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.- This curriculum guide is designed to aid those charged with local admin-
istration and coordination of programs of Trade and Industrial .Education,
referred to-as Industrial Work Experience Training Programs. T

_ Acknowledgements -of those contributing to this publication will be found
in a succeeding section. This office is grateful to all who helped, and ig

most anxious to hd¥e this publication used by all Industrial Work:'Experience
Coordinators and Administrators in the interest of a better I.W.E. program to
serve the youth of Virginia.: - - _ ¢ ST
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-
o

William P, Vaughan
State Supervisor
Trade. and Industrial Education.
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Theuﬁrimary purpose of this guide is to present basic sample instructfoﬁal
materials for the Industrial Work Experience Program. The basic instructional
material uaed in this curriculum guide has been.used_successfully by coordina-
tors in the ICT programs. This guide was developed using the ICT I Virginia
Curriculum Guide as a reference.:G Basic changes have been made to better meat
the needs of the IWE Coordinators and their students. .

.This cprriculum guide was developed during the fall quarter in a special R
workshop held at Hermitage High School by Virginia Polytechnic and State

University, Blacksburg, Virginia. >
The following students‘participated in the development of this curriculum
-guide.) R ..
PR . . \ ‘ . A ‘
Edward A. Atkins o Falling Creek Junior High School l
o . ., Chesterfield Co., Virginia
. Roy M. Billiﬁgsley : Hermitage”VbJTech Center ‘ o ' .

- Henrico County, Virginia

" Hugh Byrd . N ‘Henrico County Schools . - ' |
’ Lo : . Henrico County, Virginia ’

ﬁarvey L. Cromne “: Hermitage Vo~-Tech Center
- i Henrico County, Virginia

Joseph D. Duﬁker - ’ '"Hermiﬁage Highchhool

‘ . . ' .Henrico County, Virginia
John B. Moore ‘ . John Tylﬁr Communi;y College

' L Chester Virginia .

Thomas’A. Verbeke T i *'Hermitage High School

L AR . Henrico County, Virginia
williqm'c.-wyagc - "~ Joht Tyler Community College
B -8 . Chester, Virginia _ ‘

P
W B

* The sampleilessons and handouts contained in this guide are only suggestive
in nature. Thi& guide is not designed as a course of study to .be followed rigidly
by the coordinator, but it does offer suggestions for objectives, content and
methods. The codrdinator is encouraged tgo produce his own transparencies, handouts
and tests, utilgzing selected sample materials contained herein. ,

-

ter®G. Duenk , - B gLrold E. Theakston
. + - Program Leader, Vocational - . -2 Hermitage Hdgh Schaol -
: Industridl Education oo - 4301 Hungary Spring Road
Virginia PoL?technic Institute * Richmond, Virginia 23228

» and State; University
Blacksburg, Virginia 24061 k
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Y ~ INSTRUCTOR'S’ LESSON -PLAN
Generally Related Information
. L4 \
Unit 1
.Lesson 1 . -

"

SUBJECT: Industrial Work Experieﬁce, a program fo?:the vocationél student

| OBJECTIVE: The IWE.studeﬁt will be able to discuds the local. program and
how it afiectsdthe student, the school and industry.

* TEACHING.AIDS: ‘Ove:head pf&jector, slide projector.' 2L )

LT o S

MATERIALS: Transparencies, slides (Made locally by the coordinator of students

. on .the job), Student-Parent' Agreement. .o

REFERENCES: Handbook for Coordinators of Indystrial Cooperative Training in

. Virginia's Public Schools.' January, 1971, Trade and Industrial
’ : Education Service, State Department of Edupation, Richmond,
Virginia, 23216. -

SPEAKER: Euplpyér and/or former IWE students.

'
2o

I.. PREPARATION (of the learner) - , - e -
Introduction: . oo o
'Industrial work experience is a part-time work training program in which
qualified junior and senior students earn a wage while preparing for '
: gainFul employment gt the ‘entry level in the technical, trade, and
= health occupations @&f;heir choice. The IWE studentfattends school
' one-half of each day ‘and receives work experience an the job the oth¥r
_half of the schqélxﬂayﬁ.wﬁeﬁer to Trahsparency. I-1-1. '

AR -~ K3 yd
. .

Question: ©° - igi;/ ‘ ;
What does IWE mean“to ydu? b .
. . 4
& o L7 ~
3 2 ] ) ' ! £
II, PRESENTATION (of the information) -, &
. IRSTRUCTIONAL TOPICS gEY’?OINTS (things to remember to do or say)
. . :
A; ‘*Alms of the IWR program . " Develop a discussion orn each of the
1. To prepare students for gain- aimg . '

ful employment in an occupation Refer to Tramsparency I-1-2
at the entry level through work L :
experience and related class- * -
oom instruc;ioﬁ '
27" To develop a 'coop ative ass
_ tion among the students,-the
school, the coordinator, the -
employer and the.community for g
the benefit of all =, * Co

t

I

ocla-

o. N
v "
8 . v \
. .
-
.
. . . -

l " . .
N - . : . & - -
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11. PRESEN’I‘.ATION {of the information) °
| INSTRUCTIONAL TOPICS __~ KEY POINIS (things to remember to do or say)

o+, - . »

. A, Aims of the IWE program (continued)
3. -To provide information on the  Show slides’ of ‘IWE etudenta on ‘the* job,
. various occupations--thé.- etreasing the various IWE occupations

requirements and opportunitiee available in the community. ‘

in each :
4. ‘Develop desirable attitudes
. . a.: Respect for and under- \
: .7 standing of work and ‘ ' K o L

' workae ' e .
b. Mature and realistic X '
concept of self

Ak S

>

B. Student's Responsibilities ' ' /-
1. Adhere to.the rules and . Refer to Transparency I-1-3 ;
, - regulations of the program Hand out, discuss, Student-Farent A
C and the school = “Agreement. (Handout I-1-4) = - - =
d 2. Desire to learn an occupation s -
3. Conduct yourself as a regponsi- Agk the student what school policies - .
ble student and employee ) . concern the IWE student in particular. ‘
» 4. Maintain satisfactory-work and Mention a few: '
attendance on the jzg and in 1. Student parking
‘ ~ school. : _ 2. Early dismiasal from school
m{ o 3. _Afternoon assemblies
o ' - : } &'j, - 4. Afternoon club meetings
C. - Advantages of the IWE Program ) Discuss each of the advantages of theb .
-~ 1., Earn while you learn - IWE program, 7
i 2. Receive realistic training in "Refer to Transparency I-1-5 ’v"
chosen. occupation T Vo ST e :
3. Classroom instruction in” ’ . N
’ directly related subjects ’
4., -Gain giperience
5., School does not need to hu!ﬂL
’ expensitve equipment. Te
" 6. Variety of training can be : ] : L
offe?ed : T
°  %. 'Reduées empqug%'s training ! ' '
costs : ( .
8. Employer can develop and train - "’
-employees “~ / , . e
P ’ < N
D. . V0cationa1'Ed c _ion Brieilg discuss each of the.vocational
A ] onal education, " offérings in your school. \\Eg\gé;r___
: ted@lture Education Describe other cooperative progr '
2. Home Economics Education .« . |
3. . Business Education '
~ 4. Distributive Edgycation -
5. Health Occupations » ‘ .
. ‘6. Public Service Education . ~
7. ‘Trade & Industrial Education e . )
. *  (Examples of Trade areas) . - C—r
34 Cosmetology . . " . : -

~ Auto Mechanidh




4 : . ; . ;o o

'II. PRESENTATION (Continued) |

INSTRUCTIONAL - TOPICS . < ~_KEY POINTS (things to remember to do or say)
'D. Vocational Education Areas : \ .
of vocational education (continued) ‘ e N ' !
v 7. Trade & Industrial Educacion. :
Electronics
) Drafting -
Nursing

Induatrial Work Experience

A\

«

ITI. APPLICATION = , - | a
Question : '
What's in it for you, the student? How' can IWE help you? .

Outside speaker ‘ .
. * Have an employer tell why ‘he hired an IWE student, Have a former
student tell how he was helped by IWE.

y . o s

»

IV, TEST ’ . T -

3 - .

- a ’ 9 £

Have gstudent tell about the IWE ‘program in relation to the student, the %
» . . ) . B

school and industry. Discuss the advantages of each.
(e ‘ ' »

J‘\ .'

A : . Lo “

_ SUGGESTED- ACTIVITIES: Explain’the IWE program to?friendh,‘parenta, and employer.

Vocational Industrial Clubs of Ame ica (VICA)-Your- NationaI~Youth
Ckllb Q’ \ ° ’ - --




'DEFINATION OF | W.E. i
INDUST?!IAL WORK EXPERIENCE IS A SPECIAE
'"FORM OF COOPERATIVE EDUCATION DESIGNED -
TO PROVIDE VOCATIONAL EDUCATIONAL TRAINING

OPPORTUNITIES FOR SELECTED HIGH SCHOOL
STUDENTS o

<
. RN
1 1) . Transparency I-1-1




¢ EXPERIENCE AND RELATED STUD-

IES, vocAnomu. TRADE. '‘AND INDUSTRIAL

TRAINING OPPORTUNITIES "ARE PROVIDED

. TO DEVELOP A COOPERATIVE —ASSOCIATION

BETWEEN THE STUDENT, SCHOOL, mousmv .
AND COMMUNITY. .~ '

. TO POINT OUT THE hF@mREMENTs AND OPPORP |
" TUNITIES IN THE VARIOUS OCCUPATIONS.
. TO DEVELOP A PROPER SET OFNALUES |

12 V.-

1] A ¢ \
| . C
. ’ .. Transparency I-1-2.
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2. GOOD ATTEN

3. ACCEPT INSTRUCTION -AND
, CRITICISM -

‘4. A REAL DESIRE TO LEARN.

5, COOPERATIVE ATTITUDE.ON .
THE JOB AND IN SCHOOL. '

6. RESPONS! ATTITUDE ON
THE JOB AND AT SCHOOL.

-

ERIC * | - B

Aruitoxt provided by Eic:

. STUDENIS OBLIGATION
'r‘o THE\ PROGRAM/

13 , _ Tranaplrency I—1—3 .



:_//, B “"»’ ’ . * '. v - . - ' ’. - 4 ’ ' )
AT T . : . hY
f : - ) . " ) .
. \77/ | S ) STUDENT PARE?T AGREEHENT . ~ ‘.
N -t 1%? INDUSTRIAL WORKAEXPERIENCE PROGRAM o .
P . Py
- \ -~ J" ’ ’

b
The Industrial Work Experienee Program is planned ‘pi develop 8 | udent
‘academically, economically, and,socially. In doing this,, “there are fi:nite

tHings ,which must b€ done. There, are responsibitities. which the .student must
~ fulfill and he should ;gree to coopegt/e,in, carrying them;qut \to the {ullest ‘
"extent - . . R U .o~ - N .
. . condition for acceptance in the \Industrial Work Experience Program, I
~ T theréf fore agree: ' s o e : - .
oL To be regﬁlar in attendance in ‘school and on the JOE,L-
. - . . e T
G 2. To be on time-at school\artfon the job. S e
3. To notify-my employer as soon as I know that T will be abseﬁt %rom work..
4. .To notify the coordinator as early in the day as possible on days that 1-
(/ am absent from gschool.: - ' :
. . . . . LN /
5. If _I am absent from echo(zl, I must also /be\absent from work on that day.".
6. .To carry out my training on the job in such.a manner that I will reflect
-credit upon my _ﬂ?e_;_ and upon the Industrial Work Exp;rience‘Program. -
7. To perform all my duties in a commendable manner and perform related study
' assignments with earnestness and sincerity.
8. To conduct myself in a satisfactory manner, both on the job and in the
classroom, or my training may be discontinued and~I may be removed f\rom_
the program. . y
9. To know—that if I am removed from the prograi due to failure either in
the class instruction or work .experfence that I will receive a failing
grade for the program and will Jose both credits, . :
) 10. To attend any functiorn the Industrial Work Experience class sponsors.
- Y =~ .
11. To pay all normfl,_fees and charges necessary to pay for class activities,
i.e., banquetf sconferences, and field trips. ..
. ) - C
12. To make a conoéztrated effort to abide by all school rules and regulations,
and thereby avoid detentions. % ‘ '
13. That while I am at work, I realize that I am in a school program and the
. appropriate school rules apply'.e., no- smoking on the job etc,
ic accept counseling and guidance from the coordﬁnator as an aid to my
parsonal improvement.
Daté’ . i School Year ;9_,f19;_/
N . *». . Parent Signature .
- , ' 3 Student Signature ~
Q ‘ “ . : 14 ‘ Handout I-1-4

E ‘r _ . * ) “




ADVANTAGE& oF THE
LWE. PROGRAM /

CREDIT

e .

" cmssnoou msmucnon IN

O - TECHNICAL AND RELATED
.. SUBJECTS.

OPPORTUNITY FOR EMPLOY-

MENT UPON LEAVING SCHOOL.

AN

EARNWHILE YOU LEARN. =

15

Transparency I- 1-5
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‘ ’ ' _ o . -Unite I ‘
T T : . , ISR e . ~Eesson, 1
BOORS - T \ Do

Danville, Illinois 1965, R

Mason and Hinea, Cooperative OccuzationaI Education. The Interstat dCogﬁanf,

-
P

.

, iy - ot - . L~ . T L ’ h - -
. BOOKLETS » P - — |
Infornation.Concerning in&ustrial Cooﬁerative Ttaining. ulletin No. 4, L
State "Department of Edu the Department of Education, Virginia -
Polytechnic Institute an ;agniven?ity, Blacksburg, Virginia 24061. T
, . .h .,' Q_V* ‘ - .a. V{ B , . » | a:. . . . J R
FILMS . - ] ‘, ,‘/ ) N /’ ) ) . . .

& ) * ‘
The Apprentice. D scribes Vitginia's abprentice prograg. The coordinator
should point put that in some trade areas INE. training will allow. credit
Ve hours in the appig::ice program.‘Jin\minutes, 1955, State.

».

Diversified Occupat ons.d%’lthough thls title is misleading, the film shows

the general operatidf of a cooperative education program. 10 minutes,
‘1955, State.: . ’ “

_ ‘>
I Never Went Back. Film relatea that the dropout n’”‘
has some training. 16 minutes, color, 1964, St}

PHAMPHLETS . \

Facts About thé ICT Program in Virginia. Trade and Industrial Bducat 1o Service,
State Department of Education, Rfchmond, Virginia 23216, '

.

2y
.
a
-
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T rusrnuq;on's LESSON PLAN i .
- *  Generally Related In!omtion S ‘ .o < e
’ g - o b Unit I

Ce e . . . ¥ , 4‘7“ \},Lhﬁ 2
| : BT L VAR €

SUBJECT. JVoc,at::Loma.l Industrial Cluba of Amhrica (VICA)

OBJECTIVE The student will be able to 1ist the reasons for belong%g to
' VICA, the activities of the club, and what is equct.ed of him as

z’,,' ' *a member. - e Y ~a |
TEACB,ING AIDS: Overhead projEctor, slide projector, 16 MM mov:le projec'gzor
e~ ® VY
MATERﬂLs' Transparenciea, VICA cenemonial emblem, slides, and. club scrap- ‘_ "
book : - oL - : s B :
~ ¢ , - ) ] .

REFERENCES: Going Places (Gemeral Motors), ' VICA, Falls Church, Virginia, 22046.
L rshi dbook-—Vo ational Imrdustrial Clubs of America. i

D rch, Virginia 22046, =~ -
o . . . ! ,"’/ \.‘s l;’
SPEAKER> Fo : - A
- ‘q ,, - " ' v i
‘ : : r —3— . , .
S I. PREPARAIroﬁ’(of the learner) R ‘_]{ - .
Question : , |
v - What is VICA? A , L . N v
}\ Why join VICA? o N | ok
*  VWhy have a VICA.Club? - Ly | /S‘ L

& —

I1.. PRESENTATION (of the information ,
to remember to do or sa

INSTRUCTIONAL TOPICS KEY POINTS (thin

. A. What 48 VICA? . . .. Refer. to Transparency I-2-1, I-2-2, |

1. Organization' , I—2-3, 1-2-4, 1-2-5, I-2-6, I-2-7, 1-2-8.
" a. . Their clubh . - .
.b. T:and I students . Let students practice the emblem ceremony )
.. 2.. Goal, E and explain contest.
» . 3. VICA pledge , - ‘ A .
4 VICA'creed ‘ o - L
. 5. VICA motto o ' L ‘ y y
' 6, VICA colors ‘ ‘ . ’ .
~ ¥. VICA emblenm ' \
B. Who 1is “VICA? Hand out and. have student® read ‘
: ' ' Refer to Handout I—2—9- //‘ c
C.. _P;.irf:d‘s‘es of VICA ’ P Hand out - and vead to group . \
‘ . . ' Refer to Handnut I-2-10.. ) '
. . . “‘ .
4 _ L /
. " B - » V . ' S~
1 7 y‘ . ‘ " ) ‘ .
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J : ) ’ . \

b | S IS T A
1. ' PRESENTATION (contimued) - g - ,
* T, INSTRUCTIONAL nnprcs ~_KEY POINTS jthing to remember to do or say)

S 7
D. ZLocal Club Officegk d\Functions Refer to Transparency I-2-11, 1-2-i§1
1. President I—2—13.

