures, efe, el
: I R N e 2. Thnrnughly examine Extlngulsher R
St w : A = '~ once.a year. i ‘ L .
, .. 3. Have ccmpetent person servlﬂL
f“ ext ngulshgr 1€ 1t needs it o

. .0+l landout (3) 3333 .

-

i
s . S f

' :Drganiég r@lé play 51', : gtudgn? actlﬂg ag "4 alesmen andv’
”cugtcmers _ ngtaqet will tell why he wants a fire Extlﬂguiqhef
" (for what use-* ‘or area) and. Ealesman will® adv1qe him as tgﬁprapér L

?gypé ) Salesman will- explaln why he adv1sednthe partlcular type

;g;

| ) | | # ,
o o A. Have tudents tell which klnd of fire extlngulghgr to " sa on each
A !lesq of fires. - - . a,‘ )
Y- 'B. Have students tells how classificatinn is marked 6n’ the fire = .
R g_ extlngu;aher., . .. N s T
s;ﬁ{ﬁ ~-C. Have students maké a 'list of .areas where flre extlngulsths shauld
N '=E§gipcgted and give the best type. S
_ . '7‘—§4, A — e —
: [ P e S
SUGGEST ED;\CTIVITIES s R R

.

Inv1tz flrE dEpaftméﬂt te demgnsﬁrata fire extinguishers ' g .

> \Have atudént read Fire Extin'uishérs fﬂr thE Home and Shgg,* #AE 19
. "7, North ‘Dakota State Uﬁiveraitv, Extension Service, Fare*
e S ' ‘;‘k Nor tl Dakatﬁ 58103. ' . L L AP
Wt ; S a0 ,J =
- NEXT LESSDN C@nducting IﬂfcrmglaMeetinés N

. . * 4 Va5 * L - - "
s - - - . S
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,a resemble the gas ciggtidge extinguisher, _ ;‘x
s exactly like the s -acid  type, hawevﬂr it is '§;_fgn§Vinaidg?becaﬂsglit
cqntains different ghEmlcals. S - \ e )

e

It coq;alns a aolutlun of waten, bicarbonatequﬂgoda faam making .
ingredient in the outer part of the ektiqguisheri Tﬁ&'inner chamber“tgntains’
. water angd alumifum sulphate. When the exkinguisher is -ihverted and ‘the chem=
4y .icalg mix, a “stream that resembles foam comes out of the excinguishar hose.
- The extingulsher contains about 2% gallons of liquid, yet it will generate
. pbout 20 gallons of foam. The foam blankets the fire and smothers the flame
*,hy gg;ting off its supply of oxygen. It is therefore recommended , for flam-
" mable 11quii§ in‘class (B) fires. Since this’ extlngulshar contains a consid- !
“erable dmqunt of water it is also effective on Elres of ardlnary gcmbustible
;,class CA§ mﬂterlals. ' -

1 o - L

Qﬂs look and operate exactly like the gag
ESIEfldgE extlnguxﬁher but in¥¥e of plain water it contains a special solu- -,
tion” of an alkali metal:: alt For some ‘reason which no one quite understands

T EhLS.ﬁﬂlutlDB is,effective on class (B) flIES}aS well as on class (A) fires.

L

[

- < ! i . - N Rt §

f‘::.g ' .‘ i{%"‘ o

Thlg extlﬂgulsher isone of the most familiar types It contains special-
) ly ‘treated ‘carbon tetrach£3tide and is operated akgplg,by pumping the handle - .
i !”ﬁ“' back and forth, “The most, common size container is one quart of liquid. “Thels
i stream will “travel foér 20 or more feet for about 45 seconds, When the liquid
FE comes in contact with heat it turns into .a heavy vapor which blankats and

fae smothers e flte. 1t 1Anan—canéuctor of electricity. '
;i:; ) . s "‘

L Tha llquld in these ext1ngu1shers Ccarban tetraghlérlde) can bg used on
“electricalffires. Do not use it in close places whe¥ gyou can't gey plenty ;
: @E freah air because -when it waporizes it throws off’a gas which i ‘highly '

taxlc and theré i@ ‘a chaﬁce of inlur{!whén using this type of Extif'ulsher

+

sos s
e

o e I
- ThlS extLﬂgu;aherlhas-a hcrn l;ke.nozzle thzough which carbcn d;axlde gag E

= s

escapes when the valve|is open. The gas blankets and smothers the fire. It
‘also is a non-conductor of élbctricity. :'The extinguisher has a maximum range
\, of about 8§ feet but the best results are obtained by playing the discharge as
. " * Glose to the fire as’ poss;ble moving the discharge horn"from side to side, -
‘Cas is compressed at ‘about 800 to QOG‘psm and. this type should not be 1acated
Sz in areas with excessive, temperatures. ’ e . A Y ‘

=% - A}

.5 .* L . ;j . %){) - . vl"il . . | A;Q

‘ .*» : . N . Coa Hgnaagt— -(2) 33}11;
EMC L . ‘*_ T o : doele % : B A‘. ! ) . e

s - ' o : S o . ca
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r

. o
S N Dry hemﬁfal exLlnguiuhgrs look somewhat like the gaa gdrtridge~; 
a Gpezatlng the 'valve at top of extingulsher punctures a cartridge GfJEBTbDH

dioxide gas, relreﬂ51ng }b nto the chamber, Fforcing the dry .chemical out
through the hose, xghich h &a‘; control valve at its extremity. The ‘discharge
"lasts from 8 to seconds, depending upon the size, Horizontal range aver-
ages 5 to 12 feet for 4 pound size, 20 to 25 feet fot 30 pound size. It is
-adapted to class B and C fi{§§Z%>w§  AP ' .

i

_ , WA dry chemical extinguisher known as '"small type' and is good for use

: © " on class A, B and Ggflras They are available in 20 and 30 pound sizes : ,

hg Mg Lhe stamp of dpproval of Underwriters Laboratories and Factory Ve
1. The powder is :knowfl_as Formula 8, having a base of mono-“ammonium~ °

phagphﬂté treated with a silicon resin and is forced thraugh outlet hose

with- 150 paunds of nitrogen or dry air:, v :

e s

ERI
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FIRE EXTINGUISHERS - TYPES, SIZES, USE

- 1
A

Vaporizing = : ~ Lopded. . Dry
_Iiquid Soda,Acid _ Foam . €0, VWater - Stream _ _ _ Powder

and | 1 quart to | 1% gals - .| l; efM - [5to . |1k to 11 to
Used | 3% gallons | 2% gal, | 2% gali ' |25 1bs,. 5 gal. . Q%EEJ: L A
' ' o |oBmp, . ga%w gag cartridge
cartridge | air préssure

: | Pump typd | Invert 'Tnvé;rt: ~ |opem -
TON. Air press. _ - - [valve

. e 58, , . .
. Inspect for | Recharge Recharge. | Inspect.fy{#Magp full, | Inspect for. | Inspect for
NANCE |, leakage annually l;»;\aﬁnu_s}l%{ty{;-. leakage bWHTT speft. for leaxgliagg 2w ® 1 leakage

S B : ‘ veighing . ‘| leskage =~ f ~ v | L
Nol®. .. |Yes - Yes ‘ No

£,

TOROF | No -~ | Yes
ICITY o}

- | "Approx. Approx.
. 20-40 fr. | 30 ft,
EQUIRED-| Rate of Approx.
TY pumping % = - | 1 min,

| tor2% ming, |

N e . . o i - R i P
Approx,, |'Spprox.. [ Apptex.. Approx,
8 ft. 30 ft, . 50 fr, - | 6-8 ft.
Approx, | Rate of Approx; | Approx.
(1 min, pumping % /| 1 min, 1 min.,

: ST RN " to2%wmin. /| - - -4
ALS . | CCly” wil Bicarbodate | Alum sul-" " |Liquid gater /| Solution of | Chemically
W CBM. *|- of  soday ~ phateé, bicar- [COp . /| alkali metal | processed dry

o -+ | sulphuric bonate of soda| X ./ salts powder
- : ' | acid, acid | foaming agent'] T A -
F - No . | Yes J  Yes N0 | Yes [ | No No * b _

Lo ' . - . . : | e . i
UISH- -+ Smothering Quenching | Blanketing Smothering | Quenching - | Qienching . | Blanketing
FECT . - | cooling cooling | cooling by cooling | cooling | cooling . | smothering
ON ' | Poor : Excellent Fair Poor Excellent’ [ Excellent .= | Poor &

4

LA
. L) B : e I ﬁ\ B 1 ' . B e
ON - | Fair~ . | Poor | 'Excellent :. ' |Good " ' Poor-ghould, [ Good .
"Bl o S o . . | not be.used e
Poor-should .| Poor-shoiild | .GBog
not be used’ | not be used”

é .

0N _E:-;cé;llréntf " Poor-should | Poor=should | Exce
e | not be used | .not be used

4 R N
3 e et e ) e _ = I
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SR . . SUPPLEMENTAL ..
W TEACHING MATERIALS FOR ICT. ..
oL © GENERALLY RELATED LESSONS ¥

.;w * o i i ) N
v+ BOOKLETS : )
Fagt Sheet on_Portable Fire ixtin uighers.
fi35~ Saféty Ccuncil 425 N.

*

1¢higan Ave., Ghlcagg, Illinois

~ Unit__3
lesson__3

. No, 199 Dl, Natlanal
60611,

o oy L -
Na AE= 79, Extension

T Fite Extlngulshers f@r thd Home and Shop.
Servlce, North Daknta State Unlver51ty, TFargo, N D.

1

: : VPaftable Fire Extlngulgher53§nd The
vt S State University, Extensiqn Divis

‘ o ﬁSEle:ting a Tlre Extinguisher. ' 1905 Unlvers;t _Qf HlSSDurl
Extensmnﬁ Division, C@lumbla .

io.
Missouti 552@11

; l. ! H
=
J ‘
i . !
i Ly . * ’
- %
[ . ' d;
O ! ) g
: P v o i
. i - :
v odeam . - : . g
T _ ‘ . ' S
. s ., . ,- o . ! K y
L e Ch{i A
i i : W g Re. ’ . L
Y . N P B 4 L
o . ‘ . .
s . : . sk

E lC T
o o e R C ’ :

58163i

o ir Use Nb. 402 leahﬂma
i *Qn Stlllwater, oklahoma” 74074
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Conducting Informal Meetings o
1 s oE - = . :
Public Speaking | . '
) ' é' E 7 ' ) v

ERIC
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- W : - r;{i‘?ﬁ
N R érDR L,LqSDN P'[AN . v, L !
L% 3] ts! . : . 2 R
R T S ‘! L ) . ... lLesson 1 v o
- . . . . 7 - e , L Y
SURTECT:  Conducting, Tnformal Meet lngs '
CaBd l".(f'l‘llV['Ziig Student wi Ir[ be abld to lead nn ln formal meet Al'nig, mtbln;‘uiﬂ _ .
. . intereat of his suhordLnatas and achlevoe, an asslpgned - R
o S -*ﬂb1ec;tive in this area S CoL
. . 13 g? .
: ) i i 4 o . o -
TEACHING AIDS; Vidg@tape, Eape recorder ( . L *ﬁﬁ%'
. S . iRy

MATFRIALS Tist. of short maeting tDpiC;.

o - \#
_ ™ Handouts (2) 41H1=3 . , lﬁ}‘
' ' TranSparenQLE% (2) 41T1-3 s &. - A T :
.  REFERENCES: Wikﬁley, wasléy,zgggiiCammunicatigns. 'MacﬁilliaﬁTED.Q{NEW ey
. o -7 - - York, N.¥., 10001 - i 9 : %: S
W .y e X , Fapp, Glenn R., How to Cammunicate Orally. Pfg%;icawﬁall? L
: é - Inc., Englewaad Cliffs, N.J:, 1966, k - Lo T
. . . ' N R
. R T PREPARATIDN (Df thé lea%ner) . VEW . Ji‘ e .
Loy o SR A .
FO - S G;ve several Students in- the ;lass ‘the rgspanaL’ ity of: :Pﬂdud%Lﬁg
e v A

-a short meeting on: a speclfled auhjegﬁé;

. _ Vldtﬂtﬂpe ﬂieae attempts .-
e A . Lo, hlghllght erfafa,whlch mugt bg in

toved., Thi% will 1ead intc

;i\ y_v-. BRI Qhé lesson. . ‘7§&
R _fZDeEiﬁé where Ehe qkiils ta Emﬁduct meatings arg neede@ in ‘the , °
e L o wBtld of, work. : E Ty Tar
; S oo G QDiscuss haw.@ne can prflt frnm ‘a m&etlng;L_GiVE'ICT (2)_41H1 .
2. PRESENTAI‘I@IE@f the infarmatmn) ' S T U
. INSTRUQTTONAL, TOPICS " ” KEY PC)INT '(jt}j{igg'é to remember to do gr sav)
i A, ‘Reagons FDr‘haldif_f” "*Discuss’ réasans for halding iﬁfarmal
' formal medting o meetlng Lo S
R o ‘ . S e W Spike rumors ‘that afé clrz&}qa '
. !‘mﬁk@_"i- S - : v - . o ‘f t-iﬂg. oo . "?:h.éf N q,
. . - o « 2. Discuss production flgureq or '
a4 . S ~ schedules, . ~ * ¥ oo
L : RV B 3. Introduce new emplayees.
: o o © .+ " 4, *Make annduncements.
, -t ; Mw o L te 5. . Decide oh how to raise ﬁmnqy fo“
I L '_ Y S -_3 o o _ Llub . Ve
B L SE . . oL v,
B. Tength Df méetlﬁg and X B Explain limits gf meeting, I
7 planning i . . 1. Like a waman s :dress - long enaugh
. i ' ) . s to cover the subject but, short -
) , - . ”" enough: % Teep 1t iﬁtefestlng. o
- U%pally between. 15 - 30 minu

’_Sét aprdefinite Eime‘limit befcrea
. hand, announce

T T T T '“*‘”A'”“I ttle tﬁlngg ef
7 -, ' Shaw CZ) élTl ' .
. -t : ’ . : .
: S T A
B . =y “, L - . . . ; . SRy s s o N
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C e B Fgwl__{\rz_lg_m (eont lnuwl)
VI NSTRUCH TONAL . TOPIlY

TUREY pOTNTS

LQadLng an thmfmal meeting G,

Prdéédure,fﬁf {nformation.’
meeting. ’ : St
1. Make your anﬁaunccman

X

k for quesl‘;iﬂnq or
quaqticn:. .

A Y] .
. = ) 1. SR as }E 2 NG . B -

.=

3 L]

%ummafize‘ - L N

= .
N : = . st

saiving meeting

1, Deci%iiggéfesl p&ﬂblpm Al

¥ = *

Ll , ) ¥

L"2. .State the facta.

e

5, List advantages of

solving problenm

4, liss offstacles that stand
in way of solving

problems.

Suggest possible wolufions.

Decide what te do.

Use ﬁDEES but

‘do not %éad, F.

B

.

-

G. Common fauwlts of conference G.

l2aders .

u

Q .

ERIC

Aruitoxt provided by Eic:

D,

. . .
ﬁ%%;&durL for problem . E.

(thlngu Ln rr\m(-mln‘r tn slu m

ngate 1eadlng an Lufnrmﬁl mUEthE
1. Keep meeting on subject. '
2. Prevent bull sesslon.

r; ly)

3. Draw out quivt lndividu11*
(riteria ‘for Lnfﬂrmatl@n:méetiﬁg i
1. a, Tell why the meeting is '
- important. ' i
b. Tell how it will dfféft .- "
pegpla in meeting,, . : . X
2. a, In what way will Lhiﬂ announce- ’
nment change company's. output. ¢ &
b, What part of meeting is - ’ :
least clear to you, - - . v
3.- a, _Restate main points. . ’
by Clar;fy ﬂuastlanud iﬂfbtmatian. o
¢ - s et
Criteria for prnblem sclving mELt1Lg. LT
1.- a, -détermine 'f Lherg ig a‘,:;- . ;Sf
.+ .problem. o :
* b, besapecific ﬂbDuL probtemn. | L
2. a, Causes of problem. =~ '« & e
b. Decide-on importance «of = ‘ T
" problem. = . ) ,
3. a. Company produces mofe. ' !-gx'w‘
b. Prevent accidents.
4. )a, Tack of codperation.™ ’K_ -~
, b, Not enough. tiﬂah fLCLpLJflES. .
c. Careles gﬂgas. ' B ‘
5. a, List company's nblig:t]un._~' e e
b, List employee's oblig: ] v fo
e, shel ) 4112 e
6. a, Take action. .
"« b. Check results.,” . v
c. Show (2) 4173. ' — . 7
d. Give (2) 41H2. : }1 -
Problems of usiqi‘natee . i
1. Reading loses igterest. - ) 3
2. “Makes’ §PL8];EEI appear enthu- ) al
slastic, e -
Discuss faults of (‘Dr’lftﬂ‘ént“,
1. Using power of positioms = ’
2. 11yiﬂ&,LQ cover too much ground. !
3. Gettiny angry. P . pl
4, Talking too much, N s 0
5. Starting and _t,uushgim% 1QEL&§*§‘-! {
{
N .
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| 3. APPLIC ATION i e .o
! i ﬁ ’ B b - £ ) L;
- “ A!% Videa ~tape meetings and allow class to criticize reruns.
! ' B. FEncourage class to use meeting guldes in clagy problemw
['galving activitlcs : . . /
v . !
& 5 = = = = = . = A PR = T e
’ - ’ . R S - o PR s = e e e / - _
" 4. TEST - B ‘ . [~
. - . ] .

Divide clase \f’irxtg groups. Asglgn lLadLI"% and glve each 'gmup a specific
pfabiem to gblve innggEiVEﬂ perdod nf tdme. . Give (2) 41LH3 as gulde
fg:r r;ader. o

. 7, iﬁ - S N ) — _ ! _
- ;ACTIVTTTIS , .
" T ‘M : -
T O Paltizipate in organized gguth conferences SPQD?Qr;d by school.
' ' Agsume ch%irpersan s Ecle when availablc ¢
. . c é" ;‘ N =
LV 'NEXT LE;}?QE: ‘Public %eaking
. ' \é““%w ’
- ’ ' . y

g N ¢
if ‘l
e 4
A ; :
é ] . I = i
] 7 .o ) ~ PR
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FOR WANT OF A NAIL ¥
~ THE SHOE WAS LOST . - FOR WANT OF A . SHOE | -

|

THE HORSE WAS LOST

\ FOR WANT OF A HORSE 0 4
| THE ‘MESSAGE WAS LOST FOR WANT OF A MESSAGE
THE BATTLE WAS LOST

‘ o __ﬂ; ~ \

FOR WANT OF A BATTLE
KINGDOM WAS LOST.. .ALL FOR WANT
¢ . OF A NAIL. -

THE

LITTLE THINGS AFFECT THE MESSAGE

4 /
i

1 ¢ &
) ' Ox
“\ L) f.) . N !
) - Trausparency (2) 41TI1
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[AFui e providod oy eric [

REVIEW THE (HCORD
FIND n‘yjﬁ WHAT RUTES
AND PIANT CUSTOMS

TAPPLY,

ALK WLTID ALL INDLVID-
UALS CONCERNED. ™

GET OPTNIONS T AND

T INGS S '

-g—— .

 WEIGH AND
~ DECIDE .

@j} DT PACTS CTOGEIURR .

CONSTDER RELATIVE |
TMITORTANCE OF TFACTH.
RIAT POSSTALE ACTLOMS
SRETUERE?
CHECK TAGATNGT | PRACTTCES
AN POLTGIES +
.- COTSTDER RBETECT OK
INOTVIDUATS, Gpot't,
CPRODUCTTON.
PO Jiep AT

L LONCLUSIONS,

Franspacenes (20 4112

H

1%
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3 (‘;b_ & P i : H ¢ A
‘ . 5"’ A.. b ! - - % *
e ’ , & % . :! H ‘ - ) ’ ’;
/ 2 ;f ,, v ' L = N L “\ .
o - T T PR _‘\ N .
TAKE ACTION =~
. . + l' £ v i = . ‘ : . 2, ‘\
s e : |
w v ARE YOU GOING: 10 AEANDLE
THTS YOURSHLEZ  DO-YOU
\‘\ NEED HELD TN BANDLING?
NSTHOULD YOu REFER THTS &
TO YOUR SUPERVISOR? .
WATCIU THE TIMING OF (
S YaUR ACTION, :
% ; r . - ’i? '
" ! ‘ =
¥ ' ' ,I R
5. -
' [
; ‘ )

| CHECK RESULTS

FOLT.OW UP? ,
oW OFTEN WILL YOU ) .
NEED IO CHEGK?

WATCH FOR CPANGES TN -
OUTUT, AT TTTUDES, ro -
. RELATIONSHIPS. a7

Clransparency (2) 41713 .
(4 . L [ . ‘ . v o
EMC o, ‘ i . i - .

Aruitoxt provided by Eic:



, Wow to Profit From.a Meeting ’ '
e R Y
Meeting are ofteﬁ the subject of jnkes- “If therz'ﬁ’nng Lhing ve all
ngreed on at thn meeting, it's that njpne of us can agree on- anything
tay be ome vour ve heard--or told youraclf. Nt
T Or maybe you've heard the story about, the fellow whi
©, meeting to hear the mayor speak, After the meeting hat‘brﬂkcn up, a friend
asked him what the mayor had said. ''Come ta phi k of '*; 1'"m not sure,"
cane the reply.  "He veally didn't say!" s : oL
- Unfortunately, too many meetings are UﬁpfﬂductiVE ﬁuc they ghouldn't
be, By definition, meetings are dgsigﬁed to bring pegpie together for a
caommon purpose—-tp solve problems they share or to dec}de upon some course
‘of action gatisfactory to all. And they can--But only 1f cveryone dnvolved
is williﬂg to pgrtigipate and take an’ Tnterest in the meetings they attend.,

ittended a town

3

MAKiNG THE NOJT OF MEEFINGS o

B - Whethpr the Eub]ect 1= aafgty Gf sécurity, cost control or energ? ‘con-
,"Qervatian, chances are, ggud that yoti're required to attEﬁd a number of

meetipngs each year as a part of yﬂur jdb - To do your patt cg help ‘make the
most of those maetiﬂgs ;

o Al,'>LiEteﬁ él@sely ‘to what Ls being gdid 50 that yuu won't misg impnrtant
s - points. -

&
3 . F

2. Dn;é a spedker has finished, ask questions 1f there is anything you
i dom't uﬂdergtand o . ' P

3, And d@n asita:é to offer bugfestions- or give your épinians vhen
_they ‘are askad “for. kﬂtlp make»theimaeting a succesg——make it a real
m&aE}nh of Ehé;ﬁiﬂﬂ53>v . ]

»

g}if" i
) N %
L 3 ) ] ‘E:‘e. K o .
o NI
’ g N O '
1072
* =, Bandout (2) 41HL
-\ . .




GET THFJ

. CHECK RESULTS
8 . = . /

1 .
% g

HOW_TO WANDLE A PROBLEM

PACHS S )
P

-
i

|
Review. the record.
: | - o . 7
Find p”t what rules and .plant customs apply. o
L4 R o '_'“ c 4 -
‘b {individuals concernmed. -,

Be surje ygu‘havé the whole éEﬁrﬁ. : ,

WEIGH|AND DECIDE

Fit ﬂ[é facta tcgethgt.

;ansider thelr bearing on '‘each gthéf.

Check ﬁf;ctices and policies:

What possible égtigns!are there? .
Consider effect on individuai, group, and production.
Don't jump at conclusions. |
TAKE ACiIDN

Are you going to handle this youself?4
B o N 3 ” P

Do you need help in handling? .

. /b

Spould you refer this to your supervisor?

Watch the timing of your aé;ién;

*
How soon will you follovw up?

How often wiLl‘yﬂu need to check?

in output, attitudes,.

Watch for changes
' &

Did your agtipn help?

‘and ?Elati@nshipﬁ.

141"

100 3 ! Handout - (2) 41H2

Ry
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) . . " DETAILED DUTIES OF THE GOOD CONTERENCE MEMBER
’ ’ . - : e
s z : ’ ‘7 7- . i . !; » ) . &
“. o 1. Comtributes fdeas to the discuasion K :
. | . B Tt ' )
H T ‘a. Understands why he is attending the meeting
8 b. Makes sure he understanda the pr::blem . .
' ) c. Understands the facts : o .
W d, Offers facts and ideas ' . L L
e, Maintains dissenting views in face of opposition ‘j ' v
2. Jistens to the ideas of others '
a, Undetscéﬁds the viewpoint of others (tolerance) ! v
‘b, Helps.others to develop their views and ideas . ~
c. 'Is couriteous ) . . «
d. lert ) . ;
e. LL§EEns'care[u11g and thinka )
3. Cansiders ;hegprablem nbjeﬁtively_ , '
a, Maintains an objective attitude ' ’
‘ b, Avoids giving or accepting opinions as facts T
c. Avoids becoming emotional C '
d, Maintains canfidences and avoids gossip : ¢
4. Contributes ko grderly EDDﬂUEt of meeting .

a, Attends the meeting and is prompt ' . ‘ - . o

. 'b. Helps the leader maintain order . 7
c,” Is orderly himself Co ‘ S
d. Arranges matters so that personal interruptions are unﬁecﬂassary
e, Avoids side convertations with nelghbors
f. Refrains from doninating the meeting
g. Stays on the subject” .

. ~
1Y
Handout {(2) 41H3
- : . : . 1 0% - . ‘ g Rl




145

SYPPLEMENTAL .
* TEACHING MATERIALS FOR ICT

‘ . : GENERALLY RELATED LESSONS . PR
s oo ' T Unit:_ .
T l ' S o . Lesson_
. BOOKS . T . ] i LSy

' ; _
Capp, Glenn R. ﬁpw'ﬁQWCQquﬂiEECEﬂQt§11Y; Prentice-Hall, Inc.,
EﬁngWDGd Cliffs, N.J., 1966,

*  Hughes, Mary Louise, [The Teenager Spae&hmaking_and Debating. Richards
Rosen Press, 29 E. 2Zlst. 5t., New Ydrk N.Y, 10010, 1969. '

Wiksley, Wesley. Oral Cowmunication. Macmillam Co., New York, ,N,Y.
1DQD1i ) l . a Ek:‘ [

FImS - = E

How to Conduct.a Discussion, clearly explains some of the basic prineci-
- ples of methods which discussion leaders can use in order to insure
EffEtthE and satisfying discussions, 25 minutes, 1952, state.

-Languagﬁ,and Communication. Gives understandlng @f our heritage of spoken
and written language and its role in the ¢communication of ideas,
16 minutes, color, 1966, state.

TRANSPARENCIES

Gnmmunlcatlan Process.  Consider speech mechanism outlining and interrer
lationship of audience and speaker visual products lelElDﬂ, Im
Company, 3m Center, St. Paul, Mlﬂnﬁsaﬁa 35101, -




JRRT i S oy
. 1 « R . v . . . N
INSTRUCTOR'S LESSON.PLAN " * : ;
Generally Related Infoyrmation, . - -
. , S ‘ : ) Unlt -4
. C . _ ' Lesson__2
SUBJECT: Public Speaking. . : :
OBJECTIVE?:. Ta develgp"stugenz confidence so that he may express him=
- ~8élf and reldy information to ailarge‘gfgup,nf people. . .
TEACHING "AIDS: Viéeé;ape; tape recorder, Traﬂépafencius (2)y 42T1-7 *
REFERENCES: Bordeaux, BDhﬁ, H?Wfﬁﬂﬂ$ilk More Effectively. American
' Technical Society, 848 E. 58th St., Chicape, Ill. 60637

1. PREPARATION (of the learnmery 1 ¢

A, . Inform students concerning the importance of preparing.and present- -
ing information to groups im an organized, intelligent, understand-
able manner. c - ‘ - ’
- . ] N oo .
.~ B. Videotape equipment should be used dhring spdeches to assist in
" developing the. student's style and presentation.

2. _PRESENTATION (of' the informatien) .~~~ ° "
—— INSTRUCTIONAL; TOPICS - KEY POINTS (things to remember to do or say)
PR % : ) . -
A, Suggestions for a- " A, Discuss criteria for a successful :
success ful speech speech, * ’
1. Know your aundience
2. Don't memorize
L Make an outldine
4., Xnow your subject well
5. Practice your speech
6
7
8
a

Use good: eye coftact
Speak loudly and clearly
. Be moderate In movement
3, TUse gestures for emphasis ¢
10, Show enthusiasm
11. 1Involve audience
12. Have good posture:
13. Be dressed properly
¥ ) § .
Ls Draw other suggestions from students
and list on the board.

‘" * B. Reasons for speech B. Discuss reasons for speech
A To interest

To inform

To stimulate

To convince

To persuade

To entertain

O i ol e




i

" 2. PRESENTATTON (canlnuE:L

<A NATRUGTIONAL, TOR TS

= ?

Ly Clypes of gpecchen

¥ i

=

D, Speech preparation
- Including content
- and referenceg

4

E. 'Characteristics of a
successful and problem
speaker :

: - Fy Txample of using

o ' job related- ideaskfaf,_
. ¢oop Studéﬁt in organ-
1 izing a_speéch’, = : .,

ic  \

s N

147

Y PATNTS, (thingn ta e

=

(LvCELBCUHE Types of Hpgugﬁuﬁ

1. [Informative:
. Zg,.PEESUaaive

s

i
N

D, Bxplain CriLéria for apge&h prepara-

q}Dn and content. - ¥

1. Be famidiar with subject

2. Use reference, materials

3. Maintain a cnntto@liag idea

4. Have an appgﬂpriatg intro- -
‘ductiofi"and conclusion. '

5. Make it concrete and to th;

‘) point
6. Can be afggmantativa as well as.
. persuasive -

Ask 5tudent5 questigns cancerning the

QbDUe point%.

H
-

Stfess the supplemental reference

materials,

1. Illgstfatians

2, Comparilsc

3. SPEEific iﬁstinzcs
4. Facts and fligures

E. “Discuss  characteristics of successful
and problem speaker-
1. Quality of vocabulary
2. Ffiéndlyf
3. Firmness
4. Correlation of subject and
' apdience :
5. Repard for listeners .

Show (2) 42T1 -
Draw}égggasﬁibﬁs~frgm students to help
problem speaker to- overcome difficulties

- and list them on’the board.

"F. Discuss ‘orgdnizing a gpeech. ‘
L, Ccnperstlan .
.2, - At tendance .
3, Neatness. *® ¢
. 4. Safety - b .
"5, Reldability . ST
- 6, Thoroughness . C- -
7. Accuracy ’ t . .
8. Inftiative C C e
9, Ef ficledty v
10, ‘Actgrude . : .

iﬂmhﬁr ln dn or Hﬂy)
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2.  PRESENTATION (continyed) . .° Ty

INSTRUCTIONAL TOPICS

3. APPL

k]

-A:l, :

-

B.

TCATION S Sy

flave students make a basic outline of-a prepared speech, -
Play recordings made of a speaker (Wideo or tape’ recorder).
and let' students painL but the gaad ané bad points ai the °
speech. .

Have g*udants practlce role of speaking aﬂd grticu]atinn‘

_ . — S e LA I S : S

I{F'Y ?DINTS (thfﬂ;f‘ tu TEﬁlE‘fﬂhEt‘ ED dﬂ nr ﬂ;}__yj &y &

"Slmw (2) 1&21‘2 : F TS hn

. . e & oA

e each Studeﬂt prepare and present a speech on some phaq& af hi&
VICA or ICT.

- and the other students~in the class. Use evaluation forms,

e each student's speech and replay it. , S -

e A . . o _ . ;',l - 4 —

5. SUGG

A,

[t
e
.

)

ok
m

ERIC

Aruitoxt provided by Eic:

+ . T - - - — o

#

ESTED ACTIVITIES: . A
llave experienced spaakeps talk to studgnts. Later have the
students evaluate themn.

Have students enter VICA Spgeﬂh cOntests.»

"Give students a subject and have them give a 3-minute”

impromptu speech, (Use lottery system,)

£ ’ . . .

The student will be evaluated by bhoth the LGDTdiﬂ;




%o .

THE ROARER ¢

PROBLEMS SPEAKERS _MIGHT HAVE

ERIC



SAPETY -

accurhey | INATINTIVE

(S )

EE%&‘:@M?\E\MTT)

e~ N

ORGANIZING & SPEECH
FOR A COOP STUDENT

110

Q N

E MC 7 Proanspavency (2) 42712




, ‘ - SUPPLEMENTAL _ i,
L , TEACHING. MATERIALS FOR ICT '
GENERALLY RELATED LESSONS
' ! Unit 4
@ LESS@H;

BOOXS oo

Borde aux, Jean, How to Talk More Effentlvelz American Technical

Society, 848 E. S8th St., Chicago, I1l. 60637.
, ¥s , ag

E. C. BUéhlg’ﬁﬁd Richard 1. Johannessen, ui |
The H. W. Wilson Corperation, 950 Univer
York 10452

Hegarty, Edward, The Successful 5peakexn Planning Guide. H(diwr
Hill- Ba(nk Co., 1221 Ave. of the Americas, New York, N.Y.

10020, 197@

McCall, Roy C., Fundamentals of Speech. Maemillan Co., 200 Park
Ave., New vork, New York 10003,

McFarland,® Kenneth, EIDQUEHCE in:Public Sﬁgak;ig' Prentice Hall,
Ipne., 521 Flfth Ave. , New Ynfk N.Y. 10017, 1966.

£

Sshefter, Harry, Huw tv Prepare Talks ghd Oral Reports. Folket
Books, [nc., 630 Fifth Ave, , New/Yark New York 10020, 1Yol

™

Welshy, James J., | Speech Writing Guide. John Wilﬁyxﬁ Do,
, 605 ﬁhird Ave., New York, New York 10016, 1968,

Inc.

Pl LMe

bi[LLHL YuursLlf ACTOS:S
{n putting 1deas 2o to the audience, 21 minutes, color,
1968, state, !

huws the role of Lthe 5pgd§EfS Podassallby
t -

|,
TRANSIPARENCIES . : \
Oral Communication.  Teache: directed text plus 20 visualg. Visual
Product Division, 3m Co., 3m Centyr, S$t. Paul, Minnesota SSlDl{

o

/ ;

ERIC

Aruitoxt provided by Eic:
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UNDE
Lesscn 1. Why Insurance? .-
Lesscen 2. Auto Insurance
A a a2
Lesscn 3, Life Imsurance .
| " .
Lesson 4. Hospitalization Insurance
L3
£
i
a
e

Aruitoxt provided by Eic:

P
£ i
=
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: - ﬂ— 5 ‘ 3 3 5 3 < o -
INSTRUCTOR'S LESSCGN PLAN - SN

L
~ L. = Generally Relate. In Ern&uu 1 -
P , . ¢ - R - L e imit 'S 4
o > . = - — '
L f‘) Lo | . , ,ﬁtasao_‘g:_:ﬁl )
4 B . . 2T .
o SUBJECT.: Why Insurance!
Sy - .
'i‘ N ! . ) ;“flrg R
) © OBJECTIVE: The stu dent vill be abl> to JdescritRihpy coicept of * =
' -t di fferent types of Insuirance and defineé prinzipal tezms.
T TEACHING AIDS: 16mm Projector, Overhead Frojector 4
. MATERLALS: Transpareuncies (;L) 517162 - Student Nuotebhooks; Z1lm, i ;
Sharing Leonomic Risks, 12 mirutes, 1967, State. P
o s £2y 5101 - \tuciy—(}ul?- . R
* 4 - ' . : = Lo
REFEREN Policies for Progection. Education Dividgion, Instloute
of Life Insurance, 277 Paxk Ave,, New York, New York
“10022, 1973. '
Moderns Make Money Behave. Inafltute of Life Insurance,
277 Park Ave., New York, New York 10022, 1970.
Succeeding in the World of Work. M{?hnight and Fcb.nlght
Blo rningtun Illinois ©1701, 1972,
L. R T T
A, What s tusUrance protection? -
B. Whers do.we buy insurance? )
C. What types: of Insurance are the ' \
D. What is Lhc‘ﬁgurpuﬁc of insizrance compaliies !
_ Y 2 R
_2»7 I"RI;SEN'“A'IION (ni the 1 lnhwngt ion) e e o
o ?NQT'HHCT[ONAL 10] 1C5 o Kl Y POINTS (things to remembez | 4 ;ly)
' A.  The Concept of Inuar-" A7 Pscuss why student must <now concepts
ﬂ“?"ﬁ‘ 7 L - G f Insurance. -
. - - * b, Hsks
) 5 . _ Fy Heonomie ris ks -
3. sharing .the cconomic, risks’
. s 4. Whyscconomic visk sharing is -~ ¢

hetter than ndlvlidual economic

o C i risk bearing.
4 . Government repulat lona

-+ ' . B a, i1 SI;L/L hat, ma1y b Insured

. a ) 4 7L Showt fidm | Shardng Peenomie Risks

N - N L el a U) 5 N A L
) - SO Refer tu (1) RET2
b - . N 10, #hxplaln: Ve actora whigh de termlne
& T S pn mi e ' ”
. f:’f Tlue Termg, -« : S b Baphas iz why it's W&p(;[: ant Lo know
term:, e R
R Lo Promfum H - ,
Poslicy - -

1 } ,3) o ,{fi! Peticy holder md Insured
\)4 ] f 5"\.{9 5 \ 5
ERIC .

’
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P . }x R [, -
D ) . i
SENTATZON (continced) - , S 2
[RUCTTONAL TOPICS »  XEY POJNTS (things to remember to do or sa
o - = ~Maural
" < 3. agenit -
Tt §. Propervey and liability insurance
- /. Personal fgsurance ¥
/ldi_ . ' 8. \Effective coverage date ’
A /‘i h PR Senefics } .
’ : “L0. Insurable intorest
* . il. List o noird and draw the hunawvers
from students. :
SExplaic: Replactment cost f{met,
, Lxplalet  Act:i ol God, .
Clarify:  lesurable interesy
L tmphasize cnd discuss types ol

1.

TR e 4
" " "

CAPPLICATION

AL Hoave
paid oft.
15t

. Have students,

[asured.

oo Taviece general Insurtowee apant tooclaga,

qurations to

students glve cxampieg of whore cocdomic, ril=sk sharing has

I df 1 Zetent-

i

nesurancy

igahili=zy

sofuricy

y

Svcial

S Liabilro

Prortiect fun
i
I

for to (23 SlHL.
Fxplain: - Iiabi lty, wape,

Wage

protect bpn, housie {nsurancve,

Lypes ol things that can bue

Have students prepare

Ao Students describe the concedt of fnsuragcee and dofine principal

terrms, .
. ave studeizts complete s Ll yes qied . '(ih;p hers lont,
T R —_ = - - _- < — = - = = o= B e

A awve dpudeits locate avtfCles pestaludg to Incutance and

baolng to celass,
RE Resivd ingrs

Succecttng (o the World of Wk, pp. 115

ble,

L Hoave inuuranee agent talk Lo it \l@lgf?\[:; Mhovit evenemboe 1ok il

. . l_}‘t
W, Hrive

studeats pall quosit o,

stvdenater aeel D fow an aiees i

Q . & Bk

ERIC A

Aruitoxt provided by Eic: . =

1

cavh ofhier .

Aut o Lisiurionae o, /
- ) 1% f i ,!-.

F-3
£
¢
%
9
.
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ARE ¥OU, COVERED?

S

=

THEFT

PROPERTY D

ERTY DAMAGE
J0DILY - INJURY

. , o
It tetie vt

K

157/ I

1

a ™
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INSURANCE

5

CBUILLING TOGETHER FOR MUTUAL PROTECTION

AGAINST THE UNFORSEEN AT A RELUCEL COST

FOR THE INDIVIDUAL

Transparency (2) 5112

ER&C

Aruitoxt provided by Eic:
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Aruitoxt provided by Eic:
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‘F.:n»"

UNEMPLOYMENT LNSURANCE
WORKMEN®S COMPENSATION DISABILILY
INSURANCE AND SOCLAL SECURITY

studv-Quiz (Rap SESEL o)

s

Directions: Read and complete gssignment

UNEMPLUYMENT INSURANCE

"Students are not eligible fur memployment insurance since they
are not available for full-time employment. A student is deemed o
tv be in employment under the Iaw 11i: (1) he is in rcgul ap art
dance during the daytime in an institution of learning and p
ervices as a part-time worker during all or part of the sc
yacat fon period; (2) he is working unded a coo
rogram appquEd by the State Commissioner of Fducs
y operisted and supervised by a local

board of education;
(3) he 1is working under a post'high school vork-stud

it

St

vy frogram in
i@1al information
ate Employmint
U Depar tmernit

a YtLUgHi?E institution of higher learning. Add

may be obtained from the nearest office of your §

Lo

Service or from the Bureau of Emplovmeny Security,

b |
)
L

HOCLAL SECURLTY -

§

a a4 govelument 8ponscaed proglan adaluls tered

I
3
e

"Social Sedurd
Ly the Bureau of Old-Age and Survivors JInsurance under the Federal
t L

\r

Social Securiiy] Ac [t provides the worker, his dependents, and
survivors with § parcial replggament of enrning lost.thtough retiie-
ment at or after 65 or by death. T

-
¥

Most wutlkletis ate entitled cw Lenefits liom the gocial Securtioy
AL Among thgse not covered are certain professional people, sone
government employees, and employees of some nmnprofii organizat ious

The %upiaL Secyrity Acr also excludes children working with either
parent."

"The nearfst Suclal Security tield utfi;t will supply additional
nformation and will provide a form to use Lf requesting a statement
f the account. The record should be checked for agcuracy at least

1ere i% a limit to the period in which correc-

WORKMEN'S COMPENSATION

"Workmenls compensation provides payment for necessary medical
care. and beneffits to an enplovee disabledsby injury or illness
Ls-baged bn the principle that an cmplover

caused by hils| work. 32
ig nefpnﬂaiblg for phyvsical disabllity that befalls any of his em-
ployees because of vorking conditlons or the work assipned Lo him,

(> Study Quiz
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It is matatained that such a werker should not be penalized turther
by loss of wages, but that some pruvision

L]

[or reasonable payment
must be made by the employer and counted as a rvightful part of hig
production costs.'

"The worker pays nothing toward workmen's vgmpénsafian. The
Empluyéf pavs through the- State fund or with a private insurance

company. "

"In case of injury the worker should get immediate medical or
surgical treatment for injuries or illness incurred on the job.
The employee must notify the employer of accidental injury within
thirty days and of disability due to occupational disease within
ninety days. Beneflt payments are received in proportion to the

extent of the injury or illness, time lost, and the average wage
law. There is usually a walting period before eligibility is

established for wage compensation payments, 1f a permanent dis-
ability r&sultsf rehabilitation training is

tion for other work. In cas
tional causes, his family or

provided in prepara-
e of an employee's death from occupa-=
g% Eﬂd@ﬁts receive compensation.'

"An employer 1s liable omly when negligence can be proven
Parental cunsent signature does not alter the situation
M Doub le fﬁmpensati@ﬁ benefits for those under 18 years muat be
paid if ﬁt‘E]{iEEﬁﬁLfg is pr(v In the event of a permanent
injury, a"winor may recélv Cumpéngatimn on the bhasis of the
earnings of an adult in [b& same industry or line of work.'

“"Foo further information contact Lflt: loeal Worhmen ' =
Compensatlon Board 0fflce.”

tlasabli L1y MaURANGE

. Tatudents wre ool eilgil Ly LOT draat s bLelieDibn and bl

awt be required Lo pay degtxd, any benefita,  Most tirms emploviog

fuliy o more full-time workers are covered by this insu,ance luaw. ™
= LY

"Workers

et amuunt that i= n:gul.‘i'rly withhield
trom their pav checks. Ths.empluycri who contributes the balance
of the cost for protectivn, may arrange for the beneftt pavments

i

by insurance through the State tund, a private insurance company,
A"

o self-insurance established by his firp."”

"Disabled workers may receive o portion ot thelr avevage
weekly wage up to a certain maximum weelkly benetit. Maximum
riods of annual payment are established.”

I"

"For further Lnformation, apply to the local ofifce or
the State Capltol Office of the Workmen's Compensation Board."

From: Cooperative Education Y
Teacher v(DDIdlndtn s by (

1dbook t

e
Society, 1970, pp. J9=-130

ordon F. Law.

cchnlcal

. 46
18

:}I,'t_uly\“()u L7 teomb )

O

ERIC | .

Aruitoxt provided by Eic:
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) :

Write a defense of ﬂsuf opinion to the following statements:
: ' )

1. '"part-timers' should be eligible for unemplovment insurance.

2. 1.C.T. students shauld pay for their own on-the=job
accident and sickness expenses cut of rheilr own "pockers"

3. Since I.C.T. students are eligible fer workmen's com-
ion, they should also be eligible tor Jisability

Plandout (0 bl

Q ‘ .
ERIC

Aruitoxt provided by Eic:
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SUPPLEMENTAL
TEACHING MATERTALS FOR LCT ¢ A, .

GENERALLY RELATED LESSONS

Unit__ 5
. Lesson__ 1
BOOKS

Kimbell, Grady and Ben Vi&&yafd S( ceeding in the World of Work
McKnight and MeKnight, Bloomington, Illinois 61701, 1972.

) ) ) ) =~ o .
Magee, John H., ngeralrlpsuygnag, Irwin Publishing Company,
. Homewood, Illinois ®0430, 1965.

B

Mehr, Robert 1., Principles ut Insurance. Irwin Publishing
Company, Homguwood, Illlngla 60430, 1967.
7

rt, Insurance Principles and Practice. Prencice
Hall, Englewood Cliffs, New Jersey 07632, 1966,

) |
BOOKLETS -

Buying Insurance. Department of the National Education Association,
1201 16th Street, N.W., Washington, D.C. 20000,

A Family Guide to Property and Liability Insurance. Insurance
Information Institute, 110 William Street, New York, New York
10038, 3rd Ed.

=

Insurance for the Houme lnsurance luformation Institute, 110

William gé}egt New York, New York 10038.

l_n;ie.s for FProtection. lusticute of Lite Losutdance, <7/
Park Ave., New Yafk, New York 10022, 1973
lhr, Hu Lry LyuiiRuund The Gonnecticut Lite Insurance Compoan
Hartfard Connecticut 06101,
FLLNS
ﬁ\driu_h LLum_imiL Kisks, Shows how lnsurance wolhks and Jdel lues
insurance terums. ILlustrates the econowle visks we f{ace and

the importance of life and property insurance. 17 minutes,
1962, State.

£



168

INSTRILTOR'S LESSON PLAN
Generally Related Information
’ tnic 5

Lesson__2
] o i
. SUBJECT: Auto Insurance -

OBJECTIVE: The students will be able to describe the various
covarages of automobile insurance and be able to
coyrectly complete a Virginia Accident Repory. .

TEACHlNG ﬁIDS: Overhead projector, student notebooks i

MATERI ALS: Traensparencies (2) 52Tl-6, policy trom student.
Handouts (2) 52H1-3 ‘ ‘

REFERENCES: Do You Know? Insurance Informaticn Insticute, 110

T William Street, Hew York, New York 10038.
"“:ULEEEdiﬁg in f;}lEiwiﬁirld Df Wotk. McKnight and
McKnight Fubliehlng Company, Bloomington, 1llinuis
61701,

SPEAKER: Auto Insurance Agent

1 PREPARATION (of the learner)

A Introduction (refer to Pretest (2) 52til.

B. What iy adequate auto coverage? '

C Can you afford not to buy insurance when you buy youi cai?
D. Relate incident of accident without {nmsurance.

2. PRESENTATION (of the information) & ° i A
“INSTRUCTIONAL TOPICS KEY, POINTS (things to remember to do_or se

N — Pl S it e o il e - e s

A. Baslc Coverages of A. Discuss coverages available for cars.
Automoblle Insurance
1. Bodily injury liablillcy

[

Discusg bodily injury liabilicy.

a. Who-1s covered?

b. What is covered?

v. Premium and limits

d. Advantages ol ownling

e. Disadvantages of owning

f. Refer to (2) 52711

g. Point out state requirements
for liability,

2. Property damage llability Z. Discuss property damage liability.
a. Who s covered?

. b. What s covered?

c. Premiun and limits

d. o Advemtages of ownling

e, Digadvantages of ownilng

f. Polpt out state require-
ments for property damage.

Q i 19
EMC L 5

Aruitoxt provided by Eic:
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\ g. STRESS: Both bodily ‘
' a ' and property dandge
© together. ’ '
‘ 3. Medical payment in- 3. Discus insuralfe =
. surance men t '
. ! » a, Whe is covered?!Tiw,
’ : ' ( b. What is covered? ’
oV e, Limits of covera
d. Advantages of @Wﬂi}g
¢, Dizadvantages of oming
i Reter to (2) 52T)
g.  STRESS:  how preniums
are established and
the role of the Virginia
! State Corporaticn Come-
5 mission.
G. Culliston 4. Dis.uss collision
a. Who 18 covered?
. b, What s covered?
"\ . Policy limits and deduc-
N tibles
] 1. Advantapges of owning
. Disadvantages of owning
f. =TRESH: aly if
. financing company hags a
Toan on car.  Good o
have on late model cars.
L 5 Reder to (1) 52T
. tampaclional . Disvuss vompreheasive lpsuaran. e
o Whe s covered?
b Whiat = coverod!
L Premium and Timiey
. Advantapes of owning
v, Disadvantages of owning
[, Refer to (&) 5274
oo Ask: o Whiat would yvou do
[ someone stole the
wheels ot b vour coar?
b Aao lgnad Biobk Laadcan. n Discuns Amslghed Hisk losuranee
1. Whe s coverced?
2.0 What is-covered!?
3.0 Premivm, why it is high -
A, Advantages of owniog
5. Dlmadvintages of owading
B STHESS:  This is Vigpginia
auLomabTle insuranca. ’
Assigned by the state of Vi
Asslpned compiany hids Lo carry .
) insurcd for 3 vears.  Cannot

e cancelled ailoss promiam
not padd,

9606
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O
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2. PRESENTATION (continued) -
____ INSTRUCTIONAL TOPICS : _KEY POINTS (things to remember to do_or_say)
C. chet Auto Coverages .+ C. Discuss Dtber coverages,
1. Uninsured motorist 1. Discuss uninsured motorist.
' v ‘ a. Who 1s covered?.
b. What is covered?
‘c. . Premium
d. Advantages of owning
- A . - e Disadvantages of owning
' o e - f. Refer to (2) 52T5 - (
: ey _ g. Ask: What would happen -
Wl if you were in an acci--
dent with.an uninsured
motorist? )
*h. Explatn: Uninsured ‘
, LR motorist fee and coverage.
2. Motorcycle Insurance - 2. 'Discuss Motorcycle Insurance
a. Similiarities to autg -
‘insurance _
b. Differences from auto
] insurance
*co Specific 1imitaticns
d. Premium K
e. Explain: Motorcycle
liability, property
damage, and medical
_insurante coverage.
3. Auto Club Insurance : 3. Pfavidea blanket services
« - v egpecially when out of state.’
4, Road service - 4, Discuss types of road service.
: a. What 1s covered?
* _ b. Advantages of owning
\ c. Digadvantages of awning
d. Premium. .
-~ a, Refer to (2) 5216
D, No-Fault Insurance Di. Discuss, No-Fault Insurance- -
" 1. What fs no-fault insurance?
. 2. Advantages
o 3. Disadvantages
e 4. 'STRESS: Not in effect in
.Eﬂ , _ Virginia; only a few states
have it. :
- 5, STRESS: Premium savings
/E and why (from Massachusetts
i and Florida experiment).
E. Define Terms ' E. Discuss the terms. £
l. Claim .- ;
2. Coverage
¢ 3. Deductible ’
s 4. Driver Classification

o
o
w




4, APPLIiCATION T o .

’ A. DBrigg in auto 1nsurancu agent for queatian and answer seanlon.
B. Have 1¥cal police officer disguga accident reparf

4. TEST

A, Have student determine the amount of adequate coverage they
-will need for their auto.

R B. Have students read and discuss "In Case of Accident," refaf
' to (2) 52H2. .
- C. Have students complete motor vehicla accident repaft,l '

(2) 52H3.

T ~‘SUGGESTED ACTIVITIES

" Read andvDiseuss: auccééding_in the Wcrld of Work, pp. 318-324.

*

NEXT LESSON: Life Insurance




: JLIABIlngY NSURANCE 1S REQURED BY LAW:

1 PROPERTY DAMAGE.
2800 WAURY CAUSED BY YOUR CAR

| o - G
O . i -~ o
ERIC | < : |



oy
LOOD THING (M ‘:
INSLREDY

| BY LAW IT PAYS DOCTOR AND HOSF‘ITAL
BILLS CAUSED BY ACCIDENT IF INSURED'

(

Tr.ﬂnsr\nre‘nﬁy (2) 5272



COLLISION INSURANCE IS NOT
REQUIRED BY LAW
IT PF\’OVIDES THE INSURED WITH:

. BLUE BOOK VALUE IF CAR IS TC)TALLY DISTROYED. -

2. THE REF’AIR OF, .DAMAGED PARTS AND FINISHES

COLLISIDN INSURANCE AIEMDST ALWAYS HAS A DEDUCT-
ABLE CLAUSE.

Transpar.oney (2) SZ}L'B

-
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CbMPREHENSIVE INSURANCE SNOT REQUIRED

*BY LAW, IT PROVDES ADDTIONAL COVERAGE
F(ar YOUR CAR AGAINST FRE WND,THEFT, D

K

GLASS BREAKAGE
.

30



DRIVERS

- WITHOUT LIABILITY INSURANCE_

ARE F\‘EQUIRED BY LAW TO- PAY. THE
UNINSUR?D MOTORIST FEE.

S A FUND USED TO PAY F/OF\’
' LVED

131

Transparency (2) 52T5



 TOWING INSURANCE |

S 'NOT REQUIRED BY LAW. IT -

- AFFORDS COVERAGE IF A
VEHICLE BREAKS DOWN AND N
'MUST BE TOWED IN FOR RE-

g PAIF\’

S 132

Transparency (2) 52T6
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f . ' - -
» I
Who can pufchnse liablllty lﬁsurangt?

Daes the State of 'Virginia require dfiVEfs to have a minimum of
liability insurance protacti@ﬁ* : :

i

In what way are StudEﬂtS able to get. a discaunt on 1iability
insurance?

Can you lawfully drive without liability insurance? Explain,

[

=

T '
- . ’

Wha is an uninsured motorist and why is he lawfully abLe to
dfive without liability insufanceg

/

. . Handout (2) 52H1

133
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-IN CASE OF ACCIDENT

1. Check to+see 1if anyonme is injured.

-

2. Do not leave the sceme of an accident.

3. Notify State Police or:-Highway Patrol.
i e

e
L5

. 7
{
' Tk .
4. Take date, location, time of accident, names and addresses of
persons involved, injured persons, and witnesses. I

EEIR 1

5. Do not accept responsibility of risk before notifying yDQt agent
- OF company. ' , t )

6. Notify agent or company.

7. Do not discuss accldent, but record remarks aﬁd discussions
*made, :

¢ | )
13 4 7 ‘Hislﬁdcut (2) 52H2
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WHEN FILING AEPORT OF AN AC.
“CIDENT, CHECK YOUR DRIVERS

CDMMDNWEA[TH OF WRGIHIA

DIVISION OF MOTOR VEHCLES

WHEN FILING REPORT OF AN AC:
‘CIDENT SHOW THE EXACT MONTH,
+ DAY AND YEAR, THE DAY OF WEEK,

LICENSE AND USE THE EXACT

NAME, DATE 'OF BIRTH AND luK 27412 ichmund 23269 THE HOUR AND THE CORRECT

LICENSE NUMBER SHOWN ow THE | NAME OF THE CITY, TOWN OR

CARD. Motar Vehlcle Acmdent chbrt COUNTY IN WHICH IT OCCURRED.
) 7T INSTRUCTIONS L

The drivet of any sehicle mvulwd i any 4 :{/;qun: pedtil i il iajuries F dedth ¥ iy Duerstn of praparty damaga to &n ﬂuuurﬂﬁrmﬂnt C: §2§U Ur mum
st within 5 days Ble a report of the t.«,}?é‘m With the Division ol Motot Vuum:h_“i 11 m,- Jrver iy rhv sigally mcapnhlq al flllnr;.: report an ug:ugnm nblu lu

make g report must do =0, A witnes may gl he requird o il 'r:pﬁh

M| sueh reparts raceived .\‘rﬁm drivers, 0Etupdnts, and mrnf*ﬂf:s gra fat the mnhrnﬂtlal use of
dithar civil of erningl.

Titla 46 1, Chapter 6, Goda of V|rr|/h|a, of 1950, a5 amertiud,

the Dmlsign and cannat ba ust‘d fur ﬁvidﬂm:u.m aw tflﬂl

Failure tw repart an accigent witlifn & days e falure Lo give earretly he information reguired Ilﬁﬁﬂnﬂﬂﬁﬂﬂﬂ with any rquisite fpem iz 4 mizdomanor,

and shill eanstityte araund tor suspension ar rvag atlan of operaiar'y and e3auteur's eaness and pagi s’ha!mn plmus of tha pirson failing to make b report;
Triee putpies of 1his Fport are {0 Abiain ieformation Fﬁ‘iu-ﬂqm 19 the adminstration o the Safuty Rasponsibility Law ant g abigin data wsehl in 2
cigent provention Gemplate and r)/mr anewers 10 all cusshons die neceszary, An zecurer wiginal raaart will avaid the Aezacsity farsupalamantary riporte.
,Il yuu hav dqf |ru|1y i Mll il nu![lhe “ehart, tansult yf:u( rearéit Dﬁhl:" iufhﬂilw .

IF lNSdHED BE S\,{HE 10 § SHOW THE CDRFIECT NAME C)F INSURANQE CDMPANY AND PCILICY NLIMBEH

1. Us Tymwmer at wriu. glmfw in ink,

2, rimt all mames and addrissos,

1A mlnis-bikc! ball=bike, Blcycly or animal=drawn vrzn_ltile %hrjulﬂ hé
fecorded 35 4 vehigle for the purpdsa of this reporl, A porson on
skales, coaster wagon, sled, elc., should be classed a5 & pedastiian.
Deszribe the eonvevance and Indicate exacl Jocatian in the street or
highway,

jans 19 {8 lest ul x;uur Hn(!wh'ill]" If unahle 1o
"t khowa,”

."i. Answar Al quus!
ARGNET AAY QUi [Igf‘ idhil}

4 Uner “Lacation ol Arcifient” and or. diagram show suffiziant infor-
VLG 10 iguate pxact sgené of AL dleidsm.
5 Unelir

yohicles, Li

8,11 aceident involuer a fixed objeet, 1v5crlbu Tully and HIL/RE
Act lacation and wharhnr I viils protested by flags nainfing 1‘7“1/&"
lights.

9 e g secorld eport {urm af i shoel of plain paper ot the sams size:
to ook otiitianal vehiclas, injurad porsons, or witnessed, of oy
nther infurmytion for whish hern is Insufficiont snace.

ﬁffufﬁtwminn ol

“Tye b Vehiclh” indivate the vast iyl
gaach spilan 11(] 2 fee 5
S tfui'm’ truck and

at all damur}aa anri mlum:; rnus! b \:learlv

o8, Tne nature ane exte
] Wiharnuer o doctar's &

aned camplgiply Stato

al pudin 5 inimudia jivallabli

oF i gardie pitimdle ol the cud . _
s s inFerrian Gugrwiss give ,iulr LrHL’fdl Hitiiate, 10, Sign the repart in the S’ﬂﬁﬂ"\’ﬂ‘ii!‘ﬁ\ﬂdeﬂv-

)

! - - i

[t
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N 3, gelig north on Adami Sirast falled fo itep b-iﬁrn inlirinq itgrection wih Maln Thy right front whael of No. | slipped off the sdga of the-pavamanl, In gatring back
Sirgal. Mo 1 was geing auit on Maln Streal. Mo, 2 ttruck the right rear side of No, | pn tha pavamant the drive tvmad too sharply and allowed his car 16 go fo the wrong
and than wani avar thy curb of the narthwel cornar ofter wirlking b pedeitdan. The l]dp of the roqd whire It siruck tha loft raar 1ids of No, 3. 8oth vehicles luff the raad.
pedaitrian wet foiting Main Stragt from tha southwest cornar fo the northwas comer. woy altar the collilon ond Na. | then sitruck @ talaghans pels.

INSTRUCTIONS FOR LDCATIHG ACCIDENT AND MAKING DIAGRAM
WHAT TO SHOW ON THE DIAGRAM,

g {1} Diractions fram which vahicles (or velilcle} wara appraaching bafore aceident; sama fof pederirion. ,
g. {3) Point of collinion, (Can ofisn be determined from dabrii in roadway) .
a (3} Whare vahiclas (ot vahicle} cama to reit after callisian, 7
& WHAT TO SELECT AS LANDMARK, FROM WHICH TO MEASURE DISTANCES: ‘ o ;
' (1} A WUMBERED taluphone er gfaciric powar pole naarby It mosl satisfactory, porficulerly in rural eraas  BUT DO WOT USE AN UNNUMBERED POLE.
~ {2} 1f thara It no Mqrby rymbared pols, ather good landmarks in rural arecn are; culvart headwall {number to ba racordad, if an), hovse, barn, rafl
S way ¢ralilng, '4

{3) In clilas, meawramanis may b taken from the curb lina of nearest croi lreet. Housei and buskoass places in cifles can alwayr bo identifind by
L itrasl numbar,
N HOW 1O TAKE MEASUREMENTS:
W {1} Uss tape-line, yardifick, o¢ afher measuring Instrursent, If avallabls,

{3} ¥ noi evallabls, maawro by siapping off distance. Walk with eiomary itfide; do rot 17y o lengthen epr.  Report tha numbar of fapy, o
o taken along tha foadway, and ilata whather itips ware taken by man o woman,
g [NVESTIGATING OFFICERS ARE REQIVIRED TO FILE AN OFFICIAL REPORT SEPARATELY FROM THE REPORT OF EACH DRIVER INVOLVED, QFFICERS SHALL
i SIGN THEIR REPORTS IN THE SPACE PROVIDED AT BOTTOM CiF REPORT. NOTE IMVESTIGATING QFFICERS SHALL MOT SIGH A REFORT MADE BY 4
s DRIVER.
b THE DRIVER OF EACH MOTOR VEHICLE INVOLVED IN AN ACCIDENT MUST MAEE A SEFARATE REPORT EVEM THOUGH A REPQRT (% MADE BY AN

EMFONCEMENT OFFICER,
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5 DO NOT DETACH INSURANCE CERTIFICATE [0 NOT DETACH

Was vehicle msured”  Yes.

& 1 ¥
No
Ithe vehicle was imnsured. complete the fallowing in full,
Accident Date } . Location ‘ o .

Cuty. County, Town| . !
Autarmabily ligbWity nsurance policy Aumber

- | “ S S |

lguedts . . . . e~ Effectwe Date

(Name of imsured) - i i
S S
- Hame of Insurance Company (Not Agent]
Pravids limits of liabilty equal 1o thase required by the Financial Responsibility Laws of Virginig
y | VEHICLE INFORMATION o
Year oL Lo Make o WONo e -~
(Fard, Chav,, Ply., alg.) J
b Cf Licerse Numbwsr — _ L State . I
Qwner's : o o Drwer's
Mame e el LicEnse N S -
lifst Midie : Lt
] ' = -
! : Birth Oate I S .-
{Adirass) i
. ‘l
Orier's ) '
Ny R S S Addeess
First Middle Lad

YOUR POLICY CONTRACT REQUIRES YOU TO

REPCIRT THIS ACLIDENT TO YOUR INSURANCE o _ Uk ,
COMPANY FAILURE TO DO 50 MAY VOID THE Signature ol Parson i%iAbliiiil!iiglFicpﬁr! '

POLICY '

Form 303

Ao FEHES (E) Rnoplaegy

N v

ERIC A x * | o 442
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Aruitoxt provided by Eic
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SUPPLEMENTAL
TEACHING MATERIALS FQR ICT
GENERALLY REIATED LESSONS

: Unit__5
Lesson__ 2 _
BOOKS L

Brainard, Calvin H., Automobile Insurance. Irwin Publishing Company,
él& Ridge Rgad Hamewaod Illinois 60430, 1961.

Keeton, Robert E., After Cars Crash. Irwin Publishing Company,
1818 Ridge Road, Homewood, I1linois 60430, 1961.

Kimbell Grady and Ben Vineyard, Succeé ini in_ the World of Work.
MEKﬁight and McKnight, Eloamingtaggﬁgllinais 61701, 1972.

0'Connell, Jeffrey, The Injury Industry”and the Remedy of No-Fault
nsura ce. University of I11i inois, Urbana, Illinois 61801,
1971.

‘VWGGerGf M. G. Automcbile L;abilitv and the _Changing law. Oceans

Publiabers 1972

BOOKLETS
Antomobile Inmsurance for Students in Dr or_FEducation. Insurance
Information Institute, 110 william Street New York, New York

10036,
)
ou Kno Insurance Information Institute, 110 William Street,
" New York, New York 10036. P

FILMS

Casuality Insurance. A survey of daily hazards conmected with auto
insurance. Business Education Films, 16th Ave., Brooklyn, New
York 11201, 20 minutes,
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AN . £ 199  /

\F . INSTRUCTOR'S LESSON PLAN
¥ Generally Related Information
Unit_ 5
Lesson__ 3

SUBJECT: Life Insurance -

OBJECTIVE: Students will be able to define principal terms and differentiate
among the four types of 1ife insurance.

TEACHING AIDS: Overhead projector, filmstrip projector

MATERIALS: Transparencies (2) 53T1-2, policy from student, case handout
(2) 5341, filmstrip, "Dollars for Security', Health Insurance
Institute, 488 Madison Avenue, New York, New York 10022,

REFERENCES: Policies for Protection. 1970, Education Division, Institute
of Life Insurance, 277 Park Avenue, New York, New York 10022

Succeeding in the World of Work., 1972, Kimbrell and Vineyard,
McKnight & McHnight Ela@mlngtnn; Illinois.