2. Vice-President.‘\
3. Secretary i

> 4. ' Treasurer oo
5. Reporter . PR
6. Parliaméntarian A

¢

i

;

E. Club’ Activities" Refer to Transparergc 2-14, S "L

1. Civigy ¥ . Make a bulletin bodard of gctivities in |
A a. G} '-:ﬁ'vote-out By ~ fthe classroom and assign certain tudents-
- .b., "Bty campaign o responsibility each ‘tnonth., }
N 2. Edficational .

3

a. Guest speah) ) S Shoqulides of previous activities such as:
Visit industpial plants j . Employer-employeé¢ banquet
T and local buginesses 2. Regional, state and n tional

. .- cpnventions .
o ’ R . v 3; Emblem ceremony ' . S
. ’ e v 4.. Installation of officers
“ [ W < 5, Other events -
‘f3.’:86cia1 ' E .« Invite former club president as speaker.-
v .a. . Emp 'yer-employee banquet N : e . .
" " .b. Cookouts' . ' e e e S S
_ '¢. Dinner meetings '_ - ' - E
. = 4. Contests - . . Refer to Transparency- I-2~15.. CoL
Sn' Conventiofs : . . v Tell where past conventions have been s
' CoE ‘ o 7 held - :

Refer to Transparency I—2-16
]

IiT. APPLICATION _ ..
\ . ..
Invite former VICA offieer to address class.. L . -

Start thinking of eléction of officers.: : ) ’ |

o What kind of activities would yﬁu like to hazéz\‘> o ;

-

v. TEST - - - T | ‘
List 5 ;;psons for being 'in ypur VICA club., ' "

. List 6 activities of your club,

,,List 5 things that are expected of you as a VICA member.

¥

\ .

40

s .
\ N g e
- .
5 3 .

gUGGESTED AﬁTIVITIES. Look at\accgiplishments of previous years--trophies,
. projects, scrapbook. Form co ttees for fund raising,
‘social activities, public reldtions, community projecta,

' etc. -
2 ;X ' §

)

@ |

. NEXT LESSON: Parliamentary Procedufe T

o - N\ 18- o




" THE VOCATIONAL -‘iﬂbosrﬁ/ALf .
/aUBSOFMR/cA ISA
“NATIONA}. ORGANIZATION -

FOR YOUTH - BOYS AND GIRLS
'ENROLLED IN VOCATIONAL

~ INDUSTRIAL EDUTATION

. PROGRAMS.

9 é A (]
i . :
w =% r -
) o
¥ g
19 . .

~ Trapsparency I-2-1
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E . . : o . v .
~ . ° . ’ . . -~ . “ *
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- * * -~ " -
-~ ”
<
.

JOIN

FULL-TIME IN TRADE), INDUSTRIAL, TECHNIC on
HEALTH EDUCATION CLASSES-OR ANY POST SEC-
'ONDARY. STUDENT: IN AREA VOCATIONAL SCHOOLS,
JUNIOR OR COMMUNITY COLLEGE, TRADE, mousrm-
“AL, TECHNICAL -OR. HEALTH_EDUCATION PROGRAMS
'MAY ascoms A MEMBER’ MEMBERSHIP is von.uu-

TARY. e
Yo .. | ' ‘ ‘ Tran‘sparer}cy I1-2-2

. 20 . \-‘!

* . ANY HIGH SCHOOL. STUDEN( ENRQLLQA‘E



: /,wm\r S THE VICA GOAL ?

THE GOAL ‘OF V/CA '1S TO HELP STUDENTS
WITH. INTERESTS IN THE TRADE, INDUSTRIAL,
TECHNICAL OR HEALTH FIELDS BECOME HAPPY,

- MATURE AND PRODUCTIVE CITIZENS. R

21 ~

| Transparency I-2-3
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u,fo;v urmoe I PLEDGE /

TO PREPARE MYSELF BY DILIGENT >

STUDY -AND ARDENT PRACTICE T

\aecoue A WORKER WHOSE SERVICES
- WILL ‘BE . RECOGNIZED AS HONORABLE _
BY MY EMPLOYER AND FELLOW wonxeas

91‘0 BASE MY EXPECTATIONS OF REWARD
J UPON THE SOLID FOUNDATION OF - .-

SERVIOE
TO AND RESPECT MY VOCATION -
IN SUCH A WAY AS TO BRING REP TE
TO MYSELF. - |

" AND FURTHER, TO SPARE NO EFFORT
“IN UPHOLDING THE IDEALS.OF THE
' VOCATIONAL INDUSTRIAL CLUBS OF

AMERICA . | .
e
PR, 7 9 f/a///////////////////////////////////////m

::t:;le:-c,-\.\:.\\;\\\\' '

‘:s‘:%\\‘*ti‘t‘l\\\\\\\\,\\&&-

RN QAR

vq'-

e N N N s o T D

N

"\\\\\\\\\\\\_\\\\\\\\w};\:&sﬁ.\;L:_\..\'x

N

THE VICA PLEDGE

Transparency 1-2-4 - .

| _wV\ o 22
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v \VI‘_CA CREED

IBELIE VEJ IN THE DIGNITY OF** WORK
IBELIEVE IN THE AMERICAN WAY

| BELIE VE IN EDUCATION
| BELIEVE IN FAIR PLAY

1 .BELIEVE SATISFACTION IS
. ACHIEVED BY GOOD WORK.

' BELIEVE) IN HIGH MORAL AND
# \SPIRITUAL STANDARDS.

Transparency I-2-5,

N
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| CSame

PREPARING FOR LEADERSHIP

\ VicA™morTo" .\

IN THE WORLD OF WORK .
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Kd 7 o~

J

THE MEANING OF THE

'REPRESENTS THE INDIVIDUAL

BRER STATES AND CLUBS.
~  BLUE .. ' REPRESENTS THE COMMON
| R UNION-OF THE-STATES AND
N (OF THE CLUBS. B
A B oy
GMD REPRESENTS, THE INDIVIDUAL,
~ ___ THE MOST IMPORTANT ELEMENT
OF THE ORGANIZATION.
e T
25 , Transparency }-2;7
Q j | . . - ~9\-." ’ q
ERIC V. )



S * o \Bo“" - .
THE;,.SYMBOLISM OF THE ,
“VICA EMBLEM - - |

'THE SHIELD REPRESENTS —
| ~  PATRIOTISM. L -
- e, A
R - THE TORCH REPRESEN,TS
o KNOWLEDGE S/ R
| ©THE ORBITAL cmc s N
' - REPRESENTS TECFH OLOGY ’
o v g P s - ) —

THE GEAR REPRESENTS THE "‘"\
INDUSTRIAL SOCIETY

&

THE HAN DS REPRESENT
YOUTH

Transparency I-2-8

26
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~ WHO IS VICA? -

-

%

%, VICA IS THE YOUNGEST NATIONAL VOCATIONAL
"~ YOUTH ORGANIZATION AND POTENTIALLY THE
LARGEST IN THE NATION. IT PRESENTLY HAS |
A POTENTIAL OF APPROXIMATELY |-7 MILLION . . -
MEMBERS. WITH THE EMPHASIS NOW ON TRADE . ..
AND INDUSTRIAL EDUCATION. ITIS PREDICTED -
- ‘THAT VICA WILL HAVE 300,000 MEMBERS BY
1983 i -

Handeut I-2-9

- 27
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VOCATIONL IWDISTRIAL CLIBS OF AMERICA
{o . PURROSES

’

| Td unite in & comon bond all students enrolled
'~ 1in vocational industrial. education,

- To develop leadership abilities through partiei-
pation in educational, vocational, civic, recrea-
tional, and social activities, |

- To foster a deep respect for the DdGNiTY OF WORK,

= To assist students in establishing realistic vo-
cational goals, . ,

= To help studigts ‘attairr a purpodeful life,
- To create enthusiasm for leérrﬂng.' , ’

- To promote high standards in trade ethics, work- /
manship, scholarship, and safety,

= To develop the ability of students to plan to-
gether, organize and carry out vorthy activities
and projecta thrfgqg: use of the democratic process,

= To foster a wholes\me understanding of the func- ‘
tions of labor and management organizations and
8 recognition of their mutual interdependence,

- To create among students, faculty members, patrons

of the school and persons in business and industry
a sincere interest in and esteen for vocational

: | industrial education,
- To develop patriotien through Lﬁzr‘lledge of our -
Nation's heritage and the practi DEMOCRACY,
A NATIONA, YOUTH ORGAVIZATION FOR VOCATIONAL TVSTRLA STUDENES
, e _
, ‘ )

Lo £ A 4 Inopuwy

LE

29
‘EKC ~ | D |

Full Tt Provided by ERIC.
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LOCAL cwB 0FF|CERS
AND THEIR DUTIES

PRESIDENT

| PRESIDES OVER

VICE PRESIDENT

~ ASSISTS

THE PRESIDENT AND MUST BE PREPARED
TO ASSUME THE OFFICE OF PRESIDENT.

Transparency I-2-11
39 ' , :
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CUSTODIAN OF ALL
RECORDS OF THE CLUB.-

TREASURER

BANKER AND CUSTODIAN
OF THE CLUB FUNDS.

31

Transparency I-2-12

\
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Sk AT
| REPORTER' RN I

5 TO HANDLE THE PUBL!CITY :
~ FOR THE CLUB. -

MUST ESTABLISH A GOOD
RELATIONSHIP WITH .
‘ALL OF THE NEWS MEDIA.

‘ ) -

TN

8

PARLIAMENTARIAN

. SERVES AS A CONSULTANT
TO THE PRESIDENT ON
* PROCEDURAL MATTERS.

39 Transparency I-2-13




| EMPLOYER - - EMPLOYEE

. cvic

 EDUCATIONAL

- 45

CLUB ACTIVITIES

SAFETY CAMPAIGNS
'NEEDY FAMILY PROJECT
"GET' OUT-THE-VOTE" PROJECT

VISITS TO INDUST RIAL
- PLANTS ,

- GUEST SPEAKERS

"CAREERS IN INDUSTRY"
PROGRAM _ :

'BANQUET
SKATING PARTY | -
_COOKOUT = -

33

Tfanspar ency i.. 2-14
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. BRICKLAYING ,
. CLUB ESSAY -
CLUB SCRAPBOOK
COSMETOLOGY _ j

. DRAFTING : }
PUBLIC SPEAKING

WELDING

ELECTRONICS =~ =

9. JOB INTERVIEW 4-
I0. CURRENT EVENTS
o 1. TALENT |
( \ J2. VICA STUDENT Of THE YEAR

j
ppymbaum—

~ AND MANY, MANY OTHERS.
34

Transbarency I-2-15
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™ L | ' . ‘ |
o . | ‘ | Eﬁ

i | "‘CONVENHONS; T

\ ~ \
5 L PYE .
o
Lo
.
v

[ vica
CONVENTION

' STATE

 DISTRICT

’ Transparency I-2-16
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SUPPLEMENTAL
TEACHING MATERIALS FOR IWE
GENERALLY RELATED LESSONS

BOOKLETS

s

Official Guide, VICA. National VICA, 105 North Virginia
Virginia 22046, $1.00.

51

Lesson __ 2

e

Avenue, Falls Church .

oo«

A Statement of Philosophy, VICA. National VICA, 105 North Virginia Avenue,

Falls Chyrchy Virginia 22046, $1.00.

Publicity Handbook, A Guide for Publicity Chairman. * The
Company, Consumer Relationms, 3003 East K{mper Road, C

1

FILMS

Sperry and Hutchinson

e Undt T e

incinnait, Ohio 45241..

Developing Leadership. Qualities for Leadership, lOfmiﬂutes, black and white,

1949, State.

‘High School - Your Challenge. ~This film emphasizes the f

“te

L3

<

a high school education and the advantage in taking p
ricular activities. 13 minutes, black and white, 195

How to Lose What We Have. Responsibilities of Leaddrship
State.

Going Places. State film library, 1972. . N

PAMPHLETS |
\

Vocational Industrial Clubs of America. VICA, 105 North
Church, Virginia 22046. - ‘

!

SLIDES -

The VICA Story. 30 color slides in plastic case and narr
(with tape $8.00), VICA Publications Department, 105
Falls Church, Virginia 22046.

>

LISTENING TAPES

:gpf;/:;;ortance of
t in extra cur-
2, State.

s 11 minutes, 1951,

‘rginia Avenue, Falls

ative script. $6.50
North Virginia Avenue,

-

-

They're Talking. Comments by national leaders such as Hubert Humphrey and

George Meany about VICA, young people and jobs. VIiCcA
each, 20 or more copies $1.50 each.

-

. 86

» single copies $2.50

x.
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.

INSTRUCTOR'S LESSON PLAN ) 5

Generally Related Information
¢ > ' ~ Unit__ I
. A T . .- == - Lesson 3

SUBJECT: Parliamentary Procedure ‘ ' - -

OBJECTIVE: IWE'students, by groups, will be expected'to both conduct and parti-

cipate in a meeting while using the proper terminology and procedure.

TEACHING AIDS: Projector (16 MM), Handouté

MATERIALS: Film "Parliamentary Procedure", State, 1952 (or most recent)

"Simplifying Parliamentary Procedure”, Publication 344, Extension
Division, Virginia Polytechnic Institute and State University, ,
Blacksburg, Virginia, -
"Making Meetings Effective", Publication 167, Virginia Polytechnic

- Institute and State University, Blacksburg, Virginias

REFERENCES: Succeeding in the World of Work 1970, McKnight and McKnight

Publishing Company, Bloomington, Illinois. j
Pi
I. PREPARATION (of the learner) S | | /
. . f
Parliamentary procedure serves several useful purposes:
. 1. Assures an orderly meeting. \
2 Determines the consensus of members on any issue. ] -
~ 3. Strengthens group solidarity. _ . /
4 Economiz;s on time. ) ' '
Ry
1 »
IT. PRESENTATION (of the information)
INSTRUCTIONAL TOPICS : KEY POINTS (things to remember to do or say)
Parliamentary Procedure in Action Show film, "Parliamentary Procedure .

-1.- ‘Ordet of business and diacussion after film.

a, y Call to order

b. Officers' reports -
c. Committee reports

d. Unfinished business
e
f

New business ‘ .
Adjournment ‘ .@%‘
2. Terminology Refer to Handout I-3-1,
a. Agenda ' Refer to booklet "Simplifying Parlia-
b. Quorum o mentary Procedure . S .
c.  Amendment ' (
d. "I move the previous .
question"
e. "I rise to a point of order"
f. Sidetracking motions
g. Committee of the whole .
h. Acclafiation vote '

)F
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A—

P
II. PRESENTATION (continued)
INSTRUCTIONAL TOPICS KEY POINTS (things to remember to do or say)

J

A. Parliamentary Procedure (continued) :
2, - Terminology (continued) . : -

i. rAd Hoc committee S
j..'Standing committee

k. Others
B. Comstitution C - Read excerpts from your local constitution
and by-laws.
C. By-Laws ‘ _ Explain the need of revising each year.
D. Motions . Hand out and explain the motions used
1. Privilege in parliamentary procedure. / . .
2.- ‘Subsidiary _Refer to Handout I-3-2, =~ '
3. Incidential _ ’
' 4. Main s . - ,.\
: . ~./
. ‘ .‘ g ‘(
III. APPLICATION g o, Ly

-

Role play. Rotate students among various duties. Createﬂparliementaty
,procedure problems and solve. e o

. Discuss when students would use parliamentary procedure i.e., VICA .
meetings, local political meetings, local civic,meetinggp;fa;ﬁ.- R N
. ‘ egd

- 4

2 : .
] -~

IV. TEST
In outline form, students will list the procedure and proper order of
= . business, including the making, discussion and amending the motioms.
, 2

. - ‘ 3 k ) ;
SUGGESTED ACTIVITIES: Take 'VICA members to a 1loéal political meeting Observe

parliamentary prqcedure in actiion.