1. PREPABATION (of the learner)

Why should a young person carry life insurance? , List the advantages
and disadvantages. (Refer to (2) 53H1).

2. PRESEIT‘E.TIDN (nf the Lnfcot‘matlnn)

INSTEHCTiONAL TOPICS .- KEY PDINTS (thlng p remgmber _to da or say)
A. Define: A,
1. Agent 1. Refer to (2) 53H2
2. Beneficiary 2. List on board and have students
3. Cash value ' go to the board and amswer.
4. Claim 3. Explain: Participating insur-
5. Maturity : ance companies.
6. Face value 4. Explain: How to use dividends.
7. Grace period 5. Clarify: Difference between
8., Loan value ‘ individual life insurance and
9, Policy group life insurance, ‘
10. Premium 6. Ask: How are proceeds disbursed?
11. Settlement options 7. Discuss: Ways you can buy in-
12, Proceeds surance, Refer to (2) 53H3,
B. Straight Life Insurance B.
1. Payable on death of 1. Show filmstrip3 "Dollars for
insured,. Security".
2. Premiums paid 2. Ask: HDW ‘does life insurance
throughout life of affect your daily life?
. insured, 3, Refer to (2) 53Tl.

3. Most flexible type of
- life policy.
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2. PRESENTATION (of the information) e
TNSTRULTIONAL TOPICS - KEY POINTS (things to remember to do or say)

4. Least expensive per- 4., Clarify: whole life insurance
manent type of life and ordinary life insurance.
insurance. -

5. Cash value. 5. Ask: What determines cash value

of a 1life insurance policy?

C. Limited - Payment Life C. 1. Point out purpose of life inau=
1. Lasts for the life rance.
of the insured. ' a. To insure income for the
2. Premiums limited to © family, in case of death
set number of years, to the paolicy holder.
a. 20 pay life- - b. To build up savings that
- premium for only can be used in an emergency.
20 years. 2. Have student bring in a policy.
+ b. Paid up at 65 plan: 3. Show different coverages in
3. The shorter the pay- order to explain questions
ment period, the higher that students might have.
the premniums 4., Explain: Settlement options.
4. Coverage 1s basically
the same as straight
life except that the
premiums are paid for
a specified time until
policy 1is paid up.
5. Cash value.
D. Term Insurance. N ~D. 1. Draw from students the advan-
1. Provides protection for tages and disadvantages of
@ specific number of years. term insurance. List responses
"’2. Payable at death. . , on the board. )
3. Some types are renew- 2. Ask: When would you use term
able and convertible. insurance?
4. Premiums increase with 3. Explain: Renewal provisions.
aga, 4. Clarify: Level term insurance
3. No cash surrender value, - and decreasing term insurance
6. Offers most temporary ‘ by using example such as mortgage
life insurance for the insurance.
money.
7. Cost becomes prohibi-
tive after middle age
of the inaured.
E, .Endowment Insurance E. 1. Explain how premiums are estab-
© 1. Premium is paid for lished.
specific period of 2. Refer to (2) 53T2.
time and policy 3. Ask: If an endowment policy’

bacomes paid up. - wag written when a child was.

2. At paid up date, policy five years old, could it be
may be surrendered for . used to help finance that
face value, left for child's education?

interest or converted
to-pald-up life policy.

3. This 1s basically a
savinga plan.




2. PRESENTATION (gantinued) e e —
£NSTRHCTIDNAL TOPICS __ _ KEY POINTS (things to remember to do or say)

4. Savings and cash value

build faster with this

policy but premliums are
high.

t
F. Comparison of cost of dif- F, Compare cost of different types of
ferent types of insurance: insurance,

partners for policyholders, 1. Term
' 2, Straight life
3. Limited payment
4, Endowment

Refer to (2) 23T3
G. Pointers for policyholders. G, Discuss pointers for policyholder.
1. Read policy :
2. Safe place :
3 Discuss with family
4, Review

3. APPLICATION

A. Have students read and complete assignment sheets from insurance
booklet, Policies for Protection,

B, Invite life ihguranée agent to class,. Have a question and
answer sesslon by hBViHE students prepare questions, prilor
tc-agent s Visit

SUGGESTED ACTIVITIES:

Have students establish the type of policy and amount of coverage
they would need.

[
[P
[y |
[
(]
Tl
=

Rgading: Suc&eedingﬁin the World of Work, pp.

NEXT LESSON: Hospitalization Insurance
H [
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Mg@ — | HOPE [ PAD My
PREMIUM ON Tipmg '

THERE SHOULD ALWAYS BE
ADEQUATE LIFE INSURANCE PR
“TECTION -

147
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SAVING FOR CHILDPENS COLLEGE
EDUCATION SHOULD START EARLY
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Approximate premium rates per $1,000 of each of four types
+ of life insurance policies*
« Bought Term o Limited Payment ¢,
o Syear renewable brg;ghr Life (Puid up E"f(i"g;'”
e and convertible e at age 65) <Ryl

I8 SB6S ISR $I6%0  S4R8S

51580 $16.30

| Types of Life Insurance Policies |

1650
1845
21,00
2850
45,65

17,70
20,15
23.60
M5
60.13

48.90
49.03
49.40
5140
56.53

i

¥
W

i)

08T

: 5 890
095

- 0120

-;_ 50 2010

# Rates shown are approximate premium rates for life in- B
"} surance protection for men, Rates for women are some- |

+

what lower.

{Rates of partieipating policies would be slightly hlgher, hot the cust would e lowered
by aniual dividends. Nonpattielpating policy fates would be somewhat lser than those
showr and no dividends would be paid, Saurce: Ingitute of Life Insurance, 1964,

£
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CASE_HAND-0UT #1 .

B111 Bunker works as a salesperson in a gift shop in the city.
lle 48 29 years old and in good health, His take-home pay 1s $650
a month.. He has a 3-year-old daughter and his wife 1s expecting
another child, Last year he told his ipsurance agent-he felt his
fanily was sufficiently protected with a) $10,000 life insurance
policy and a hospitalization insurance palicy with $20,000
Vmaximum benefits.

.He had been doing well in the shop and felt additional financial
protection was not mecessaxry. Besides, he felt that he would
. have many years left to save for his children's education. Then,
i several months ago, he was injured by falling from a ladder.
 The asccident left him disabled and unable to work for nine months.

— — . ———

“FOR DISCUSSION:
l. Did Mr. Bunker have the yight kind of lnsurance protection
for his family?

2. How much might his diaability affect the velfare of his

grnwing childran? , '
s " 3. If Mr, Bunker didn’t thick he had any financial worries,
C why should he still have considered income prategtian
insurance?

4.- What are some ways his imsurance program cauld have been
' fmproved?

151

Handout (2) 53H1
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H
AGENT: . Person xepresenting the insuzaﬁzg company.,

BENEFICIARY: The person named in the pallcg to . receive Lhexmnney
when the insured person dies. :

CASH VALUE: ThE'mGﬁEy yéu get back i1f you give up y@uﬁ policy.

CIATM:" Request to insurance company for scttlement.

MATURITY: When the face value becomes payable,
: .
FACE VALUE: The amount of insurance mentionéd in the policy.

GRACE PERIOD: The timé& you have’ bét@éan the dage the pretfhlum is

due and the date the policy can be canceled fo nonpayment,

LOAN VALUE: The amount you may borrow against your policy.  You'
may borrow against this value and continue a part of the pro-
tection at the same time. The loan value is usually the same
as the cash value. ' o

POLICY: The legal contract between you and the insurance company.

PREMIUM: The regular amount you pay for your insurance.
SETTLEMENT OPTIONS: Different ways that money from a life insur-
ance paligy can be paid by the imsuranmce company,

PROCEEDS Money earned from a policy,

Handout (2) 53H2

-
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Mags You G Buy Lite '"g"”"cegl

or Il of the premium, |

It is.usually term insurance, The prolection may end whcn
the employee leaves the job. Somf:nmgs term instrance can
be chinged to a permanent type whc;n An employec leaves

i | job. T]’Ilb hds (o be; dnnc within a u;rtam tlrne after e

leam

lNSURAN(E FROM L[FE INSURANCE LOMPANIES
s sald by company agents. A medical examination is usually

*required. Premiums may be paid once a year, twm: ayeur,
every 3 months, or every rﬂﬁl’lh ‘

INDUSTR!AL iNSURANCE; You Lméﬁfﬁy straipht life,

- limited payment, or endowment policies. Usually the policy
is small, from $500 to $1,000. Premiums are collected every
~week or each month. Usually on pay day an agent collects at

oty lome or plice of work of the insured person. Because of |

o the extra work O&Lollmmg and: lht exlfa pdpgrwqu this

kind of insrance 1 very costly..

Ay GRGUF LIFE INSURANCE covers membcrs Df H graup

%" They usually are the employegs of o busan%s "No medical *

v examination is required. Generally cost is low and cveryone
“pays the same prr.:mium Sometimes the crqploy'f:r pays pirt

FRATI? RNAL OR(:ANIEM‘ IDNS oﬁcr nrdmary llfc m

 surdnes o th«:nr m;mbr:rq

" SAVINGS PANK LIFE lNSURANCE i soll by wwl

savings banks in some Sfates, X

{

Types availuble are the sume as thost sold by regalar in-

surance companies, The Molicies offer dwndends and hand

loan valdes.

- The cost of this type'is lower, Clnc Teason is that thcru is
:“D ﬂgeﬂtscnmmlssmn | DL

keep as mueh of this insurance as they can afford. The cost

ARMED FORCFS LIFE ]NSURANCF he]d by war
 yeterans, i no lﬂnggr available. Velerans will be wise to- -

. .

. lo them is low. The Veterans Admlmstrallﬂn can tell y jou
""-""-"abnut its many adv;m lages o




‘P‘ointe'rs ot Polyholders

0 RFAD YOUR INSURANCF PO[ICY | "+ REVIEW YOUR INSURANCE PR()GRAM
Be'sure you hwve & good g;nual undcrsmndmg of your. PERIODICALLY ~
‘ The wise person will teview his msuranc; from time to -

ST T S -

. policy. » :
o anthcmnc lo ask questjons, Ask your agent, or writc - timc, particularly when there is a change in his family; for
" the company or your State insurance departrment, " example, when his children arc grown and huve left home,
PR - © Insurance thal was: sensible for you &t age 20 may no
T S * longer ft your needs when you are 40 or 60, |
~+ KEEP YOURAOLICY IN A SAVE PLACE . Gel help when youl rearrange yoursinsurance progra {0

Let your beneficiaries know where your pofices are. Your  mect your ¢h changing needs: Able insurance men, bankers, or
beneﬁcmry must turn the policy over to lhe curnpany and lawyars iy oflgn helpt ul x
 give proof of your death before collecling on insurance, | -
If your policy is st or drilraycd your: compaity will issue .+
- youano erCQp}{

=T LN TR L o Ty e T ia-p =
P . .

ol ST

o KEEP YOUR lNSURANLE B COMPANY lNFORMED
L OF YOUR ADDRB”

( i DlSCUSS YOUR INSURANCE WITH YOUR
FAMILY AND OTHER BENEFICIARILS
It is wise to have them share in planning the life msurange
~program, Also discuss cach addition or changein the pm ;
© gram with them, L
It is a good ided to while a lu ter (put in ina %dfc place)
describing your insurance, policies, Stare any choices the
~benefictary may hdve in sptticment, Point out that your life
insurance agent will hd(;/cmr bLnLﬁmy il out ﬂlL pmﬂf o
ledlm p;lpcr% -
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TEACHING MATERIALS FOR ICT
: " GENERALLY REIATED LESSONS .
P _ ' v Unit_ 5__
. " . S ! Lesson__3 .,

BOOKS

Hathaway, Barbara H., Your life Insurance,
New York 11530, 1962,

'Doubleday, Garden City,

Kimbrell Grady and Ben Vineyard Succeeding in the World of Wark
McKnlghE and Mt:Knight BlDleDgEDﬂ Illlngl,s L 6L70L, 1972.

T

BOOKIETS - , i . S

E:'Qliﬂi-EE for Protec ©1970, Ecl Dlvisz.t:n iﬂSEltutE of Llfe Insurance, '
277 Park Ave., New York, New York 10022 -

FILMS

Life L‘nsur)n:e—-What It MEaHS Shuws hgw 11fe Lnsuz:am;e pi‘QtEt;tS the
, family, and, the factors that dEtEI‘TﬂlﬂE life 1nau1‘ance premiums
13 minutes, 1952 Statei : : .
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218 “
INSTRUCTOR'S LESSON PLAN / )
. Ge nerally Related Infurmatlmn

’ ! Unit__ 3.

, : . ' _ e Lesson__4 .
© SUBJECT: H@spitglizatigﬂ Ingurance *‘ . - '
“ . OBJECTIVE: Students will be able tg diSLuss Fhé various hwospitaliza-

tiaﬂ coverages. . g ; ' -

TEALHING AIDS;V Overhead pr@jectar, filmstrr§‘prnjectcr.

R

;l
NA&ERIAIS- CZ) SéTi 2, pullcy fram students Fllmstflp, "Dallafs for
Healih" Health Insurarce Institute, 488 Madlsﬂﬂ Ave.,
ff‘jark New York 10022, - Marriott ‘Employeeg' Health.and
_'Welfare Beneflts; (2) S54HL., ‘ ? o

[

ERENCES PQLicies for PfGEEEthﬂ Educstlgn DlViEan, 1970, IBSELQQEc e
; . of iife Insurance, 2?7 Park Avenue, New York, . New Yark lDOZZ oo
I Co o e : ‘
ol _Succaeding 1n;the Warld ﬁf W@fk Kimbrell and Vlneyard
¥ ~ 7 McKnight & McKnight, 1972 Blaamlngtnﬂ: Illlnals (Workboolk)
- Succeedingfln the World of Wark it . oL

L SPEAEER : Héalth Znsuragce.AgenE )
L i — e M o 'j; . ~
"’?.z,"PREPARATIDN (of the 1eafner)% f . ‘

Are you liable for haspltal and doc tor blllz? ' L L T

. _ Why do you need haspltal ‘insurance? ' o 4 : ¥ |

: - N 1.,
2. PRESENIATION (gf the 1nfafmatlan) ,_;ffri ,7wr;‘;7 e } o f
INSTRUCTIONAL TOPICS - - KEY POINTS (things to :gﬁémbgf,aa _do_or_say)y
A, Hos pitsl Expense A, 1. Show fllmstrlp, "Dcllars for Health ";:
Insurance - 2. Ask: Do you have any hospital "Ql e
7 1. Coverage. . .- insurance coverage? e
.. . a. Room ' ' 3.. Refer to (2) 54T1 . g
. b. Board 4:  Claxily: Waiting period. .
c. Hospital fees' 5. Explain: Relationships and diff-
-d. Covers sofie drugs " ' erences between private thealth
and operating : .Insurance, workmen's compensation,
room expense. - . and disability Medicare and/or
2, Most common type of Medicaid.
hospital lnsufaﬁﬂe 6. [xplain: Difference between
lelEy. ; Blue Cross and.Blue Shield coverage, §
. . - ¥
B, Surgical Expense . B. 1. STRESS: The typicél surgical
- Insurance ' -plicy includes a list of vperations
1. Coverage and the amount allowed for each.
‘a. Pays part or all 2, Refur to (2) 5412
of surgeon's bill 3. Obtain list of costs of various -
'b. Limits based. on surgeries. '
amount of premium, . . B
3

= . 158
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. f %
"2.__PRESENTATION (i:cntinued) - I N A S
) . INSTRUCTIONAL TOPICS _,  KEY POINTS (things to remember to do or_sdy)
w2, Usually’pufphaaed >
in combination with
”“% hospital expense in~ y
C. Regular Hedical Erpéﬂsié e L ISIRESE- “That Hospital, surgical,
1, Coverage e “and regular médical together are -
" a. Pays part of all - + referred to as bas;c: heal.th -
_ of doctor's fees. . il coverages. . :
e ~b. May include visits 7 2. Have student bring in'a pgliﬂy
lﬁi" to doctor's office.. , showing all three coverages.
- ‘ C e May include doc- . ' Use to explaln qliestions: that
e ... tor's house calls -~ ' students might have.
S to patient Cetto. 3. Clarifyy Ekclusions.
o e .2, Mapy times purchaseﬂ iﬂ, ’ 4. . Explain: Pafticipatiﬂg
.. .+ 7 .combination with hoe- " . = i“fdactc' fees. . g
e 'Pital ekpenge’ and sur- . 0. P SR Ll
oL gical expense" ingurance . | B
T D. 1. Ask: _Hé§~cauld majaf medic,i
1. Desgigned ta cover ex= . ,; - insurapce be of benefit to you
: : ! tended 1llnesses and B “ 4in the future? In what ways
L ) large bills, = S ~does majox, medical differ.
Ty 2, It is the.newest and. :~..% from hospital, surgical,.and
P ot fagtest growding type L regular medieal? .
bose ’f of health coverage. o - i "
73, Maximum .coverage may = o . . _
' “. ~ be $10,000 or more. P R e
" 4. VUsually pays 80Z% after . ' o : S ' ¢ .
. the first $100 is paid by o : W
. ‘pelicy, hoider. 4 o ’ ' '
Two .features of pclicy S v ‘ e
for keeping premiums : N , , I
reasonable. : . ST et T ‘{%
 a. - Deductib le Elause o F 8 ' o
b- Cgfinsu:ance clauge . ’ o :
3. APPLICATION - - o o -
» A. Invite a health insurance agent to answer studeuts"questiéﬁsi
.pertaining to hggpital insurance. o
B. Have students disquss the pros and cons of different types pﬁ :
_ hospital insurance. , .
C. ‘Have hospital administrator talkabaut hﬂspltal zasts
\ : . : - .
N : S
'\”‘\ ‘ - T‘ng ) . LP'; o =
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4. IEST
6:_ :
htudents will ﬂascribe huspitalizatian CDVEfaqu
’ ,.)

LT . S

 SUGGESTED ACTIVITIES: S o Lo

;’Have Etudents read hnspitalizatign paiicy , T
Read ‘and dlscusa: Succaediggrin the World of Work, pp. 332-334.
Have students take quiz. : , ’ )

Lol "’ &
Refer to (2) 54H1 and dlscussi_
- r'
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MEDICAL INSURANCE

HOSPBTALIZATION
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Aruitoxt provided by Eic:



" HOSPITALYZATION SCRATCH TEST

"Below ‘ate items. covered by basie hospital insyrAnce, surgical ‘insurance
. . . - . g . i . X ' R T .

and ma'jor medical insurance. $c¢rabch through, those items not covered by
' S : o g : S
. . [ , (S . - :
the above insurance whith are generally considered:exclusions.
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TEACHING MATERIALS»FQR o I
GENERALLY EE;'fED LESSONS ~ . -7 T L

; Dickersgn, Gliver, Health Insurance Richard D, Iﬂdii’l,:]:ﬁi“_a, 1-318
Ridge Rd., HDE}EWC)Dd Illiﬂﬁiﬁ _ 6043(3 1983/

Follman JC\SE‘.ph F., Medical Care arnd HEalth Insursmze_ .sRix:har:d D, _
' Irwiﬂ, Im:. . 1518 Ridge Rd., Hc:mewc:ad & Illifmis 60430,-1963, S

\ JKimbrell Gl;ady and Ben Vineyard Succeeﬂing in the W:‘Jrlcl ﬂf Ha:k; : /’ N
: ."A, . ';' .
) . . ' ] / ’
BOOKLETS . L 2 -/
. :-A\ Camprehensive Prﬁgrami Df Healthz' .'E‘rﬂtactiun. Eh GTBUP h@sgitalzzatiall :
e Im: » 550 12!:11 St.'; S. W., Washington, D.C.- 20024, 197 3.
A Cansumer Guide to Health Insurance Plans. Pu]:;:Li:: Affairs/ﬂc::mittee, -
' - Inc. s 281 Par Ava“s S_i, New Ygﬂ: New Yﬂrk 1()016, 1972. L
’ ';;meplgyees HealEh ﬁ Wél}fare Benefit:». iianri,atc anpofatiom! 5151 .
L River Raad Washingtcm, D.C, ZG 0, 1973, J . " .
: -'5 ’ ﬁkd - ’A‘ﬂ N /EJ‘,' S e . r
Paligies fgr‘?fagecti@n, Edugatiaﬁ Divisiom, “Instiekte of Eife . -, a "
~Insurance, 277 Park : New ‘Ydrk Nevf ‘.iark; LOEZE 3970, L
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%} | _k;‘
b o
: i 7 ¢
. = = 5 .F . -
L3N = 5
bl




Lesson 1,
Lesson 2,

Lesson 3,
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Aruitoxt provided by Eic:
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CONSUMER DECISION MAKING

The Importance of Credit
Financing Your Buying

Sound Buying Habits

e
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INSTRUCTOR' §- LESSON PLAN -
(tenerallv ﬁelagad Information

Unit 6
lesson ‘1 ,
¥
SUBJECT: The Importance of Credit . .
! . I N ;
OBJECTIVE: The student will be able to write a short &55aV on thg pulpngc
use, and cost of credit. ' CoLe
: < Theoop ® oty
_ i,
[EACHING AIDS twerhead projector ) i;f :
, . .

i

v

MATERIALS: Transparencies — (2) 61T1-3, Handougs - (2) c;ml'
Teachers Kit, Examples of credi '

t ingtruments

(=l

REFERENCYS: Teacher's Ki
Crolier Lducat¢anzl Corp. -
845 Third Avenue LE

New York, New York 10022 (1970) R
iﬁirﬁﬁEFAKATIDNAfo tEé lSatﬁef37 ' T 2 -
A, Give zhort pre-test (2) 61HIL. . L fg}”.,,ﬁ . {’}
Case: 5sears has a stero 8 t .. ck on sale for 5169.95 ‘which vou would
like to purchase. The problem —- vou don”t have enough méné§5@n . ¢

hand to make the purchase, The sale ends tomerrow., What will you do?

3, URIGTHTATION (of the informat fon) o -
_INSTRUCTIONAL TQF‘IL;“ S _KEY POINTS (things Lo remember to do or say)
\ i ) ) o B 7‘7 o i ) B
A, hat ave the advantages A,  Refer to (2) 61T1 and 2, after listing
=il uiﬁﬁdvaﬁLaﬁés of credit? student's answers on board. Hand out
booklet, "Conmsumer Credit and You'",
included in Teacher's Kit.
B tombining advantages of both B, Dbiscuss when it {s important to borrow
egsh and credic, y ,and when it is fmportant to pay cash.
(.. The basis of credit. L. Discuss the basis of credit with the

g
5
..Al']

Lnud {tlions
Capacity to pay
Collateral or capital

Fammoﬂ'ﬂénﬁe

PN e ]
6 "

o~

-

Character

lulnL out: According Lo credit nandagers i
males can get loans easiler than l(emales.

lt is dif<ficult for minority groups to
selt credle.  The three € of credit are
capital, capaciry and character.

<) :

0 S 166
ERIC . - -

Aruitoxt provided by Eic:
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s ~ ' oo B Ty f
. 2. PRESENTATION (continued) o e
_INSTRUCTI DNAL TOPICS KEY EC)INTS (thlngs to remember to do or
D. Who pays for credit in the D, Ask: TIn what ways do the consumer,
1Qng,§¥n?' and the borrover pay for credit?
¢ 1. The borrower?
<+ 2,  The consumer?
' S .
E-fﬂgiﬁgt ways on the board.
E. Credit instrumemnts E. Use opayue projector: Display ex-
' -amples ol various types of credit
instruments and discuss,
: 1. Promissoxy Notes.
? Draft
‘1 3.. Bonds
4, Mortgages
*Fg Cost of credit F Ask: Can you afford to pay:the cost
' of credit? )
1. Interest rates
] a. How to determine
: b. Why does it vary
¢ c. True interest rate
. 2. Supply and demand of money
' ) "3, Examples of credit cost
. a. Installments
i b. Mortgages
¢. Others
Refer to (2) HlH2
2 ¢+ "Refer to «&2) 61T3
Have students figure the credit
cost of a simple item, -
. ' Refer to (2)61T4 )
(. Credit Bureau G. Ask: What is a credit bureau?
Y. APPLICATION - o - -
) .“ . -
‘A, llave students role ., play the problems of getting a ctedit acecount
established in one of the large dePJItmént‘a:@rﬁs-
B. Lead a dlsuu sion on why it is important to maintain a good credit
rating. .
b TEST N T - ' R
Students will write a short essay on the pufpbsu, use, aitd vost of
Ccredit, ) ' '
_ — ! gl —
Q “ "™
ERIC S ;”ﬂ ] b

Aruitoxt provided by Eic:

say)



230

Ex 4
SUGGESTED ACTIVITY: .
e o e e i i e *%

A. Have studenrs read Chapter 10 in Succe ,dln&,‘l the World of W ,Ek
and discuss '"Credit and Installment Buying".

B. Invite a guest speaker from Credit Department of a large depart-
ment- store to come and speak on the importance of maintaining a
good credit rating. ’

' - .

C. Absent studént who m ssed the above, sece tape "Problems of Buying
on Credit, e ‘

NEXT LESSON: Financing Your “Huy .
R N
, ¥ o
&
i
- ) ‘:
- . o= ‘= *
SN ‘
3 o
g
"4#&'\3 -
] LT
Y . “Ti\(’r '
I ‘h‘.“ r A 5 . iy
i
5 ¥
=
s |
400 |
o | 1O

ERIC R

Aruitoxt provided by Eic:
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7O BORROW, OR NOT TO
BORROW — THAT IS THE
QUESTION! '

o _ Transparency (20 oljl.




| o REAS@NS F'QR
AGAINST CRED!

i
i

REASONS "FOR"
5 . (‘v\fil! /
[1'S CONVENIENT ' ' " 1I1''S EXPENSIVE
yOU CAN USE THINGS WHILE B © YOy MAY OVERSPEND
" PAYING 'POR THEM YOU MAY NOT SHOP AROUND
YOU GET BETTER SERVICE ' : ‘ ,AS MUCH ’
IT'S HANDY IN EMERGENCIES TL'S HARD TO UNDERSTAND
HELPS ESTABLISH YOUR CREDIT MERCUHANTS SOMETIMES CIVE
RATING . DISCOUNTS TO CASH
o . CUSTOMERS
YOU HAVE A LARGER MARGIN OF

E T SECURITY
A \l
[
170
%
\.1 ’ - . . N ;T Atk
i fransparency (2) 61712

ERIC g

Aruitoxt provided by Eic:
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BORROWERS WHO FAIL TO
DF TERMINE TRUE ANNUAL

 RATE OF INTEREST
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——

LEARN TO STRETCH
YOUR DOLLARS —

EMC \' o | 'l‘rans;;u’gncgﬁ (2) 61T4



PRE-FEST

Matching '
. L [, The price patld by the borrower for A

horrows.
- "L

use of what he

2. A promise to pay on demand, or at a
fixed future date, a certain sum of C.
money.
D.
B 3. Unlicensed lenders charging more than
the going rate of interest. E
4. A cooperative savings and loan associa- F.
tion in which a group of people join
together making their combined savings ' C.
work for them.
, H.
77777 5. Buying goods and using them while paying
for thém 1.

6. A loan contract in'whiéh the lender agreesJ.
to lend the borroWer §
money at a specified.

nel

e
a SQEleLEd ‘amount’ o
rate of interest, K.
7. A deceptive practice in advertising a L.
product at an unusually low price, then
refusing to sell the product at the adver-
tising price, attempting to tempt the
tomer with a higher priced product.

cus-

8, One who used goods or servic

m

f
o
i

P 9. To recgive something. with the expressed
4 intention of returning the same.

10, oOne qﬁa gives loans by leaving as a pledge,
%Dmeifttlcle of considerably greater value
than the loan. ‘

11.

/ 1773
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Aruitoxt provided by Eic:

Instal lment

Promissor
Collateral
Caﬁsﬁmér
Borrower
Inte;ést
Credit Union
Loan Shark
Pawn Broker
Baig and Switch

Lien

Pre=Test (2) 61H1

230 ¢

credit

o
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A

. TO FIGURE THE COST OF CREDIT

s 3

1. Multiply the dmount of each payment by thee number’of payments to be

made on the ftem,
. E

2. Add the down payment to the gﬁtal stm of the monthly pavments,
Subtract the cash sale price of"the {fem from the sum of thée down pay- R
-ment- plus the total monthly payments.., The amount will be the carrying
charge. - ’ :

load

STEP 1.

: L SRR LG
Multiply ‘the amount of each payment by the number of payments.'e ‘

X = 7‘ {

STEP II
Add the down payment
+ E Tt

STEF I1I ‘
L . ek .

(.

Subtract the cash price from cost of the installment plan.

- R

. -

[¥ix]

The cost of installment payments i

P

17%& : ) Handout (2) 61H2
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SUPPLEMENTAL - ' . .
" TEACHING MATERIALS FOR IOT -
GENERALLY' RELATED LESSONS -

o ) . .‘(‘

Unit- 6
LesSDn, 1
BOOKS v , ' - B ' L.
3" . ] P )
Warmke, Wyllis, Wilson and Eyster "Consumer Economic Pf,?;,@Lf South- o
w;starn Publishing Co.,:Cincinnati, Ohio, 197%. 7
Wilson, E}ystar Consumer Ecopomic Problems. South-Western Publishing V
Co. Elnilnnatl Dhla 1966.
é _ -
ROOKLETS ' o T
) R
"A Date With Your Future" ' )
All About Credit - Whafa _to Get it. What it Really Casts., How to be Smart
About Using it. Intérnatlcﬁsl ‘Consumer Association, 275 Jackson Ave.,
St. Louis, Mo, 63165, o » v .
Everybody's Money. Credit Union Natlanal ASSQClaElDﬁ, qu 431,. Madlsgﬁ N
Wisconsin 53701. Autumn, 1973
Making the-Most Gﬁ,YQE? chgy. Educatiamal Diwision, Institute of Life

.E’m

Insutrance, 277 Park Avenue, Neﬁ:YDtk,dﬂgY. 10017.

]

Smart Saving, Borrowing, Budgetlng. Credlt Union Natienal Assoc,, Inc.

P.0. Box 31, Madlsnn Wisconsin 53701.

T&acher Elt Dne Weak Taachlng Unit ‘on Consumer Finance. WNational Con-
sumer Finance Assaclatlcn, Education Service DlVlSlDﬂ, 701 %alaf
Build;ng, IDDD 16th SEIEEE, N.W., Washington, D.C. 20036,

JTeachet Kit; Grolier Educatinnal Corporation, 845 Third AVEﬁuL New York, ——=
New %cfk 10022. 1970. ~

Using,Credi; Wisely. Cuna International Inc., Box 431, Madison, Wisconsih,
53701 . ' _

Usinp Qur Credit Intelliﬁiﬂtly National Foundation for Con sumer Credit,

1411 15th Street, Washington, D.C. 20000

4 : o )
The Credit World. International Co opsumer Credit Association, 385 Jackson

Avenue, St. Louis, Mo. 53130. i
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INSIRUCLQR S LESSON PLAN
Generally Relatéd Information

it . . i .i‘,."" i - : : R
S - ,Unit_6 e
Iessaé,,; -
i . - .7 5[-‘ , . ' *
SUBJECT: Financing YpuywBuying e o

OBJECTIVES: - The studéné;will be able to discuss three types of fiﬁanciné
availablgéyand the advantages an@ disadvamtages of each.
) ) ‘ S ¥
TEACHING AIDS: Dverhead foja:iﬁf, film pIDjECEDt (16 wm) and opaque '
o pr]éEth k1

MATERIALS'* Samp1e installment contractg, Trangparengy (2) 6271

=ty

e REFERENCES "A Date W1ch Ynur Future';« Edutatlﬁﬁal DlVLSlcn, f sEitQt, o
La : .~ Life Insttrance, Yealth Ihsuranne Instltute, 277 Park Av venue y
New York: New Yﬁfk 10017, 1971.

)

)
Yy

‘Making The Most of Your Money, Education Service, Institute
of Life Iqsuran2§;§277 Park Avenue, New York, New ¥ork 10017.

1974-

bile \ s (filmstrip) Insuran@e Imfarmstluﬁ In-
stitute, 117 W, 4Bth St., New York, New York

Autumabllé Insurance

1% PBEPABATIG& (af

dl* I n@ed to get my hands on some money g
3 kfan Jom Y know where to get it. TI° ve been told there
are lots of p aﬁ*s to bojr row money , but I just can't afford to pay a
lot of interest.

ﬁr; f . = . . o / 5.9, . Fo ﬁ—?a

. - S N
2. FEESENTATION (of the Lnf@rﬂatian) . ' :
INQTRUCTIDNAL TDPIC& ,,7,_7,KE¥7PQINTS (thlngs t@ ramambag ED d@ or say)
A. Types Df_InstitutiQﬁs A. Refer-to (2) 6271
b I. Small loan company
‘ 2. Banks
3. Savings and loans ©
4, Loan sharks
e " 5. Life insurance
-6. Friends and family,
"7, Credit unions
" 8. Installment buying
Discuss each of the various institu- ~
tions.

Ask: What should be cons LdLT&d in '
choosing a lending dgency? ’

;

1786 ’
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Aruitoxt provided by Eic:
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W aal 8 ’ & ¢
* PRESENTATION (of the infgmitﬁ:mz N o
_ INSTRUCTIONAL TOPICS Lﬁgﬁ‘iﬁomm (chuﬁv o> romembar Lo do or_say)
B Three main types . Discuss {the various types of banks
. ‘ and the advantages and dlhadvanﬁﬂgﬁa
-1.. Banks ) of each{ to the prospective borrower,
s 1. )
es
Commercial
Industrial

Savings
Savings and loan
h. Advantages

e : 1) Federal control
2) Set rates
L ¢. Disadvantages
1) ngEi'EQUiTEEEELE
o ''2) Need references -
2, Small leoans 2. Discuss various types of small
P Ko eTS 2 t dva g
; . an t
& P
a :
. 1) Pdwn broker
- 2) Friends
Y Toan sharks
4) Companies .
VL'i
Ad
1) Easy money
2) Tlexible ratcs
1) No age limits
4) Mést of the loans Approved
.. Disadvantages -
1) Not regulated
2) Some are illegal
1 Dates may'ch;ngc
3. Credit unions -. 3. Ask: Do they have eredit unions
in your place of employment?
Glve handout un credit unions.
v . i .
Disc¢uss c¢redic unions in general
pointing out types, advantages
and disadvantages. w
a. Tyvpes
Ly Companiuvs
) Uniion
. V) 0coupni ton
- Ny P
i L




2. PRESENTATION (contimwed) . _ ~ '+ '~~~
___ INSTRUCTIONAL TOPICS, "~ KEY POINIS (thlinhs to remember to do oz say)
4{' . - o - = = -

b. Advantazges
. low Interest

% u 2, "Zommon bond”
' 3, . Non-profit
» ‘ - €, Disadﬁiantages
o ‘ Z. Membership required
- 2, (redit bureau orly

3. Matures )

= g;.i"
Cite exmamples of credit néj‘i@ms
losing noney because of Li-

i gxperisnce in dinvesting meney.

LR

€. Installment Buying C.. Discuss Lnstallaent buying and the
. various tyoes im use, advantages
and disadvantages.
1, Types
. - S _ : 4. Departnent S‘tc:r‘l"és
‘ © (1).Different types of
chazge accoumts
, _, (2) Conditiomal sales contract: -
SN - : b. Autopobdle
o . ¢. Credit cards .
Use opaque projector: Show E)’rﬁﬂjplég
of Instal lment contract and dis-—
cuss each,
Shew filmstrdp, "Actonolile Enc."
, ’ Discuss fiTmgtrip and goss of ,
cars, plus 1*1;\1:31‘1(;&3 plus T
licenses, etc.

1. Advantages
Easy and gueick
Low payments . -
lsadvenzages T
High [ntexrest 1a Lf;h
"Teo eamy to UEE‘"
Lost ot atolen cyxedit
;, cards

‘U‘ U‘ ©

[ m

qj

show on opaque projectors Eom zo £11F
out and send {1 to company df credlt
card lost or stolen. '
Digcuss overZloading budgét with

. , too many ''easy” debte, ‘

D, Truth in Lending Bill . D. Give out pamphlet, "WHat Truth In L
_— ‘ Lendfng. Means To You'", glso, "Truth

In Lending” (can alse be aquited in

Spanish) .,y . & .

Q. i Co ' ‘
ERIC . | T o ‘ " T

Aruitoxt provided by Eic:
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 SUGGESTED

4.

u

APPLICATIDN

|
e

i

i

]

|

1

W

-

’

8

“Have’ guest speaker from bank to disEuBE bank fingneing.

Have guest speakergffam a savings and loan ‘company ngdiéﬂusq :

i S L i

) . %ﬁ Each student will namé'tﬁfee Eypes offléaning inqtituLians and
“» will state the advantages and diﬁadvantage » -
@c_ S . B .
) e 2 Y
NEXT LESSON:  Sound Buying Habits [ ... .= ¥
_ o,
- 7‘%‘3"{;
v | f r E
k‘; e - * ¥ L3N
.
ERY ' 7‘ } .
i . 4 ' N
.)- a
: L R
.i 5 -
’ s 179 .
, , i
‘ Vi

ERIC

Aruitoxt provided by Eic:
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- °, B i 71.. t
§T F s i -JT, S .
L g SUEPI.EMEN‘I‘AL L e
B IRACHING MATERIALS FOR TCT
o S GENERALLY RELATED LESSONS E
- L o ¥ e it Unit -6
5 g . "',.‘;‘,7 . ‘ : 7 X - .LEE‘EQTI 2 )
) BQDKS "j o .. _ .o N__' . %
ey, S ' : ‘ . <0 c
o i ’ Wgrmke Wyllie, Wilson and. Estep, Caﬂﬂumer Ecangmic Frablems. i
e e SouthHWestern Publishiag’fc::.i Inc;; Cincinna§1 ﬂhic, 197l.f- ‘
. . E v‘! i-:- L . i K - ] ‘ K ' | . ‘gi f‘-‘ﬂ | ’ ¢ : | s “-,A _
N ql e L . BDOE,LETS » - ‘ Lo = o . ‘.. 1;g" _lnv ;_ . ! . ,x ‘ w ¥
-, ot L e L T TR .,
Bewafej,lf ._The Charity Chedts. National Resegrch Bureau, Ing ] o A
. .. . 42k North Third Street, Burlington Igwa.,-_séﬁoi e 5
, ' _‘.-w*: i = -7.,: . ) ’ ‘
L Cnnsumgr Product. Inférmationi CDnEumEt Prnduct Iﬂfcrmatiﬂn, Public Co ‘?‘“
L ' : - - Documents Distribution Center, Pueblo, leorgda, 81909 : '
‘. T ot : ‘. e o v A - Yoty & o ." - ' ’v;
" Don't Be G}'Pped. 1971, #DASA F¥dé. Consuher Broducts Infﬂfmaa o
S , - tion, Public Dacuments Dierib tion Center, Puebla, Galorado
LR oL SLODSi ':= RE o igip S
TG Get She Hast Out 0f Your Paycheak. Natiapal Reseatuh :
‘. VWBUEEEH, Iﬂc_, 424 No:thaThird’Street Bu:lingtnn, Icwa 5260;.
- sl 4 =L
: K =

gh In Ianﬂing " Federal Reserva Eaﬂk of Philadalphiaa Eublic T R
Informition Depattment, Philadelphia, Penné?lvania 19101. _‘“f": e

. :  Also available in Spanish S _ .
6”f ngank Services_ Amaricaﬁ Bankeﬂg Associatign Baﬂking Ed.
“ C?mmiﬂsign, 12 Eaat 36th Stréet New iork New ank IDODl
A S
* What Truth In Lending Means To You. Board of. Gavernars,gf the =
S Federal Réaerve System, Constitution Ave.(between 20th . e o
aﬁd let Eg i NW.D), Washingtnn D.C. 20551, . : o 2!
ar Fami;y Plans Fnr Spend;pg, "National Research Bureau, Inc.,
424 North Third Street, Burlington, Towa 52601.
. d '
FIEST&PEX ' .
"Automobile IrMsurance', Insurange Infarmatgzn Instituta.- 117 W.
. 46 St., New ank N Y. alDlOl- : » A
—a . ‘-i.
' 7 =-r=7‘;; ; , .
SORNEIN 181 \
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‘SUBJECT: Sound

o oEjEcTIVL “The.

3

'HATERIALS ’ Filmatrips-- I L, T T Li ot ﬁsﬁ\

. Theu

: Buying Haﬁ ,

s INSFRUCTDR'S LESSON PLAN .
Génetally Eélated Infnrmatian _ I

student will be abie tg cnmplete Shﬁﬂsﬂ a;udy using

ok A > sound buying habits, based fo amatézi g évered in this and’
- - the prévious ‘two léasnns. ; Lot
. . '_ i‘ii B 3 . ’“ﬁ"?"'
ot Y
TEACHING “AIDS: lﬂvarhead prcjector, film projector (lﬁan £11m-

str pfp;ajectgr, cassette recerder.-- T e

Lan ua'e of Labels Mndefn Cansumar Educatian Teaching

. - Packet’ ., . o S
#.i*. " Regular Health CaferHadern Gansumer Educatigﬂ TEﬂEhiﬂg
ngkgﬁ B E . . v T
Transparencies - (2) 63T1 , - A : £
Haﬂdﬁuts = (E)EBHI 5 0o ) -
. . e
5 Eimbrell and Vinéyard Succeeding in Lha Watld of Work
. _MFKnighttand Mcﬁnighta Blﬂﬁmingtan, Illinoig, 1970
Low v ,;:. SR o
You and' Your Mgney, Federal Reserve Bank gf Richmand !

Richmond, V

Binta - 23213, "

L ﬁ}penny gfved is a panny Earned " This 15 a freqnentlxiheard
ut how many of us- really know- ‘'what it means and how 1t

saying,

> Sﬁ& f?— - e - jar;f — 'a,
R g S ey —
.l.ﬁAPREPARATIDN (ot, the. 1earnet) P .

, can work for each of.us? ‘How caft w;ﬁ"inch our pénnies? What '
. .shﬂuld we knaw 1in order to make wisgiBﬂjing décisians?‘ . 2L
. £ ¥ . 4 e R _ ’
2, PRESENTATIONafof the%iﬂfarmatian)
', INSTRUCTIONAT, TOPICS’
A Stﬂﬂdaﬁ%gﬂf Value . A, Ask: What determines where you buy?

A

- List -the Yesponses on the bgard
17 Néeds and wants

r; A Qppﬂrtunlty costs

P

s

' ) a. ,Ergsent ‘
: L . b.  Future N
N S o
'B. Where to. Buy B. 1. Stores
O S 2. Cooperatives -
e - eyeser - sz 3 :P:%%ﬂtg COUMCELS ™ -
‘€. When to Buy - © * C.. Discuss various times to buy items,
L - the advaﬂtagea and digadvantages ﬁf
eesch ' : =
k- & ".
s : t.A o, " .




rf LN .'i, . & N !-
. B 13 TRYS L - + 5 a
* . ’.H -

wit’

2, ‘PRLSENIATIQN (ﬁﬂﬂtiﬂuédl

. . ) . \

;‘f’KEY PQINTS (thlngs tu rcmgmbCr Lc da nr”j

INSTQUGTIDNAL TQPICS

N

9.

1. .»aleg

T
Va0 s - T ai‘ .
. . ,;E R j } £t o L

: 'r"ﬁ' P ,- f RS
End o f ﬂﬁ;geasan : . ‘

Overdtock

o hdnut ‘(z) 63H1-
T Coe : . é :
¢ e o ; . SHDW movie "Consumer Power -
! [ R S Advertising"' :
"éﬁ.’ " _ . *>Diacusg how impartaﬁt advgrtidlng
AR E R o : affe&ts the consumer.- -
. e o =2 . R o : [
What to Buy . '*‘; - '

i—li Determlne thé need

“ 1. "‘S’tte g8
“ﬁgpj - fbelng congidered .

the need”afjlhe,pradacé
‘Is the.

. "o L i item needed’ or just wanted? ot
2. Type of product '~ . 2. “Discuss how S&métimes a’used: ,*7
: o C "~ .product can be qud o as
) / SRS ‘temporary-basis. o :
=,=7 T i ‘4 AL l o brg- B Usgd i . ! 7 ;'
o " o ", L. Ye. Quality @
7 ; . ’_d;n-Barggiﬂw ) -
o o e [ ' "2'
, - 3. a: Show fllmstrlp “The Language
LR :#%ﬁ { T of Labelg". hsumer
o i EHUgatlﬁn,‘“;;' K
< -~ Kit listed in o
RS ' " (1), Nutritiondf
- e A ST ‘ (2} 'Labeling L .
B. Clothing - = b, ‘Glve out handout "L@ak Fér ¥
o D ' ‘That Label". (See.reference
L Ty for addrasg) S e
i W (1) Fad v g
T (2) Function .-
e . . (3). Fashion’ -
- - ¢, Housing U "¢, Discuss advantages and dis=
) ' _,advantages Gf all. typeg cf
i, housing. ° . L
:1 ;)' (1) Rent}E ii-
< . (2) Own o
L g » (3) Build. - ..
‘d, Transportation™ : d.  ‘Discuss transportation cost
‘ s : S (1) Public - % (-
BN ¥ o © (2) Private o L
e. -Health Ca;g' st _ e, Fllmstzlp ”Regular Health T
B . - o e B um i
- ¢ ' Teacher's Kit :
b : ' Quacks and’ Medical Frauds
’ . i . Peacher 'sWit.n
| #.. (1) Hospital I
¥ . * N ’ " . (2) "Doctor L §
2 ® §
o ' T .




L e
'h‘gm/ .

3

g+ Insurance

h. .Investments

i. Recreation

W to Buy

Determine need
‘Determine cost
_a. Opportunity

Examme ‘for quality

-

f. Home Furnishings .,

'b.” Monetary e

e (1)

" Discugs necassary insurance
for family protection,
(1) .safety* . s
(2) Quality « »
g. Discuss insurance
(1) Types
¢2) Returns
(3) Protection SR
s+ h. Discuss investments = .
. (1) Types _—
) {(2) Returns :
1.  Discuss recreation . V' ' S
(1) Free time " S : .
(2) Vacations ' -
(3) - Rétirement T

Diszuss hcw ta buy - L v  ’ v
1, Needs - : Dy
2.  Costs S 'gjfi"‘“ SR

Eji.

3.‘A:Refer tg-transparency (2) 63T1 A ;;;
-, * a, Wse. - o :

Long term .Jﬂ -

4t o (2) Shnft tesm: B g

’1Liét respnnses on the baard B
b Safety, , e
c. Resale value . T

" Discuss Seasonal buying

& . " a. ‘Bargain stores .

e L b. Quality stores .. . ) )
. Lo ’ o c.. "Shopping" &”hp' ) i . )
- ‘3. iﬁheck for financial Discuda different ﬂgnancial al—

*  alternatives - ternatives _
o ’ _ a. Savings - 4., , .
, ' © . b, . On" time B B
' A 754 L ; . L;j'ang ) . :2“‘ - R J : . “ é

-

ﬁDéE%zgige guéfantee

F. Intelligent Buyer:

Determine warranty” "

. Define warranty,
-~ advantages.
‘“efine guataﬁtee,

Discuss its

L .- F. Diﬁt‘uasﬂhging aﬁf‘;iﬁteﬂ iy “xx.gg'uy?é F,;g?ﬁmp‘:ﬁﬂ

G e e 1‘”“H§?§‘sqlicitatian
e L sales,
B - Buying by evaluating
R advertigementa
L ‘Researching a pgpduct

- f; §§§1a =Handcut: (2) saﬁz . R

" zngﬂggdéut {2) 63H3 - . b

. 3. Handout (2) 63H. o

- Lo “fbefmre buying . Vet Cg E
E . : ) R N 374,; . L, - s o Lo '_ P A
a : . . o . v = - e Da, :.
P o ' 5 14 S e P

& - - ,-. = : 4 - 2oag, -




* "_ lf
?g AFPLICAT{ON ’ jm

Discuss EPE case Study which ﬂri
.students directions concerpinyg

dents wiLl du as a Lest

3 4

in SucceedingbIn The Warﬂd Df Wﬁtk

: . ”i”gama,'"Maﬁ,glﬁg Your Money."
T M H$ve students discuss Chapzer 9, "Buying Goods and

= o
#
oy
= =3
1, %
v
£ *

»
A =
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. & L
1 i”'-/ : B =
— ,
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* JANUARY -« C

Furs, dresses,¥shoes, drugs, -
lingerie, housecoats, hosiery
handbags, sportswvear, m1111;ery,§
meﬁ4s shirts and azcessgr’es,,
mgn's and boys' suits) men's

:caat5, costeties,, floor cover-
pgs T, o
v.a‘ ' ° "{‘ L
"MARCH .
S _Laundty appliances, luggagé
o 'hnusewares§ china, 511ver, w1ﬁﬁar.‘
7t .. sportswear and, equipment, spring @
A ’snd‘Easter speclals, garden supplles
= B » ¥ fl B &
EON el L e : N
. :'TA‘Lingerie hQUSECQEES, IV éets ’
' tifes, rugs, EEprt 5 T leny

ERI

Aruitoxt provided by Eic:

‘Women's coats,

Dsizf" i

EEBRUARY - j ’
Furniture, housewares, chiﬁg;‘

glassware* rigs, bedding,

‘,ﬂrapes, curtains, seat covers,
-men's shirts, sportswear, -

Washington's Birthday specials

children's coats,
dresses, mlllynefy, Eleanlﬂg supplles,
post Easter clearances, men's and
boy's suits, infant's wear, fabfic;
lingerie, paint ' '

PDresséS Afﬁ Lc TV seéé, Eurniture,
-camp;ﬂg clathgf and equlpment

bu ild-
eddﬂhg, llngefie men 8
Wcmeﬂfﬁ Shaes, Father 8

zi‘d b:ﬁg'é wear,

£



WHEN TO FIND BARGAINS

= . . ) q. ’:
{ : » @ﬁ _A . ‘
Juny .o - Avgust |
] i . I PN
Lingerie,’hﬂuSgccafs, hosiery, . Women's c;ats, children' 8.
¢ handbags, Spa:tswear millinery, furs, men's coats, tires.
“+ " children's wear, men's shirts and: - goods, 1dding, furnitur :
‘accessories, shoes, air condition~ ;Equ1pmgﬁﬁg lamps,’ housewd’
© +  ers, swimwear, radios and stereos, ‘to—schﬂci prﬂmutlﬁﬁs _
/ fuel oil, major appliances, j :
v .. SEPTEMBER _

Fabric, fall fashions, jor épélisnéés; furﬂiture home

carpets, chipi, silgé“ furnishings, eSkilﬂg supplles, rugs,
. garden equipment cdryg Earpets, fall ‘and . winter spaggsweat
' furnishlngs, auto acc) T . Snow 'tivres, meénis coats and suits,
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Warmke, Wyllle, Wilson, Ester, Consumer Economic Problens,
South-Western Publishing Co., Cincinnatl, Ohlo, 1971

\ Wilhelms, fleirmer, Jelley and Herxbert. Consumer Lconomics.
i Gregg Divisfon, McGraw-Hill, 330 West 42nd Street, New

‘York, New York 10001, 1966. -
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iv _ Bcﬁ;;gi e Thg,;ggngSwinglgrE. National Research RBurcau, Inc.s -
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b Univcraity of Mjsscufi Lﬁlumb;n, Missouri 65201.
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L How_To Avoid Auta‘Rg@&it Rackets. Informs you of frauds by
. . mechanics, salesmen and truck operators,, National ‘
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Co e » - INSTRUCTOR'S LESSON PLAN ' f{fr _
. oo " Generally Related -Information o '
'j‘ ’ S T : : o ’ . Unit__ 7"
STy LA ; . e Legson_ '
=t "~ SUBJECT: _Absenteeism.‘ ' ’

- o o C e
ﬂﬁf?i*”fthBJEQTIVE-r

_f"4

U IEACHINC AID% Dverhﬂad‘proje:tgr

o MATERTALS:- ﬁ[ranspateﬂci;s (2) 71L1—6 maga?ine artlecles, booklets. .
L . o " from EoliCe Depar tment. and bccial Educatian Agenciles,
. L ‘film AlLQhal and You."". ]

v L v 5 Vi
', " REPERENCES: .Living with "an Alcﬂholicfi
s ' Washington, D.C,

Ihe studerit will {dentify ‘the causes and ef fects of
O R abSLﬂtLéiSm in 1ndu5try tadag

1ﬁmm iilm prajgctcr

¢ i

AlﬁAﬂan'Family Gf@up,

RV ‘.. . Marijuana Re&nnsidergdgs Harvard Un;veralty Press,
v . L - Cambridgé*aﬂass o » i
3 ’ SPEA£EES: Earmer dtug ﬂddict, f@rmer glcaholic, police officlal .
' - s LT I Sy _ o /7 L ) =
T = e e - ‘t T - :
v lg:'PELPARAIT ON (of the laﬂrner) ) o - -
i .‘ ; ;\ . *
) . Have class discussian af 'Agan Cgmpany 'éase study. Refer to hand-
" out” (2) 71&1 ’ . S -
: i“A-; What do you'see as a Qurreﬁt prﬂblem.where you are e:plcyed? o
7 .. B. 'Why shoyld you. Qafe about - aMSEﬁteeism? {
\ : vC What- 14 wrzgg with taking thlngs fyom the campany?
o ' " Where and how, could you ‘seek help {f you or a friend had a
N v‘ preblem? - - .. oo e 0T f
21 EEESENTATIDN*(Qf the infcrmatian) N j [7 ,
0 ,-;_ - INSTRUCTIONAL %GPICS - KEY ED;NTb (thi_gg to rem ember to_do or say)
=7 R y ! B
A. Causes.of Absentéelsm A, Tﬁis'ge:tlan identifiesland discusses
B ! ‘the causes of hsenteei%m
1. DrUgs L. Dlscuss’%%gsgns taken, symptoms
T " of 'usage, Btress: danger and cost,
‘show (2) 71T1. Tglm 'Marijuana:
: : - .- . Y, Reconsidered.™ N
.o = Alcahbl B R P Eu-_DiSCUbS’that rgaSDns alcohol is
' ' ﬁ; © used are’'same -ds drug usage and
o . ' ;E#mptﬂms Show film "Living
- “ W%th an. Alcchali’ " Handaut
v ) -7 (D) '71H2. et S s
: 3.  Boredom  : -~ ‘) 3., Discuss and define Job re;etizian,
. -« deéad=-end" positions, ‘false age v
! of reality, how job requiﬁe,;ﬁts
.f i are less thanfemplayee s capa-.
4 . I bilifties. Refer to (2), 717124
4 Job Conflicts " ‘4; Role play conflicts with aup2fiar5
“w. - ¢ and co-workers. .Discuss fear of
o failufe, employee not sui ted for
Q - ‘ ) j:if) g : JDb PR
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%, 2. PRESENTATION (consinued) P R
__ INSTRUCTIONAL TOPICS 57Y PGINLH (Lhinpa o rL Lm ”thl %Qy)
»l' ¥ R T * . 4 1 . i
’ "5, ¥ransportation * < . 5. Show:{2) 7173. Compare ccmﬁucing,
& COPR ' , . ‘ time and distance to varlous jobs,
s . ‘ - dilgcuss public transportation,
T e e : : . prlvate tramsportation. “
- o " b.. Accldents and \ 6. ~I1st/discuss health habits,
< © % 7 ILlliesses . environment, lack of safety
. 7 « o . precautinﬂs (jab/hmmé), mental
i . D Ao "7 and physical strain,
= IS 7." /Personal reasons ' " 7. What are some reasons? list
’ . oL : illness {in- family, death, child
e i o Do _ e related pt@blem y emotional
T no . o . problems,” Show (2) 717T4.
- B. Efect of Abserteefdn . B. This section illustrates effects oh
S . : . o employer and employee of absenteelsn. -
-1." How company is affected - 1. show (2) 71T5. Discuss increased
2 ‘ e productioaicosts, quality, quantity
. ) detreasgh, low morale, increased '
: - consumer costs, in:reaggd hiring
_ . o ; ‘ " needs
2. How-.employer is -2, Show (2) ?lTé - Give exanplés of
: affegted ' _ . loss. of bpenefits,, loss quwagE5.
- _ o ) - Discuss hov promotion’ may;be
. o » ( restricted. Show how loss of = ,
: - . ' Lo benefits =an cause fam;ly dis xup—
o _ tion,, finsmpial ruin, developing
i ~ of criminal activ1tles, ul timath .
: b ' . " loss’ of job, and loss of self—* .
! ) ‘ L%EEETH- ’
b e : " o9 R v
3. APPLICATION T ; o T )
1. " Students will write their reaction to "'self centrol" (2) 71H3-
2, Students will role-~play and discuss absentceism and how the
pmoblem affects him on the jab- ’ _
—— N _ P - o e — ] * e e _ =-i;:
' 4. TEST ., - R T T
/ N ° e . . B B . :
1. Student groups to do research and oral reports on
. N (a) * drugs, alcohol and boredom -
(b) jD:jDﬁfllCt ‘ )
' (e)  trafsportation in area, accidents and 141n g
: ' (d) personal absentéeism problems -
Y , '
N SUGGESTED ACTIVITLLS: s $
. f r . . ] L4 .
. . .
1. Role Playidg (Alcoholic on the. job)
- 2. Have speakers discuss drugd and alcolol
" NEXT LESSON: Theft on the Job, = = i —
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HOW COMPANY CAN BE .

ZAFFECTED“

~ FULL PRODUCTION WITH FuLL sTaFF UL

REDUCED PROBUCTION DUE TO

[

et

ABSENTEEISM

' ~

SORRY!

»

]

RICE LNCREAS
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HOW EMPLOYEE IS AFFECTED

IR

[rorOTION
vis O

NO [ Ef

~— [PACHECK =100

&PF’DFV‘BTI‘DN

[YES © .’ o
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CASE 5" ULy 4
Axon Company )
John Public works for Axon and Companw wheze he is a forklife operator.

John has worked for Axon and Cempany for the past ten years and his
work has beern very productive. In -the past month John's production
decreased 257 and he was invblved in =wo accidents which kept him f{rom
working for four days. Also, John has been late for work five times
in the past month,

When John was caught ctaking i1l on the Job, he was
WOl

fired and was forced to seek

b

How much time and money did Johr

Vhat dnconvenlence did John's accidents cause

How will John's

i

m affect his obtaining anothez job?

0y
L
el
b
m

What methods could have been used by the company e help John
solve his problem?

L1

Hosielowt 2y 1

O
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SELF=CONTROL
v L -
oL ' g _
Hgficult to thirk straight when someone)blasts

ﬁ"ﬁ;‘ﬁi\_ . % * ? ¥

cut In anfe, [ ;fﬁﬁ@ﬁiﬂ,mﬂlv upsotting and concequentl ® wa

s P
. N It . . I . 5 - '
colte2n B0y some thing vel regret lator.  Self-contrel (8 imvportant
) ’ y g ,

aif?? = . ﬁ\"\ - . 5 - 4

wherl yon are worin 7 with others and nov 1s a goed time to make,

* =

ce b oore to Learn Self-control.  Followiny aze some sugzest lopsg.’
. N ?_‘I 1
\ : b
or oeyy JIIT lestle enesunter: ’ : o

|« Sewmt to rone Take time to thiak and compose yaourse
. . e

. If you romalw calu, the sporsen will be mos

J=

to caly down. Have vou cviB@ried yol ling ot a

: - \ il $ R
ha 13 5‘:}‘0;1\(“}\3 in a softg, Fow' vo tv e’

&

f. It the ser=m won't ":xlnf*(lmgm and you fuiM vou o
loslh g vour"ee91,"  say, "Let's taink abour (hizs a while
u\% tali< ahout 1t a bic ianter." C.

it s better to just Iisten, le=L Lhe oﬂwb
f

TerBoT [rloww of T ateam and get (€ out ol hiy svy 7o

t (. hu[';:@ﬂff’

‘3 4 [{ thi seally met bad, et up aid walk awray mavlng,
TLest" s dlyecuas this tomorrow whou we have had more time
1o th lnke albout 1t objectively.
.t L >‘sbr:' chifrgs <hat diatinguighes e Tiom (g lowen
whle= at= 1] 2ty o laugh, Bocatine we 21er TorLutiase {0 heive
1}
£ Wl gl Loy wwe shoowlyd use 1t ire often, A sente of Lo
f 4 . - i
Folez Ul e nthzne ey oou en Joyment Wi o Tlfe. Some people soern 1o
' A
Eohe ves o duzppss ceatine cmd a sorfie ol hanez, lhwever , even though
-
y o arez not born with thils tral#, vou van develop [t by frving to
i hooepromlti e cmd bes trodtne o lock at the fueny afde of a4 s bt uo-
t Lo ) -
. ( . P
Wit vou ez lonn to thils advieo, relling wintt veo tlilak el
w W
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: \. © . ™ SUPPLEMENTAL =
: NI ' TEACHING MATERIALS Fok ICT

G EI‘\EERAJZLEZ RELATED LESSONS

' l eml? e
B e . ' L =
. R

‘- BOOKS

] e s )

% L Cringpoon, Loster, M.D., Mari’uana R Yonaidered.
«Prass, Cembriddge, Mass,, 1971. °

=

Harvard University

.

' Liviag :Ji_tbﬂ:m Alcohelic. Al-Anmon Family Group, Al-Anon

u_l\
ird
o
o
]

1 Pressg, 'Inc.. “Manhassat

<4 I quarters, Washirgtgn, D.C.., 1273,
' Nuill, Gary aad staff, Body Polluticn. Arco Press, New York, NJY.,
o 1973. ’ . - -
B ;} T * I ] l
N 4 Sinclaiz, Upzon, Cap of Fury, The . Chamne :
New York, 12¢h edition, 1967. .
~% FILMS. L j '
Alconel ancd You, 28 minute (b/vl,. 1970, state.
Focus on Marijuana, 15 minute (bé};{u}, 1971, stace.
. “
. % ;
" .
¥
«

~ e Y

2y, o
!

£

ERIC . | V

Aruitoxt provided by Eic:



o

INSTRUCTOR™S LESSON PLAN
Generzlly Related Information

LIRS
had]
!

. { ) Unit_ 7
: ‘ ' Lbesgon " 2
SUBJECT Thelt :
OBJECT The stydenc leﬁ knuw thd scauses and effects of theft
in Indpstrv ttday,
B . i
TEACHING AIDS ! | Overhaad projeczor '
MATERIALS: Trapdspareacies (2) 72TL-3, ”ampthLj from local police
dgpartment and Chamber of Commerce
, ,
RETERENCES: }rimi;é Ita‘PZCJLﬂELQh . W Wikson Co., NethYork,
New York- : '
' ‘aacietv Crime and Lrimiual Carcers, Prentice Hall,
" Inc., Enﬁiinﬂﬁd Clif fs., Now JLFSLy!
l/ , i 7
SPEAKERS:  Local pollce &ffioial ' ) )
» I S : * : Lo
. T '[" R T T T I o
L. rPREPARATION Tof the .1e’arpgr> S T oy '-
- lave htudents TEl%té dﬁd discuss thelr views on thalt. Role _
play (5lruationy. Fpployee cadght’ with hand Lo "ti11,") ’ !
- [ — ! _ .', S, ,,!’ N =i i "ﬂf -
2, aﬂarﬁmmtmm (of the irfgbmtmn) — - - -
- ™ JNSTRUCTIONAL TOPICS ___ KEY POINTS™ ( hiigs to remember to dé @r fa_y) CoL
A, thuses of th@ﬁ} ff_ A, Digguss T easons 1ar thctt, neead tnr
' personal use, obtain money-, “support o
) ’ drug hagyt, company "owes you, \ i cles ]
-7 ﬂLhuLDEical problem, show (Z)QIBT '
< K ’ C !
' n, Qiz compuany s atlectod H, Ustng {2) 7272, polnt out higher 8
- ) gfaductioﬁ coste, expense of security,
<% ) - S 8 dimtrtust of emplovees, higher con=
’ sumer coate, legal costs, loss of *
prafit.”
C. » Uslng (2) 7273, felate the. long- F!
range conaequences of crilme, loss )
of*sol{—pateom, logs of reputation, _ -
loges of L:m}loynu:nci' fines or Iwm- ¢
. prisonment, Camily hardship
Students wlll diacuss comedlens Tor thelt aad how the problem affoeets .
Il o the Job. .
% e -z" F
o ) .:fi,L.Q ® -

ERIC ,
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4. TEST ’ L
I N - . '
tive quiz covering the problem, causes and Efféﬁ%§ of T
N - . .
! &

A, Ob
th
Role~play (employee caught stealing from company)

B £
’ r.
. 7 -
’ v - as

jec
eft in industry.

SUGGESTED ACTIVITIES: ) ¥
) . % F

A. Visirt local police station _ -
S ; ' (

B. Have ex-con-speak on how crime doesn't pay . D
£ a ) P 7 i ¥ #J;'
; éj,;z 7 Ly

+*

. /
NEXT LES$61: Enviromnmentgl Problgms in Industry
R N r
, .

i
= 5 . ] . .
- i e
- T
i £

e
o
.