Participate in local VICA meetings.

NEXT LESSON: Pre-employment Information ’
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EXPLANATION OF TERMINOLOG§‘MDST'COMHBNLY USED IN PARLIAMENTARY PROCEDURE
LI ) l - - .
A Quorum (Enough members present) R
* . - o .
In order to hold a meeting, a quorum of members must be present. The number
. of individuals that constitutes a quorum depends entirely upon thg individual
organization. A quorum_doeg not ) . to be a majority of members.

[ Y

Agenda (Things to be done)

‘Before the business meeting, the officers should have prepared an agenda which x
outlines the ‘order of business to be considered. This is desirable in order
to make sure that the most important mat'ters are considered first, .

Amendment ‘(To a mofion) - . " S -
When an amendment to a motion is Proposed, it,‘too, must be seconded_before it
«can be discussed. The amendment is then voted on by itself and, if accepted,

it is included in the original motion. Any.number of other amendments to the
origiﬂhl motion may be proposed, but only one amendment to an amendment may

" be made.

I Move the Previdus Question

‘Whenever a member wishéé_to end discussion on a motion and take a vote on ‘1t,
he may say, "I move the previous question.” This motion must be seconded.

The chairman then may ask, "Shall the previous question be put? All in favor .
say, "Aye". Should the "ayes have it," the motion is then voted upon.

¥

v I Rise To»a Poiﬁ

t of Order

A person who feels that a speaker's remarks are not related to the question
under consideration may secure recégnition from the chairman to say, "Mr.
Chairman, I rise to a point of order". The chairman should ask him to state
his point. The person may say, "Mr. J's remarks are not related to the busi-
ness under consideration'". It is up to the chqirmgp to decide whether or not P

the point is well taken.

L

Sidetragking Motions : .
. 3 . : ‘
For various reasons, it may be desirable not to take' final ‘action on a motion.
The following are solutions: - .
* 1. That the motion be postponed to a later date.
2. That the motion be referred to a committee for further study. .
3. That the motion be tabled. -
LS <

s

Acclamation Vote .

—.

. A vote by voice. All in favor indicate by gayiﬁg "aye".

{- ‘ 39 T Handout I-3~1
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PARLI ARY PROCEDURE

'Classiffcatiqn_and Kinds gf;Motiona

I. Motions gre divided thus:
A, Main motion -
B, Privileged . .
C. Subsidiary - B .
D. Incidential .
E. iUnclassified or Miscellaneous

II. Explanation of the Classes of Motions
A." A main motion may be regarded as the material upon which the member
or student is going to work. L ‘
B. The subsidiary motions are the main tools to work with.
. C. The incidential motions are the secondary tools.
D. The privileged motions deal with emergency matters.

III. The mptions under each classification are as follows: *

A, Subgidiary Motions
1. Lay a question on the table
2. The previous question ' _
3. Limit or extend debates : .

- 4, Postpone definitely or indefinitely _ .

5. Commit or recommit . .
6. Amend a motion

B. 1Incidential Motions o o ’ o
1. Rise to a point of orde R ’J#\
2. Appeal from a decision. of the chair <

3. *Suspension of the rules

4. Division of the assembly

5. Motions relating to nominations

6. Objection to consideration

7. Division of a question |

8. Motions pertaining to voting

9. Requests growing out of pending business -
C. Privileged Motions ' :

1. To fix the time at which to adjourn

2. To adjourn

" 3. To take a recess

4. Ralse a question of privilege

5. Call for order of the day.
D. Unclassified '

1. Take from the table

2, To reconsider .

3. To rescind

4. To expunge .

5. To ratify . .

7 . ‘ -

. N J

. / Y

\ . * ‘ . .
)

X . l/'/

Handout I-3-2

40 . E




- SYPPLEMENTAL

o " TEACHING\ MATERIALS FOR IWE ’ .
T . GENERALLY RELATED LESSONS
: Unit *T
S§Q Lesson__3
BOOKS . _

BOOKLETS |

‘

‘A Guide to Parliamentary Procedure. Interstate Printers
1527 North Jackson Street, Danville, Illinois - 61843.

The How of Parliamenta Procedure, Intérstatg'?rinte
'1527 North Jackson Street, Danville, Illiqois 61843.

'A Primer of Parliamentary Procedure. Ngtibnpl“nbard, YMCA, ﬁu
ications, 600 Lexington Avenue, New York, ork 10022. .

Simpiified Parliamentary Procedure. OvérSéaéfﬁd.h”; onal Fund of the League
of Women Voters, 1220 17th Street, N.W., Washfngton, D.C. 20036.

(I
FILMS
Parliameqt;ry ?rocedure.. This film can be used in the;introductipn of the
student to the type og procedure expected in local VICA meetings. Film

shows the type of procedure used in civic meetings. 11 minutes, 1952,
State. :

Room for Discussion. Emphasizes that discussion 1is the privilege and responsi-
bility of all citizens living in a democracy. 25 minutes, 1952, State.

Speech - Conducting a Meeting.- Demonstrates the basic procedure of parliamehtary
procedures. 10 minutes, 1952, State. - : '




IWE I

UNIT II

Yl ¢

PRE~-EMPLOYMENT INFORMATION

v

Lesson 1. Child Labor La@

Lesson 2. Wage-Hour La’ws

Lessgﬂ 3. "Social Security, Workmen's Compensation and
| , Unemployment Compensation

Lesson 4. Sources of‘En.ployment '
Lesson 5. Job Application Procedure

_ Lesson 6. The Job Interview

<
]
Che

—— e

' Developed by - S ' .
‘ . Edward A. Atkins
and

Thomas A. Verbeke

42
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' INSTRUCTOR'S LESSON PLAN
Generally Related Information

. ' R Unit II

: ’ - A I,ﬁsspn 1

SUBJECT: Child Labor Laws . v
OBJECTIVE: The student will be able to fill out a work permit%andvactuaily
obtain one. - \

TEACHING AIDS: Blackboard, overhead projector, opaque projector

MATERTALS: Handouts, notebook, transparency, pretest, booklets: Excerpts of
Virginia Labor Laws. Virginia Department of Labor and Industry,
Box 1814, Richmond, Virginia 23214 and A Guide to Child Labor
Provisions of the Fair Labor Standards Act. U.S. Department of
Labor, Wage and Hour Public Contracts Division, Washington, D.C.
20210. -

REFERENCES: Succeeding in the World of Work. McKnight and McKnight Publish—
. ing Company, 1970, Bloomington, Illinois.

I. PREPARATION (of the learner)
Introduction (Refer to Pretest-Posttest II-1-1)
Tim who is 16, works part-time with his neighbor's contracting company.
One aftermoon while using a hand power saw he cut off two of his fingers.,
Upon investigation by the local Department of Labor and Industry, it
was discovered that Tim was not legally employed. ‘Operating power
driven woodworking machines is considered.a hazardous occupation.

In‘yﬁqt way could this accident‘have been avoided?

& \,
Sk A S
II. PRRSENTATION (of the information) :
: __INSTRUCTIONAL TOPICS REY POINTS (things to remember to do or say)
.A. What is child labor? STRESS: Child labor is any employment
.-1. 16 years is considered , * under 18 years qf;age.

minimum-age-for employment
24 At 16, may be employed in any POINT OUT: Advantages of early employ-

. occupation other than & non- ment to the studemt learner.
 agricultural occupation declared * 1. Gainful employment after
hazardous by the Department of ” graduation
Labor = ° . 2. FKnowledge in a certain

¢ vocational field

4. For minors, 14 and 15 yéars of
: age who attend school,part-
time and work part-time '

B

43
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II. PRESENTATION (continued)

INSTRUCTIONAL TOPICS KEY POINTS (things to remember to do or say)
|

B. What is a hazardous occupation? Refer to A Guide to Child Labor Provi-

* 1. One that can be dangerous .- gions of the Fair Labor Act. ‘)

to the student's health and _ ’ . .
well-being "~ List on board some of the hazardous
///ﬁ\*\ﬁ*\ You must be 18 years old to . occupations identified by the Department
work in a nonagricultural job of Labor.

“declared hazardous. Such jobs : B :
\\__///’NV are: - Emphasize the 7 occupations which student
‘ 8. Manufacturing or stgfage ) learners may obtain exemptions for.

v

occupations involving Specify employment conditions for exemp~
explosives tions. (See pages 4 & 5 Excerpts of -
b. Occupations of motor Virginia Labor Laws.) ;

vehicle driver and ) ..
outside helper . <
¢. Coal mine occupations

d. Logging and sawmilling -
occupatipns

e. Power driven woodworking o
machine gccupations '

f. Occupations invoiVing

. exposure to radio active , .

+ substances and to.:lonizing v —

. radiations -

gg Power driven hoisting ap-
paratus occupations

h. Power driven metal forming,
punching, and shearing
machine occupations.

i. Occupations in connection
with mining, other than . . .
coal

J. Occupations involving
slaughtering, meat packing

- processing or rendering

k. Power driven bakery machine
~occupations.

1. Power driven paper products
machine occupations

m, Occuﬁations involved in the
manufacture of brick, tile,
and kindred products ’ -

n. Occupations involved in the
operation of power driven
“circular saws, band saws, and . .-
guillotine shears “

0. Occupations involved in wreck-

" ing, demolition, and shipbreaking - .
operations

p. Occupations involved in roofing
operations

q. Occupations in excavation
operations’ :

You must be 16 years old to work at any

time in agricultural-jobs declared hazardous,

44 . -
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B

II. PRESENTATION (continued) ' .
INSTRUCTIONAL TOPICS KEY POINTS (things to remember to do or say)

-
C. Who determines what is a hazardous Emphasize that information 1s based
occupation? on safety statistics.

Department of’Labor and Industry o

1. Sends out investigators Ask: Why is it important for you to

2. Studies the actual job know .about hazardous occupations?:

3. Reports findings , (Ans: For your own protection)

D. Exemptions to Child Labor Laws. Agk: How many of you have been involved

1. Farms, gardens and : in jobs exempt from Labor Laws?
orchards -

2. Domestic duties in and Use opaque projector to show page 1
around private homes of Excerpts of Virginia Labor Laws.

3. On school playgrounds or’
playgroundsoperated by- the
‘State, city, county or by
a corporation thé property
of which 1s tax exémpt ‘

4. For onme day or less in con-

'~ nection with the studies
at any public or accredited
private school

D. Work Permits Refer to Handout II-1-2: Explain_
1. Forms for work permit Procedure for obtaining work permit.
a. Parental permission
b. Employer's intent to Refer to Handout II-1-3: Work Per-
employ mit Form. :
c. Physician's examination
d. Proof of age quz 1. How many have obtained work
»1l. Birth certificate -+ .- permits?
2. Baptismal record ¢ 2. How many have special work
3. Insurance policy Permits?
4. Passport _ : >
5. School redord STRESS: Types of work permits to be
2. Types of work permitg used in Industrial Work
a. General Experience.
b. Hazardous
.c. Special
3 & ‘ e

I3

ITI. APPLICATION - ’

A. Discuss your own job and its relation to the child labor 1laws.
B. Discuss actual cases concerning Child Labor Laws.

IV. TEST

Have students f111 out sample work permit.

45
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SUGGESTED ACTIVITIES:

- 7

—a

¥

A, Tour of industry or trade involving hazardous oécupatiohs. 4
B. Have students list hazardous occupational jobs and non-hazardous'

occupational jobs.
C. (Optional) Reading:

(Competitive game, see Game II-1-4). "
Succeeding in the World of.Work. McKnight ,

and McKnight Publishing Company, pages 417-454. ¢ ,::> e

NEST LESSON: Wage-Hoyr Laws

46

65



& ) L~

“OPTIONAL PRETEST-~ POSTTEST :

1. Evéry student leqxﬁér hnder' (b) years of age must have a work permif.

. ,
R . ’

a. 21 _'
bll' 18 N
c. 16 .

2, Legal employment_means d .

a. being hired. _

b. working part-time . . . -
c. working 40 hrs/wk

d. having a work permit

~

3. The three kinds of work permits are _(a) , (d) , and (f) .

.a. general v

b. ,child ° : - ‘ '
c. adult '

d. hazardous
e, non-hazardous
f. special

4. A hazardoﬁs qccupétion is one that can be _ (e) to the student's
health and well-being. . -

a, dangeroué
— b. helpful
c. 'benefical o
"4V detrimemtal [T
~.e. A&D '
» £. none ofuthesg
5., Student learners are protected by _ (f) regulations.

a, Federal

b. State .

¢. local
+d. . A&C

e. A&B

f. all of these

Pretest II-1-1




~ Talong with permissible évidence of age, such as:

69

PROCEDURE FOR OBTAINING A WORK PERMIT

A york permit is a legal document and should not be issued unless the
minor's ‘pccupation and hours of work are legal for his or he}yage at the time
of 1iss e. It should bear no erasures or discrepahcies. - _ g

Minors may apply to their local issuing officer (in the area where they
will be working) fog.the forms necessary for the issuance of the work permit.
These are:

Ry

1. Intention td Employ. This is to be completed by the employer and sets
: forth the number of hours per day, days per week and the allotted meal
or rest period for the minor. :

2. Permission for Employment. This is to be completed- by ‘the parent giving
his permission for the mino¥ to work in the stated Job. Minors 12 to:.16
years of age must be accompanied by parent or guardian. '

3. Physician's Certificate of Physical Fitness.

a. This must be completed by the examining doctor. If the local author-
ities do not have the facilities for physicians' examinations, certi-
ficate may be completed by the family physician., This form certifies
that the minor can physically perform this specific job.

b. This examination must be made no more than 30 days before permit is
issued. .

¢ When work is similar, although forsa different employerl, it will not
be necessary to obtain an additional physical fitness examination.

d. This form is valid for two years unless the physical requirements of -
subsequent employment substantially increase.

.These three forms, when completed, should be taken to the issuing officer =

t
'

1. Birth certificate or transcript thereof issued by registrar of vital
statistiecs.

. Bible or baptismal record.
Insurance policy at least one year old.

Passport., .

School record.

e wN

{

Handout II-1-2
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PROCEDURE FOR OBTAINING A WORK PERMIT

M3
-

A work permit is a legal document and should not be issued unless the
minor's occupation and hours of work are legal for his or her age at the time
of issuance. It should bear no erasures or discrepancies.

Minors may apply to their local issuing officer (in the area where they
will be working) for the forms necessary for the issuance of the work permit.
These are:

»

1. Intention to Employ. This is to be completed by the employer and sets
forth the number of hours per day and days per week and the allotted meal
or rest period for the minor.

2, Permission for Employment. This is to be completed by the parent giving
his permission for the minor to work in the stated job. Minors 12 to 16
years of age must be aCcompanied by parent or guardian.

- 3. Phxsician 8 Certificate of Physical Fitness. ’
a. This)mist be completed by the examining doctor.' If the local author-

itief do not have the facilities for physicians' examinations, certi-
fica] te.may be completed by the family physician. This form certifies
that the minor can physically perform this specific job.

b. This. examination must be made no more than 30 days before permit is

issued.
c. When work is similar, although for a different employer, it will not
~ be necessary to obtain an additional physical fitness examination. Li

d. This form is valid for two years unless the physical requirements of
subsequent employment substantially increase.

. These -three forms, when. completed» -should.-be - taken to-the-issuing officer—. - RO
along with permissible evidence of age, such as: .

. Birth certificate or transcript thereof issued by registrar of vital statistics.
Bible or baptismal record. *
Insunance policy at least one year old.

Passﬁort.