R

Ty

3

T

C¢J
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BASICALLY
DISHONEST
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THEFT EQUALS LOSS TO THE COMPANY

PRODUCTION
CosTS  ——

3=

&

WHO 1570 BLAME !
S MARy, JILL? SIMON?
00%  ARe A OF MYEM-
>/ PLOYEES CROOKS

\ZN“\ :

*;w«\fn/

———

Transparency (2) 72712




HOW THEFT AFFECTS EWPLOYEE

B

C YOUR FATHER WONT BE
-~ \ HoM: rFoOR A FEwW YEARS,

~WE HAVEWT .,

PEEN EATING TEAYW, IM

Too WELL TRED OF -
L BEANS
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“

SUPELEMENTAL
TEACHING MATERIALS FOR ICT
GENERALLY RELATED ‘LESSONS

: Undg 7,

Legson__ 2

¥

BOOKS

Barnes, Harry, Elwer and Tekters, Negley K., New Horigzons in
Criminology. Prentice-Hall, Inc., EhAglewood Cliffs,
New Jersey, 1959, ‘ .

Gibkbons, Don €., Society K Crime, and Criminal Careers.
Prentice-Hall, Inc..: Englevood Cliffs, New Jersey, 1968,

Levin, Stephen (Ed.). Crime end It's Prevention The H. W
Wilson Co., New York. N.Y.., 1968,

£

Focus on Marijuana, 15 minutes (b/w), state, 1971

hone Co. |

P
3219,

, 30 minutes, ¢onlor, Free Loan, C&P Tele
03 East Grace St., Richmond, Virginia 2

Memento, 20 minutes ¢olur | Free Loan, &P Telephoune Co
703 East Grace St., Richmond, Virginia 23219,

i
i
o s

H
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1

SUBJECT; Environmental Problems in Iﬁdustry

OBJECTIVE:  The student will describe causes and etfects of
in

nvironmental problems
ane to prevent problems

o

v ihdustry and whay can be

¢ \CHI\L ALDS: Overhead pruojector. rilm prujectior
MATERIALS:  Transparencies (2) 73TI-6, Handout (23) 7341
Rl'i]"fﬁﬂfNCfﬂSi‘T As Ve Live and Breathe, Naltonal Geopraphic neclety,
Washington, D C.
t sarurdayv Review Press, New York N v,
SPEAKERS and Water Pollution Control Board represes
lecal/industry representative
I PREPARATION (of he learner)
AL Discuss case study, ""The Braxton Bottliog Comperny 0 2y 7 4HI
B, “Discuss local problems
. Niascuss w,13t11§r O Dol wne vat per employer conrribules Lo
pullutio
R S e
2. SSENTATION (of the nformation) e N
_INSTRUCTIONAL Tupif% ___KEY POINTS (things to vemember to do
A Pollaut Lan A [Tils sectltun discugses Causesn i
effects of pollution,
| M Polbac o ] &l Causes - Show (2 7311 Jdis
Pndustrial, transpoita-
gcovernmental and home .
Ls ts - List/discuss health
rds. financial burden .
xltyrular 1o of surroundings
Waler oot tutio. . s Causes < Show (2) 7272 dis-
cuss solid/liguid indusirial
home, and povoernmental waste
. Effects = Discuss local ;
wiater syvstems, rivers,
that have heon attected by
p\,"[ lut fon
| Hotae Pollution 3 a4, Causes = Refer tu (2) /413
Discuss student's personal
cxperiences with noise on
the job . in town, and ar home
b Niacuss logs of hearing:
ear pretect jon, dectrease o
workey elticicuey., mental health
hawirds
} “
0 218

ERIC

Aruitoxt provided by Eic:




2. PRESENTATION (continued) o e

. ’ _ INS‘I‘HU(‘.LL()NA L, TOPICS I\E‘x POLNTS (things to remember to dn _or

B, Prevention of Pollution 3 This SQCtinﬂ discusses industrial,
i gaovernmental, and home pollution
' prevention
: «l. str1al Pollutioun 1. Prevention - Point out problems
of industry as compared to non
: pu,]i_tlmng methods shown in.
. 22) 12T4, Discuss antipollution
- - - devises, research on pollu-
- T tZon, personal pollution
i : protection.

. 2 covernmeintlal Pollut lon J ~evenition - Discuss stiff reg-
T , ulat ions and penalﬁtle long
S C v range plynning. public edut:a“'“

e A Eion, pullmliagi’lities for

e ' E prevent ion, (i.e. landfills,
' ; : zrash collection, re-cveling
centers)
Shaw (2) 731H
3 3. NMowe Pollution 3. Drevention - Show (2) /216, point
b ot what students can do to help
- ) . preventt pollution at home: use
items whiel can be Eec cled,
disposal of h\ll]i wiadste
cans  golid waste, support
- 'PUllUL ion povernmentdl
R A= - - - - S Z -
Lo 3 APPLICATION T S ’
| B
) A LI&Cuss Lo o cans mahte ae tosd i cdas b o contrtbhoo o0 hia b
pollution e
B llave ¢1ass write lettersn to ol v and §040& on &arteat probilems
i 3 - - = e e e [ p s e maee - — - L
4 .
A Gl osh Juot Dye Jula novauseh aon e lfecrs ot atl }.Wﬂ[l,‘i' T L e
and solid waste polilution, H
Is Have student pgroups discuss and piescnt oral repor 1 Ba on preven
tive measures againat pollution En one of tour (fé ) pollution
- areas: air, water, noise or sviid weste.
AL Fleld trip to local sewage or water (reatment plant
B Compile 1ist of Tocal oftfenders and cwpwentions for romedies
L Have studenty participate in Eeology Veek They reporton
cvervthing whieh they did as {adividonls | within that weel,
to prevent or stop pollucion of (he enviroument, ’
Y 3\ ]
Q kb

ERIC
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AR
POLLUTION

Ny

Transparency (2) 73Tl



~ WATER POLLUTION

315

Transparency (2) 73T2
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'NOISE POLLUTION *

i

Transparency (2) 73713



/ \
A — e . @.ﬁ

—

LIQUID WASTE [N
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RETURN/FOR
DE-PGS{T

F’OLLUTION PF\’EVENT!ON iN
GOVERNMENT

o _THAT HE?‘N S

o - ’ Transparency (2) 73T5
ERIC . : = » :
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_ POLUTION' PREVENTION AT HOME

Transparency (2) 73T§
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. o CASE sTUDY . ‘ .
s - "The Braxton Bottling Company" ) .

On January lst, the Braxton Bottling Company was told that no more.
non-returnabledbottles would be legally sold in the City of Braxton, and
that effluent tastes that the Company had been dumping into "Ripple CTEEk"
would have tn be disposed of in anather manner., :

Mr., Claxton, the bfesident of the Company was really upset, eapécially
gince Braxton Bottling was a community-minded company which was always spon-
soring edmmunity projects and providing free sodas. Now Mr. Claxton was
forced with having to move the company to another city, close the company::
down completely: (which would mean laying off 123 employees), or coming up
with a new solution to sell his products.

(It shouyld be natéd that in 1974, the Braxtan Company- had . convepted tb
‘non~returnable bottling machines and bottles to meet compeLlLlon

E?mpany st?ll owed $75, DQQ .00 on a bank loan for the maghin%gﬁgfiﬁ? .

§incé the creation of the 'mo non-réturnable bottle law" and the "water .

pollution law'" was largely the product of the loéal high school's Industrial
~Cooperative Training students campaign at City Hall, Mr. Claxtan.decided

to go to -the ICT class and confront them with hig Campany s dilemna, hoping
to find a solution Erom the class.

1: What guggestions does the class have?

2. Do you think the class was right in having the law pas 5;& by the Braxton
City Council? Why or why not?

'3, UWhat might the City Coundéil do to help the Braxton.Bottling Companyg

Handout (2) 73ul

» . ’ 4

+
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;TEAGHING HATERIALS FOR ICT
GENERALLY REIATED LESSONS
r : Unit_ -7

\ : . ’ _ o ' Lepson__3

’As We Live and Bteathé Natianal Geographic Society, 17th,énd

M St. N.W& Washiﬂgton D.C. 20015, 1971
(Note: This book alone.could cover entire Sub ject; ‘out-
staﬁding phmtngrapha )

Cormgmoner Barry, Elgsing Circle, e, tThe, Nature, Maﬂ and Technology,
Alfred A, K' opf Publishing Ccmpany, New York New Yark 1971.

- Kelly,—Katie, Gatbage The History and Future of Garbage in .

-7Ametica, Satu:day Review Press, New York, New York, 1973.

N e 1;‘15.
Man 8 _Control of the Enviranment Cnngr3551ﬂnal Qusrterly
Publishers, 1414 22nd St. N.W.,'Washington, D.C. 2@015

FLIMS -

Garbage Explosion, 16 minute, color, state, 1973, N

Refuse Problem, 14 minute, -black and‘white, stag3ﬂ 1971,

{

O
I\
lop
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- wer-2 0 e
' UNIT 8
‘ How to Sclect and tfvaluate a /
Company for Permanent Employment ’
- I 4 »
S | " Lesson 1. How to Select a Company
for Permanent Employment
. ' Lesson 2. How to Evaluate a, Gém[g_%ﬂny .
) )
. e :
! '
.‘"\ .
- £ f{', .
9
0
LD . r .. -
: : 22N
]

Qv.- | '
ERIC © - .

Aruitoxt provided by Eic:
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JE! ';INSTRUCIORiS IESSON PLAN
' General Relatdd Information

; : o S e ' _ Unit_-8

C SUBJBCT: How to Select a Company for| Permanent Employment
OBJECTIVE: The.student will become familiar with criteria used in
: selecting a company for pelrmanent employment, e

TEACHING AIDS: . Overhead Projector :\ ' . N
\ (MATERTALS ;. Handout ~(2) 81l T
Transparencics (2) 81T1-3 '
| #

REFERENCES: Succeeding in the: World Qf Wark HcKnlghL and McKnight
" -Publishing Gumpany, ElGBmlngEBn, Illinois, 1970,
+  Making-the Most of Your Job Interview, distributed by the
New York Life Insurance Company, 51 Madison Avenue, New York,
New York IQDlD 1971. :

T, PREPARATION (of the Teammer) ER—

A. Give Examplég of how haphazafd selection. of a c@mpaﬁy mlght lead
3 ' to unhappiness on the part of an employece.
B, Ask the class how this cmplcyee might have gone about selecting
a place to work where he would have been happier and more successful.

2. PRESENTATION (of the 1nfarmat1§n)
___INSTRUCTIONAL TOPICS KEY POINTS (things to remember to do or’ say)

A. The Necessity of Being Selective A_ Must Select Right Campany

1. Fmployers seldom come ' . 1. Refer to (2) 81Tl._ Invite
looking for yaug! . class discussion on recruiting.
2. Investigate many companies 2. a. Refer to (2) 81T2.
before making a choice, : b, The more firmz on your list
' the better chance of finding
rs the right one.

c. Visit with people from
companies that show promise.
d. Refer to (2) 8113

~ = 3. Inquire about available job 3. Discuss advantages and disad-
opportunities with employment - vantages of public and prVatE
agencies. . employment services.
Va
R

2238
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2. PRESENTATION (continued)

4. Employment permanency is 4. Discuss advantages of staying with
desirable. . a company, . e
a, Denefits accrue with seniority
. b, . When you charnge employers you ,
start . at the bottom, -
o With experience you increasde in
" . ’ . value to your -employer,

g

3. APPLICATION - T } ~ T -
. Ask students to cgmplete émpiéymeﬁt’survgy (2) 81H1l.

. 4
Students will be asked to write a brief report on .the results of em-
. ployment survey they made. SR

' SUGGESTED ACTIVITIES:

A. TInvite a speaker fr@m’thE Virginia Fmployment Service
B. Invite a speaker from a private employment-.agency

NEXT LESSON: ‘llow to Evaluate a Company, -

. S 229

CINSTRUCTIONAL TOPIGS ___ KEY POINYS (tiings to remember to do or say)
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SO YOU GRADUATED ...
~ BIG DEAL!

~ DON'T SIT ON YOUR LAURELS ...
AND EXPECT THE RIGHT COMPANY TO
'COME TO YOU! AR

230

Transparency (2) 81T1
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- LOOK AT MANY
-~ BEFORE CHOOSING
. YOUR COMPANY |




R P

VISIT F’EOPLE

FOR A FIRST HAND IMPRESSION

"
WA,

T
T S e,
TR e

‘Transparency (2) 8173
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Employment Survey
l. List ten companies or institutions which you would like to work
for in your community. L

A. E.
B. F.
D. H.

2. s

elect five of the above companies and rate E%fm one thru five,
ey ¥ YT : .

1

s e s T = 2

VBE Using the yellow pages of the phone book, write down the addressts
and phone number of the five QﬂmpaﬂlES

& . e : . .-‘["

4. Contact these companies and wrlte down their respangeﬂ gonﬁeﬂnlng

job opportunities.
)

5. Contact the Virginia Employment Service and ask them tha\fvallable
jobs in your career choice area. : f

6. List five private employment agencies,
A.
B.
C.
D. 3
/ E.
7. Contact the five listed private employment agencies and ask them about

the available jobs in your career choice area,

Hﬂndéut (2) 81ul

ERIC. | S |

Aruitoxt provided by Eic:
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SUPPLEMENTAL

How Not to Blow a Tab IﬁterVng Army Dpp@ftunlﬁlES P.0O. Box 5510,

Me

Phlladalphgﬁ, Pa.

Kimbéll Grady and Vineyard, Ben, Succeeding in the W
and McKnight Publishing Company, Bloomington, Illin@is

U

19143, Free, 1975.

15
(2]
s
[n M
]
ey

(ad

e Campany,

5u
New York, New York 10010, 1971,

FILMS )

Getting a PTGmDLlDﬂ,

king the Most of Your Job_ I terview. No. P. 10334, New York Life In-
ran M. 1 u

Public Relations Department, 51 Mac

16mm - 14 minute. color, 16 minute, sta r

Your Job - Finding the Right One, 16mm, 14 minute, black and white, state

1969,

A
’DJ‘
s



Related Technical Information

Unic 8
Legsson 2

SUBJECT: How to Evaluate a Company

OBJECTIVI

=

e student will be able to evaluate a company of his choice
n terms of permanent employment.

i

TEACHING AIDS: Overhead projector

MATERIALS: Handouts (2) 82H1, transparencies (2) 82T1-8

of Work, McKnight and McKnight Publishing Company, Bloomingten, -
Il1linois, 1970. * .

REFERENCES: Kimbrell, Grady and Vineyard, Ben, Succeeding in the World
"

1. PREPARATION (of the learner) i B
A. Give examples of the worth of fringe benefits
B. Compare benefits of two local companies

2. PRESENTATION (of the informationm)

_INSTRUCTIONAL TOPICS _KEY POINTS (things to remember to do or say)

A, Employment Considerations A. Look at all possibflities

1. Personal values 1. a. Refer to (2) 8211
- b. Ask "Are your personal
% values likely to be satisfied
by this job 7" k

[
ekl

2. Working conditions Digcuss what makes good
5

working condition Re faag,
te (2) 82712 .

3. Employee stabilicy 3. a. Refer to (2) 8273
b. A high turnover rate tells
you '"Something is wrong here"

W
il

=~
=

Refer to (2) 82T4

Discrimination 4., ,
Are employees treated fairly?

[ V]

5. Location

W
s

Would transportation be a
problem? .

b. Is appropriate housing avail--

: able? _

¢. Would you be convenignt to
school, shopping, entbrtainment,

Refer to (7Y H2T5,

El{jﬂ:‘ . _ { 232353 “ . )

Aruitoxt provided by Eic:

-
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2. PRESENTATION (continued) _ _ .
INSTRUCTIONAL TOPICS - - KEY POINTS (thlugg to remember to do or say)
. 6. Salary ) : : 6. a. Cuan Lhis company pay you what
N g ; ' you are worth?
- . ) # b. Refoer to (3) 82706
v . ¢. ¢an you live in that location -
: - on that salary? _
7. Fringe benefits - 7. a.
' \ b.
;]7 : o
: ) 1) hc_tlrum:nt *
- 2)  Paid holidays
: ’ 3) 'Paid vacations
; 4) Medical and hospital
i insurance
4 ‘ 5) Life insurance
. 6) Siclk pay
7) Credit unien
8) Stock buying options
9) Others
c. ' Refer to (2) 82T7 . B
; 8. Training facilitics 8. a. .Is there an adequate company
training prﬁglnm? &
b. Arc there special training
. courses, available elsewhere?
9. Advancement opportunities 9. a. Refer to (2) 8278
b, Would this be a '"dead end"
position for you?
10 Other considerations 10.. a. Ask for and list any other
considerations that students
cst. ‘
3.- APPLICATION i
A. Procure an outside speaker, such as the personncl officer of a
a large local firm, :
B. Ask students to evaluate a local firm and give their impressions
of the industry.  (2) 82HL
C. Have students investigate and bring in a report on their preseond
cmployer. based. on criteria discussed in this lesson.  Compile and
discuss the censensus of information.
4. TEST ' - N
cStudents will be asked to cvaluate a company as a prospective employer :
in terms of the criteria discussed in this lesgon.
Q T - ) o "’ -

ERIC - - . 236

Aruitoxt provided by Eic:
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SUGCGESTED ACTIVITIES

A. Role playing of an interviewer and an applicant discussin
benefits,

B. Bring in firm publications listing benefits and describe.

3
-
T
54
g
)
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NEXT LESSON: Post High School Education and Training.
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DOES YOUR JOB

GIVE YOU PERSONAL
SATISFACTION ?

Transparency (2) 82T1



WORKING
CONDITIONS

M
b

SATISFACTORY ?

e

239 -

Transparency (2) 82712
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ARE EMPLOYEES FREQUENTLY
| HOPPING ... AWI

~\(
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 WHICH SECRETARY
‘GETS THE JOB ?

Transparency (2) 82T4 .-



BE CLOSE
TO A GOOD SCHOOL ?

WILL JUNIOR

212

Q. ‘ . Tranaparency (2) 8275
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_ BE AS HIGH
AT ONE' COMPANY AS AT ANOTHER ?

5 }‘3 : Transparency (2) B2T6 »
A L .



FRINGE

. Transparency (2) 8277
Qo ' 214 A °




ADVANCEMENT OPPOF

 SURE THERE ARE GOALS |
YOU CAN REACH FOR !

EMC . : : ! Transparency (2) 8278
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Evaluating an TIndustry For Employment .

-h student is asked EQ pursue the tudy of one 1nduaLty . The study
result in a paper turned in on ot before (- Y. The purpose is
%/ide a basis for understanding industries in general and evaluating
[ jic, company for tmplgymEﬂt. S

r more peP§ons may choose the same industry and they may do their
h- together., "~ Each student is e '

stry chosen should be one that you may be interested in employ-
ment now or at some future date. \

The following plan is only suggestive of what may be included in the -
[ - - : LS
study, . ' »

Employment Information ' .

orking conditions?
turnover or what is the stability of emplay-

A

e
fu
rorr
[ ]
W,
i
.
0
mw I
i
g E
o
4]
I

|
ol
dt

evidence is there of discrimination?
are the wage and salary scales?

fringa benefits are available?

training is available?

are pDSElbl; advanﬂement Qppgrtuﬁ1t15=¥

f
55555
;Ei_;i'i =t

(T
o

Origing and Development of the Industry

K}

a. Time and place. If it evolved from primitive times thrdugh what
stages did it pass to become a mature industry?

b. What scientific developments underlie the industry? What persons
were responsible for these developments?

If this industry is one in a chain of developing industries, what
. other "links'" are insthe.chain? i ' :

- - d. In what way is the indgstry affected by transportation and commun-

ication? i .
2. What have been the recent technical developments?

]

The Products of the Industry ' . ‘

a, ~What is the pf@duciis) by name? By functio
# ~ b. Who uses the product? ‘
¢. How many are produced in a day? Month? Year? (Units: wvyards,
tons, pounds, etc.)

d. What is the production trend?
¢. .What is the dollar value of the product?
f. What part of this value is added by the industry?

r
-
o
=
5]
"

el
=
=
-

2
b
o
i

2

. Handout (2) 82HI
24 : -

o - : o - .

ERIC o

Aruitoxt provided by Eic: ¢



The Manufacturing Process

a. How 1§ the product made?

b. What machines are peculiar to the LnduaLFy :
¢. What is the nature of "mass. production” In thils industry?

d. What is the trend in temms of output per worker? ;

ec. Has the process been changed significantly in thv -past 30 years!?
f. What Ils the power source?

The Working Force

. , ~a. llow many are Qmﬁlayed directly? Iﬁdirect1Y?
b. What scope of occupation is represented?

c. /\What Is the distribution of the working force among skilled, semi-

skilled, unskilled? What is the trend? » ‘
o d. What is the wage picture -in representative occupation?

e. What type of engineering underlies the 1mju::,t;1“y‘7 APPEDKlWEELly what

is the engineering percentage?
f. How does a person obtain empluymént in thj industry?

£

Location of the Industry

T

a. Where are the primary manufacturing industries located?

b. Why are the industries so located! (Consider transportation,
sources of raw materials, sources of labor, maxrket, etc.)

c. Is the tzend toward centralization or decentralization? :

d.” Is the geographical 1n¢atign shifting? 1If so, are the reasons
apparent? ’ ' '

Labor Management R 11 -ionships

a. What are the names of the lar%%gtccmpanLEE in the industry?
b. What agreements now plLlel between labor and mauiggm;nt?
t. What have been the issues in negotiations?

d. What has been the work record over a prlDd af years]

Q 21:7 ' Handout (2} 82H1 (cunt )

ERIC

Aruitoxt provided by Eic:
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SUPPLEMENTAL _ ‘
TEACHING MATERTALS FOR ICT .
'GENERALLY RELATED LESSONS - o

Unit__ 8
Lesson 2

BOOKS

,KLmball Grady and VLneyafd Ben, Succeading in Ehé VWorld nf Wark
Htﬂnlght and HﬁKnighL Publighlﬂg Cmﬂpany, Blaamiﬂgtan, Illiﬁ@is, 1970.

“MDQﬂY'E IﬁVESEDfS Serv1ce, 99 Church StfeEt New ank ‘New Yark 10007

i

Gcggpatianal Outlook Hsndbaak Bulletin N@. 1785, Bureau.of labor Statistics,
1515 Braadway, New York, New Ygrk lODQl '
-4
The En:vclapedia of Cdreers and VDCStlDﬂalVCuidanﬂé Dmubleday Pmbllghlng
"~ Company, 501 Franklln Avenue, Gatden €ity, New York 11530, 1971.

Yuur JDb = Gett1ng}Ahead 16mm, C@lar, 16 mlnute, EtﬂLEa 1969

f

YDur,JDb - GﬂDd Work Hablts, lémm, 14 minute, cmlnt state, 1359.

.,
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UNLT 9

., POST HIGH' 5CHOOL EDUCATION AND TRAINING

and Training

 Leé5nn 2: Factors in SEleEting Post High Sahaal Educgticn and
' - Traiﬁing \
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| |  INSTRUCTOR'S LESSON PLAN ' G
. * Generally Related Informationm B
o o Unit__9
Lesson 1

SUBJECT: mecftance and Sources Past High %chna]
Educaticn and Training -

‘fGBJECIIVE: Student wvill be 4ble discuss impattanc; and sources of
) pnst high schaal education and training programs.

4

L'EEACHING AIDS Gvefhead ptajectcr transpargﬁcigg

:.EaHAfERIALS: Tranaparencies, (Z) 91T1-5 . : : S e
REFERENCES Succeeding in the World of Wark McKnil ght and HcKnig%t
Publiqhing Company, Blaamingtan, I1linois, 1974,
EAK”RE An armed- forces fegruiter,;guidance ;gunsalﬂr 1acal -
’-. apprenticeship or labor® feprésentatlve, Virginia Emplﬁ&meﬂt
Cammissicn Iepresentative '
i
1. EREPARATIQN’(af the Learnén)' B ' -
i b . . - ; i ) )
. A What are your future plans? A
' B, Will your plang require additional, education? '
. +.C,” Can additional education help you earn more maney and give you
. ) better jgh security? : :
, 2, PRESENTATION (af thepinformation) o ] _
;,ST UCTIDNAL TOPICS  KEY PDINTS (thiggs tﬂ remember to do or y)
. o, b
As Educati@n-aﬂd Job Security A. 1, High unemployment of high sthaal
. o ; o S dropduts
e : ; .. 2. High percentage of persons
b : without high school diplomas in
the lowest paying jobs.
3. Jobs requiring very little or
- R no training are vanishing
: S .  Example: Over 3 million agricul-
g tural jobs requiring ldttle or
o no training have been lost in
- the.past 10 years.
4. Workers with more education.
employed in better jobs,
Show i23'91Z;i
. : A S
“ B, Education and- Your - B. Diacuss -the difference betweén the
. Earning Potential ™ - - - . - garping pgtéﬂtle .of each group:
L ‘ o l%fEHigh schmal dropout
i . 2.  High school graduate
( ' o T U . v -RS,: Callége gradgatg.

Shaw transparency: (2) 91T2.

2519
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" JVKEYf?QiNTS iﬁhiﬁggft§ fé;e@£éf_ta'délai say)

C. Sources of Post High =. ,.G. Compare different post-high school
" "School- Edugation.. . T education sources - o .. . .
Lo o c 1. Gﬁmﬁunitylcalleges, junior colleges,
. four year colleges and univer-
sities =~ _
Explain: The difference between
: _ comunity college and junior
s T college. '
_ ' Refer to ICT 2-91T3 - :
e 2, Adult Education Classes: List
" o your county's (city's) offerings,
3. Technical schools: Make a survey
~ Lo “ ~ of technical schools in your area
: ' ~and the course selections,
Refer to (2) 91T4 ' ,
- 4. List area industries and their . ... - .
~ training programs,
_ Refer to (2) 9125
: R 5. Apprenticaship programs: SR
R o a. Review what wag covered.in IbT-1
‘b5 List apprenticeship programs
available in your area °
" (1) Point out requirements
« . for enrollment
(2) Give necessary information
6. Correspondence courses: :
a. List different schools(and
addresseg) offering this type
of program :
b. Discuss the good and bad
points of such programs -
7,— Military service and schools:
4. List some of the choices:

' pass out materials o
b.. Compare the educational, ¥
offerings to those available

“at civilian’schools., List
the pros and cns of military
training -

T — —

3. APPLIGATION R

Have the student Lnvestigate each area of post-high school education
and explain how each can possibly help him achieve his career goala,

Divide the class into several groups,. Each group will invite
persons from the toammunity representing various occupations. These
people will talk to the entire class about their individual jobs,
money they earn, future outlook of their job, and how much'
training or education is required for their jobs, .

251 S




 List and digcuss past-high sghaol educatinn pfghtﬂmg which are
available, -

Select one educational program that will he1p you to thlgve
your career goals. Explaid how this program will-aid you.
_Discuss why you selected this program over the other ‘programs,

A

SUGGESTED ACTIVITIES:

A, Invite outalde people to the classroom such as an Armed Service
recruiter, vocational school representative, or lacal apprentice-
. ship or labor representative. '
B. Have the students read and discuss Succeeding in ﬁha World of
_ Work,. Chap. 17,
v C. HEVE students research two accupsticﬁs Have them report what
' " the jobs imvolve, the earning potentials of the job, the
employmént DuElDGk the production and advancement Whiﬂh can be
expected, and type. &nd amount of education necesssry..

fﬁEKT LESSON: - Factars in Selecting Post High School Education and
! , Iraining _

& .
& : . . 3

W




WORKERS WITH MORE EDUCATION
ARE EMPLOYED IN BETTER JOBS

MEDIAN YEARS OF SCHOOL COMPLETED
BY MAJOR OCCUPATIONAL GROUP

g

3
f PrufquLDﬁgl

16 — e | o ‘ , ,,,,;”f _ —_gm‘ }3 technical, and

-  kindred workers:

15 w— e S R— e - - . ’ e :

B ! ,' - * . ’ ' i : . '-- } H o '
1= - . -~ ~ MY - I . o T C
s + [P 2 . ’ . ’ Lo . - L

&
)

[
%3]
|
I
|
|
|
|

ey

5

—

13 et el i - i' " o
. ' o : Hanagers, DfilLlEla? and proprietors, exc.
‘farm, clerical dnd kindred workers,
Sales workers. .. :

12—

- S o . g
1 Craftsmen, foremen, and kindred yorkers
% v

DperaL1VLL and kindred workers

Laborers,. exc, farm and mine
Farmers; hjncl farm managers
‘Private household workers
Farm laborers and foremen

Source: U,S. Department of Labor, Bureau of Labor Statistics, 1977,

¢

LA™
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Transpa%ency (2) 9171
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i

~ INCREASING YOUR EAR

A
) / ;’ c e . e

THE EDUCATION YOU HAVE AND THE SKILLS
YOU LEARN ARE CLOSELY RELATED TO THE
MONEY YOU WILL EARN DURING YOUR LIFE.

- Transparency (2) 91712
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LIST THE COMMUNITY C@LLEGES IN
YOUR AREA

LIST THE TRADE SUBJECTS TAUGHT
IN THE COMMUNITY COLLEGE L

B PR
B 4 .
_ e o
k]
¥
by 3 _
- —
B 3
_ _ o
,

i B
e

> A ) . .
2@35,) Transparency 2) 91T3 . -



, _LlST THE . TECHNICAL SCHOOLS N
YO AREA | |

- B ’ .!‘t’.

o LIST THE OCCUPATIONS TAUGHT IN
THE TECHNICAL SCHOOLS

.
_ . Transparency (2) 91T4

B . 1] : ,- T S ’ ' s
. . . dnatd £ ity
ERIC o s,
JAFuiext provided by ERIC :
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~ LIST/THE TRAINING PROGRAMS
~ " FOUND IN THE INDUSTRIES: -

,? ) s —

FRIC ., 2

Aruitoxt provided by Eic:
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T SUPPLEMENYAL' » o o
TEACHING MATERTALS FOR.ICT R | e
GINERALLY RELATED LESSONS - . :
) I . ‘ IR ' Unit 9 S
B ' - o s - Lesson_1 _
Eﬂﬁﬁsﬁﬁﬁj , _ ' L ,
o . 7 e
-Succeeding 1;ﬂ the World of Wafki MEKnight and McKﬁight Publishlﬂg CD s
» El@ﬁm%pgtan, Ilinois 21701, 1974. 0

i

Apprenti;esbig Ttaialng in Virglnia Departmént: oF Lah«:r and, Indust:y,f *
Diﬁisian of Apprént;ceship Trai’ni_ng, P.0. Box 1814,‘ Ri w:hmand
. w§rginia 23219, 1959. .
s \ . -4
A Catxée:&ltive Wutking Apreement Beﬁween Industrial Cm:)be:ratl\re Tfalnlng
T l/amsi Apprenticeship Tr.-aining. Department . of. Laboy ‘and Induiatry, Lo
S 'Division of Apprentigeship Traiﬁmg, P.0. Box 181'-’?,, Richrmjnd -
~7-»wrrgin1a 23219, 1969. - - A | ‘|
. . r, = ) . .x«x !
4 ‘:E' ’ , " ¥ .
) I L . i !
The dpprentice.’- 10 minutes, State. \
T R . N /
s {A - . .
‘/ PAMPHLETS ) -
Hw,;é ; o .

"'I@thng Ahead", and "Can ‘]; be “an App:ent;ze, T‘hf_s& hamphlet:s w111 be mciuded
. w/ in 4 packef of” mater;als whaﬁ yau crder the above bﬁﬁklEtS fram zhe

! Depaftment of Labor and Ind. 5 '
E‘ D Box 1814 Rl&hmcﬂ: £

T -
s
A -
& -
K
¢
[
"
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Ll o
-
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[PB E AT =
o
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S " INSTRUCTOR'S: LESSON PLAN -/ ‘
T Relaged Técﬁnical“infarmatiaﬁ'¢f ;o
SU%jECT. Fagtﬂrs in Selegting Poat High Schaal ~
Education and Trsining :
. OBJECTIVE: Student will‘be able to diﬁﬂuss factgrs invclved in = o )
‘ ‘ selezeting pmst high- sehcol edugatlgn and tralning. , ’ Do Lo
. . ) & CRR
e TEACHING AIDS owez:head prcjectar o S '
MATERIALS : Transparencies (2) 92T1~7 and (2) 9231 and Handaut (z) 92}11 L,
REFERENCES: Kimbrell, Grady and Vine}"an)d, Ben, Succaeding in . Do -
- v the Wﬂrld of Work, McKﬂight and MaKnight Publishing, T
; o ngpﬂﬂY- S 7 o R I o : ' (S
T PREPARATTON c@'s*tge.léa‘tﬁgf>' ——— ’
 Pass out haudous (2) 97H1 a’nd disc:usa fagfars ‘in SElEEting post high‘ ‘
' school educatidonal training. Then have students answer three
‘questions. at qhe bottom of* handﬁut after iﬂkiﬁg an Dccupaticn
: in which t:hey are iﬁterested e T .
2L PRESENTATIC)N (Qf the informatinn) T
’ INSTRUGIIONAL TOPICS . KEY Eom‘rs ghinicc remember to do_ af sajr)
’*_A; Cost - k A, _Disnusé and ccmpare ccst i&gétmatian
' 1. Community college N
2, Vocationdl schools SR .
3, Private schools o . CleE.
4. -Correspondence course ‘ B
5. Apprentice programs ' oo o
Go 'Migétary service and schnals T
B. Location ’ o ! Bi"DisgusS how location might affaect
_ _ L the individual and his effurts to-
g e . R ‘ reaah his goals.
-G, f-"-Etsliiga;;_ggDnsic‘larati@ns . .C. Discuss any ethical questions stu- . B
T . . ‘dents might have toward ‘an institu-+: -
. - ; Jelon or prmgram - . o
b e i ' .
D. Location o © D. Discuss traveling cost and being
' ‘ - away from home, : .
E. Narrowing the oreupa- E, Questions whichneed to be investlgated
"tional trailning field bafara accupational trainlng ‘
“down to meet yaut needs. ' 1. Is the g:cupatianal training 5
: L " challenging’? :
! » 2 5*}; ¥ L
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!.l - ﬁ : I i A " ‘jl ) * . EN
2. PRESENTATION (contimued) J - SR L
o INSTRUCTIONAL TOPICS ' KHY PO‘INES%(thiﬁ&S 1o :e:mem’bgr tﬂ d:j Q: a&;}?j
E:. Narrow the occupationgie s | “oa. 18 occupatfon interesting R

training fleld down tg and vill the Lntetest laat YR
meet your needs (cont. . over the yeirs! =
IS @ . .1 oo T ._T ' .
‘ VREEEE o (2) 921‘1‘5 { g
“' - L ) B C L2 ‘C.grz i suc:éed f_n t:his Edm;atLon -
W ST NI “ox tx:nining'? L
- Eo e .Refe: to €2 9202 - iy Lo
| R ‘ 3. . Ih:zwr Tﬁuf_‘h éan I ‘edarn aftex tEli_g -
= Ty ,v ,:_'_‘ “r traiﬁiﬂg? . . ) ) s

E

v -l{efel? to: CZ-:) QZTE Y . 3

ﬁé Wh.st :Ls the EtﬂEEEhEEE 1net:hé

) Vedycationdl dnstl tutdon”or .
P © brailnidg sftua tfom? i
N s . - . ‘ N . :_ - ; - ‘ . ‘i,“‘,k ) . .
L .o S v ‘Ref@:— to -CZ)‘*QZTQ - .
A @ o e . i;_ ST, I R :" S
o Can Yo' axiirap:ze gftér t:h:;s v, ;

.pu'eauc&tian or trainirag? Lo ’

Ref%t £o (2) s2is,

g1 e

have enough\ b,agic: ttaiﬁing?

REfer to" (2) 92'1*5 o 7'\ Les
'W}:at is t:he fut:ul:e Dutlm::k Eqr .
emplc:yrnent in’ l:hia oc cgyatian? .
E" “= W . ] -
E{efai‘ tu (2) 'T? . = .

Have student SElEEt an institutian or pliu:e of t:l:aitj.lﬂg and’ imterf\riew

, same@ne’whn i in a trainiﬂg pragtam. Prepare g repozt based on o
“‘fagtufs discus, ed in- this unit, ¢ T B ' . :
4, Tes’t;’ R ’f i I i - i o

List and disc:uss factors Whli:h must be EQT&EZLCIE‘EEEI in ﬁl&kll‘lfl 8. dec;isLm:l
caﬁcaming pQEt high school educat;ic:rx, End trair;ifxg‘ S '

e T T IS R
SUGGESTED. ACT IVITIES TR .
‘Have the students tead arzd dismsa S\;::c:eeiiﬁ& i,rl the W ILd of W::rk
Chapter 19.
NEKT LESSON: Values L 2 5 O N
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IS THIS OCCUPATIONAL THRAINING

CHALLENGING ?
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" CAN | SUCCEED
CR TRAINING ?
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Trongpaveticy (2) 9272
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" HOW MUCH CAN4-EARN AF
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Tfauspargnﬁy (%) 9213
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OCCUPATION?
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B v
FACTORS TN SELECTING POST HIGH SCHDOL -
EDUCATION AND TRAINING
¢ ,
You, and you alone, must choose your vocational future, Adults can
* suggest,” but the choice must be yours. Not everv adult is qualified to
give assistance in vocational planning. If you feel you are. in need of

individual assistance, see your school guidance counselor or a trained,
impartial vocational counselor.

A career should b/E planned on the babls of oceupactional informa tion,
not on the basis of the glamour of the occupation. There are a number of
Enud sources for such information which you can utilize. Kebp ih mind

fu

k,
1 in"more than one occupation.

L]
b
[
br'ﬂ

ors are invo

% lved neeting the requirements of any given
’gﬁi An audit of 3 ne's intellectual, physical, pdycholegical,
emotional, Educstléﬂg aﬁd financial resources are a ssary in-

tep in career planning.

If the career you choovse requires college wr technical training, it is

wise to maintain good study habits and good attitudes toward work., When
vou apply for a job, all of yvou is being evaluated, not just your grades in
schpol. . - ot

Selecting an ovccupation is not llké EtlLLElHE an item of LlDthlﬂg vur
jobs are something we wear for practically all of our lives, We do not dis-
rd them with a change in fashion, ner do we discard them because they have
grown too small for us. Wise selsczimn, based on careful and patient inves-
tigation, will help to insure job satisfaction and future happiness.

i
1 WHAT ARE MY IN[(EREs1m AND AhL,ITI

2 WHAL Dors ik oo UPALTLON REQUIRE FUOK neas Lan.

o
3 mm[iﬁﬁ@mﬁl“b;ﬁm.uuhilﬂlHLFJHLV
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' -  Unix 3

: ‘ A Lesson__ 2

BOOKS R

Kimbrell, Grady and Ben Vineyard, Succeeding in_the World of Work.
McKnight and McKnight Publishing Co., Bleoomington, Illingis
21701, 1974, .

Pielle, Hal, Personality and_ SUCCESS;g 5@&11 Buginess Researcb Series
No. 4 Superintendent of D@cumentsgﬁé S. Covernment Printiﬂg
_foige» Washington, D.C. 20402, 1965, Price 3%¢

3 LR

BOOKLETS

r

Handbook For Young wgrkers, Bullétlﬂ 271, U.s. Departmenﬁﬁéf'ﬁabnrk

Bureau of labor Staﬁdards for aalé, SuperiﬁEEﬁdEﬂt @f'ﬁﬁﬁumenté,

U.5, Govermment Printing folCE Washington, b,C. 20402, 1965,
Price 20e, ‘ﬁ,-- ; ; )
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- FILMS

Is a Career as a Technician For You? 15 minutes, color, state, 1971,

Is a Career vin The Health Services For You? 14 minutes; tolox, ztate,

1972,
F g
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Lésson 2. Values and Job Success
S , ; [on
\ i
) ]
-
< *
Ay
1 ' ‘E“{?ﬁ
- . i ™ i
\
i w \/? ¢
F2]
o .! i

Q 1)

ERIC o

Aruitoxt provided by Eic:



T
T =
o
¥

ERIC

Aruitoxt provided by Eic:

. - T L ‘b
E y 4,01
l * .
N ’ " INSTRUCTOR'S LESSON PLAN. | 7
R . GEE@LRﬂAmnimmmmﬁmq : Yol S A
o Unigo10
\ i ) Lessbn_ -]
N . - R 5" i . L - . J
 SUBJECT: Facﬁazsiinflu&ncing Values o # Cow
. . : . i /
OBJECTIVE: The studﬁ1t will be able to define VGIUL& and discuss factors
- 1nf1u;,:ing values, oo ’
7 ' . N S *’ o ¥
TEACHING AIDES:, Overhead projector o
‘ w

MATERTALS: Transparencies (2) 1@1?154, Handouts CE) 1D1Hi*3

v

’jﬁEEERENCES; Kimbrell, Grady and Vlﬂayﬂfd -Ben 5. Butceeding In The World

of Work, McKnight & NLKnlght PublLthﬁE Co., Elbomlﬁgtan)

. I11.; 1974,
Simon, Sidney B., nga, Liland w.! and Kirschenbaum, Hawgrd
Values Clarification, Hart Publishing Cowmpany, Inéi, New York
New York 1972

T ——— = ?*77 = - >
1. PREPARATION (of the learner) o :
A. Pretest:  Refer to Handout (2) 1P1HI T ia . L
Give hapdouts (2) 101H2-3 and discuss : _ _
ommatiom) T

KEY PDTNTE (thlﬂgb Co iFmLmb§I LG “do ot say)

* A. Students will look up and write ’
o o : , omveral dictionary definitions.
. : "t DiFuss how students interprot
‘ these definitions. -
1. Value importance: give ex-
amples of personal values.
Present transparency (2)101T1.
i List responses on board.
2. Malues of pecvrs and others:
present (2)101T2, discuss
' ] peer pressurce and its psychos
o » Togical effects on people.
: 3. Values under pressurc:  dis-
: Cuss Stress situations where
o ; values may “change, i.e. war,
. natural disaétcf, when you
atre being robbed, cth, ﬁPreseﬂL
(2310773 . .
‘ r



. R EL N e e Coa .
: L

- L T B . . o s ;
2. PRESENHATION (conginued) oo g o
?;-Ii INSIBUCT;DN@L TQPICSi;_" A,KE?TEDﬁNTS“fEbiﬁgS;ﬁQftaﬁéﬁﬁgﬁ to déngrrsgy)
ot E ‘ .
B, Factors influencing vslusé B. Dlscuss acquirfng values in our
' - soclety
\ - 1. Parents: sk and discuss
the quesfi{n, "Are parential
values old Rashioned?"
2. Friends: Discuss peer pressure,
anti@n that adults have simi-
o o Mo N lar pressure also, :
' 3. S$chools and trainings Discuss
educational and occuparijonal
‘valuess, ' 7 I L
4, Society and culturer Discuss
‘. briefly churches, democracy,
custams,, and laws . gs they
) affect vatues. =~
e : ' = 5, Work: Discuss work as it re-
‘ lates to values. Present,

{(2) 101714,

v

5

L B, e = =—e S e —— e e

T APRLIGTION & I

Have students write and act out a.short skil pertinent to valucs as
studied in this unit.

— - - T S — S =

- _ - _ = . _ _ L

4. TEST  ° ' " "

Have students define values and discuss five tuctgrs influcnging value;_:*

O

ERIC .. .
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L7 C ’ e T F

Tea o, . . i b *..
— N ' < PrE Test, . ) "
; - T Valuc Clat;ﬁ;caticn ’

. s tq hglp yuu dLLerlne
v ¥ s :
e . iﬂ 5‘\3& )
, . , As qu1ckly as .you can list 20 Llings in llfL Whth you: rgally 1ike to
: ' .do. There are;nairlghL or wtong- -answers abDuL what yDu shauld like :
- f!uf-" UaLng thE EugéLath Cud; glv;n, Ehﬁfﬁextistcp ié to dodg the ZGAlégmé
: abgve. , ” : _— : T o
% . s, ’ T, . o
jf-: _ . r‘> f Plgce ghé $A5Lgn by any lt;m whlcl i@'t more than 55 Lath tlm; *
L sl yguaﬂu 1L ) . e -
Loa o . p W " . . f : v . s

' But an R by any iten which 1nvalves some Ilek " The rlﬂk mlght
he- phys;cal” .intellectual, or emotional. (Which th#ngs in your
own’ lle that vou, love Ea do requiré risk?)_. LI e

). . "ﬁ . 7 .
Uslng the cada IEELt[Sgr aﬂd M, record Whth of thé items on your
1ist you think youx father aﬁd mother might have hidd on their

115t5 1f thayﬁ Hd beent’ as k;d to make them at vour, agc. .
! ) B ”h\ . - . b = 4"‘ ' ’ cﬁ‘ - . .‘ -
N e -Place either thé letter P‘Df the 1ettér?A next to ;ach item. " The
ﬂ§: o E e P is to ngused for, items ‘which- you prefer -doing W1Lhapgaple, the
e ﬁ!' A for items whlch you prefer daing alane : L e
Place a -number by“any 1Lem wﬁ' hxwﬁuld-n@t have T
. flVE years ago. - T H < et
6. Place a number +5 by anf'ltam Wthh &au Lh;nk w111 ‘not -be orl you
list five yaafdgfrﬁm NOW.. . . P . ;
. "{Z:a.- . 7 s, (:i
e 1 Flﬂally go dawn thtough Yﬂuf list and 1nd1LaLe Lh& date when ynu
: did it last , . . .
NGW Took back over your list and, the .dodings. W .
7 I : .
1. What does your list look Liked o
» . . . e . ¢ 7
-2, Can you identify any pdrterns in.the things you 1like to do?
3. Did yEu learn sﬁmething?néw.aﬁﬁut yourself?
- 4;: Ara there same things you are plea sed w1th?EE%:\
. T . ’
: 5. 1s there aﬁythlng Ehdt you would llke to change?

/ L . R S e

L 5

6. Ate there some th;ﬂgs ygu like to dG tat you -have not dnne 1ately?_

Why? What Eculd you dn abmut this? = -

B L é/-ﬁ':: o - 5  1 ‘ *JHaﬁdGuQ ‘vgi)vlbiﬁl‘
ERIC " - | |
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,:'.= li.. s V, n  ‘ﬁ - .C{~ i L  52 é ; } » {413 7;: :
g e

o e ; B v x’\/ALU,E*‘*’ELf}RII{j]‘:(;AT‘IQ_N

L UNFINISHED gENILNLhE . fu:”}:,f¥::“ e T

‘w  i ﬁﬁf. Purpasef‘ This strategy ﬂélﬁé'Lﬁé igdiv}dualArcvgalbgf ';%plagegqnmn

Hspirations,

of hi?}attisudes Llitfﬁl actlons, ccnvchinnﬁivipLL
Jue indicators,

likes, dislikes,s Ebals and purppses; in other words

- What often emerges from the campleted q;ﬁkgncea ig a EKDWLDg ayareness of
. davelﬂping values. I : , ‘
! -! ( ”‘ PR . . . . "t{f‘ ) ' » :
D RDLE DF. THE L‘LAC.IIER ST ] : ’ : _!’* { » , . :

,viﬁe'tquﬁgr prﬁi;dcg‘thé’StudéntsEWith;arlist,Qf dnfiniéﬁgd sentences,

P . . . Lo ot
I%J . -4 ]

s

;ach pgrsan a chanca EB ramplete ﬁlgud any DHC of thL

. rever words come to.mind, BT
o thfcﬂiﬂ timé and’ the g;uup Seems 1ﬂﬂiré%tLd .
‘ A dlagu551an can fallnw wifth pattlclpantq El?bﬂrﬂtlﬂé on. Lhclr ﬁﬂaWEfa; or'
quEatlﬂﬁlnF others about their answers. DL L e !
: v o E ﬁu 5;r
X , . Valldt;ﬂn = AftEI Lumpletlng Lhc PﬁLEﬁLQ " the gLudLnLa can cadc
- , thesa sentences in one or more of, the fDllDWlﬂF wayﬁ-: o :
N o ] ; " o - .!:;"' v o, : m o
LI ‘ 1. Placg a P in front of 'thosc, SPHEERCDE of whiLh you aéﬁ*ptéud and
N - .. which ycu are Wllllng to,- pﬁblltly sfflfm. K CERT
.. ) . K ‘ 41‘1
_;% p A - RS Place a.C in: ftauL Df ' . ge nLencg% for wﬁlch you CDngldEFQd
o Lo ' altﬂfﬂathES. o ; :
N ,ﬂ,-e T -_ ;@;, ) ‘,\“j} R . vv
3. Plaieva or in Eront of EhDaE ;! '
o - freely, : . L
. C 4% Place an A in front. of those sentences Whth you haVL or are d -ij W
i R willing to act upon. i ) . e ’
‘ The sentences: ‘ k-3 ‘ "
%e 13 On-Saturdays, T like toi.. - . -~
B ‘ . ° ) - . - .
-2, .If T had 24 hours to live... . o . .
o ; Y - ST s . )
3. had my own car... ! /ﬁ
4, I féel best when people... o c
7 , o 7 L ' : - AT )
: 5. 1f I had a million dollars T would... . ‘ € (
6. Secretly I Wiﬂ \ ) oo o . S ' .
: st R : ! i . . '
a . . . .n . . * ‘} i » ) * =
) 7o My <¢hildren won' j‘havelﬁéigi‘ o S
}7 E B . . . - : . P . T ; - !
T -8, I 5 eopld who... R o
T S — fp op L; T e
. . ; - L R ﬁ *v” e
- R L, =% L L '
A o . K Handout (?) 101H2 -
¥ o . . : - -
’ N 'ﬁ £
\)4 ot ‘. e S o : ) B . o . - » . Lo AT ’

o T R SR S I
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9, -If I were principal of my '5(:'}1;3211.".
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10. The hardest thing for me tosdo §8... |
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\'FALUE CLfARII ICATION  * .
. e,
- i _
B&kET'S(DOSEﬁF ‘ ' “
;; List thirtegn (baker's dazen) much ﬂEEdEd itvm1iini§ﬂut home @hich
,‘fequife electricity to operate, : T ' A N
Y ‘ f-

1. 1If there- were a decree which said you had to use less glecurigity,

,; y draw a linE thr@ugh the three items which yau ;Guld‘really do
_ without . g o uﬁ e -
: ’ _?zﬁw Circle the thfee which%really meau the most to you' "dnd which you-
A wauld hnld Oﬂtq;ﬂﬂtil thee véry end, ‘ ‘§%v Co -~
-*l- . ﬂgj\q*“ - \E j ) i ‘;)
3. . Look back oveér yaur list and yguf decisians Now consider: , Lo
& S ’
f A a Why “did you daciﬂe do without the three items? Why did -
AR . BQ@M waht to keep thc; qther three'7 : _ . % X
) Seeh . : . . . i o ,y. i fe
. ,b; What kiﬁd of things which yau own are nice but*ﬁﬂt netessary{g ;
o Are they impcrtant? “agw . )
s L e e :
;;gf o c. What othar pcsséEQions ‘do yéu Enjay? L
B R give up 1f yDﬂ‘had to? S G
P e ' M i
. - ) e - A .‘41'3"@" _i - ) o 7
R VALUE CLARTFICATTON S
EE onal Ceat Df Arms . ‘F . S ﬁi, "ii ' :l,; . t:f
‘A, cgat ‘of afms ig a symbal of who ycu are. " In médieval timeg Ehis‘ ‘ L
iy iﬂgignia was embroidered on* the light garment worn :over armgr and’ usually " , ;:‘
% gymbolized the status of the individual in termséaf his past aEhiEVLmEﬂtS- s
‘QUSingJ%his coat of arms or drawing your - Dwn, pla e the fcllo&%mg in the¥ ;- =
.- . appropriate SEEtiQﬂ., e . . . : ¥
4 o ’ : ; Cao : . i -
j? :-' 1. Draw two p&ctures. Dne to represent something ynu are very go ,
o at and one ta shcw samething at which you want, to bécame better ??
o 7 : :
) 2. Make a picture to. sﬁow angggf your values - abpu Aﬁhigh ynu wauld
, o never budge., This is one™about which You feel éxtr%mely strang
& and ‘which you might never give up. L.
‘{-"; o 33:;Draw a. picture ta ahaw a value by which Yﬁ§% family lives, Chooée
- one that every one in your family would pfebably dgrge is most im—;;’
partant,' e e P . LT y '
: j'}" o, R N ' N, | g

Iin this blmck imagine thatiyau gguld achieve anything- yau wanted T,
to and ‘that whatever you triéd to do wauld;%e A4 success. -What \\ :
-wauld you sttive to. do? T . e

Handout 2y 101K3
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5. qu ‘this blm:k ‘to shdw;,c;»;‘xf u wis’hed ,,all men wmuld P

believe, i“ angd EEftEiﬂly d“ ,ag.i' g in. vary dégply. A

LT L

T / / \Jé /In ek Lade ek wies

R say abcmt. yau. Lo s
What does’ ynu.r coat of arms tgll jrau al:?aﬁg 1
' This Exertise ia designéd Eu help yau laa,n mnore abaht samé Df yauf
" . .most strongly held valués .and to 1Edfn the’ im rtance qf publicly af firming
- what you believe in. You are literally waat ng- your values nuL front -on
your shield, ' L , A W‘;gég BT .
- . : . L O ' ? ) D
4§, o wieeBERSONAL, COAT OF ARMS . S

- &
a . L,

.
£
= ;t‘ ?‘
.
.
J"E,s} - -
’ . - "
.
- .
!
e ¥
o
| R .
- - B~
L3

-y
L] »; =
i . ¢ A ' ' PR
i = [ oo \ £
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i = - . ik : . -
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BT , . ifandout « (2) 101H3 '
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¢ B . ] Un;t 10
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BOOKS o , "‘ﬂy S | , |
Kimbrell, Grady, and Vineyar /, Ben 5., Succeedimz Iﬂ The World of Work, ,
MéKnight and Mc:Knight blis’hlng Campany, Elanmlngtcn, Illinals, 1974 S
g 1701
non, Sidney B.,JHDWE, Leland W. and Xerschevbaum, Howard, Value Clari-
ficatian, Hart Publishing Inc,., New York, New ch:l«c 1972 1DDD1 S .
FTLMS " : -
Vﬁgli;legj Ben:li F:iends, 8 mlnug}, !cglar; state, 1959; &
!Vglués , ccl@fg étata_; 1971 B
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TNSTRUCTQR S LESSO0N PIAN _ _ : BN
Related Iechnigal Information <N BN

Ny o Unit__10
. : i N lH;L?djon— 2

'SUBJECT: Values and Jcb;Sugcesg
. . v v c

“OBJECTIVES: Students will be able to deflne ‘the value o£ honesty, cnurtes
dEpendability, foresight, neatness and self ccntral as re- g

, lated to’ a jab gltuation. -y
TE;ACH]NG AIDS Dverhead pro je;:to:; oo
MATERIALS; Tfansparen21es (2) 102T1- 3 Handod '102H167 o - ﬁgﬁg“_v

2

,_BEFEREECES; HKlmbrell Grady, and Vlneyard Be
' ¢ © World of Work, McKnight and MEKﬂi

‘ullshlng GQ,,'Blacminthn,
!Illiﬂois 1974 61701. v

.« Simon, Sidﬁey E;'yﬂéwe Leland W., and KerschEmbsum,,chafd,_
o - -Value glarifigat’ i, Hart. Publlshlng Inc., New York, New Yorlk,
. 1972 \ IR _ L .
q o ) N - o 4 = . . - ' o - ;
LT EREPARATIDN (Df the lea%ner) D ? -
\ . -1 i
. A, Pretest Eefer to (2) IDEHI : . o '
“"B.  Give’ humorous handout and discuss work value. Refer to (2) 102H2
Jo C. Glve VICA questionnaire and discuss .values. %efer-to (2) 10213 -
ey, H - : | . : N ) b N . .
: e R
7. PRESENTAIIDN (of the information) — o o Do
;ggngQIIOHAL TOPICS . KEY ?DINTS (thlngs to- remembéf t@ dﬁ or say)
A, Values and Job Success;" - A, Discu s students 1dess of: jab success_
' o ’ DR -DlSCQSSJQéfSGﬂallty. Prasent ‘
. o : 7 ' (2) 102T1. ' Discuss persoy allty _
K. T e h " . and its psychologieal implication
N Vo LT L ~ to the total-self. Refer]
o . T © . (2) 102H4., -
S M 2, Discuss careers, hobbles clubs
T . and civic organizations: Do they

. affect values? Refer to (2y 10205, by
3. Discuss courtesy; ask question} o
-"Is tolerance of others and respect
for their rights a usable defin;—
tion for- Gmurtesy?" | A
4. Discuss dependability., Erégent

"\ " (2) 10272, Refet to (2) 102H6 -
. and dlfcusg;' -
| 284 |
'\;_i B . iv. \3""f , ‘X
e YL . !
5 =:E.: = .




v S

2. Paﬁggumrzoﬂ Laf the iﬂfnﬁnaLiDn) , AN
NSTRUCTIQNAL TOPICS: KE:Y POINI‘S iLh ingk
) i : " .5-
humam values. A
jgb pungLudl;ty, s;nff,uiq‘ i
bteaks, theft, etc. BE’* R & *
‘ ! o .. 3catian does honesty have AWy, g A
- X S ~warld of woérk. Refer to (2) 1021{% '
‘ 6. Discuss foresight and work valie.
' . ) Discuss the- %@E@nent "Plan your.
’ work the worky yaur plan'".”
7. Discuss ixu{[a "m; £ Ask question:
: ' ”Dc:es initia t;uu; always get you.. on
B ' advancement 7 o CHE
o e . 8. ‘Discuss’ neatnes A k quest;@n-
f B ' o # " "How doguod’ QT‘?anlgEtlﬂﬂ ;ﬂéik .
:' L . habits" affect your work?'"s
_ 7 ‘ EL" Discuss- sel -control. Prescnt ‘
B T (2) 10213, ﬁl‘shﬁs personal
. : 2 . ‘tempet,its gm:d}\nd bad pmlntsil
\ . Bi s
‘6 ‘
;_]C!b sltuatlgn thst relates o ach value dlscussed in thlS lessan.
. Example; - Employer sees a studeht galng out of back.door Jf -the sth at
Lo < . quirting timé W;Lth a set of Ehiﬂ;i{& abSQI'batS._ e . . 'y
R i—ff’- , N I A= ,;;7, LA . -
Tisr* PR .. o _ C T
& ' . ’x) H ) : S . .
o v, - . . e .
g,{,,&- = Have, S‘tudents defi@.e fjnd dis:u s\-three values whi::h they’ fét’i‘l are th; ) C
e i . ,-maﬁt mpcftant fm:a _]ab success.) . “- 7 g T B ) R
: U » o N P : P e f@s 7.7 : -
NEXT LESSON: Social Awareness :
. @ §§ e
& # . K
'5 . ’ k R " i
. . P g e . va
- . . ¢ & C .
o | o R8Y
O ‘ 5 5 ) i{
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- Values ‘and Job Sucegs:s - , o S “ : |
: S . Pretest o ’ ' C
¥ 3, i ' .
] nICV\ i v . . .ol -
¢ ¥ oy o A = £
- I . ' : ’ !
\ 5 =
|

g . .
n pergong dttd suele towvardsa his ’
T C '

s

]

- - Explain how valuas be Low m;gh‘t of fect
.or her work! Give examples'wlieTe possible,
= . . L - ’ ‘ . ’
" * I 7. . -

. s : J + = ’ s _ﬂ'_i“i‘ o
"1.- A feed for- money _ ’ i ' /
|

.

L» , . a _ Ly . /
Lo 2. _A large.family e e
—_— L e s . : . .‘i _ -
. . = ) ’ ; ) . . - ' S
5 ) E. «'-, e . “.‘! . \ : - ER— =
. = 43, A religlon LT . \ o . -
LY L : = i / .
. ) . L A . .
N =5 3 ® ’ i i B .
B . - . ] s . I . |
% . = . H } o = ,,“ K v B ’ =
‘ o SRR S
- , r
‘ ¥ ! El

A P R .
‘Ho £ a person |

O | : !! - . :
_ [} = . LI ) . ' .
o A - o Y ‘ )
. 5. Ape (jcrhn;g—fk‘:ql}(ldl,c,_ oldY . / % St I 3 O
ﬁ ' “‘ i"sj( .‘;“'.‘i*ii :I- / ; - ¥ N F - !( & . f . ’ .I P

BT I .
. GOllege education o , .
- i % b . T o

:

o . 7
7. DBoeinp wmarrled 7 ) _
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C 9. Drugs
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. 10. Willing zo take a risk | o
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Yoen and Me 4 .
there

f f
Vll]ku‘.’i N

)
/
r’ﬂ k !
. . _ _ N _
f RUN IX)WNT FEELING AWTFULY . OVERWORKEED? P'erhu pi
sliatisticy which ghow

, P
ARE YOU - TTRED
. -
N
wondoer von're tired.

£
I a4 reqgor! why.
! N .
We Emvyle come across some dabsolutelby irrefuta
‘ it's no
workiugg as you may hiwwe” thought, ox

oract ly why wou are tired, And, beother
F = : 3
a:n many peoploe actuadly
recentiy comp leted survey.
People under

s

— e

Theze avenit

at least acenrding to thisg

The populalion+of this countty is 200 mi_ll_ fon, but there are 72 mitlion
millionn to do the worle,

‘kmvcr 65 yedrs of age, which leaves 128
{ the awe 21 total 75%million, which ]’_«:‘!am‘.:‘.)ifi mi 11 jon to do the work:
Then there are 24 million who are caployed by the Federal Govermment,
and that loaves 29 millian to dp the work. 13 million are in the Armod Forcoes
which leaves 16 milllon Lo do the work. Déduct 14,765,000, the number in
state of flces, and the 520,000%n hospitals, which leaves 715,000
.. = L -

the city and
va duv the woxk,
ii i L ‘ } B - i
But 462,000 of these are bung or vapgrants who refuse fo work, so that leavos
2

/,‘ oA -
W 4 253,000 to do the work.
Lo New'it may {nterest yod ‘to know that there are 252,998 people in jaZl so ,
that leaves just two people to cdrry the Ipad. that's just you and me,
S Ut RND BROTHER, T'M TIRED QF DOING EVERYT:ING MYSILE, :
' o o : ‘ - ’ ’
: Ty, ,;i . . : - .
i [ . Vs . . . - . B
. ff - " . ’ L _ . . .
) = » ’ . } . . i L i
\ £\ L '
) - Y . ) .
S . , -
Sroou2

' Handout (1)

!
1
' S .

Q ‘ (
’



43t
\ VICA '
' A (Quentionnalre

]
I Like (or do not .!‘“il") this proup becnugds, .

v

‘ Thla proup

could funat len more effectively 1Y, ..
4

¥

Which siroup member can mont easily Influence you to change your opinfon!?

>

W

{ch group member can least easlly Inf luence you Lo ehange your opin Lon?
) ' . - -

|
» - . A . o B ";”
Which group member do you have the most diFficulty nflucncliap to change L«
, . his opinlon? i
4 . ' ;
.o L . 1
T - Sy 1 Y i, Sy
o Whilch sroup wember would vou Like “to kibgw ez tor?
\ Loy =
| L
Whlcl: Wwroup wember [ wost dmportant to the succesns ol the eatlre group?
\ e , .
\\
* { .
Whick aroup member do you focl s the best Diked by the entlve prouy?
i 4 % ’
‘ hY
' For e va boe happler Lo thia proup, the ol membe=g chou ld..
‘ =
.
Whe in the greup lEstew: Lo you?  Who d0ey not!
' - . -
s
S F
v
1 - N

\\ . :

O

- , o it (2) 1o2u:
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[J"ﬁxiﬂ"*l[N(i T LT RED YOURS RLIY

Everythieg you do, evexyone you mice t, fo ol foe ted by your ST B B T W
i E '

g e well worth improvin.

‘

s ALL LN HOW %0CU SEF YOURGEDY :
» An Individual's gelf-cincopt g the core of T porsondl fty. S af fects
berey anpect of hpman Hehavier:  the abflity to Jeann, the cdpac Ly Lo prow
changa, i',hi.i, choloe of friends. mates and cgrecrs, 105 no edgpersiion
saration

¥

i

sy that vt rony posis bve nelt fweapie da vhe bost passob Lo vy
in Thie,

[ aucce

.
In the first place, e lt-coteoen determine; one Leoopeg tat sons,==and to
alten, one's actual perfomance.  The person Wh X P e Lo nuee veth will
vary ikely sncceed; the nerson who expeets co Fail vl audeue s covzainly
fail, so a solf-parpetoating pat tern developy. Gomeoms with fow e ll=os tieem
dois poor Lwsamd hle poor pertormance [urther lowers by god f=esitecm. it '
hard to break out of this trap Ceommen, among, underachleving studerits) o
i Another effect of low welf=esteem is that L inhibita a persen trom
express ing hiimsel £ freely, entaring new i taatlons, =alcasy riske,  Aomin
whis foels himeelf inferior keeps his cmreer sights Jow==and,indecd 1
cfrered n oprometion, may find reasows to vefuse Too Hetw afea i ote risk
Paclure. A wieman ‘resets the same wav,  When Looewes to latiny and wasfng,
too, the talkers no climees, st oan water secka Treoowa Javed, shee ceenTines
privadly overtudes to those hp facls are no better et than she 6. T
ot Justoeofne fdence that the wod T lower and the bl ind=dater o oter o
Cp tovether (ond the bandscwast oman with the preteie st o rh).
* |
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: .
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’ \
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» \k 4
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when he gt hont for the ools when Tom shaald be right there hand h'x;{/tht‘m

F3 ©om

7 . THE INT{REREST VALUL i ‘
L , ‘ .

Term Sl thhameles Inon gq‘i\fuﬁﬁ, where he aaslien one of e mechan Leg.
. - . R i i
One of hin dutfes f0 to puf the toola away at thi end of the day. ‘The

: : )
. e

garage cloacs at 5:30 powy, and by 5:040 pam., Tom has starbed to put things

away go rhat he ean be out of the- kuflding the minute that 523 arrivans --
i ) i .

f f ' |

or earlier by a minute or two, i ponnible.  The mechanle who fs tryloy to

Flotsh o vrepair Job for a pood cugtomer finds LU diatract tngland hindering /
" ; - . * ) i . :

\

s

ro him™ Tom L5 a clock watceher and in lawsy, Do vou think hn.\w['l.? over “he:
— - . 4 -
: . \ 1
A e . : v .
promoted—--or-oven retalned, -—on his present Job? His cmployer as every
. ¢ . i .

right te talok He Lo not Iptareatod in hilo work: chat he ls Lazy and careleas.