. Schoql record.

wmHwN =
L]
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i : : ‘ HORK PER!{FORMS
. 4 v ’

ng rI:s NOT AN EMPLOYMENT CERTIFICATE ST
RMISSION FOR EMPLOYMENT i Commonwealth of Vitginia
(In accordance with Section 40.1-92, Code of Virginia) INTENTION TO ENPLOY - Db and Industry
. _ " |
it Dk and Girls 14 to 16 yeans of age; ' We) intend to employ Age
lu“m‘uywmm"!]mwoﬁm1wﬁwmycm'h . . ) As

{exact nature of work)
when he presents an employment certificdte duly signed; hours of employment rot o exceed 8

(Nume of mac] " ours per day or 40 hours per week, He will have at least a 30-minute rest or meal perlod no
% be employed at : ~ later than after 5 consecutive hours of wark, 1 agree to comply with all pravisions of Section -
(Nooe and addrm of place of ensployment) ’
40.1-80, Code of Virginia, as et forth on reverse side of this form.
Dot b Signature . ’
‘ " (Pwrent or Owardlas) ‘ ; 18
(Date) [Signature of employer or agent)
Name of Firm
Doys aad Gk 16 and 17 years o age: : '
This will serve the Iasuing Officer notice that [ give my consent for, ‘Address :
o (Nome of e ,
.NOTE: This card must be presented by the minor o the igsuing officer, along with a parent's
omermsranmsmstessreromno i DE HPhOYEd C.... permission form and certificate of physical fitness form and proof of age before an employ-
(Nume sad addren of ploct of cmployment) : ment certificate will be granted, "
, ) ‘ .. fovER) ‘ .
: COMMOMMEALTH OF VIRG Gt ' E
WOALTH 0F ViRGINA THS 5 NOT AI\N?LOYMENT\?ERTIFICQT
: MICHMOND, V'“GINIA : . . ‘ . ‘ '
\ .
. " PHYSICIAN'S CERTIFICATE OF PHYSICAL FITNESS
\ . For minors 12 to 18 years of Age in Accordance with Section
: 40.1-95 of the Code of Virginia
Name of / ’ . -
Applicant Address LI
Patent of ‘ \f . - . |
Guardian Address . . . p ’
Col..—Sex RTINS '
‘ . ; T0 DOCTOR:  Chi[4 must be §6'* in height and weigh 80 pounds | PR
e e et et e, HE LU et be. cextified s, having reached the physical age of M and] .. .ot e
wust be §7'" in height and weigh 85 pounds to be certifidma| .
Weight having rexched the shusical age of 16,
Nutrition Lungs
\ . ) ‘ Skin__* Deformities
Glands e . ‘
- Eyes R L Nervous Syst;m
E' ‘ Teeth
g Nose & Throat | General Hea I th e
g . Ears R L
H Heart . — e
H v over ‘
THIS IS NOT AN EMPLOYMENT CERTIFICATE, _ \ \ 5 I

€L
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' CO};PETITIVE GAME\'ON LISTING OCCUPATIONS
el ol '
Divide the cless 1nto four groupe. Two groups are to list 815 the hazardous

occupatimﬁ w‘hic’h they cnn bhink of. 'I'he renmining two groups will do. the same

k ‘/
for 'ng yhazﬁrf occupetion&

(Lev

,ﬁ’ ’ h = BTN :
' Compare both hazardous lists. For every oce paliyn’ on bne hazardous 1list

which does not appear on‘”the other hazardous occupation 1list, award two points.

. »

Do| the same for the two non-hazardous occupations lists.
highes; point total wins. ’
Complie two comprehensive lists on the chalkboard ‘after the gan}e is over

showing all the occupations which the class listed. ' =

5 2 Games II-1-4



© SUPPLEMENTAL
TEACHING MATERIALS FOR IWE \
GENERALLY RELATED LESSONS - -

L : | T~ Unit _1I
' Lesson __ 1

PHAMPHLETS

Handbook for Young Workers.. Supe¥intendent of Documents, U.S. Government
Printing 6ffice, Washington, D.C. 20402. _ : ‘

Excerpts of Virginia Labor Laws. Department of Labor and Industry, Ninth
Street Office Building, P.O. Box 1814, Richmond, Virginia 23214, 1974.

a
o
-

77
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'INSTRUCTOR'S LESSON PLAN
Generally Related Information

Unit _ II
\ Lesson __ 2

SUBJECT: Wage-Hour Laws f/

3

OBJECTIVE: The student will be able to define terms used in wage-hour laws.
Given a wage problem involving an employer engaged in interstate
commerce, the student will provide the correct solution.

_TEACHING AIDS: Blackboard, opaque projector 3

MATERIALS: Pretest-posttest, student notebooks, booklet: Handy Reference

Guide to the Fair Labor Standards Act. U.'S. Department of Labor '

. Wage and Hour and Public Contracts Division, Washington, D. C.
20210.

REFERENCES: Handbook for Young Workers. Superintendent'of Documents, U. S.
Government, Printing Office, Washington, D. C. 20402.

SPEAKER (optional): Local representative of the Department of Labor .and
Industry. (Should be told in advance concerning type of
group he 1s to talk to.)

e

a

I. PREPARATION~(of the learner) . . 4

Introduction (Refer to Pretest - Posttest II—2—1)
..Bi111 is employed as a car wiper at Eddie's Car Wash which is a chain

car wash found in many states. He wipes off the cars as they come 6ut =~~~

of the car wash. He makes $2.40 per hour,clear. Are his earnings
legal under Federal law?

i
II. PRESENTATION (of the information)

-?NSTRUCTIONAL TOPICS KEY POINTS (things to remember to do or say)
A, Definition of: Teacher, put definitions on the chalk-
1. Interstate commerce board.
2. Work week A
3. Tips
4. Overtime ' .

5. Hours worked

6. Enterprise .

7. Student—Learner certificate
8. Falr Labor Standards Act



& _ -
19,

I, PRESENTATION (continued) -~ ' . _
INSTRUCTIONAL TOPICS KEY POINTS (things to remember tov do or say)

B. Who is covered %y the law? Ré} Point out .legal et of hours a student~
1. Employees engaged in inter- learner may worksy = .
- state or foreign commerce 1. 8 houra in any one day.
2. Employees engaged in the prod- 2. 6 days in muny one week. .
uction of gogds for interstate 3. 40 hours in any one week.
. or foreign commerce. 4. Which hours? (see p.13, Excerpts *
3. Other specific enterprise as from Virginia Labor Laws)
defined by the Fair Labor o -
. S“ndards Act.- . . Refer to Handy Reference Guide to the
4. Equal coverage for men and Fair Labor Standards Act. Use opaque
women. : projector to illustrate pp. 3, 4, 5. ,
- C. . Overtime. Provisions _ " . Place the following problem on the -
" . After 40 hours, must be "board: Assume that you are employed by
paid time agd a half for the C & P Telephone Company, which is
! these hours engaged in interstat®.and foreign com-

¢ merce, and your hourly wage is $3.75.

. If you work a regular work week, what
would your earnings be? If 'you worked
48 hours 1in a work week, what would

your earnings be? T~
D. Exemptions from Minimum Wage ~ Explain sub-mifimum wage requirements. |,
- and Overtime Provisions : ) .
1. Administrative workers, Point’ out: Student workers cannot work
professional and executive overtime.
employees ; S a
2. Student-learnerge %
3. Other defined.€ases
E. Enforcement of the Laws - ', . Refer to Handy Reference Guide to the
- . Wage and Hour and Public . ". Falr _Labor Standards Act. Use opaque
Contracts Division of U.Q:&- . Projector to illustrate page 13, "Proce-

Labor Department. \
[ s
. ]

.dure for zﬁcovery of back pay." .

ITT. APPLICATION (drills,-illustpations, questiqga);j

A. Students tell about their claésificationhon the job, 1if they‘dfe employed.
B. Cite cases.of industries involved in hour-wage laws. o ¢
3. - Role Playing (see Games I§-2-2) . T .

2

IV. TEST T «

Give wage ﬁroblem with oiertime and define 8 wage-hour terms. '
Example ~ John makes $3.75 per-hour. He works 5 hrs/day on week days and 8
///quggurs on Saturday. How much does he make before taxes? '
N o 3

]

¥

Q ' . ’ . o  '. | 553‘
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SUGGESTED ACTIVITIES:

’

A. Discuss the pros and cons of having minimugi wage guidelines.
B. Bring in locat representative of the Department of Labor and Industry.
+ C. Set up a buy grade system. Print class money in various denominatioms.
$10, 520

(81, $5,

participation, assignments, etc.

, etc.) Assign monetary values to attendance, ta

At the end of each grading period the

student buys his grade with the money paid for his prior work.

_NEXT LESSON: Social §ecurity, Workmen's Compensation and Unemployment Cbmpen—

sation.:

- 56

<y
——

-

rdiness,
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OPTIONAL PRETEST - POSTTEST

Virginia has a minimum wage law:
True or False . ‘ ‘ T - -

The Federal Minimum Wage i8:

a. $1.00
b. $1.75
c. $2.20
d. $2.00
e. $2.50

A student worker may receive overtime pay.v

True or False = - ® &
)
Which federal department enforces the Fair Labor Sttandards Act?

a. Treasury

b.  Health, Education and Welfare

c. Labor :

d. State

A student workér comes under the Fair Labor Standards Act.

PR

True or False S

A
\

=

. ' : " Pretest II-2-1
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o ;- ROLE PLAYMNG .
S - : o

Choose one st:udg.nt:'to. be the manager of a company. . .

Give each of the ofﬁer students a slip of paper telling him how many
hours he is working per week and his monthly check beforé taxes.

Each student must first compute his hourly wage. |

He then must discuss with the "manager" his pleasure or displeasure with

his salary, hours, etc., and state facts (i.e. minimum wage, overtime,.etc.)
.

as to why it should or should not be changed.

5 8 Games I1I-2-2
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SUPPLEMENTAL
TEACHING MATERIALS FOR IWE
GENERALLY RELATED LESSONS

* Unit _ II
Lesson ___ 2

BOOKLETS ~

Fair Labor Standards Act of 193;>(ae amended, hours worked). U. S. Depaftment
of Labor, Wage and Hour anQ Public.Contracts Division, Washington, D. C.

20210.

Hourly References Guide. - U. S. Department of Labor, Whge, and Public Contracts
Division, Washington, D} C. 20210. . -

" An Important Mesq:ge for Job, Seekers. Michigan State Employment Service, 620
North Capital Avenue, Lansing, Michigan 48933. - .

Records to be Kept by Employers. U. S. Department of Labor, Wage and Hour and
Public Contracts Division, Washington, D. C. 20210.

A Teacher's Cuide to Credit Unions. Cons-International, Inc., Box 431, Madison,
Wisconsin 53701.

It's Easy to Hire Teenagers. U. S. Department of Labor, Wage and Hour and Public
Contracts Division, Washington, D. C. 20210.

Equa 1 Pay. U. S. Department of Labor, Wage and Hour and Public Contract Division,
Washington, D. C. 20210,
M

59
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INSTRUCTOR'S LESSON PLAN
Generally Related Information

Unit 11 -
- . i Lesson 3

SUBJECT: Social Security,'Workmen's Compensation and
Unemployment Compensation
: . SN :
OBJECTIVE: 1. The student will be able to properly fill out forms related
ﬂ“ to Social Security, Workmen's Compensation and Unemployment
Compensation. -
2. The student will have, or obtain, a soclal security card.

TEACHING AIDS: Blapkboafd, 16 MM projector, overhead projector

MATERIALS: Pretest—posttest, student notebooks, transparency, and.film:
Social Security, Workmen's Compensation and Unemployment Compensa- :
tion. 1976, Local Social Security Administration Office.

REFERENCES: Succeeding in the World of Work.- McKnight Aand Mcl(night Publishing
Company, Bloomington, Illinois. 61701, 1971.: % < .
Your Social Security. U. S. Department of: Healtﬁ vEducation and
Welfare, Social Security Administration, Washington, D.C. 20402
Unemployment Insurance in;Virginia.v/Virginia Emplozment Commission,
Richmond, Virginia 23219, 50 i v
The Virginia Warkmen'®s Compensation ‘Act, Commonwealbh of Virginia L

Depar tment of”Phrghases and Supﬂly, Richmoﬁd Virginia, 1972,- v

. Am dment - KA Y, . .
ST e endments - 973 - ; ﬁﬁl» ) n‘_._ | ’, L §Q. ‘
-SPEAKER (optional) Local represﬁptative froﬁ'the SociaI’Security Office. -'=x/
. ~ " 7(Should be.tdld in advance concerning$the level of group he
T T will be qddressing ) Yook AR .
5 . & . ~ Sy ': <' 8 s -, : v 5 R - :..;.I; * . . M *J&’,‘,
TR T S N ¢

. : RN C e f . ’
kY z e . . A . H - .

B 8

sav -

g S - ﬂ-_y‘ ;‘_'_‘ e ‘ o I f’r RS ,
1L PKEPARAJ;{ON (of th?e,lehmer) R Y -_.7§. R S
. w \'I; ' ] __. ’. I N -

. . ‘f o
. ,qu;ddhctio (Ref o‘Pr est I§%3 . » ‘k o ,i . ;j
Ce Dq{you ave a. al/s 'urityﬁ!prd £. s0, wha doesﬁnt mesn Qo yoﬁ in .
© A your presgnt’ w%rk? i y//} e Rt / P
.‘ Y s K ‘zNg . : \\' 7“, \/ :;::'0 : . . . ‘ \(
 How will if’ affectﬂyou in the fyture? R E}fﬁfﬂjﬁ- . 3’ c o
B . o 2 R ' ] B p
.-t/.ﬂé ._a'L‘f"f.'-' Y oy oy
; ﬁ, ( a. f o RS hd K . . - "\)- j ;;: . 2 . e 7 -
I1I. PRESENTAEION _ (of the information) S B L A R

.

:, INSTRUGTAANAL TOPIQS KEY POINTS (th#ngs to remember to do or say) .7
< . / {e ’ R ) . -
Lo pow film, "Sdkiii‘Security,ﬁqukmen 8 . . -

‘A, What is social se;urity7 :
- l.‘ A federali& sponsored re-~ |

KNP tif@ment ,pl ) Vo X2 ftipn. L o \ 5 T 3
" . .2, ‘Paid for by, - oth employer'_ﬁg;ﬁay; ' W N Ny o
. Al . N~ RNy S U
L & . and employeg % e Y. - ‘\\i . e . . \‘;‘/%‘ A
= 3.\ Pafﬁ upon -retirement - to w&rker ;ﬁkl' T R T -
o & governpent.. at stipulated s T
rates governed by the amount w v Bl 0
A L a y, I ' .

,4 o . , N ! "
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II. PRESENTATION (continued)

INSTRUCTIONAL TOPICS —_KEY POINTS (things to remember to do or say)
-
‘B. Purposes of Social Security STRESS: Benefits for young people 18-22
1. Supplementary retirement who are full-time college
plan for the individual students and disabled.
2. Provides income for old age
along with benefits for Explain the procedure for obtaining a
death and disability social security card. ) .

‘ 3. Providesfinancial assistance
for health through medicare Refer to Transparency II-3-2,

C. What jobs are covered? STRESS: Almost every kind of employment
1. Workers in and self-employment is covered
a. Factories by Social Security.
b. Offices
) c. Stores
. d._ Mines
e. Shops
* f. Mills
: 2. Some

a. State employees
b. Farm workers

¢. Household workers . .

d. Clergy S ) 8
e. Federal workers

. £. Fishermen

g. Members of Armed Services

h. People who work at-home

3. Self employed workers

D. Workmen's Compensation jg . Teacher, Supply answers on chalkboard.
1. What is it? ! ' _
2, _Who recelves 1it? *Point out times in which students are
3. What are the benefits? - not covered by workmen's compensation.
4. When are you covered? "1. Under the influence of alcohol.
5.° When are you not covered? 2., Under the influence of drugs.
6. Who pays for it? ¥

*EMPHASIZE: Students are to report all
: injuries to employer
immediately. -

E. Unemployment Compensation ’ Yave students answer questions orally.
1. What 1s it? ' C
2. Who pays for it? ) ‘Teacher, Write answers on chalkboard.
3. Who is entitled to receive* S C
it? *STRESS: Part-time working students are
4. How long do payments continue? not entitled to workmen's
5. When are you not covered? compensation. -

6. Where do you file for it?

61




III. APPLICATION (drills, illustrations, analogies, etc.)
. N ]

A. Discuss some cases in which workmen's compensation has been involved.

B. Is an individual able to provide the same security for himself and
his family that social security provides?

C. Describe how to go about applying for unemployment compensation if
the need arose.

.D. Have students write the Social Security Office and obtain statements
of their contributions,

IV. TEST

Give posttest.

SUGGESTED ACTIVITIES

A. Arrange for a representative of the Workmen's Compensation Office to
- speak with students. -
B. (Optional) Reading: Succeeding in the World of Work. McKnight and
McKnight Publishing Company, pp. 290-312.
C. Game of money for compensation. (See Games I1-3-3) .

NEXT LESSON: Sources of employment

¢



1.

2.

4.

5.

—

PRETEST -~ POSTTEST
What is your Social Security Number? N
What are some advantages of Social Security?
Py
Are all‘jotgg covered under Social Security?
How can workmen's compensation help you?

Who pays for unemployment compensation?

-

ST

- Pretest I(-B—l

63
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) . ‘
MONEY FOR COMPENSATION '
‘ i
'Give each student a Workmen's Compensation Disability Form (sheet with

diagram of body showing ﬁonetary compensation for loss-of various appendéges).
Have students draw slips of paper describing loss of app;!&ages d;ring
job reldted accidents. d
Students must first compute what their compensation will be.

The student with the largest compensation wins.:However; if he computes

it wrong, he loses half of his compensation. Then the student with the

. ¥
highest compensation which is correct, is declared the winner.
a
’ —~N
o )

A

0
. ‘ = ]
-
"
— - N N
—— 65 - &4,%* ~ Games II-3-3

: - )
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SUPPLEMENTAL
TEACHING MATERIALS FOR IWE °
GENERALLY RELATED LESSONS

Ty _ _ Unit _ II
BOOK ’ ' Lesson 3

™~

The Social Security Program in the United States.. Charles I. Schottland, 1970
Appleton-Century-Crafts, Educational Division,- Meredith £orporation, 440

Park Avenue, South, New York, Néw York 10017.

—

BOOKLETS

‘An_Analysis of the Ford e Plan for Supplemental Inemployment Compensation.
National Association of Manufacturers, Education Department, 2 East 48th
Street, New York, New York 10017.

{

Employee Health and Welfare Programs. National Association of Manufacturers.
"~ 'Education Department!,Z_East 48th Street, New York, New York 10017.

Schooiﬁbertification of Fuil-time Attendance for Social Seéhritx Purposes,
.- U.S. Department of Health, Education and Welfare, Social Security

Administration, Baltimore, Maryland 21235.

Social Security Handbook. Sociai Security Administration, U.S. Government
- Printing Office, Washington, D.C. 20025, $1.25. L
Social Security Information for Youpg Families. U. S. Department of Health
Education and Welfare, Social Security Administration, Washington, D.C.,
20402. .

Social Securiti;;gnorance Can Cost You Momey. National Research
424 North 3rd Street, Burlington, Iowa 52601, -$.20.

<

Soclal Security Cash Benefits for Students 18 to 22. U. S. Government Printing

Office, Washington, D.C. 20402, 5¢ or $2.50 per 100.

Unemployment Compensation in a Free Econ + Natiomal Association of Manu-
. facturers, 14 West 49th Street, New York, New York 10020. o
Virginia Workmen's Compensation Act, 1972, Amen@gd 1973. Commonwealth of
Virginia Department of Purchase and Supply; Richmond, Virginia 23219.

Your Medicare Handbook. U.S. Department of Health, Bducation, Welfare,
Social Security Administration, Washington, D.C. 20402.

)

FILMS . : —

Samuel and Social Security. This film is the saga of Samuel J. Pilgrim,'
one of the millions whose work is covered by the social security law.
It explains the benefits which are ayailable under the law. 14 minutes,

—

color, Social Security District Oﬁfice.
/

66 -
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INSTRUCTOR'S LESSON M
Generally Related Information

Unit __II
Lesson 4

SUBJECT: Souyces of Employment

OBJECTIVE: ;pe student Will be able find a job lead from 3 different
" dources. He will be able to compare the differences between
public and private employment agencies.

TEACHING AIDS: Blackboard, overhead projector
. ) - .
MATERIALS: Pretest) ‘transparencies, phone book, classified ads (local newspaper)

REFERENCES: ~ How to Get the Job. Science Research Associates, Inc., 259 East
Erie Street, Chicago, Illinois 60611.
How to Get and Hold the Right Job. U. S. Department of Labor,
Washington, D.C. 20000.
Succeeding in the World of Work. McKnight and McKnight Publishing
Company, 1970, Bloomington, Illinois 61701.

)

\SPEAKER: Representative of the Virginia Employment Commission

I. PREPARATION (of the learner)

-

Introduction (Refer to Pretest II- 4-1)
Joe lost his job due to the fact that the company had too many workers.
Where would you, as a student, look for a job if placed in this position?

. 7

.

II. PRESENTATION’

INSTRUCTIONAL TOPICS ° KEY POINTS (things to remember to do or say)
A. Sources ' - ‘Ask: When looking for a job, there are .
1. iips from relatives and a number of good sources for leads.
friends What are some of them?
2. Teacher-coordinator.
3. Classified ads STRESS: Best source is tips from rela-
4. Applying to local industry tives' and friends.
, without lead
5. State employment agency Refer to Transparency II-4-2, ;
6. Civil Service ‘announcements.,
7. Yellow pages .
8. News stories about new indus-
tries - :
9. Private eﬁﬁloyment agencies =~
10. School guidance counselors L

! °




97

II. ' PRESENTATION (continued)

INSTURCTIONAL TOPICS KEY POINTS (things to remember to do or say)
B. - Public Versus Private Employment STRESS: Differences between public and
Agencies : private employment agenciles.
1. Public ,
~ a. Free ' ) STRESS: Most employers have good rela-
b. Various types of jobs ) tionships with employment
available agencies (public).
c. Testing is available to-
determine applicant's Refer to Transparency II-4-3.
qualifications. S ' .
2. Private STRESS: Many good employers do not
“.,a. Charge a fee ’ work with private agencies.
"b. Often handle jobs with : :
high qualification Refer to Transparency II-4-4.
requirements - ' . . .
¢. Some employers pay job
fees

III. APPLICATION

A. Have each student read a classified ad for employment.. Have him tell
whether, it is a good or bad source of employment and explain his answer.

B. Have an employee of the Virginia Employment Commission speak to the
class as a guest speaker.

1

IV. TEST

Have students 1list three sources they would use in finding a job, in order .
of use, : ,

Have students give the advantages and disadvantages of public and private
employment agenciles.

|

r

SUGGESTED ACTIVITIES: S | -

A. Arrange for trips to an inddbfry to talk to a personnel mar

B. Arrange for private employment agent to talk to class. _

C. (Optional) Reading: Succeeding in the World of Work. . McKnight and -
McKnight Publishing Company, PP. 26-30.

-

NEXT LESSON Job Application Procedures

\ . . ) -

‘e

o
A

68
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OPTIONAL PRETEST

_The most productive.source of finding a job is tips from friends and

relatives.

-

(True of False)

Three other soyrces of employment are classified ads, Civil Service announce—

" ments, and the yellow pages. o - N

)
(True or False)

v

‘ Two.types'of‘employmentlagenciea are public apd.private.{/’“

(True or False) ~ 4 . - > :

The private employment agency charges a fee for its services.

. "\\p" a
(True or False) S
& 25

- . jﬁ%
- . S TR . Pretest II-4-1

It
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~ SOURCES OF EMPLOYMENT

39

- TIPS FROM FRIENDS
AND RELATIVES

: muﬁes\%'nv (( 5
COMING! / 1T —

NEWS STORIES

ABOUT NEW
INDUSTRIES.
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PUBLIC EMPLOYMENT AGENCIES

- VARIOUS TYPES
\\s/" 1\ OF JBS
| Q\/ o aap N,
v -
X
T X
“TESTS ARE AVAILABLE

FOR DETERMINING THE
APPLICANTS' QUALIFI- _,

T -

CATIONS Hig
| | T\
”': 71
El{fC Transparency 1I-4-3
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CHARGES FOR SERVICE

VERY SELECTIVE. ’

)

"'DO YOU PAY JOB FEES ?
1 YES, WE-PAY [ ¢
JOB FEES.

SOME EMPLOYERS PAY JOB FEES

Transparency II-4-4

o | 72
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SUPPLEMENTAL
TEACHING. MATERIALS FOR IWE?’
GENERALLY RELATED LESSONS

Unit _ IT
. Lesson ___ 4

BOOKLETS

Careers in the 0il Industry. American Petroleum Institute, 1271 Avenue of the ‘
Americas, New York, New York 10020.

Can I be a Technician? Let's Find Out. General Motors, Public Relations
Staff, Detroit, Michigan 48933. :
’«.

Choosing Your Career. Michigan State Employment Service, 620 Capitol
Avenue, Lansing, Michigan 48933. »
- _ .
Finding Part-Time Work. Science Research Association, 259 East Erie Street,
Chicago, Illinois 60611.

Getting the Right Job. The Glidden Company, Executive Offices,'900 Union
Commerce Building, Cleveland, Ohio 44101 (no cost).

A Guide for Job feekers. American Management Association, 135 West 50th Street,
New York, New York 10020 (no cost)/ :

How to Find a Jéb. American Technical Society, 848 East 58th Street, Chicagq,
Illinois 60738, 30¢. . "

An Tmportant Message for Job Seekers. Michigan State Employment Service, 620
North Capitol Avenue, Lansing, Michigan 48933 (no cost).

Looking for Work - 21 Points to Remember. Michigan Statg Employment Service,
620 North Capitol Avenue, Lansing, Michigan 48933 (no cost).

The Sﬁéfy of Employment. E. I. DuPont De Nemours and Company, Inc., Publica-
tions Division, Public Relations Department, 8070 DuPont Building,
Wilmington, Delaware 19898 (no cost).. )

Want a Job? Michigan State Employment Service, 620 North Capitol Avenue,
Lansing, Michigan 48933 (no cost). :

FILMS
Finding the Right Job. Shows job lead sources, some of the crucial stages 1in

obtaining a job, what the company has to offer, and how to find the right
job. 10 minutes, State. ' k

Planning Your Career. This film shows how a high school boy goes about choosing
and planning for his' future career. 20 minutes, 1954, State. ~ :

Your and Your Work. State. ' -
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. Steps Toward Emp&oyme Q.F“Telepﬁone Co§§j§¥ 703 E‘§f Grace Street, ’/
Richmond Virginia 23206 . ~ A ’.« “9?< ' f.‘_uy'a .

,@elen J. Keily‘and R.:G\'Walters, Southwestern
1, Ohio 45202, . -. ’~~Tf A

How to  Find andg;gpiy for & Job.
Publishing Company, Cincinatt

. ?.\ V..
You and Your Job —°Findi;g,It Getting It and KeepingﬁIt \ Helen J. Kelly and
R. G. Walters, Southwestern' Publishing Conpany, Cincinatti, Ohio 45202.
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£y

INSTRUCTOR'S LESSON PLAN
GenerallysRelated Information

Unit 1T :
Lesson 5

SUBJECT: ~ Job Application Procedures

-OBJECTIVE: The student will be able to f£ill out a job application form." -
The student will be able to prepare a list of information to take
with him when applying for a job.

TEACHING AIDS: Blackboard, 16QMM projector, opaque pfojector, overhead projector
MATERIALS: Pretest, letter of apblication, personal data sheet, job application
form, handouts and film: Aptitudes and Occupations, 1965, State,

transparencies. e T~
R 4

REFERENCES: How to Get the Job. Science Researéﬁ Associates, Chicago, Illinois
60600.

- You're On Your Way. Nationa Dairy Council, Chicago, Illinois -
60600. : ® ,
Succeeding in the World of Work. McKnight and McKnight, Bloomington,
Illinois 61701. .

I. PREPARATION {of4the learner)

Introduction (Refer to Pretest II-5-1)
Show students an application form.
Refer to Handout II-S5-4a ahd.II—5—4b,

¢

 II. PRESENTATION (of the information)

INSTRUCTIONAL TOPICS KEY POINTS (things to remember' to do or say)
A. General Information Needed for Show film Aptitudes and Occupations
Completing Application
1. Letter of application © Ask: How can-a letter of application
a. Source of job: information and a personal data sheet help
b. Why you are applying . you get a job? )

c. Personal data sheet ‘ o - '
(1) Name, address, phone ~"""S'I:RI‘.%SS: Personal data sheet is a sepa-

number and age W..7 <« rate gheet attached to the

(2) skills letter of application. Include

(3) Education ‘in personal data sheet qualities

. (4) Previous employment you do have, not what you don't
‘and experience ~ have. Personal data sheet is
//' (5) Hobbies and interests also called a régume.
' (6) Extra curricular acti- Refer to Handout IT-5-2.

vities ‘

(7) Character references Handout II-5+3,
d. Request for interview '
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II. PRESENTATION (continued)

INSTRUCTIONAL TOPICS . KEY POINTS (things to remember to do or say)
B. Employer's Application Form Refer to Job Application form {I—S—Aa,
1. Social Security card IT~5-4b. *
2. Rules to follow in completing .
form R Ask: What information is needed from
a.. Read all instructions the letter of application and
b. Print carefully and neatly persomal data sheet?
c. Use ink . Refer to Handout II-5-5.
d. Fill in all blanks
e. Answer all questions . STRESS: Rules to follow in completing

job application forms.

III. APPLICATION

A. Have students complete an application form for practice.
B. Have students complete an op-scan e application form.

IV. TEST /
A. Have students .list all iﬁfbrmation needed when they go for job interview.
B. Have students fill in an employer's application form.

- SUGGESTED ‘ACTIVITIES

A. Have students write a letter of applicationm. . 8

B. - Have students collect and compare application forms from local
industries.

C. (optional) Reading: Succeeding in the World of Work. McKnight and
McKnight Publishing Company, pp. 38-51. ,

NEXT LESSON: The Job Interview

76




/ PRETEST - POSTTEST

Should an application for a job be written in pencil, ink, or completed on
a typewriter? :

What is meant by marital status?
How should you sign your application?
In what situation should you write a letter of application?

What kind of information should be presented on a personal data sheet?

77T | Pretest II-5-1
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PERSONAL DATA -

Personal Name:- Ann Kiwaski ‘
) " Address: 2100 Broad Street, Richmond, Virginia 23200
Phone:  804-769-1401
Age: 16 b
Height: 5 feet, 5 1/2 inches
Weight: 112 pounds
Health: excellent

Skills Cash register operator
Floor polisher

[~2

Education Freshman at Central High School

Subjects studies English, 1 year e
' : Math, 1 year 5
Science, 1 year .

Industrial Work Expérience, 1 year

i

Experience One year as cash register operator at Hardee's Restaurant.

\

Outside interests and hobbies car racing
-music

References Mr. Ben Jones, Manager, Hardee's Restaurant, 1726 Main Street,
Richmond, Virginia 23200.

Mr. Glen Hargrave, Work-Experierice Counselor, Central High
School, Richmond, Virgipia 23200.

Miss ‘Charmaign Douwith Vocational Instructor, Central Middle
School Richmond, Virginia 23200.

7 8 Handout II-5-2
i
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'Q L 2100 Broad Street o
. o Richmond, Virginia 23200
July 16, 1974

Mr. Theodore McKinney
Personnel Director
McDonald's ' e
1147 Main Street

Richmond, Virginia 23200

Dear Mr. MEKinneyf
. )

Mr. Glen Hargfave, Work Experience Counselor at Central High
School suggested that I contact you about the cash register operator
at your restaurant. Please consider me an applicant for that position.

During my freshman year in high school, I participated in work-
experlence education. My job assignment was as cashier at Hardee's

Restaurant where T made use of and improved the skills which I learned
in school.k

I plan to continue my education next year and hope someday to
become a manager. May I have an interview? I shall be glad to call
at your convenlence. My home telephone 1s 769-1401.

. Your truly,

i

Ann Kiwaski

79 Handout II-5-3
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APPLICATION FOR EMPLOYMENT

AN
PERSONAL INFORMATION Social Security
. ' ’ Date Number.
Name i Age Sex
Last " First Middle
Present Address - : .
Street ~ City " State
Permanent Address ~,
. Street City State

Phone Own Hope . Rent . Board

: Color of Color of
Date of.birth Height Weight Hair ._Eyes
Married Sf'éle Widowed Divorced ' Separated

. Dependents other Citizen Yes
Number of children than wife or children of U.S.A No
If related to anyone in our’ employ, '
state name and department . Referred by
EMPLOYMENT DESIRED
Position i ___Date you can start - _Salary desired
. If so,may we inquire

Are you employed now? of/your present employer?
Ever applied to this company before? Where When
EDUCATION - 'Néﬁé.and Location of School Years Date - Subjects

- Attended -Graduated Studied

Grammar School .

&

High ébhool

College

Trade, Business ' o < <
or Correspondence

School '

.
LA

Subjects of special study or research work ,

13 : LA

What foreigh languages do you speak fluently? Read Write

U.S. Military or Present membership in o
Naval service Rank National Guard or Reserves

Activities other than religious
(civic, athletic, fraternal, etc.)

Exclude organizationé the name or character of which indicated the race, creed,
color or national origin of its membggs.

(CONTINUED ON NEXT PAGE)

Q- _ ‘// | 8()

Handout II-5-4a
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FORMER EMPLOYERS List belqﬁ last four employers, startiné with last one first

N .

e

Date j ‘ - Reason
Month and Year Name and Address of Emplover Salary ! Position for Leaving
-From : ' . ' .