4

Glye yeur reactions and remarks adour Tom. : ‘ A
L . .
) i
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Co U e THE DERENDABILITY VALUE " ' .
i : ’ . - e

o | ’ . ' £ - ﬁf ’
/ IR .- e - :
<o ! i = . - . N N .
/l Fromptnedsa in Regorcing fow Worl, Jeanrseholts

wis i alinve dvieripe
&n Fa

;w:u‘lf;{zl‘ in a piublice 1] cooand it ier jbls,
(] N
hr / -

1
B i

, , day promptly at 1:05 pah. (She was supposed to bie there at 1:00 pein.d,

She arvived on the job overy

2 . B * #
Jean's supervisor could not po to lunch until Jean

v /
arrvivod, so having to
. .

)
C - ; . . S Y T

wait an extra five minutes each day bepan Fo irritate hers You the super=
f ; -

j yNsor ht::';i\Li!L‘L"!d about brineing up. the

£

"LV : . 1 i . .
mattay beeause U seemed trivial and
. Jean was a competent worlker., f z.i /[ l
! ¢ !
i

he was Lrvitated at the tarvdineg

o Becaune s s

s the supervisor anconscionsly

_ o bopman to check Jean's work more L;'.Lmz{nl.yrﬂ

%

-

ore; and eriticized small

: i . . ’ v
i istakes severely,  Seon Jean felt she was heing piclked on and a pérsonality

4

wn b

E

¢ livsh doveloped between the two, Lt

When the ¢lash finally aired with help of the coordinator, gt‘m-; real
B 1

sanitee of frictlon, Jean's constant tavdiness, was discovered. v .=

Behind the whole problem was the fact that Jean bad incorrectly reasoned

t o \i»,l,;::relf that £ive minntes would not make much differonce, so she vegularly
. . ' Lo o . 4.
‘ took the bus that got her to.werk at 1:05 ingtend of the one which would

Lave potten her there a few minutes L‘-ﬁl’].?: What she failed to take into con-
Cjderatioen was the principle fuvobuwed. She was hived and paid to be at work
2t 1:00 pun.  Anv deviation From this time was a viola rion of her

; : the sontrac Also, it was causing unfair
N

incenvience Lo others, After

,

Tear wias able to undevstand this r

= i; ‘
\

sponsibility, her relationsljip with the
: o i
) CApTEisor was c:ﬂfolljznt;

1

g {iive vour vreraction:

ot

_ Jlandout  (2) LoZlie
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CHE NONEST VALUY,
-F * Al : L = i
' John Klrby, TCT student at Podunk High School, is employed ag a

qtofk)clerk |

- wifnesseaed D’,th;f' om
; ;
they stockdd the

with Foodway, @ grocery chain. He has on various occasions

ployees break open coolkie antdﬂs and eat them while

cookle alsle, When John .questioned a rellow employeer
uhmut.whctLUf it wns pﬂsmlssablé to cat the cookles, he was told, "Why
f ) .

| onot?, gvu7yane does ir.'"’ !
| ! .
g Yaurireaazi@n.
| .
| .
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A\ o SUPPLEMENTAL - .
N " TEACHING MATERIALS FOR ICT
GENERALLY RELATED LESSONS
| e T < unli 10
- » : e ) Lesson___ 2

[
H

) BOOKS

. Kimbtell &rndy and Vineyard, Ben S., Suuge': g In_The anld of Worls,
HcKﬁight and McKnight Publishing Co., BlDamingLan L I1L, 197Q, 61701

l.Simnn Sidney B., HDWE, Leland W, and Kerschembaum, Howard, Value Clarjiica-
tiom, . Hart Publishing Inc., New York, New York 1972, LODOl

CFILMS

Values - Undergtanding DLhérs, 11 minutes, color, state?f1§§9.

£

: Valuesj Understanding

o

e,
~
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ICT ~ 2
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: _ o o UNIT 11,
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S o © +50CTAL AWARENESS.
Lesson 1: " ILomportance of Social Awareness ‘and Handling
' Introductions : . L
o : , -, T
Lesson 2:" Special Situationa Involving Social Avareness -
(
] '
i
, f .
&
A
¥




"TEACHING AIDS: -DVthE&d pfﬂjEQth

. . ihT
INSTRUCTOR'S LESSON PLAN ' , '
Generally Related Informatlon T
_ . . . ‘ Unit_ 11
Teason__ L

SUBJECT : ?Impaftancé of Social Awareness and Hand 1ing
Eﬁtrcdugtinmb .

e
OBJECTIVES:: ?tudenta will be able to discuss the lupertant socilal T oa

) ‘proceduras in everyday 11vinp and how (o handle intro-
ductiﬂna- . -

KMATERTALS: Transparencies (2) 11,1T1=4

Handouts (2) 11,1H1

REFERENCES: Kay Corinth and Mary Sargent, Male Manners: The
Young Man's Guide. David HcKay Co., Inc., New York,
New .York, 1969.

Paat Eldizabeth, The Fmily EPEL Book of LLiquELLQ for ¥
Young People. Mick and Wagnalla, New York, New Yark
- 1967.

1. PREPARATION (of the learner)

A. Have students take pre-test on soclal awarencHs (2 11,1H1
B. Discuss vith students points brought out ou thils test

P

R -
2,7,§RE$ENTATIQN Cof_the information) - A e
_INSTRUCTIONAL IQEICS . KEY PDINT& (things Lm fcmemb@f to do or say)

A. "Soclal Awareness A, 'Discuss good qa:jal hablts,
. 1. Stress the “lmportance of being
y ' . competent in goclal situations. S
2. lave students defiine social o
' awareness . '

. - 3. Certain socinl sltuatfon demand
(ﬁ o right dress. : ’ ’
T Show (2) 11,171
. A 4, Temper never helps you in %urial
’ _ sltuations.
: . i . i © +  Show (2) 11,172 .

5. Refdsons for bad soclal ﬁahits
. Show (2) 11,173
6. Good manners are simply making
people feel comfortable.
Show (2) 11,114

")

&
02
W
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" 2. PRESENTATION (continued) N T S S
_INSTRUCTIONAL TOPICS _  KEY POINTS (things t@'fgﬁémhgrftg daigf'nﬁyp
B. Inttodugctions - ~ B. Introductidn should be made whenever
. - - . " you'talk with someone who doeg not
‘ : o © - know the athera with you,

1. Wording the : . 1. The basic rule to remember {s
introduction \: _ that the person yot mention , ,
e flfst 1a Eh; one you Are hgﬁaring

2. Introduction of -
different sexes C 2. A_man 18 presented to a woman. X

' : e (Mrs, Jomes, this ds Mr. Smith) |

3. Introductions of o 3. When introducing the same sex,

rank or degree of : the gdiding factora are age,
. distinction. . rank, ot degree of distinction.
. (chgfed person Lizst)
4. Introductlons of people _ 4. Present the younger to thé older.
' of differcént ages, R : .
[5. Casual introductions 5. If you are unsure as to whether

people.have met before, you can
forestall embarassment by saying:

i

- . ] ’ "$ally, 1 believe you nmay have
: \ ST S - met Mr. Adams..."
v 6. . Acknowledging an .
' Introduction * , 6. Role play a typical situatiog

a, The best acknaﬁlgdgmeﬁt to
7 an introductidn is ""How do
you do.'" -
- b. Mention the persons name in
your reply 4f possible. It

- » helps fix it ir your mind.
7. Shaking hands 74 lee sityation for hand shaking® -
o . " a. Man ulwayg ahalces hands when
- e \ introduced to agnother man.

Siv ot b, A man should not offer his
T “"hand to a woman tmless she
- . ’ extends hers first,

c. If a woman L8 weardng gloves,
. o . it-ds not neceggary to remove
,gg\\ e : thew to shalke hands, If

. posaible, it dis goodgto
- ' _ . Temove the right glove to
: . “.show gincerity ard respect:
8. When do you rise? . . 8. Talk about atanding for intro-
A dagetions. ,
a. Soclally a. Man should rise when intro-
' v ducad to an inddvidual.
Woman is not exvected to rise
unless introducad to an
i elderly woman oxr man, or -
4 ' gomeone she wighes.to honor.
5. Busineass - b, Greeting of busdness visltors
Rige for important ef:cutives.

.

o2

-

e

-
it




4., APPLICATION - Lo B , |

‘Role Play! Intfodtictl-ons , shaking ha‘n{l,s, ete,

\ .! | : - ‘
. ) e e - P - T
’ o T - I . SR O

h- TEST - ﬁ

. List and describe procedures uged {n varfouws introductilo »
[N t [ - . . '

|7 SUGCESTED ACTIVITLES: o
o Pra 1a7 imtzo di;c.ti’é’n‘ at home, amd in school. S

Practice sog

.

=
S 2

NZXT LESSON: Speclal Situatiagnﬂ fnur; lving Sn_-:‘:ial Aw:Lféﬁess - _
» - N N : - . . : . ,':- %

»

Q !
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Aruitoxt provided by Eic:

",



L‘"J@UL@ v@u 6CTOA W ED‘DB \9@@

" &

E MC (J - T oransparezey  (2) 1 =tpd
FullText Provided by ERIC I i




DOMT TOP

a“'rE THE OMLY ONE YOU'VE
GUT! —~ TEMPER NEVER HELPS
VOU I SOCIAL SITUR

TTONS!

Transpitrency (2 LT
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£ A T VE RESS
(AT

UMTIDINES S

\{}L ) \&Q 'l} A
INDIFFERANCE *\\7;\;‘4 Hqﬁ’l‘j‘tfﬁfﬂ

\

ASONS FOR BAD SOCIAL HABITS

Tranaparency (2) 1L1T)




o b LET
ame 1S GEORGE ,LL L
M :i?%@?ﬁig: YOU ARDUND FRET -

GOOD MANNERS ARE SIMPLY MAKING
- PEOPLE FEEL COMFORTABLE.

]
A

{

A

-
i

Teamapavency (20 L1a17%
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PRE-TEST. ON 5@{(315;1, AJARENES

i
oA T lie Deffne social cvareress and discuss whe ou thisk Lt (s important, ¢ o '
l W 1 ;
. . ;£
= B = £ -
21
J
,
LR
7. * *o go about Introduzing the fellowiage
Glve the oxact words: )
. . 5 =
%
. s ¢ . ~ _ -7
o A young friend, Jim Nelson, to vour Cather.
_ r 4 . iy
- ’ N
‘;;
#
bo  You: mothe: and lathesy, aodd David Swloly, a UV odta,
. .
3 ®
. o . .
- : :
- - . _
, ¢ Your friefud, Diane, !1:1&5ymnﬂ;\lmt‘ Sallw, Mar. Browy,
i
_{; N
# =
hY
L}

-
i
T p—
-
.
"'

H;:m:lu;rt 2y 1, 1
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David ™

arnd Mary Savpert, Mala Manoners:  The '{@uj.!\g Maa's Gulda.
Ly Co.y Taa., Now Uork, New York, 19269,

. . : : § R \
Post Elfzebath, @The Eally Post Book of Hriquette fox Youny Iy
Mick and ally, Hew York, New York, t9¢7.
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. Ly

Actnt L Couztebey, 10 minntes, szatog 1995. . .
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A IESTRICTOR'S LESAGYN PZAN

; Related Technical Imformaticn { = .
[
- = N
SUBIECT: Sppecial S{zuatlons [mvnliving Sacial Awarcneas
: i )
i The students will He able o dis COTEC L w0l
behavier [0 special situst_ons.
' i ! :
¥
Y
) 1= .
- cles (2) 11,2711 4
121”[52‘?{5:1(2135:’ Corinth, HKay and Mary ;).;nrr—n , Male Macners: The 'iuu 2
L;’:’gx;‘;'sﬂ C};iﬂ?, Desvdd Mchny Co., Tﬁr:’jWN:ﬂc rle, N. ¥. s 1969 .
st Bool L tliif_tu for
5, New York, N.Y., 1967.
)
B : . v ®
& b ‘ 7' *
4 f‘}gi ave =mtulenl y VLﬂkﬁ' pee L8l oo soo Tl dvar cdces (2 1L
B, DiaTuas wizh che drudentd,poines brocght out on iy rest.
to r e_i_ﬁ\lf‘.milf{éirr
A Tesh Te= By dher Dimw i ' A LT I Lo VTR o
.tJ atlona and Jlseons
. 1 oy 1s Vo bl set st oot
4us;?
Show (o) Ll ol aad e, e
Ao o you konaw which plecs
ot allver Iooused for what oo
- of ther meal! show (2 11, P10
A silver s placved besides the
, plate In the order that {t

Ll useds I there {8 any

doubt abour what te use, o

take your cue trom the host ey, 9
vooWhat LD happen to plek un

“he wiony plece by wf-tale?
Jduat beep catlyy nonchan lons ly.
Nost" t put the allver bhaelr on
taoloe.
4. HWhat are all the piloces of
sllver tor? Reter to (Y 0 ,0HD
Yoo Hes doeea one know the bost way
o eat certain foods?  Refer
to (2711,
6o Wt dlrectton do vou tol low
vhenn pdeding (hrough o bolt er
Line ' !
Qo : 30 how ()1 s
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i, lipping : B, lacu=a tippiug
: - T ' Refer to (20 L1, H

. ¢ e . stmoking oo Dilscuna maklng -0’ slwaas accep

i ninking® i, é@%tuﬁﬁ; prinking Isi' t nec emnary

. ) e for soclal evontsy.

L Who Goes Firac? E. Discuss sltuatitns whore preference
Lo ]

ds shown who goues flist.

I=e " s hibime

Guest Btiquette | Dlocuss vinltolng Sowsone o

hotol and mote s,

;. APPLICATION . 7
) N

play aacht =pe. tal situatton Jdiscussed 1o leason N

& ' - b - - =
\% N
. ]
slve the abudents v vl allaastlons oo b oo b P S N

asill chem tor thel. reaction In wolt Loy,

SUGGESTED AT IVITILES.

Haave 1Goeal ot oL [ O TS TR A

: ’ Have afvllae stecarioan o atewir @ ospeaek

HE XL LFESSUN Hirw Lo Fivwsrit

[
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: = Ilrangparency (2) LL,2712
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FLACING OF SILVE

Troamspareiey (2) 1L, 200
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10,

lli

12,

13,

14.

15.

16!

" 17.

r

19,

- 20.

21:

473
\ PRE-TEST ICT 2 S
\ SOCTAL AWARNESS h
How cloma to the edge of the table Ehould sllver ﬂnd :hinn be
. placed?
How are the knife, fork aoup Epacn, salad fork placed at éaEh
: aettiﬂg?
" Where dces the napkin go?
How high shéuld a table ccnterp ec b ?
Is the butter spreader part of the Eetting or does it go om che
. butter plnte? : . ‘ S s -
‘What do you.do with silverware after removing food :from .a serving
.dish? o '
. ’ gii
What do you use to cut lettuce?
How do you handle pitted fruits like cooked prunes and. peaches?
_ ; o .
When the plate &8 pas sgsed for a second helping, what 15 done with
the silver? ' ; o .
Is the butter“knifé,uged for spreading butter or Gggaﬁables?
.Is there a spéciél way to use the spoon when eating soup?
How much solld food should be taken on a teaép@gn?
Should .food e#éribé chewed with the 1lips open?
Is thefe any excuse for playing with food? ’
What do you do 1if you swallcw scmething the" wrcng way and begin to
choke or- cough viclently?
o p) )
Where are knife and fork placed after the meal is finished?
Is the napkin' folded when the meal is over?

Who makes the first move to leave the table?

What 1s the rule for serving food and removing dishes?
What 18 the seating arrangement for the following: host, hostass,
lady guest, man guest? . )

You are served ple a la'mode. Both a spoon and a fofk_a%e beside
your plate. Which would you use? . -

. 315

, Handout (2) 11,2H1

&

/



’ 475
22, A.man or 1ady who I8 a terrible dancer asks you to danc;. What
do you an to him?
23, How ahnuld ygu eat the following foods: Chicken?; Cfiﬁp bacon?;
Olives?; Half an avacado?’ ' : ' t
24, - How mugh-éhould §ﬁ§ftip an airline stewardess after a two hour f£1light?
25., Is 1t proper to tip your soup. bgwl to allow you to finish all your
. - soup{ _ .
26. When you buy'a cup of coffee at théiﬁrugstéfe, how much tip shauld
~ you leave?
27, Should a man extend his hand to a woman whom he is 'ééting.far the
_first time? v '
" 28, WQst is the best ackncwladgementlta an introduction?
29, How much should you tip the waiter on a $10 bi1l? | )

1
=

i

‘%
L
) '
‘f
|

R Handout (2) 11,2H1
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TABLE SETTING
PR " _ - @
1- dinner fork | ~ 6= dinner plate ' 11- dinney¥ Knife

2- Bsalad fork , 7- soup bowl S 12—  soup -sgoon

+
*

' 3= salad plate 8- water glass

4~ butter-plate ' 9- wine glass ‘.

5~ butter.knife V 10- meat knilfe

2 12. /

sy

ﬂ

L3

) ’l }iandaut (2) 11 ,Z’HE
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~ PROPER FATING TRCIINIQ! E§ N
v!”f -k .

ARTTCHDKE& Use your finggru, nkv off one or two leaves at a time, dip in the
aqfc end into the aauce, and acrapv off about a third of the leaf. Don't
sWallow the whole leaf; it won't digest well. 'Place all leaves on the
sfde of your plate. When all ledves are removed, cut away the thistle

pdrt with your knife and fork and eat fhe heart with ygur fork.

ASPARAGUS Break off the ‘tender part with your fark, eating it in several

vaacLinnE. Eat nnly what can be cut with your fark ’ .

gnﬂ$ .

AVOCADOS No problem 1if HQfVEd cut up In a sa
half and the seed cavity 1is filled, scoop
your apeon.

,i; ' When they are split in
he fruit out of the shell with

BACON If it is criap, eat it with y@ut fingers, otherwise use a knife and
fork. 3
. s s 1 ' o - = . 1 . -
CAKE When dry cake 1s served, Pﬂt thla with your fingera A 1aye§ cake or
wet cake should be.eaten with a fok -Cake or ple a 1la mode is eaten
with a fork rather than a spoon,. ‘althpugh a spoon may be used to come

- © to your rescue if° the ice cream.is runny.

CANDY When a box 1is offered to ygu, take the frilled paper cup a8 well as
:hg candy.

CHICKENS Use a knife and fork in public. At home or at a picnic you might ,
want to pick up the bones, but you ghould always get as much meat off /
as possible first. :

CORN ON THE COB Eat it with your fingers. Butter only a few rgws at a’time. QT*
OLIVES !Eat with the fingers. Pits go into your hand and then onto your plnte.

-PICELES Whﬁle pickles and pickles served with sgndwiches are eaten with
the fingers. Sliced pickles sarved with meals are eaten with a fork.

PINEAPPLE RINGS Fresh: Use a knife and fork. Stewed: Use spoon,

SHRIMP COCTAIL: Eat with oyster fork. Sauce may be served on shrimp or in
separate small cup. If shrimp.is too big to eat in one bite, bite off
a part, redip the remaining portion in the sauce and eat 1t.

FRIED FABTAIL SHRIMP Using your fingers, pick it up. by the t311; dip it in
the sauce and eat it, but leave out the tail., i

UNSHELLED SHRIMP Shell with your fingers and Eat.

SPAGHETTI If you've acquired the knack of rolling your own, good. To do -
this, hold the gpoon In your left hand, take a few strands with the fork
in your right hand and wind the fork, keeping the prongs against the
spoon. The result should be a neatly wound mouthful. If you can't
do this expertly, cut your spaghetti with a fork.

318
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"TIPPING

How you tlp f{a almost as impaftant as how much you tip. Let your
manner as well as your money express your thanksa for the serviée that hag
’ baen given to you,

When should yau tip? You tip only employees who have served you per-
gonally. The owner or manager is generally not tipped, even Lf lie does

. :
¢

- As an average you would tip Ebuut 15% of the hill...more for apecial
services. The amounts suggested below are approximate standards:

TAXI: 15% or more, never less than 10¢ for a minimum fare.

LUNCH COUNTER: 10-15%. ND tip n;cessary for jusL coffee, sundae, or =moda.

WAITER: Generally 15X, but at least 25-50¢ per person.’

Headwalter: No tip for seating you. 1If he performs special services,
o " such aB making advance arrangements, $1-$5 (always paper
money) is sufficient. If the location of the table is
important, tip before dinner. Otherwise a tip fnr gpecial
services is given after the dinner.

"HATCHECK GIRL: 25-50¢ per person.

RESTROOM MATRON: Fér towel and soap, 10-25¢. More for spaéial 5Qrﬁiée.
SHOESHINE BOY: 50¢ - $1

, AR S o .
BEAUTY PARIOR: For permanent, 15% or 51,7 ‘Whilchever 1s hirher fgr a set
. s .- not less than $1 (génerﬂlly IEE)

1

PARKING LOT AirﬁNDANT; If he parks and retrigves your car, 25-50¢.
§

MtSSENGERS STORE DELIVLRY BDYS' 25-50¢

of size or dis-

i)

REDCAB: Uaually 50¢ for each piece of 1u5gaﬁc, egardles
: tance carried, -t

* AIRLINES: No one on board the plane is tippﬂg\ﬁ Skycaps usually get 50¢ per

bag?
HOTEL ROOM SERVICE WAITER: .15% of check, but not\less than 50¢.

HOTEL CHAMBERMAID: No. tip for very short stay; prdbably $2 for four or
five days; at a resort hotel, usually.50¢. per day.

Handout (2) 11,2H4
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1 ' : ' . IE - ‘
HOTEL BELLHOP: 50¢ per plece of luggage.

DOORMAN:  50¢ 1f he cnlla a tnxi for you; more 1f hoes helpn you' remove
luggage from yﬂur car. . . .

TENNIS: Locker room’ attundant; 25-50¢ at public court. N

GOLF: 52-54 per round, Cansﬁit the starter or pro, af,dometimes the
tip is included in the caddy fee. o

Handout (2) 11,2H4
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%UPPLI’HE.NLAL ;
IFACH'ING MATERTALS FOR ICT
r‘C’QEI\‘E:E'J‘;LL.Y RELATED LESSONS -
BOOKS
N "Corinth, Kay, Sargent, Mary, M Male Mam 8: 'fh&"i,mm;;}igé's Guide, David
* McKay Cf':mpany, Inc. New York, New Y ark 1969.
Faat Elizabech The Fmily Post Book of Ethuett; i’gf Ymmg Pgaplg Mick
a:md Wagnalls, New York, New York, 1967
FILMS
VEvgrj,rdgy Gaurtasy, 11 minutcsj black and whiteg state, 1967.
VYDu and Your F mily, S minutes, black and wh;tg state, 1951..
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- | Unit_12
. Lesson "1 _

SUBJECT: Successful Invent ng (How To Invent)

OBJECTIVE; The student will ‘be able fo create a change.iﬁ a devi;é or a

~ condition. (Writken out),

TEACHING AIDS: Overhead projector, Eﬁélkbi’ﬂid

 MATERIALS: IfﬂﬂEp&fEnElES (2) 12} T~ 4 :

g

REFERENCES: Ehlesinger, B Edward, The Art of Successful Inventing.

Kelly, Hafner Assﬂciates Inc., 1738 wiscansin Avenue, N.W.
Washington, D. C. 20007, : T

1.

PREPA&ATI@N “(of the learner) .

Have you eveér wanted to.invent something? (Ask students first).
Discuss all aspects of present and past inventions, Get: an idea of

. what the class knows about 1nvanting Have: students divide into

equal groups and choose one article within the classroom ‘that they
would change and how they would change it. ' (Also discuss why). Have
you ever had the desire to invent, but only thought about it?

2,

" PRESENTATION. (:f":i:hé information) .

__INSTRUCTIONAL TOPICS KEY_ ramrs (things to ,,fe,rﬁaf:it;e:.{ to do .;:;: say)y’

A.

"B.

S5 BN T V4 .

.Definition of an inventlan »A Ask glass for definition of invention.

1. An invention is created 1. show (2) 121T1. Make a list of
when existing conditions past and present inventions and

or devices are changed. put on chalkboard,

There aré two types of in- B. Show (2) 121T2

- ventions. : :

1. ;Utilicy - involves a 1. Example of utility inventions.-
‘change in functibn, a) Add eraser E%;end of wooden
whether appearance is . pencil, -~
altered or not. ™ b) "Add dimples togolf ball for

. : greater distance.

2. Two conditions necessary 2, Decide from list on board Wthh
for utility inventions. would be utility" inventiom.

" . o - a) Difference must exist between

what existed before and what
was created.
b), The difference must create
an advantage over the original
‘ . invention.
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2.  PRESENTATION (Contimyed) ~ -
INSTRUCTIONAL TOPICS _ _KEY PGINTS (thinga to remember to_do or_say)
3. Desigh - & design in- 3. Examplea of design invention
" vention involves a change’ ; a. Pattern on plece of silver-

in appearance and not 'ware or carpet does not
 function. " - : . affect function. r
’ b. From list on board decide
which are design inventions.
Show (2) 12113.°

o
o

C. An example of inventing

Show (2) 121T4; discuss specific
shows that it'is a atep Pros - inventiana* for example, a blackboard
cess. S eraser, -
-1, What are the disad- 1. Diaadvantagen
' vantages of a simple I a. Becomes dusty and gets chalk
* blackboard eraser? . on hands and clothes.
o : " b: When dusty does not wipe
properly.
" . ¢. Must: be cleaned regularly.
R e ‘ d. Doesn't wipe a large area.
2. What are some solutdons? 2.. Solutions '
’ » 8. Wet type.of eraser.
b. Changaabla wiping surface,
- c., Clean eraser with miniature
" vacuum cleaner at blackboard.
. o d., Increase size of eraser
'3, We should continue re- 3. Stress considering the disadvantages
viewing until we feel _of an article is but one of the
reasonably sure that all ‘ many ways of inventing.
paaaibilitiea have been ' : -
axhauated A
D. There are two initial atepa D. Refer.to table on pages 26-27, The
to inventing. | : : Art of Successful Inventing.
1. Tracing the history of 1. Ttac;ng ‘thistory
a specific area of . a, Tells where we have been,
, interest. L L b, Tells where we are going. .
v ¢: Createst invention strides can
. be predicted in five areas.
1) Health'
2) Transportation
- ' 3) Food
4) Clothing
5) Culture
2, Studying the ClasslfiQQ* 2. Refer to U. §. Manual Of Classifi-
" tion of that area of . cationy U. §. Govermment Printing
interest and also ir's 1 Office, Washington, D. C.
related areas. ° a. Three primary divisions of

classifications.
1) Mechanical

‘ 2) Chemical

3) Electrical




. b. Have the students construct a
S I S " history of their aasigne;j projects,
. _ _ g " T e.g. hammer, screwdriver, etc.
' c. Have students prepare ClﬂSEifiCB-
tion C3b1L€ on these itcmsi '
. : . 1) Saw
"’ : ' . © 2) Handle, )
- L 3) | Teeth _
: : 4) Round or jagged
o ~5) Rip

| 3 : 6) Cross’cut  °
. T S e 7y Jig .
3. RPRLIGATION .~ . .

Obtain for the class ag:t‘ewdflver, pllers, ‘hapmet, and wrench,  Divide
class into groups and lmprVE the tool. )

4. TEST. . . o - ] i ]

Have the students create a change in a devlce or a ccnditian
(Invent samething)

- e — e - e e e =
B =1 - o B :

Yy ' ' A
SUGGESTED READING: The Aft of Successful Inventing, B. Edwafd Shlesingéf, Jr.
S Chapters 1 aﬂd 2 e

: . L L i .
SUGGESTED ACTIVITIES : Guest speaker frémi commuriity. Someone who invents
: ' or is a craftsman : . '

NEXT LESSON: Questions for Igvenrtip_g”t AR o EE

[ o . ;g\l' ) ‘ e Lo . =

A - 1
e
. W F
H
s
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SUPPLEMENTAL
TEACHING MATERIALS FOR ICT
GENERALLY RELATED LESSONS

. .- ' Unit_12

Lesson__1 _

ShleSLnger, Jr: B. Edward, The Arc of Inventing, Kelly, Hafne: ASSDCLEEES
Inc., Washington, D. Ci, 1973, 20007

U. §. Manual of 813551f1catlun U. 8. Government Printing Office,

Washlngton D. C., 1975 20402
BOOKLETS

Do Ycu Know Your Economic ABC's? Patants _Spur to American Progreds,

' prepared under :gupervision of Office of Publlc Affairs, U..S.
Départment of Commerce, Washington, D. C., revised 1969, GPO CDdE
1969-0-363-723.

General Information Concerning Pate ts, U, §. Department of Commerce
Publication, Washington, D. C. ravlsed June 1974, GPO code: 1974-
0-550-030,

Patents and Inventions: ansInformation Aid for Inventors, U. S. Department
of Commerce Publ;catlan, Washington D. C., revised April 1974,
GPO code: 1974-0-534-185.

The Story of the United States Patéﬂﬁ Office, U, S. Department of Commerce,
Publication, Washington D. C., January 1972, GPO Code: 1971-0-429-170.
FILMS

WEI;y%§7CE§a§éS 25 minutes, color, State, 1970,

bt ¥ 4

PAMPHLETS
i
“;‘Js

Q and A about Patents, U. S. Departmdnt of Commerce Publication,
Washington D, C., 1974, 20402

Q and A about Plants, U. S. Dépsftment of Commerce Publication, Washington
D. \G,, 20402 GPO Code: 1969-0-339-227.

Q and A abaut Trademarks, U. S. Department of Commerce Publication, Washington
D. C., GPO Code: 1971-481- 325{59

JOURNALS

Officidl Gazette of the United States Patent Office, U. 5. Department of

Commerce Publicatign Washington D. C., EDADZ publidhgd weekly by
authority of Congress. ot
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INSTRUCTOR'S LESSON PLAN
Generally Related Information

SUBJECT:

OBJECTIVES:

questigns asked byxinventars when 1nvanthg.

. TEACHING AIDS:

Questions for Inventing

Transparencies (2) 122T1-7,

Unit_12
Lesson__2

A

Handouts (2) 122H1-3

REFERENCES : Shlesinger, Jr. B. Edward, The Art of Successful Inventing,
Kelly, Hafner Associates, Inc., 1738 Wisconsin Avenue, N.W.
Washington, D. C. 20007, .1973.
— — i) S . —
1. PREPARATION (of the learner) ]
Area covered by lesson 2: Chapters 3,4,5, and 6
A. Trom the list of inventions dn the board from Lesson 1, think of

how these inventions came-about.

B. Ask:
C. Discuss:

What process was-.used?

"What caused most inventions to come about?"
"Is there any invention that would make your job easier?"

2. PRESENTATION (of

the 1nfarmat1an)

INSTRUCTIONAL TOPICS

A. Quesationing is a
of inventing.
1. Problem
a. Abnormal situation
b, Recurring breakdown

vital part

=

An inventor should study a
subject in detadil as to
quality and quantity.

1. Composition of each part

2. -Appearance frequently

results in new inventions.

a. S8Size,
*b. Shape
c. Color

POINTSALEhinga En remembar to dD Or say)
Inventor should always be oun guard
for complaints. \
1. Show (2) 122T1.
a, Pass out (2) 122H1
b. Look for the unusual. Find
examples of abnormal situations
on the job, at school, at home,.
Refer to (2) 122T2-3.
.. In reference to injuries, show
(2) 122T4h.
Stress (ask what it is ). Show (2) 122T5.
1. Consider the packaging of a book
of matches. -
2.

331

Think how the packaging could be
made more functional. :



2. PRESENTATION (of the information) __ ° 5 ]
 IMSTRUCTIONAL TOPICS KEY EDINTS (thinELitD remember to_do or say)
3. Weight is an important 3. Use flight or ‘boating as example.
aspaect of invention.
4. Other qualities or char- 4. Example: Give an example of how
©  acteristics. your project can be made

a. radioactive
b. magnetic

C. Explore Dbjéctg through tha C. Refer to (2) 122H2
"Tree System".

1. Can I improve the 1. Stress why it exists., Show (2)
advantage? 122T6.
a. Use five senses

2. Can I correct the disad- 2. Refer to (2) 122H3
vantage?
D. Understand the related op- D. Stress how and why it vorks; Show (2)

erating functions and principles? 122T7.

1. . Ask: "When it 1s used?" 1. Use chalkboard as example.
2. When can't it be used? 2. ‘Use chalkboard eraseras as example.
3. The question, "Is it used?" 3. Use determined by:
' poses the question, "Where ' a. d¢limate
can't it be used?” _ b. geographical area
4. By knowing how it 1is used, 4. Stress: Be familiar with each
improvements can be made and new development project knowing
applied to other fielda. . in detail the hows, whys, and
whens as they relate to functions,
Erincigles, and use.
3. APPLICATION T
1. Have students describe a new invention chat has made their job

safer or easlier.
2. Each student will hand iu a development of a device.