To

From

To

From

To

From .

To ’

REFERENCES: Give below the names of three presons not related to you, whom you'
have known at least one year.

Name Address Business Years Acquainted
1 ‘ ’ ‘ : ' " o
2 - ' _kE""a' s ' . ) ﬁ 2
\ 30 «’b’-‘ﬂ.

PHYSICAL RECORD:
List any physical defects

Were ydu ever injured? Give detaills

- Have you any'defects‘in hearing? In vision? In speech?
"~ In case of
emergency notify

Naﬁe Address Phone Number

\ .
I authorize investigation of all statements contained in this application. I
ungerstand that misrepresentation or omission of facts called for is cause for _
dismissal. Further, I understand and agree that my employment is for no definite
period and may, regardless of the date of payment of my wages and salary, be '
terminated at any time wiEEBﬁ? any previous notice.

Date Signature

DO NOT WRITE BELOW THIS LINE

Interviewed by Date =

REMARKS :

Neatness i Character

Personality Ability

. A .

.Hired _ For Dept. Position Will Report Salary Wages

Approved: 1. 2, s 3.

Employment Manager ~ Department Head General Manager

N )

Handout II-5-4b

81 o '
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RULES TO FOLLOW .IN FI@LING OUT AN APPLICATION FORM
. _ ;

gglr Fill out the application by printing in‘ink or use a typewriter.

2. Answer every question that applies to you (1f a question does not apply,
you may write "NA", (meaning not applicable), or draw a line through the
space to show that you did not overlook the question).

»

3. Give your complete address, including zip'eode.

4., The question on marital status simply means whether you are single, married,
separated, divorced or widowed. ‘

5. Spell correctly (if you -are not sure about how to spell a word, try to use
another word with the same meaning).

6. The question on place of birth means the eity~and state in which you were
born, not the name of the hospital.

7. A question on job preference or "job‘for which you are.applying" should be
answered with a specific job title or type of work. Do not write "anything'";
employers expect you to state clearly .what kind of work you cgn do.

8. Try to have in mind all of the schbols you have attended and the dates of
your attendance (i1f there are several, it i1s a good idea to write them
down_ before you apply for a job).

9. Be prepared to list several good references. It is much better to ask per-
mission for those you plan fo list. Those considered good references include
(a) the pastor of Yyour chuich, (b) a former employer, (c) a teacher who
knows you well, (d) friends who are established in business.

10. When you write or sign_ytur name on the application, use your correct namé?

not a ''nickname". Your first name, middle initial, and last name is usually

preferred.

_ 11. Be as neat as possible (the employer expects that your application will be
- -an example of your best work)

QY )
g2 - : Handout II-5-5
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© SuPPLEMENTAL | S
@ TEACHING MATERIALS FOR IWE : 3
' GENERALLY RELATED LESSONS )
. | | o Unit II
2. _ . .= Lesson 5
BOOKLETS -
% 4
% S -
Go Places Gal. National Dairy Council, Chicago, Illinois 60600, ; "
' ’Makingjthe Most of Your Job Interview New Yﬁrk Life Insurand? Company,hLocal
T Office. .
" Your Life Style. American Ingtitute of Men 8 and Boy's Wear, Inc s 1290 Avenue .
of the Americas New York, New York 10019. L
, ) . _ 7
’ s, T - : . . . o
| FIMs : : 3 S

'Getting a Job. Shows how a high school boy ‘goes ahgut getting ‘a job which willgg
, lead to his ultimate voeational goal 20 minutes 1954, State.
¥ ) L
Personal Qualities for %ob Success. This film shows how students cén‘get job
the right way. 1952 State : - .

- .
o

Planning°fof Success. Bill learns .that his failure in track 1s dpe to setting
" higher goals than he is able to fulfili. ‘11 minutes, 1957, State. ‘

S ‘l _ BT A




;JfI.-;PRESENTATION (of the‘fnformation)

124

LW

Ry o o T a Uv{e_y_
g JL{*\ ' . Ly __,E“". - ‘r 3 "/’.:) Ce Lessdn 6

IR WY |
SUBJECT - The Job Interview N N
: éi

kY M % 3.
. ’” 9 w;,r . : ,; .
OBJECIIVE. The, students*will be able to successfullyn ‘,t&cipate in an inter-
_ % ;ﬁ' view with a. pbtentiaL ‘employer. b :
.JJ ,‘,‘¢ ) » i
,TEACHING AIDS: Chalkboard,xoverhead projector PR , ang
T4 3* ‘

MATERIALS Pretest, handouts, transparencies, video tapiw

Chicagd T}linois

REEFRENgEs, How to Get fhe Job. Science Research Asso"th
oo 606007 - . :
& ' Makin g the Most of Your Job Interview. New York Lif}\;nsurance

, Compary, contacg.lgng~»agent.
'_Succéediggfin th?“‘ '

I.

@ fIntroductiOn (Refer‘to Eretest II-6—1)
oL Referfto Tieusp§§éncy II-6 2 First impressions are 1astin§ ones.
%

e

i

3

gﬂ’INSTRUCEIDNAL ‘TOPICS KEY POINTS (thi;gs to remember to do or say)

: Rowoe” .o
A.‘jInterView*Rrocedures * STRESS: Why péﬁp%e aren't hired. .
P Prepare ﬁor interview. N N S T
D 2. Know;somethtng about the Refer to Handout II-6-3. '
T industey.” i ' '
.. -a. -Execufives . : \\*j J
' 5?& bes “Type of production system
’ c. Products
d. Interviewer's name
" B. Personal Appearance Refer to Transparency II-6-4.

1. Personal grooming of girls

Appropriate dress for the
articular job.

2. Personal grooming of boys -
* 3. Girl's dress.
4. Boy's dress

STRESS:

g Refer to andout II-ELS, Pefsonal
\ - . Appearance of Applicants. ‘ ‘

8 N . .
b . =

3
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II. PRESENTATION (continued) s
INSTRUCTIONAL.TOPICS -KEY POINTS (things to remember to do ro say)

?mﬁ _ -
C. The Interview o , " Refer to ransparén es II-6-6, II-6-7,
: 1.. Be on time .. ! - II-6-8 {¥1-6-9 i
r 2. Use good podWure ' , K
f%ﬁ?i 3. Use normal. grip in handshake STRESS: Points. tb remember when pre-
4. Avoidlmannerisms paring’ ﬁ?r»or at an interview.
5. Show spirit and enthusiasm
6. Talk about your IWﬁ'training Refer t§ Hando
~ 7. Show courtesy to all Refer to\Handout : 31—6-11 Questions
8. Be confident and prepared’ Asked Dur ng the.
9. Be specific about your abilities P
10. Leave when employer terminates

. the interview

’j}ﬁ. APPLICATION  °© §
A. Have'a,local businessman put on a mock interview
B. Have'stWents condtct mock interviews, and have class evaluate.
C. (optiomal) Have sstudents prepare and act out skits of interviews on
video tape recorder to determine their‘%rrors.; . ﬁiwﬂ

3 . : S

IV, TEST T j . x
A. Posttest.
B. Have a mock interview with obvious mistakes and ask squdents to use
constructive criticism.
» . EETE N : o ; !

s )

SUGGESTED ACTIVITIES

A. Have-Students prepare g
) asked on interviews. o
B. (Optional) Readings; b
¥ ' . McKnight Publishi

~_NEXT LESSON: Employer-Employee Relations
] A )
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* OPTIONAL PRETEST

True or False:

T - F 1. When app¥ing for a job, one should dress conservatively.
Q, - °
"

T F 2. One should always know something about the firm when s
applying fot a job -

T F 3.. If asked in the interview what type of job you want, the ¢
best answeg is "just anything". : )
v )‘Q\ N &
T F 4. Self-confidence is bad when applying for a job since it
makes the applicant appear "too cocky". . . \,‘
T .F 5. Some employers give a test during the-interview process.
. kg
) o
g
i
o )
. - ‘ Prege‘sé -11-6'-—1"@.':"” R
P s . ‘ . R R
$ - 86 | g
. - ~—
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NS ARE LASTING ONES,
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WHY PEOPLE AREN'T HIRED R TT AN

e A T . . o ﬁ'"< -
-Eégx“ﬁérsonal appeararics. -~ ' '
Ovérbearing - overagﬂﬁssive - conceited "superiority complex 'know-it—all"
Iﬁﬁbility to express himself clearly - poor voice, diction,isg
;Lack ‘of° planning for’ ca:eer - no purpose and goals. -
R L.ack of interest and e&ﬁhusiasm - passive, indifferent.‘
" Lack of confidence and poise - nervousness - ill-at-ease. PR
¥ Failure to ‘participate in activities. Al jg & '
) . Overemphasis on money - interest only in best déllar offer.

R Poor scholastic record - Just got by. -

'10.  Unwilling to start at the bottom - ects too much too soon. v

11. Makes excuses —’evasiveness - hedgeg/on. unfavorable factors in record.
12. - Lack of tact. ° ‘ T " : -

5

13. . L8ck of maturity

14.. Lack of courtesy - ill—mannered
¥5. 'Condemnation of past employers.
16. Lack.of social understanding.
*17. Marked dislike for school work. .
18. Lack of vitality. S .
"19. Fails to look interviewer in the eye. -’

20. Limp, fishy handshake. » ) ’
21. Indecision. \ ' ‘ ? -
'22. Loafs during vacations — lakeside pleasures. : ' E
23, Unhappy married 1life. , - , T
24, Friction with parents. . =
25." Sloppy application blank. : ' . v , , .
26. Merely shopping around‘ - _ _ o o
27. Wants job only for. fhort time. , .

28, Little sense;of humor. .

29. Lack of - knowledge in field of speplalization.

30.- Parents make decisions for him.

31. - No. interqst in company or im industry.
“973Zf=~Emphasis-on whom he knows.

"33.  Unwillingness to go where. sent.

1

3. Cynical. < - & _
35, ' Low moral standards. - ® o o :
©.36. Lazy.
37 Intolerant - strong preJudices. , .
38. Narrow interests. - iy o .
39. Spends much 1o in,movies. ﬂ;u; - : ,
40. “Poor handling of ersonal finances. L
41: No interest in community activities o
- 42. Inability to take ¢riticism. - N Toan .
;&43;_¢Lack of appreclation.of the value qf experience.” v 1%@¥§;f
-’44, Radikgl ideas. gp e B ~
. 45. Late ¥p-interyiew witheut good or. ' . e
46. Never heard ggécompany éa%% ' : . v # -
47. Fallure to express appreciat;on for interviewer-s time.'
48. Asks no questions about the‘job L ) . A ) s
49. High pressure type. . vﬂi\_/lﬁ BERRLSY ‘ y

- 50. Indefinite response to questions.h_ L

L)) . L ' w E q ) o ) .
' »7“: g U '7 ".{ffor . Handout IIf6—§
-88 - PR
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JOB INTERVIEW

Sl NPT T . -

g
REMEMBER DRESS FOR A JOB, NOT
Vel - FOR APARTY!
Trgnsparency II-6-4

o ‘.?A 1, | ' 89 ' .




GAEPEARANCE OF APPLICANTS

J

[

A. Personal Grooming

Girls

-1. Hair - clean, neat, and suitably styled.

2. Skin - c¢lean., o .

3. Teeth - clean. » A[ »

4. Make-up - not too much; suitable for time of day.

5. Nails - clean, not too long, not too highly polished.

A

Hair - well groomed, clean, acceptable st¥1e.
2. Skin - clean. -0 ] g

3. Teeth - clean. ! R
4 Face - cleanly shaven. :

5. Nails - clean and«well—shaped . 4/

), 0

2

B. Wearing Apparel . f\\\\_////ffr s

1. Dress - conservative as to cut and color...yd; ‘ foI
2. Accessories ~ clean and of a type to enhance appearance. ’
.3. Shoes - clean, polisbed,ﬁand in good condiiion.
4. Jewelry -~ appropriate to™togtume and for work. ‘
» e -
- Boys f@z .

» . . N T e
© ¢ Acteptable dress - well pressed suit o sportcoat and slacks.<%”
- 2. Shirt - clean, well presged, no frayed collar and cuffs.

3. Tie - clean and well presaed in harmony with: uit.
4
5
6

~.:Sq¢ks ='in hartiony with suit and tie; DO Nof WITHOUT SOCKS

... Shoes - clean, well-polished, in good condition.

. ) BEADS, etc. ) ) ) b e ‘J e

:".-:Jewefty - Acceptable 1F it does ‘fiot draw attention. .NO MEDALLIQNS,

135
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JOB INTERVIEW

| 7| | PersomEL

. &

™~

fol\l[) F’1EREE'=ua;quE51:'!! 14‘ ;

“

J
MR ¢
-

Trans pé:egcy II-6-6

&

91
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JOB INTERVIEW

AT ' | ' ElL, IM OOD AT

WHAT TYPE. OF WELL

woRk Do YoL - | CARPENTRY, M ASONRY,

do BEST? . CoOKING, MANAGING,
' ) RUNNING MACHIN ERY-

EVERYTHING !+

»
. AR
PRSI Sh %
W'M_p;;;,;’:, e
Wl e

SPECIFY DONT BE A JACK- or ALL
S TF‘ADES"

TranSPa!feﬁC}"”I‘f"G"q‘-: <

-

3 s
. N .o AR
[ L R
<. ' 4. * v
L N - .
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USE A ‘FIRM HMDSHAKE BUT .
‘DON'T TRWTO PR&VE HOW- §FRONG R
YOUR GRIP CAN BE!

i *

- ] Ty : w0
e --M_-»-Q;a—A : . Transparency II-6-8 -3
93

.
2 [ +
* . L4 N -
. - . 9y ¢ [
o g, - A
T - 2 . . . . .
s .
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- LEAVE WHEN THE EMPLOYER Engs -
THE mTERwsw e
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THE JOB INTERVIEW
-~ 1. Always go alone. i : : T
2. Be on time for your appointment; be 15 minutes early if possible.-
*3. Do not chew gum or smoke refuse if either or-both’ is offeﬁed : v

"4, ‘Greet. everyone with a smile and a4 firm handshake.

5. Introduce yourself by your proper name; do not use nicknames or use Miss,
-Mr., or Mrs. .

6. Have completed letter of application, employer's application, gnd your
personal data sheet. -

‘¢f7. Call the employer by his correct‘given name. .

8. Look at the --iihterviewb while talking to him. - .
»*
9. Answer questions briefly using good grammar and do not use slang Do not
interrupt while interviewer is talking.
b e .“ , * ’
10. Be truthful " '_"-“*“”; :
11. Sell _your qualifications for the job rather than your need\for work.
e .

i

12." Avoid discussing politics or religion 1if possible, unless i\\pertains to.

the job. L
13. 1If you are offered the position, you may ask‘ggout the salary,, but don't
, appear interested only in the benefits.: e
14. Do notnfumble with hands or objects in lap. . < t .

. lSi Use good.posture at all timei. " :
.o r
16, The interviewer will close the interview.

17. Thank him for his time. .

o

. ) '(_r""\ Ny ]
. ‘ - ‘J‘) : ) ' Handout II-6-10
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" IR QUESTIONS OFTEN ASKED DURING THE INTERVIEW

1 SN
L f

1. Why would you like to work for this‘company?

2. Are you looking fpr permanent or temporary work?

3. What: job -Mould you like most?
':.vd" 'V t ' ) .
4. ﬁbﬁp o yau wish to be'doing in five years? In ten years? |

A
S

5. B&“gpgiificacions do you have for this job?  ; - R
6. What subjects in-Bchool did you like best? Leas‘t?" v _ ‘ L, ‘
7. Do you prefer working‘alone or with others? S L . i

"8." How do you spend, your spare time?

9. What magazines do you rqad?

16. How do you feel abdet' vorking overtime?

17. Do you attend school regularly? How many days were you out laat year? .

N

18. What grades have you received in your school Work? - ’ B
19. When can you begin work? . o N
. , A K 7 .
20. How did you become interested in this' company? - . '7
1 : v, | .. ,;’ . . | .
. oo .. . Q Coe
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- : . SUPPLEMENTAL .

" . TEACHING MATERIALS FOR ICT ,
GENERALLY RELATED LESSONS : s
/ * " r
/ R ' : Unit \\II
. @ o : , i ‘ = Lesson 7 6
BOOKLETS ’ e T . -
* ———

' Manual of Employmerit Interviewing. Department of the Navy,‘Adminiéfrafiié'Office,
Washington, 25, D.C. : - . '

>

= Can*I Get.The Job? General Motors Corporatioﬂ,_petfbit, Michigan 48233, free. -

& '
Grooming for the Job. The Mennen Company, Morristewn, New Jersey 07960.
V' .;. - - -
- ! '.. l . *

FIlMS | 4 L ‘ e y

Getting a Job. Film shows a high school student going about;ZEtting a job. It
discusses the six major roads to a job, the preparation of a personal data

sheet and the interview. 20 minutes,°¥954} State. ~, . -

Good Grooming Wardrobe. How to select clothes to suit individual Jneeds,
Importance of style and selection of ‘clothes as well'as posture. 14 minutes,
1961, State. :

I Want a Job. Although clothing styles of actors are butaned, this film is
. - ‘éxcellent i? describing the job intérview. 20 minutes, 1941, State.
’ " ' . ' > o

2

Mo
[4

4
: < .
p .
- S .
v .-
-} ¥ X\
‘-, p
- . .
~ . M * -
_ | A
* . ’
% < 7 - '
s: LY ! e R ' /v—’/ p J' ll
' s \ .
- , 97 . < '
- ’ > 2 Q
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' Lesson 1. Getting Along With Your Emp];oyeb~
: L ) ¢
'Lﬁsson 2, Getting Along With Co-workers
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INSTRUCTOR'S LESSON PLAN “—
~.Generally Related Information . e

.- ; ' .ok . Unit III
\ i F ——
: o . Lesson 1

| SUBJECT: - «Getting Along With Your Empleyer

o : PR , . .
'OBﬁECTIVES: The student will be able to discuss ways of succeeding with an
¢ ~ employer. The student will be able to list attitudes and char-
. . acteristics needed on the job. The student will be able to
s explain why a company has rules and regulations.
) .
B?EACHINGIAIDS Overhead projector, movie projector, tape recorder'
MATERIALS: Transparencies, ‘film: ~The Bright Newcomer, 10 minutes,
‘McGrew-Hill Book Company, 330 West 42nd Street, New York, New -
M,QYork‘ Employer's Rating Sheet (Refer to Handout III-1-1 at the
D end of this 1esson), Tape: "'Attitude," by Earl Nightengaie.
. e a
- REFEBENCES: Booklets, Your Personality and Your Job Daniel Snick, and What
e Your Employers Want, James C. Worthy, both from Science Research -
o ST Associates, Inc., 259 East Erie Street, Chicago, Illinois. .
ST Succeeding in the World of Work, Grady Kimbrell and Ben S. Vine-
. ' : yard, McKnight and McKnight Publishing Company, Bloomington,
Illinois.

.

SPEAKER\\/Invite a speaker from a local industry to speak to the class about
employer—employee relations.

‘T, PREPARATION (of the learmer) . . L

| R ', o : ' L |
A. Relate s\qase.of an employee who has’ been dismissed and cite the reason.
& s R 4 A i ‘ o _’///.//
. - N - "/’ -
I;;L PRESENTATION (of the information) ~
) INSTRUCTIONAL TOPICS ' KEY/POINTS (thing to remember to do or. say)
A, Know your employer A t//ﬁ C Ask students to define the term .
1. Define "employer Y "employer". : .

2. Explain employer's”-

responsibilityv,// In what ways is an emp1byer respon-

t ‘a. Gustomers ~ - - sible to:
" 7 b. Community '\ - - Customer Produce a good quality
"~ ¢. Employées - . of goods at a fair price.
: /// A o Community Provide jobs and pay
’ _\ I - taxes.’
\* : Employees Fair wages and job
. v“N ‘ , security.

Show ansparency ITI~1-1.
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»
~ I1.” PRESENTATION (continlied) - o o o
INSTRUCTIONAL TOPICS " KEY POINTS (things to remember to do or say)
A. Know yours employer (continued) T

3 -

~

c.

. S :
HOWVmN oW,

£ W R

. The

< Job
1 -

, b-._\
" point of view".
" Never make excuses

Define: "Good
Relations"

(The Art of getting along

with people.) *

~

a;

Why human relations
are important.
1. We all live and
work with people.
2. Job sucdess and
happiness depend on
. good human relations.
3. The way;I treat -
others effect their
treatment of me.

. What an employer lookd for

Admit your errors )
Be attentive S '
‘Try to please '

Regularity and

dependability
Be agreeable

. Temperament
"Initiative ~ "
Liking your work
Friendliness
Responsibility

Do your job well

e ¢ .
mset(@éportant‘factor-in
success is attitude.
Your employer expects a
positive attitude

a.

Smile "7 !
See other person s

Respect ideas and

~ opinidéns of others .

Never complain .
Seldom critizes others
Accept responsdibility
‘for mistakes .

Q'

Show Transparency III-1-2,

o

B

Praw 1deas from group. "

_Ask: What information would be help-
ful for each member to know about
the other?

To develop an understanding for the

need of human relations between -
eqployer and employee. :

Hand out: "I want storker“, III-1-3..
Show Transparency III-1-4, )

STRESS: Personal qualities importance.

A - . 1 é
- Play tape. Attitude by Earl Nightengale

Discuss success in terms of characteristics.

* Refer to‘TranSparency ITI-1-5. .

100 ‘ \
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9

4 ' S |
II. PRESENTATION (continued) T , &
INSTRUCTIONAL TOPICS KEY POINTS (things- to remember to do or say)
D. Why a company has rules and regu- Refer to Transparency III-1-6.
. lations . ¥
1. How they affect you Invite a personnel director from a
2. Why they are important . local industry to discuss why a com-
3. Your protection pany has rules and regulatioms. -
4. Safety regulations
5. +«Necessity in industry : Have students to explain a «xule or
, regulation which they do not agree -
with at their place of employment.
Invite a school principal to explain
why a school has rules and regula—
tions.
E. Employee evaluatioms Refer to Handout I11-1-7 at the end
Why use them? . of this lesson.
'l.  For grades :
2. To know where you stand ) Explain the evaluation sheet tb the
" " on the job 4 * students. Tell them what they will
3. Promotion policies be graded on.
4. Increase in wages '
- 5. To gain information-
- 6. To discover weaknesses and '
strengths of the employeée ' A “\
7. To create a communications ' . ‘
path for the employer and ; oL
employee ; -
III. APPLICATION (oral reports, panel discussion, demonstrations)
A. Have students discuss a rule or regulation at theif‘place of employment
that. they disagree with or do not understand.
B. Have students give examples of safety regulations at their piaces of
o employment.
C. Use a skit to demonstrate.how uncooperative workers afﬁect others on
the job . . .o
¢ ' . ) !
, I - S }- X - ]
Iv. TEST. e - <%

. .
- \

" A. Test made up byéthe coordinator (see example at the- end of ‘this lesson).

B. Have students list the attitudes and characteristics necessary for job
“adjustments.'

C. Have students rate themselves on the employer rating sheet at the end

.of this lesson. Refer to Handout II-1-7.

s
- »
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SUGGESTED ACTIVITIES: o -
a.

Have atudenta cite examples of employer-employee conflicts on the job
and how they were solved.

Have students conduct a survey of personality problems personnel at-

titudes, employee morale and report findinge to class, (Optional)
p :

NEXT LESSON: Getting Along With Co-Workers

B,

[N
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RESPONSIBILITIES of hA)ANAGEMENT
Mmksc)a T senvss 3 MASTERS = -

7 t/\;
CUSTOMERS . [EMPLOYEES
— t/\z

-~

| COMMUNI‘LY“ -

“THROUGH TS RESPONSIBILFK{ES 4
o 4
.o %ngsnou MAKING | |
. )POLICY - SETTING =~ =
~ CONTROLLING -,
. PLANNING BRI
",-'9 ‘ './ S '- % 103 - Trangparency III-1-3
o - G o S B B é
RICr T e e ( |




159

YOUR EM PLOYER

' MAN? BEAST'? OR comww?
FOUR FAQ\S ABOUT YOUR EMPLOYER

& HE IS HUﬁ/éN ¢ *

l‘

- 2, IN BUSINESS, HE IS MORE LIKELY TO BE -
3.
4.

£,
>

'RIGHT.
THE BUSINESS IS HIS Pl RSONAL JOB. - .
HE ACTS AS YOU WOULD IF PUT IN HIS

PLACE -
Ri D

o Tr sparency I1I-1-2
L T ﬂ
'2s ’ R .
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I WANT A WORKER

H

-

)

".". Who 1likes his job. LT v . - . ”
2 " .Who knows his job. - C Ca - . RN
) i Who keeps himself phys;cally fit. SN
‘What wants to do a day's work for a day's pay.
« Who wants to_get ahead. .
‘Who 1is always on the job urless excused _
Who is cheerful--not sullen, Y,
o Who works safely--with due consideration for himself
and his felld® workers;
Who gets a bang out of a job well done.
Who tries to avold waste and cut costs..
Who looks for a better way to do the job.
Who tells the truth; who is-aimcere. -- -
Who'gripes little and looks forward.
Who keeps a spirit of team work.
Who asks questions when he needs help.
Who 18 willing to face his personal problems squarely.
Who tries to put himself in my place now and then..
Wbo feels that his job is/ﬁ1privilege - not a right.

¥ I WOULD GIVE A WORKER LIKE THAT -

.

&'*L. . -

_m! | o . My BEST!

YOU: WOULD TOO!

A e
PR ‘ b ( '
~-7 A - S /
TN\
N
N \
-~ N ‘ '
& -
4 . v, o , N
S . B D . 1 O 5 . . Handout III-1-3 °
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ADMIT YOUR ERRORS
BE "ATTENTIVE

) 'TRY TO PLEASE

REGULARITY AND DEPENDABILITY /{\\\ o

BE AGREEABLE S

- TEMPERAMENT

[ J =

SINITIATIVE' ©
hKING YOUR WORK

FRIENDLINESS \'J

_RESPONSIBILITYﬁ ST

Transpareﬁcy III-1-4

U
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-~ SUCCESS DEPENDS ON YOUR
" CHARACTERISTICS
COOPERATION R
~ HONESTY
* INTEREST
LOYALTY
" PATIENCE .
- -AMBITION
 NEATNESS | |
ENTHUSIASM | /ﬁ\
" . POLITENESS &= §3
RESPONSIBILITY
 PERSEVERANCE
* DEPENDABILITY
- GOOD MEMORY.
_ WILLINGNESS T0 LEARN |
RESPECT FOR AUTHORITY ' |
'PERSONAL CLEANLINESS

. Transparency III-1-5

Q ‘l . - . 1 '  . 1()7




)" RULE AND SAFETY BOOK

"SAFETY IS PART OF THE JOB

DON'T MAKE A FOOL OF YOURSELF

A

OBSERVE, ALL RULES
' BE. COOPERATIVE

P d
AT

N ' /,

‘167

.
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. ' ~, ' . . - . .
- (‘ : a . - ~y ] "
B EMPLOYEE EVALUATION SHEET ) : : . Ty
. G . - e o . ¢
. s Do v . Cy . o Date o i b,
oo : L Ty " oo N .
Progress -Report of ) L in_. ~ - N .
’ i ‘ » = Student ., . Training Agency
> e A A Ly

Dlrection8°* d over‘each line ;ﬁrefully.
) udent mogt accurately.
* . sure to q@tk’everypline.

described 't

_\

Place ‘a -check mark over phrase which
‘Y:ke on1y ope mark on each line, and-be

-1__ ¥akéﬂk%m.excellent

iappeanance: Lo

e L
[td . -
e" OSSN PN

-
[LLCIN °

v ,eppﬁopriate in - .

Sometimes neglects
appearance. T

appearance.’ ' R .
" A . o

" Usually neattand'

{

Shoulqgigprove i
.appearan

T
s

Personali@y is

Pérsonality is:

2. Has ‘a pleasing i Does not get%
- £ outstanding,’ ‘Personality. unimpressivee ';alo;fZiell N
S A ' = . ) T with-6thers.
L ad AR S
3. Uﬁﬁhllﬁyenthusi— Shows interest in Interested only in  Should show
. astic about work. . work most: of tihe.//certain phases of more interest
AN : ok v . T Job. . in work.
. “ 3 :
4. Goes. out of the - Is usually ~ Helps only when B ~\’Does not work .,
- way to coopegate. cooperative. - asked. well with others..,
3. Reliable in Usually follows Sometimes careless  ‘Cannot always be
following * directions well. in following direc- relied upon to
directions.— ’ . tions. follow directions.
. -~
6. Recognizes work to Sometimes goes Performs regular .Seldom seéks
be done and does ‘it ahead in work r:;tine\guties work beyond regu-
without dMrection. . not assigned, onkty. (/ lar routine
: : i 5 . dut:Les.
7. Wise in actions - Usually shows Sometime shows mzéi ability to
'\\ and in making sound judgment. lack of ju ent/ sound

" decisions. . or discretio -de&isions.

] .

8. Has perfect i €=~.tg_g:asionally«’absent Occasionally absent Frequently :
attendance. hﬁt with good ex- -without goQd excuse absent. - ’
) cuse and advanck” or no:ii;g%@ion. - © T e

% notification. ¥ : ' .
:9. Always on time. Occasionally late Occasionally late . Frequently //‘
but with good without good ex- late. T

' , excuse. cuse. ‘ - -

10. Is outstanding in Exceeds average Is average in Should produce

production.

production. production.

better.
- ) y

Consider quantity and quality in checking n{oduction aboveﬁ

f

L 109

L |

. Handout III-1-7
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\,rJ , — INSTRUCTOR'S LESSQN PLAN _ CoY L
S . Generally Related Information A
T ~ ) h’ L . - ‘“u . "o
N\, SR ¥ Unit III
2 T ot 3 - ‘5\ +  Lessofl ;: 2
ébBJECT. Getting Along.with Co—Work@rs " ‘\".' .;“ "

r

R OBJECTIVES. The stud t will list.methods of getting along with co—workers.
S

TEAC?/;G AIDS:

'»MATEMAIJS

overhead projector,

Blackstard handouts, movie projector (16 MM), tape recorder,

transparencies. c R
. ﬂ-

Fi}nf, Persqnal Qualities jor Job Success, S't\ate Film Laboratory.

» -~

LU

REFERENCES Booklet, Getting Alﬁhg With Others, by Gilbert Wren, Science' .
Research Associates, Inc., 57 Grand Awenue, Chicago, Iilinois.

» [

e - . Y
- M ’
I, PREPARATION (of the leamer) o o .'»'7‘
.A. Cite case of an employee who has been dismissed for not being able to” ;
. - sget along with co-workers. & -’ N 2
B. Have students take the Personality Inventory test at the end of this
lesson. Refer to Handout ‘III—Z—la, III-2-1b. *
C. Have studenfd&™Fead the Personality Chart at the &nd of this lesson.
. They can see if they are on tHe positives or negative side. - Refer to
'Handout III-2-2, :
IX. PRESENTATION (ggfthe information) o
5 INSTRUCTIONAL TOPICS KEY PQINTS (things to_remember to do orisaz!
: A. People are not square, they STRESS: How important is it to get
are many-sided. ” along with your fellow workers?
1. Interests . Transparency III-2-3.
2. Aptitudes - ' Lo . :
3. Emotions~\\ Ask: Do you think it is necessary to'
4. Morals . get along with your fellow workers?
5. Ideals Defend your position.
6. Bellefs . J
‘7. Ability = What happens to company porale
8. Attitudes when co-workers do not get along
9. Intelligence ~ .on the job?
' 10. Self confidence
' 11. Friendliness \\Refer to Transparency I111-2-4, S

R, nmployees act- because of needs. -~

A
v

Need to be alive and
stay alive

Need to feel safe .
Need to be social *
Need to feel worthy &

" respected - v

Need to do the work we 1like

L3

Show film, Persohal Qpalities for Job

/

Discuss the Personality Inventor& Test.