1. Make a list of QQestiDns that inventors should use in creating a
device or condition. (3 questions) 7
2. Discuss or describe the reasons for the questions in #1.

SUCCESTED READING: The Art of Successful Inventing, B. Edward Shlesinger,
Jr., Chapters 3,4,5, and 6 :

NEXT LESSON: Adds in Inventing
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COMPLAINTS -
| N IMPROVEMENTS

333

Transparency () 122T1 -
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~ NO SAFETY GUARD

336 .

O ’ v .
‘ _ 7 Transparency (2) 122T4
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INVENTING = = ) .

ICT 2

COMPLAINTS
| A,
Example 1: Suppose a student constantly drops the blackboard eraser and
complains that he cannot hold on to it. Obviously a problem
exists,

Solution:

e

* Example 2: A brand of baak.mqgcheé frequently fails to light. Analysis
shows that the gptch head is damp from humidity in the air.

|

. Solution:

Handout (2) 122H1
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"THE TREE SYSTEM"

Ultra =~ Infra White laser
violet red light 1light
light light l

Pressure A Light Electrically A Heat " Dust
Release ‘ Erasable - 5 Erasable Erasable Erasable
Surface v . Surface.

Surface Surface Surface

S R

Chalkboard
or
Blackboard

i
Stone Tablet Hewn Log  Papyrus Scroll

Handout (2)-122H2
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; i k!
Disadvantages -~ The remaining matches in a match book frequently -ig-
nite accidently.

Invent

Disadvantages - The ordinary match book has no built-in match dis-
posal system, , ' S s

Invent N L7

‘e
R]

Handout (2) 122H3

312
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SUPPLEMENTAL o o
TEACHING MATERIALS FOR ICT * o
, GENERALLY RELATED LESSONS :
: SEER o o Unte 12 _
' ‘ 1Lassun 2

- BOOKS

‘Shlesinger , Jr, B, Edward, The Art: of Invanti ng, Rellys Hafner Assaﬂiates;
: Iec, ﬁagmngtm, p.Cc., 1973, zaca

U. S. Manual of Glaggific:,'tiun, U. 5. Govermment I’:iﬂtlng folc:e,
Washingtnm, D. C., 1975 20402

K

D : -

-

EDOKLET?S

Do You Know Your Ecs:m:mi: ABC' si“ Patents: Spur to American Progress,

" prepired uider supervision of Office of Public Affairs, U. S.

- Depattment of Commerce, Washingtcm, D..C,, Tevised 1969, GPO mﬂe
1969-0-36 3-723,

General Information ancEfn;ngiPaEeﬂts, U. S. Départment Df Gﬁﬂﬁnerce
I*ublicstiﬂn W’ashingtan, D. C., revised June 1974, GI‘D r;t:de 1974-

Patents ind- In\rem:ians , an Iﬁftzrmatlan Aid for Inventors, U. SA Depaft=
" ment of Commerce I‘ublicatian Washingtaﬂ D€y, revised Apri]_ 1974,
GPO code: - 1974+«0-534-185. : .

The Story of the United States Patent 0ffice, U. S; Depattment of i:anmﬁerce_,

Publication, Washington, D, C., Janua:y LQ?E GPD Code: 1971-0-429-170,

FIIMS o . : \

Inventiona Tn America's Gi?@hr"*1750\ﬂ;1850, 10 minutes, state, 1956,

PAHPELETS .

Q and A abauc E'atents, U. S. Department of Commerce Publication, Washing-
ton D. Cv°, 1974, 20402 ‘

Q and A. about Plants, U. S, DEpartment of Commerce Publlgatlan, wgshing on
D. C., 20402 ° GPO code: 1969-0-339-227. :

Q_ and A about Trademarks, U. S, Department of Commerce Publication, Wash-
dngton D. C., GPO code: 1971-481-325/59.

*
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Joumims

Of ficial Gazette of the United States Patent Office, U, 5. DEpEfbﬁEﬂt of
nuth@ritj of Gangteag

Commerce Puhlicaﬁign, Washingtaﬂ D. C., 2@402, publiahed weekly by

[y

(Y]
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o ‘ INSTRUCTOR'S LESSON PLANG = % o
oL " '" . Generally Related Imformation :
c L CUnit 12
T ' : < Lesson__3
chz. fAias iﬂ Irivent
'?GﬂJECTIVE The student wiil be able tc dia:uaa and use the steps in iﬂventing.
‘\s
'TEACHING AIDS" Dpaqua prajectcr, averhead pfajegtar
" MATERIALS: Transpa:en;ies (2) 12311 3 ' | o~

Shlesinger, B, Edward, The Art of Sucéessful Inventlng
“Kelly, Hafner Asgociates, ‘Inc:, 1738 Wis ansiq Avenue, N.W.
Washingtaﬁ, D. G 2DDD7,3 1973 /.

REFPERENCES :

T DREPARATION (of the leawmer) R

1. Do defiuitigms of cancepts vary from- person to person?
2. Show (2) 123T1 Use 4 simple example, e.g. cap aﬁd aee diffefent
thoughts. : . :
‘a, g‘beer cap -
b, hat, etc.

le»;.»msm'rxoﬁ (af The informationm) -

INSTRUCTIONAL TOPICS __ KIV "POINTS (thlﬁgs o remember to do o ay) -

A, Woxd image - A,l Use of syncnyms

. 1. ‘Define word image. 1. Broadens inventive pafspectlve,

o ' gshow (2) 123712,

B, Definition .image . u "B, 'Define subject .to improve it,
T 1, Permits you -th interrelate combi-
) : nations of words to produce nevw .
ideas-

C. Combinations - . C. Take two or more inventions. Produce

a new invention,

T 1. Try every possible way 1. Place them together to (2) 123T3

D, Substitution ‘ A D, Replacing oné part of the unit or
S ( o system for another to develop 2 new
T , . ~ dnvention, i
E, Addition " E. The jaining of similar units to one
. ' unit. : '
F, Deletion F, Thé elimination of a part or pDItlDﬂ!

to make a new invention,

4

315
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2. ERES,ENTATIQN of the 1nfarmatign) o k
- INSTRUCTIONAL TOPICS REY,PGIN 'S (thim;a tc: tamember to dg or ssy)
G. *Rearrangement G. Shi.fi;ing, reversing, or utherwisa
‘ : ’ ‘ reﬁzrnngimg parts,
H. ,-Adjust;abiiity‘ L " H. Fixing, setting or holding a related
S L pasitinn.
B A L A S e S S ‘L e
3. APPLICATION = ST T e .
1, Have students describe a new invention using.
a. Substitution o - ¢
b. Addition :
c. Combination
d. Deletion . ‘ 7 . _ ‘
e. Rearrange B i ' - e
2, Have students discuss ward and dEfLﬂltiDﬂ images ED ald them in .
creating an fin.VEﬁtidn . _
. , e , — -
T TEST . R . i
1, Have students 1151: five steps’ relailﬁg]t;u parts or ah aid tq in- -
venting,
2. Definé an object or item (such as a pem:il) and substitute synonyms '
f@r terms to create a mev invention, Lo :
_ 7, e o T o . .
' SUGGESTED READING: Shlesiﬂgér, B. ' pdward, Jx., " The Art gf Suc:cessful "
‘ ' . _ Inventing, Chapters 7.8, Efid 9 . .
NEXT LESSON: Forces That Effect Inventions . :
% . ;
N Jg;t
A ‘:
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., Kelly, Haffier Associates,
LiIne., washingtcn, D. C. $1973, 20@@7. B .

x‘?v

: Hanuallaf- 1&55lfi€8ti@ﬂ, U. 5. Government Priﬂtingggﬁf;gé,_” :
W éhingtcn D..C., 1975 20402 . ‘ " gg; S

Al

‘Do Enu Know Iaur Féonomic ABC's? Patants-. Spuf to Amﬁrican Pragress,

= %

" prepared under supervision of Office of Public Affairs, U. 5. . . Lo
Department of - Commerce, Washlngtnn, D c., fEVlSEd 1969 GPO code:

1969 -0-363- 723 . 7 IR - _ , .
Gegefﬂl 1ﬁfﬁ:mat1an Eﬂncernlng Patents, u. s. Department Qf Gommerce' )

Publication, Wsshingtan, D. C., revised June 19?4 "GP0 che 1974“’

D 55D DBD

‘ f
i

s : 8, R ;
Patents and InveﬁtiDnE an Infc:mafian Ald for Inventcfsj U. 5. Departmeﬂt

.

, of Commerce Publlcatlan, Wéshlngtén D. C., revised April 197#
GPQ QDdE' 1974~ D 534~ LSS

g

1

The ‘Story” bf the United States Patent foiEE, U. 5. Department af Commerce .
Eublicatlcn, Washington, D. G_,_Janua:y 1972, GPO code: 1971-0-429-170.

' T P ' Ty
-1 3

FIEMS
Inventians in AmEflcE 8 Grawth, 1850 1910, 10 minute, black and white,
StEtE; 1956 f . B T .-
' PAMPHLETS : ~

"Q_and A_about Patents, u. §. Départmaﬁt @f Cammerce Fublicatlun,
. Washiﬁgtan D. C.; 1974, 20402 o : .-

=

u

Q and A abbut Plants, U. S. Dcpa:tment af Ccmmerce Publicat;mn3 Washington

D. C.,. 0402 GPO code: 1969 0-339- 227

" .Q and A abmut Trademarkg, U. 5. Departmant of Commerce Publlgatlan, wgshingtan‘?

-

"D-_G,, GPO code: 1971-481- 325/59 f\\
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SUBJECT: Farces That Effect Inventians

. OBJECTIVE: .,

diw ' ) . . }"
i o . e 535 .
L Iﬂsgsyggpa's LEESQN PLAN
o ' Generally Related Infarmat;cn o
TR ' ilz Loy . _ .;;l: féh oo Undt 32
) . ! ‘ “ o § Lesson__4

-

Iha student will bé able to. deflne ot discuss the phyaical forceib ;
L End Ef%egts in the develnpment of inveutians. o _ %;ﬁ'

TEACHING‘AIDS:i Overhead prajectﬂr“x
MATERTALS ¢ Handouts, (2) 124H1 -2, Transpatenﬁles (2) 124T1 I
REFERENCES : Shlesinger; B. Bdward, Jr., The Ar tof ful Inventing
Kélly, Hafner Associates, Inc., . 1738 WLSEDﬂSlﬁ AvEnuE, N W,

‘ Washlngtnn, D. C." 20007

e _ . K ST A S S
R T PREEAEATWON (Gf the learner) . ;, e o W,;'... f:,r V ,:;;:_- >=

Hava stu&ents abtain g llst af the phy51cal fcrges that mlght ehanga .
or create new -inventions from materials f@uﬁd in the hame. ‘ -

EXAMPLE: Pressure fDrEE.r erte small letters aﬂ(simulated blackbaard
of 5tretchable material Then stretch materlal aﬁd watch letﬁer enlarga

eyl

2. PRESENZATION Lgf the infafmstianl

INSTRUCTTONAL TOPTCS —* KEY POTNTS. (Thiﬁgs to- rememberrrxéd@“éf:ééy)y,

L? R Lo
* . - . . Sees av‘g
A. Change _ A A. Can éfféét 1nventLVa change in -the
BT o subject.: )
3 1, Used: in fields 3@ chemistry or
: ~electricity. T
© 2,7show (2).124T1 > )
: = . . . 5 ) .!. . . E} .- ' - = :
B, TPressure ST “ ¢+ B. Ways in which pressure produges
‘ T ' ’ inventions. -Refer to (2) 124H1
C. Temperaturg, gravlty, ; “”C. Used princlﬁally:in'areas of T _
« other forces and character= . + electricity and chgmlftty. Show %
‘ “istics., ) 12412, - - > L
: ) ; I | Ly -
: D. Limiting factors 'DQJ St:ESS: _Be ‘aware of the paféégtaf,
1:’§ IFSWS V ) ‘.
2. Controls - .«
3. Restrictions . : : :
4. Regulations ' _ R
5. Requirements L
; 6. Restraints . ' -
‘F; ’ .
i . 1.
2 oo -
3 5 ‘:g \:4, e
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2_, PRESENTATIQN (C;‘cmt inued)

R TS VR
INSTFHCTIBML TOPICS - .. - K;EY,;PCINTS~L~(ﬂl~i§g,e;~t,;

E. Materia;s - ' E, Availability
- 1. Characteristics :

S Equipn}éﬁt':’iébp: arid . time . * F. Availability and cost
. e E R Ve Mes o A
' G. Space 'y _ ' " G. May necessitate the desigh
I : - tool. Shaw (2) 124713

H. StDrSgE . - H. .Handéat (2)‘12QH2

I:. ?Assembly and dlsEssemblY

[ L . i

o . ¥ . et E | . .

K. Transportation S = j
L. Safety | . 1 - Show. (2) 124T4
‘M. Precision S

&

S RPPLIATION T, 7

v = }’ G © N N
, Ha\re atudeﬂts dlScuSS the forces that affect ;nvenﬁlans divid’,
f smsll graups.;lu' A , ;

C oy o :A T

SUGGESTED READING: B. Edward Shlesinger] Jr. The Art of Successful Inventing
- " . Chapters 10,11,12, and_13 * = 7 . g :

., : - .7‘ T lr )
NEXT LE§SON: = Patents ° . v RS

o : . : . A O

-a7 et
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~ CAN PRODUCE CHANGE

R s i

- 354 N

o : - Iraﬁépi’ifenﬁyv'(z) 124T1

Aruiitex: provided oy enic [
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PRES SURE:

Inverting By Using Physical Force

s

The ways ir which the appldcation of pressure produces inventions.

EXAMPLES:

JAbrading

Absorbing
Beating
Bending
Blowving_
Bonding

Cauterizing

Centrifuging

Chewing

«Clipping

Clincking
Commiru :ing
Compreciiing
Crushing
Decordicating
Deflating
Draving '
Prilling
Exhaugting‘
Expand ing
Exploding
Extruding ..

Flexdng.

Fluidizing

Forcing

LT

i

Gripp

{ny

Hydrauldicking

Inflating

Kneadin

i)

Milling
Peaning
BP&lishing

Pounding

Pulling

Eippiﬁg

Rubb =g

Rotating
Routimg

Standlng
Sheaxlug
Sﬁguthg
Shredding

Squeazing

3545

=

Ea

S
Splitting.

It

At W

v

'

‘;fSEfi§P1ﬁ§\

Ly

 Sweating -

k)

Tearing

i

Iensigﬁiqg

Tufning

Twisting
Vacuuming
Whipp[ng_

Wrenclhiing

£

Vulcanizing

Handout (2)

1:24H1

[Wa]
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Requirements and nditions Imposed on Invent.ions

’ﬂse

Stg§age S5
Packaging

Shippiﬁgﬁ
“As S:afnbly .

;i-“ : Disassembly

’ Safety

Conditions JImposed on an Item in Stpfage Which Effect [ﬁvéntinﬁs:
Time ,
Iempergtﬁﬁe
Light Expésufe s :
Ef fective Electrical
?ields or Magnets

i f Storage Facility ’ !

5ize

b
et

Explosive Conditions
Humidirty ) |
Compositien

Pressure Changes

) ’ Handeus  (2) 12412

“
I
No

Q o

ERIC : IR i
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SUPPLEMENTAL -
P - TEACHING MATERIALS FOR ICT i .
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Unif
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BOOKS

Shlesinger, Jr. 3., Edward % The Ara of anentlig, Rgll}; Hafpner Associates,

Inc., Washington, D. C 197** 20007

¥

. H XA"' »v.~ : - .
U, §5. Ménual of Classificationy .V ﬁ,. Govermment Printing Office,

~ Washington, D. C., 1975 33?

‘mil - ! figi

BOOKLETS

}

Do _You Iinow Your Economic _ABC'’ ST Patents: Spur to American Progress,
prepsred under superv1§10n of Office of- Public Affairs, U. 5. Department:
of Commerce, Was hlﬁgtﬁﬁj D.C.,"t ﬂvised.lgﬁg GPO code: 1969-0-363-723.

* ’ qjgg Lﬂi o
- Geﬂélal Infatmst;an_@anc;gﬁ;ng,Patgntﬂ, U.xS, égﬁfﬂ@ Df Gommerce Eublle
cation, Wssh‘iﬁgtanﬁ D4 C. rav;ﬁr@d J@g 19?4% fP@ ddder  1974=0-550-030,

L]

s ) . IS S

Patents and Inventions: an Infarma:ian Ald for Iﬁveﬁtar% U. 5% Department
of Commerce Eﬁbllcatlnn wgshingtan D; cC., révised Aprll 1974, GPO
cgﬁE' 1974~ G 53& 184. 5 .

CrRe s e
The Story of the Enlted Ststes Patent ﬁf 1;3 U. 8. Department of Commerce
Publication, Washington, C. C., Januaty 1972, GPO code: 1971-0-429-170.

FILMS
Forces, 23 minutes, state, 1963

sSmen , 19 minctes,. color, state, 1972

PAMPHLETS ., 5, ' : S
. Fratt 4 ' R
Q and A aboflg, Patents, U. S. Department of Commerce Publication,
<+ Washington, D, C., 1974,

ik

Q and A about Plants, U. S. Departmant of Cowmerce Publication,
Washingtan, D. C.,”20402, GPO code: 1969-0-339-227.

= i
P

Q and A EhDUE Trademaztls, u. S. Depar tnent of Commerte Publication,
Washington, D, C., GPO code: 197L-481-325/59.
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INSTRUCTOR'S LESSON PLAN
“ Generally Related Information e 4

SUBJECT: Patents

iR

OBJECTIVE: The student will be able to discuss and describe protection of °
' inventions.

TEAGHING AIDS: Overhead projector

" MATERIALS: Handouts, (2) 125H1-2, Transparengies (1) 125TL-2
' f‘ "
REFERENCES: B. Edward %hlEElngEf Jf "~ The . Art of Successful Inventing,
Kelly, Hafner Associates,-Inc., 1738 Wisconsin Avenue, N.W.
Waghlﬂgcﬁn, D. €. 20007 . 5
e 1. TREPARATION (of the learmer) -
"";{-ﬂ‘ i = — — - = S
Two different men have invented a new but same machine that should be
patented, Their applications have just been received at the U, S,
Patent Office. Who is entitled to the patent rights? i

3. PRESENTATION (of the information) _

_ INSTRUCTIDNAL TDPICS __ KEY PGINTS (thlngﬂ to femémbéf tn dm or an)
A, Patents « A, Definivion of Patent,
1. Foundation stones of _ 1. A& contract agreement with the
most industrial cor- ‘ . govermment whereby the inventor
porations of the world is granted a patent in return for
+ todavy. ; public release of his invention
G in the form of a printed document,
2. Comprises a description of 2. Show (2) 12511,

the invention, drawings
where applicable, and a
¢laim or claims defining
the invention. ’
3., _Keep careful and deta iled 3. Infnrmat1nn LnfﬂbllSth a date of
notes of rescarch. FQﬂLEpflﬂﬂ ‘which may be mﬁpartant
) in dDLLlWlHTn who was the first
iMventor when two or more inven-
tors come up with the same idea,

4, Date ecach entry and have 4, FEnables him to better evaluate his

- ) them witnessed and dated ‘ invention with respect to others.
‘ by someone who undersg Landn

project. B 4 s

. ' 5. Should consider a search in 5. Consider hirTing patent lawyer or
order to determine whether patent agent to do search. ’
idea 1s novel. : . .
36;3 . . \_..

ERIC . .

Aruitoxt provided by Eic:
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7S KEY

POTNTS (things to Temember fo do or say)

ERIC

Aruitoxt provided by Eic:

Practigmlfts and ke i~ B.
hood of succ-ss.

1. Most individual in-
ventors became succesasful
because they have a good
markering approach.

Copyrights C.

1. Goes to the form of
expression rather than
subjeect matter of the
writing.

2. Registered in the Copyright
0ffdce in the Library of
Congress.

Trademarks . D.
1. To"prevent others from
uslng a confusing siw-
ilar mark.

What <an be patented? E.

1. specific subject matte:
and conditions,

2. Patent office
the lgw, )

3. Specifies the general field
of subject matter.

4. Specifies the subject marter
must be "usgeful",

adminlsters

U. 5. Fatent 0ffice .

1. Administers the patocut
Laws .

2. [xamines applicattons.

3. Grants patents,

4. Publishes dssued patents
and various publlications,

5. Malncaine a search room for
publlic use.

6. Suppliea copien of records
and paper-

Purpose of copyrights

Most patented developments are commer-
cially successful either because they

are actually manufactured @gibecsuge tHey
serve as a defense mechanism for a
corporation. ) w

1. Show (2) 125T1. ‘

1. Protects the writinfe®af an author
against copying literary, dramatic,
musical and artistic works.

Definition

1. Refers to any work, name, symbol
or device which 1s used in trade
‘with goods to indicate the source
of goods and distinguish them from
goods of others.

Study Lawv ot January 1, 1953, in The
Art

of Ionventing by Shlesiager,

PP

123-124.
1. Show (2) 1252

£, Shens 4y 1ol 2

Discuss tunet Lona

363
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Y. PRESENTATION (Cont inwed) -
INSTRUCTIDL‘L‘\L TOPICS _KEY POINTS (things o, remember to do oL _‘say)

(.. TInterferences G. . Purpose of an "Interfcrence' proceeding.
1, When two or morc 1. Instituted by the Patent Office
applications are filed to determine who is ‘the [irst in-
; by different inventors 1 ventor and entitled to the patent.
claiming basically the .
same paﬁpncable inven-
t L]

m.':j

- #

Length of patent

poog
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q
2
o
=
i
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i
—
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=
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name of 1. Contains a zranc to patents for

@
tates under term of 17 yadars. .
the
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o m

nature of the right 2. Only grants the ripht t;Q_ﬁxglidé
rred must be carefully others from making, using, or
ruished. selling the invention.
psténc has cxpited,
= may make, use, or
invention without
»n of the’patentee

T

=

b
o

- 1[3’... e}
E
):rw

=y

T \U'.[i jo}
oo
=

m
U
i

=
i
L
D]

T3
m
o "<.”
5 =

I

=
=

. Comsists in the unau- 1. Show (2]
thor ized making, using, '
or selling of the pat- .
ented invention.

nfringement of patents. I. Patentec may sue iﬁ relief -
) (

kyH

3. APPLICATION

1. Have students make a list of ten {tems that are in c}a classroom

which have: ‘ '
a patents
b, trademarks
c. copyrights ¢
’ 1
4, TEST B -
1
1. Have students define patents, .
2. Have students describe the~functions of the U. 3. Patent Office.

Fdward Shlesinger, Jr. The Art vl Successful
vvnttn'! Chapters 14 and 15

‘u-—q m‘

ERIC ‘
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PATENTS
) = !.'l’v‘
. A patent is a contract agreement with the government whereby the in~

ventor is granted a patent in return for public release of his invention

in the fotm of a printed document. The patent is a limited manapélf‘ for

a péfiéd"afny&fs depending upon the country in which the patéﬁtéis granted,

It does not give the inventor the right to manufacture, use, or sell but

rather it gives the patentee the right to prevent drhers from doing so.
&n invéntor has the right to manifacture, use and sell only, if he is
not infringing a live patent. All Egtanced invemtions fall into the public

domain upon termination of the life of the patent.

#

Handout (2) 125H1




-2

CRATENT ust‘

SV e anstitutian of the United States gives Congr;ss the poweT to .

{ endct ldws relating to patents, in Article 1, section B, which readggfg

"Congress shall have DQWEF,.-E@ prdﬁﬁta the progress of science and
useful arts, by segur¥ﬁgnimf limited times to authors and inventorg tlte
exclusive right to théir: ‘regpective writings and discoveries." Under this
powver Congress has from *time to time enacted various laws relating to "
patents, The first patent law was epacted in. 1790Q.  The law now in effect
is a general revision which was enacred July 19, 1952, and which camevinto
effect January 1, 1953. This law is reprinted in a pamphlﬁt entitled Patent
Laws, which is leﬂ»Ey the Buwperintendent of Dﬁcumépts U.S. Govermment
Printing Office, Washingtdn, 0,0, 20402. r

ik

The patent law specifies the subject matter ¥or which a patent may be ob-

., f.,z tained and the conditions for p&tEntablllty. The law estdblishes the )
; . ?atant Office for administering the law relating to the granting of pat-
?f!ents, and contains various other provisions relating to patents. '
' B . ‘2}; : e
\

WHAT CAN BE PATENTED .
The patent 1awbgpe:ifiés the general field of gsubject matier that can be
patented, and the conditions under which a patent may be obtained.

In the language of the statute, any person who "invents or discovers any

new and useful process, machine, manafacture, or compogition of matter, or
any new and .useful . impsy ety theveof, may obtain a patent," subject to™—
the cgﬂditiéﬁsaéndfgl' ' ,t$‘EF the law. ' By the word "process" is meant
a process or‘méthof¥h -processes, ,primarily industrial or technical
procesgses, may~b;’;, N\ The cexm "machine” used in the statute needs

no explanation. ' mpnufaccure!” refets to articles. The temm
"composition of mattér ralaae% to chepical compositions and may lnLlud:

‘mixtures, of ingredients.as_sfell 8% new chemical Qnmpmundh These classes of

o J® gébjeqt matter taken tnhetV er incdude prgctliﬁllyﬁﬁvsrythinh which is made
" by man and the processes for making thm,

The Atomic Energy Act of 1954 excludes the patenting of inventiuns uselul
solely in the utilization of gspreial nuelear material or atomic enerpy for

atomic weapots.

] -
i =

that the subject matter must be "useful”, Ihe Lgru
"useful"” im this coghection refers te the condition that the sulject matter
has a useful purpose and also includes operativeness, that is, a machine
which will nof operate to perform the intended purpose would not be called
useful. Alleged inventions of .perpetual motion machines are refused patents.

The stdtute specifi

Interpretations of the statute by the courts have defined the limits of’

the field of subject matter which cln be patenteds. thus—it-has--bheen- hel&wm;w~~w5h
that methods of doing business and printed matter cannot be patented.

In the case of mixtures of ingredients, such as medicines, a patent cannot

be granted unlesa there is mova €0 the mixture than the effect of its

components. (so-called patent madicines are ordinarify not patented;.

3 H’ ‘L\ﬁ Handout (2) 125H2 . -

O
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c
-ing that the wedicine 1s patented.) I

.
= bl s
LA *
N . . : ! N - L E s
. ooal
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R E Ll N

1 daaa not have the méaneﬁ
‘ten said that a patent . T
ionn, The patent ig gtanted

the phrase "pstent medicine' in thid

ion
t
cannot be ohbtained upon a mere idea or suggest
a
3

upon the new machine, manufacture, etc., as has been said, and not upon "
the idea oir suggestion of the new machine. As will be stated later, a l
complete dakeription of the actual machine or other subject matter .sought’

to be patemted is required.

1
- NOVELTY AND OTHER {CONDITIONS FOR )

- OBTAINING A PATENT
In order for anm jmvention to be patentable 1t must be new as defined
in the statute, The statute provides that an invention cannot be pat- -
ented {f-~ : - ‘ .

”Cé) The invention was known or us td by uEh trs in thls country, er
patented or described it a printed '
tr y bgf@f? the invention thereof by the appllLant f@[ pate ﬁt, or

"(b) The lavention was pateffited or desaribed in a printed publica-
tion in this or & fﬂfEigF country or in pubL}c use or on sale in thig,
country wore than one year prior te the date of the application tog 4
patent in the United Stdtes...... :

If the imvention has been desc ibed in a printed publication anywhere

in the world, of if it has been in public use or on sale in this country
before the date that the applicsnt made his invention, a patent cannot

be cbtained., If the imvention has been described in a printed publigation
anywhere, of has been In public use or on sale in this country ‘
one year.before the date on which an application for patent is

this country, & valid patent cammot be obtained. In this connection
immaterial when the inven{ion was made, or whethe: the pr Eed publicatimn
or public use wes by the inventor himself or by soweone else. Tf the
inventor describes the invention in a pri’ted publication ot uses the
invention publicly, or places it on sale, he wust apply for a palent before

'ed
)
fa

one year hay gome by, otherwise any right to a patent will ve lost,

Even 1f the subject mmticr gsoupht (o bLe patented 1z uol exactly show,
by the prior art, and involves one.ur more diffeiennies wver the most
nearly similar thing already known, a patent may still be refused if Lne
differences would be obvious. The subject matter sought to be patented
must be sufficiently different from what has been used or desdribed bhe-,
fore so that it may be aaid to amount to imvention ove: the prior art.
small advlinces that would be obvious to a person having ordinary skill
{n the art are not considered inventions capable of beinyg patented,

For example, the gubstitution of one material fdr another, or changes

in size, are Gfdlﬂarily not pdtéﬁfﬂblé o L
THE UNITED STATES PAT. 4T OFFICE
Congress. hag established the United ates Po oot (1 Jire to periorm the
function of lswuing patents on beha”t of t° mment . The Datent
a ) 5 . i ‘
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Office as a distinet buf@iu nay h& said vo dgte itmn‘*hg ¥ ealr 1802 when

a separate official in the D !;ﬁm;nt of State . vho begane kmoewr as
""Superintendent of Patents wa Mpddced in. charge of patents. The revi-
sion of the patent laws enacted¥in 1836 reorganized the Datent 03[ lce and
designated the gfriLiaLgin charge as Commilssloner of Patents, The Faten:
Office remadined in the Eaps:tmént of Stace uncil lB%? when £t was #cans-
ferred to the Department of the Interjor, and in 1925 {t was transferred
to the Department of CsmmEfce in which Departhémf LL is toBav.

£

The chief functions of the Patent Office are to adniln ister che p;LEﬁL
, laws as they relate to the granting of IEQrer patenit For irwentions,”and
to perform other duties relating to patgmts. I't examires applicat lcmg for °
patents to ascertain Lf the applicants are entitled to patencs under “the
law, and grants the patents when they are %Srgﬁfltltd iz publehe issuad

patents and various publicaticﬁs concerning patemts anc patent laws, records -
assigrments gf—patencs, maintains a séarch room Foi® the use of the pubLii to
examine 1ssued patents and records, supplies copies of recoxds and other

paperé and the like, Analogous and similar functions axe pezfoxmed with

regpect to the registration of trademarks. The Patent 0ffice iz no jurds-
diction over, QUESEiDnS‘ of infringement and the emforcament of {pitents , nor

over matters relating to the promotion or utilization of patients or imwentions.

The head of tbe Office is the Commidgsioner ot Paténts znd his staff lncludes.. - j
eg_gral asslatant commissioners of patents and other offdicialys. As head of
the ' Office, the Commissioner superintends or performs all duties respectdng
the granting and issuing of paténts and the negistration of trzdararks;

: exercises general SuperISlDﬂ over thd ewtire work of the Patemt Office;

" preascribes the rules, subject to the approval of the sSeczetdary of Commerce,’
for the conduct of Pf@cflﬂlﬂgs in the Patent Office an& for recognition of -
attorneys and agents; decides various questions brought befare him by ' "
peticlon as preseribed by the rules, and perforuws other dutles necessany

and required for the admluistzatlun of the Patent 0Ffice atd the perfo rnance

of its functions.

- = ‘l‘
{natfon of applications to: palénts 1s the Laigest and wosl Imsor
ction ot the Patent Office, The wurk 13 ljl\i} lzd awong a number of

examining groups, each grogp having jurlsdictien over certadn mgslgned -
fields of irvention. tach group {3 headed by a group Gizector and staffed -
by a nunber of examincis. The examiners perfornm the work 0 emamining

applications for patents aad deterimine whether patenis can be grapted,  An”

m

pa
appeal can be taken to the Board of Appesls from theix decisiong refusing
patents und a review hv rhg ngmjaﬁlﬂﬂﬁf of Patents may Be had oo other
mattesas by petition. Ih; axam1ﬁng Slhﬂ dLLerminB wher ar dn terfeience
exlats between pending applications or & peudLﬂ” applicat ton and 2 patemt,
instituyte interference prdceedings in gach cases and Tear ad decl de cesrtain
preliminary questiong raised by Qnutgstamtéx i )

oo In-Beldition to the examining proups, the PFatesnt OFfTice has a nunbef of
sectiomg, divisions, and branches:vhich perform variozs other services, such
as recelving ahd distributing mail, receiving new applicatioms, handling sales
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of pfintgﬂ copiea of patéﬁté
_ings ecutding &aaignmgntﬂ, and 8o an.

makiﬂg cnpiea Qf fecﬁrda, inspéct@ng drnw—mu

! - At the present time tha Patent’ foicaghas abnut 2 ?DD emplpyaﬁa,

about half are examiners and others with tEEhﬂiCRL’ﬂﬂd legal tzginiﬁg.‘»
Patent appliﬂﬂtiﬁﬁa Are recelved at the rate of over 90,000 per year. -
The Patent foice“f‘éégivea over three million piecﬁs of mail each-year. "
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