110
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ik —A,; '([ - " . Vo .v;w . ¢
III.- APPLICATION - E i - -

- I8

A. Hajlre students /tell of the& conflicts with co-workers and"-how ‘they
ed them. ¢ y ;
B. aﬁave studgnt:s make a list of indY{vidual characteristics they consider

" most importaht in working with othérs. v .
C.” Let class discover weak points in student skits, gtmonstrating poor

'« ooperation w {th- éo-workers. e ) ¢
o - ,',!/‘l ‘ / ,.H’: ; T~
. ’ . 0 A * ~ K J }\ ‘o
IV. TEST: - * N N V. _ ’ jp
. [ v /’// > . .
A. List why it is importad¢ -that you get a ng with co—-workers? o,
B. List ways of igetting-along with co-work : ’
Pass out case o€ Sour.Sue (&fer to Handout III-Z-S) at the ex{d of this
‘lesson. Have students solve’ this case. - Q‘\_ "
K .. .
-~ R S ‘ il . r
L3 - ) . -
SUGGESTEDYKaTIVITIES g * - . e
. , , ) -
A. Invite a Supe;visor to talk to ;the class about employee cooperation. '
B. Reading: Succeeding in the World of Work, Chapter 4, PP. 79- 82 o,
C. Reading? Gettinj Along with Others, Booklet. . S
Fa / . ," . . ?
o : o . . -, ':‘
.~ L] ) .n .
. L~
~n . . . x
. ’-Th\\\ &
Vo <
a ‘_'___;,. -
k . ¢
- «
b rd

111




Herer are twenty traits without which, thou h you may have ability, brains, cw
skill and information, you can hardly expect to Jsucceed i competition with ;11
other people Read over each statement car fully and then rate yourself as ’

“ follows on each: < . AR { o ‘ - . '

.
EP .o

1 . ’ :
A - Excellent . ( B--. Good d-‘f- Fair or FAverage " D - Poor,

1. 1Is SOCIABiE' Smiles a great’ deal gets along with people, and has /
. a kfen §ense of humor . ) ) 7
T ' . o
( 2. IS COURTEOUS Is considerate of other people, gives extra service,
"~ and Says ' please and "tlhank you". .
J N '
3.~ SPEAKS 'EFFECTIVELY' « Expresses ideas c]learly .and convincingly, anl 3
PUSESSRSE A
’ i speaks distinctly ﬂ\a ,. S - , 7
o' .; . .

. ™ - S, x :
H 4. I’IS GOOPER«A’MVE-. Helps fejlow .wor\Eers and customers; is érllling to
© assume. responﬁibi,urty,‘ 1w of the organization.

£y

- SHOWS' INITIATIVE' ‘Makes the besJ use of time, thinks up new ic}éa v
and makes suggestions for improvement. <

6. . IS AMBI OUé\Wants the bu)m\s to succeed wants ‘to see others’

- succeed d°is a "doer", mot a

9, IS CONSIDERATE: Makes an effor “to see the other fellow's point of
view; and is always on the alert to help others.

~

ll

10. IS ORDERLY Systematizes hds work; keeps things in their\proper
place; and is a clean storekeep , -

& __11. IS HONEST: Is held in highest confidence; takes responsibility for N -
his own errors and a%bids temptation, bad companions and bad personal
habits. ) . / 5y

12. 1IS DEPENDABLE' Is always on the job; obgerves company policies and
procedures; and does what he is told to o.

13. HAS SELF CONFIDENCE: Believes he can apd will succeed; does not know

*t all; ‘and never alibis. N / .

14, IS LOYAL: Believes in the company fo{' which he works knows people
who, are qualified will be advanced; %nd observes company policies.

e

* Handout III-2-fa

;
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15. IS INTELLIGENT. l(nows what he is doing, k.nows his facts and makes
an effort to learn new methods\ .

¢

];6. IS ADAPTABLE Makes adjustments easily, welcomes changes; and judges =
new ideas on merit rather than by prejudice\ ,

ﬂ R g
e 17. tHAS ArGOOD MEMORY: Remembers and’ can associate names and . faces, and '
' discards non-essentials. ’ s : : &' _

18. I ECONOMICAL. Saves time and e‘ffort by being effiqient atches use
an of “supplies, equipment, etc: that afe cpstly, and saves his own money

¢ as well as money, for his emponer E : D v

' 19. USES JUDGMENT " Bases judgmen! on facts mskes decisions on merit and"
is nOted for 'sound j - .

.18 ‘mot easily discouraged .
e R ‘ , e i
. » ‘\ l ° . ! (
+ 4 ? !
1 [ : i i -
. - -
LN A .
v o )
. ? N , .
5 EEEN ' '>{\
"

N
/ o
\ )
. ' . : - “‘ * )
. , . ) . ' " Handout ITI-2-1b-

113
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L . - PERSONALITY CRRT - .- o
\l . ) 4 g , ¢
If you can work on Just one or areas 8o that your behavior shows a desirable,

positive ‘attitude ins ‘ead of
you.will change. People wi

negative attitude, the behavior of others ‘toward
ike you better, and you will like them better.

Study the chart below and see where you fit in. -

POSITIVE ATTITUDE

,1.‘]Smiles easily.' o -1,
— 2, Willingﬁé%’ hﬁnge his ideas, =~ ¢ 2.
_ dee shavior when _ R
- . app priate.ﬁ- . B
.} . : & . ) :
/ 3. Ab to see other person 8 _ )_3.
'{’\.,xl_ int . ’ . / -
w 4;- Almost never complainsa' 4,
r §Lp 5.. Accepts vesponsibility for > -215.
s ndstakes.’ . ‘/.'
.6 - Seldom criticizesaothers. ‘ '// 6.
.- 7. Considers what is good for or J 7.
helpful to others. . A
N N ‘t ~ )
.~ 8. Respects the ideas and opinions 8.
& . of others. "
\9; Never makes excuses. vl 9.
! v ' 6 .
10. 'Has'a Qar{ety of interest%.‘ ~10.

. Thinks anly o6f himself.
- 1t for ‘lﬁe?" e L <. a

v

’ : .
‘

TIVE ATTITUDE ~

Rarely smiles N :
——— L R

Unwilling to change. /Y
' \

1

N

Unable to see the other person s

point of view._ &
b e
Complains about nearly everything.
) o TR

Blames others tor ownfmistakes&\

—
[

40

Very critical of others.

"What's, in .-

LY
‘.

Tries to force his ideas and opinions.

' . i /.

on, others. |
= v

/
v /

Alyays makes excuses;

. o n .
Few interests, -is often bored.

'.*  Handout III-2-2

')
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EMPLOYEES AGT BECAUSE OF

/ FIVE _BA'SIC NEEDS:
‘ C VN " e
1. NEED TO\BE?&LIVE " AND#S3

( : . *I._ /'j\*.“ ~:« -v o at 4

>. NEED.TO FEEL.SAFE - "~ =~ 7

3,;Nétr/f“To BE SOCIAL ( o

4. NEED TO %L-WORTHY AND RESPECTED
5. NEED TO DO THE WORK WE LIKE

i £
s 7 o - h
#

Transparency II1I-2-4
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d s, ‘ . N ~n ’ ’ s ' P
. Sue, 18, 18 an attrdbtive waitress in o’/litaurant known for its fine

food and ex elleﬁt'eerVice. he S&ldom makes mistakes on customers checks -

.~

. |
" and the arithmetic is always right. Sour S%e has a problem -- she dées nét’

j' smile easily. " Bhe doe% not seem happyw, Furthermore hes co—wofkers have trouble
£ S
* "working with her. Sometimes there are arguments in front of the customers, This

»

has caused customers to evoid hef whenever possible; The manager has decided to

S~ - 4 “

fire Sué even thou gg/she was a good worker and very efficient. Whattcop¥g she

e ). : ey
have done to save her job? \ ' _ ¢ L ' F
. . e - |
( - & S .
’ . . v . . )
b e S ’ } o ¢ ‘Z . ?
Q// . - ;*\6//,"- ‘ . .
2 . S
..‘ N -~ ~ ]
R . : (7 - -~

&
\\\ o c . Handout IIifZ-S

\ N 014
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!
J SUPPLEMENTAL
s TEACHING MATERIALS FOR IWE
GENERALLY RELATED LESSONS
. : tnie III
?i, . : : o Lessons 1 and %
Y \
BOOK$ M v ~ -

Andrews, Margaret, About Him, Gregg-Division, McGray-Hill,' 330 West 42nd Street,
New York, New York 10001. - - :

Ballard, Strang, Ways to Improve Your Personality. McGraw-Hill, 330 West/42nd
Street, New York, New York 10001. .

- Stefflre, Donalde. .Polishing Your'Personality. Keystone Ed atfen Press, -~/
New York, New York 10001. . . -

4

-
24 r} A . r

BOOKLETS . ,

i . ,_j
Cs q&;Collectidﬁ of Important Questions and Answers to Everyone. National Research
~  Bureau, 424 North Third Street, Burlington, Iowa, 52601. ¢

Whatg&}ﬂonégtz? Science Research Associates, Inc., 259 East Erie Street,
5ﬁicago, I1linois 60611. Co .

How" to Make People Like You. National Research Bureau, Inc., 424 North Third
Street, Burlington, Iowa, 52601, 20¢.

;;%erstand ng Yourself. Science Research f%ssociates, Inc., 259 East Erie Street,
) Chicago,{illinois 60611, 65¢.

Your Attitude s Showing. Science Research Associates, Inc., 259 st Erie
[~ Street, Chicago, Illinois 60611.

N

FILMS ' | R A e

-
’

’)

Effective Criticigm. Concerned with skill of taking and giving criticism.
10 minutes, State Film Laboratory. o

Improve Your Personality. Shows how personality is developed and controlled.
10 minutes, State Film Laboratory. N

s

e

; Z
Control Your Emotions. - Nature endows us, at birth with three general patterns
of emotional responses-—rage, £ , love.. 13 1/2 minutes, State Film_
Laboratory. !

Towm . r

By Jupiter. Film on human relations, 27 gdnutes, te Film Laboratory.

L]

Your Job-Filling In. .Challenges the employee to work !l:o the best of his ' B

abilities, l6 minutes, State Film Library.

-

‘Your Job - You and Your Boss. Relates the Relationship between worker and boss--
as seen from both points of view,.16 minutes, State Film Library.

NS

- ‘ (

o | ~t"¢-»118 .
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. . ", LEARNING CAN BE EASY
' *o \ i ’ ¢
J
Lesson 1. How WL Learn _
Lesson 2. ' Tools Used in §tudyirig . /‘1

esiad

, Lesson 3. Ti‘{? to I_ﬁzprové Studying ,
) : o ) , . ‘ 8 ¢
Lesson 4., - Being)Active in Class Dispussion = *

Lesson 5. Taking Tests

Developed by
John B. Moore
and

i Willlam G. Wyatt

v
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o - INSTRUCTOR'S LESSON PLAN Sy

GenerallZ)Related Ififormation ’
- N

L : ' o ‘. {

N A . . Unit __IV
=~ ’ t v N s Lesson 1
- . ' " ' \ . v ’ : .
: . N .
SUBJECT: HoV“We Learn o ey - .
OBJEGTIVE: J}he s}udent—will be abl£ to discuss the various factors influencing'
léarn ing. - : ' . .

fEACHING AIDS' Overhead projector, 6 MM erpjector, and games )
(- ';

A Y

MATERIJLS: Transparencies,gnd handouts: \ o -
°f° ~d N ’

REFERENCES : How to Stu&)&,&homas F. Staton, distributed by author, Montgomery,

, Alabama. .. -
T Learning,Discussion Skills Through Games, Staniord and Stanford -
' .Citation Press,gﬁgw York, New York. \\S ) o
. - . [
: ~ s

I. P?EPARATION (of the learner)

A skilled mech makes the repair of an automobile look simple. ‘Watch
a good draftsman — electrician wiring a house, for example. He works
easily and quickly, and seems to -enjoy his work This is true of any good
worker at his job. )

Right now your work is studying and learning, and your main job is being
a student. 7As.with every job, there are efficient and inefficent wdys of
getting the work done. Watch a good student at work and you will discoyer
that he proceeds easily and quickly. He’knows what has to be done and he
knows how to do‘it with the least possible strain.’

o y .

This lesson is about how we learn. You will need to know this information
in order to be an efficient student gnd pro$eed further in “the unit.

¢

II. PRESENTATION (of the information) -
. INSTRUCTIONAL TOPICS KEY POINTS (things to remember to do or say)

~
A. Motivation . ' Refer to Transparency IV-1-l1.
- 1. Definition '

2, Importance of motivation
3. How to become motivated -

B. Concentration Refer to Transpareney Iv-1-2,
1. Definition ' '
2. Attention ' -

3. Motivation and concentration
4, Alds to concentration
' a. Physical surroundings

b. Study when studying

°o . 120
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1I." PRESENTATION (continued) ) ’ - .

@ - INSTRUCTIONAL TOPICS /]KEY POINTS (things t& remember to-do or say)
é. Reaction i . " Refer to Transparency IV-1-3. Iz
1. Definition S PN
2. Reaction and learning . . SR
! 3. Promoting reaction . : .
- a. Taking notes ' » : *
' . b. .Restating material in own g )
words -
.¢. Anticipation of material s .
to be learned - .
S & -
- we L oo A
D. ~-Organization A= . Have students to play murder game. )
* ™, Definition : '
2. How to bé&ome organized “
a. Get the general picture .
b. . Get detaills . ~
Do B S
" - ,
"E. . Comprehension .
' "l. Definition : : ,
2. Skills required for compre- - ) ‘
: o
hension /S
a. Motivation X ' - . s
b. Organization - : i | _
: c.  Reaction . . ' - ) -
F. Reﬁe}ition ' T Refer to Transparency IV-1-6.. ’
fi:\\Definitiop S A .
2. Repetition and learning =~ @ = . T ~ .
3. Review and repetition ot oo '
G. Use of our five sensesg - ) Refer to Transparency IV-1-7.
1. Sight ' ‘ ”
A. Hearing o, .
3. Touch ¢ ~
4. ;Taste
5. Smell (
ot ' N .
. -1 yi i i S
II1I. PLICATION vj

. flave students discuss the factors which help a student to learn.
Ha%e them also discuss how the material in this unit may be rsed to help
them become better students. = : ’

IV. TEST

-

Ve

The student will i@e,f!!eif},'__,,Eh.e__,,§i?s,__.f,_actorS___ghigh__hgl_,p.;.,,..l,earning_tfo:v,,take..

 place, identify the five senses we have that help :us to learn (in a test
situation). S

/a1 T
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SUGGESTED ACTIVITIES: -

X *
, ,' . .
nv

1. Have studeni:s participate in excercisea dealing with each of t:he six
factors which help learning take place.
2 éﬂave students partidipate in games that stress organization of material.
a .,

t
. NEXT LESSON: Tools\Used in Studying T . ) -
. . . . .
> . _ . -
) ' _//
. ‘ . .
. . v
~ N L *
g / S * . 'y
. 'J\ s ’ .
- : N R . . »
N b TR .« - <
- " »
. . - - S
- q * )
14 , , ﬂ
' 3 ) _‘ e o o
.\-:: ' » ! J .
% .7 ) Cf
N E \ -
¢ .
o o
° 7
p 2
L
- ‘ -
- e b
\' -
- LY
(".
y
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IR /-'OH'.‘.I AM Amﬁ BNy
| .. - 1 READ IS s%FF 3
e TIMES!! GRRAR-
T A :
THE FIBST INSTANCE oF . \-
MWMa... CLOSED., BLAH..BLAH..

OBVECTIVE: TO COVER PAGES

Y

.| SPOTTED.

o ‘. THE MAIN POINTS /]

“JUDICIAL PREVIEW THOVGRT '
e I TS AN

d ! STUDIED.

-

.....

Transpareng& -1-1

L,123




ATTENTION

A

y gVIDED— ,

L

RESULT—

191 .

ATTENTION | _
~ CONCENTRATED——

AMOUNT
— LEARNED %

Transparency IV-1-2 °
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. .. % .
NOT THIS... A BUT, THIS'

-
aS. g

REACTION LEADS TO LEARNING

Transparency IV-1-3 ’
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USE OUTLINE FORM

UsE smoLs -
ASK QUESTIONS o

k) 4

7/28/76 ———DATE
HOW TO STUDY —SUBJECT
-MR. BEJOO —1——SOURCE

" PUT DOWN THE KEY POINTS——DON'T- TRY TO
o | WRITE EVERY-WORD

I MAIN DIVISIONS
‘. A. FIRST TOPIC
I. SUBTOPIC N .o :

O / | |
B . * rd

Trangparency IV-1-4
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e e i 3 L e i e e oo = o e e u—

'GET THE MEANING..

'SIEESS DEPENSS on
Y YOUR ‘cvy\ARﬁc_}‘ERlST\C.Sf

\
R
I B

.

NOT WUST THE WORDS!

7

Transparency IV-1-5

T | 127
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~—— 10%,108,109,110,
U, N2, W3-
"/\) ‘..\\mEW”

“~— 25, ze 27, 28,
29 30,31

" REPETITION'
%

128 | a

-




" HOW DO WE LEARN ?
' f‘.BY USING OUR 5 SENSES

1. SIGHT m a’i%‘

'2 HEARlNG‘@

3. TOUCH

La

4 TASTE "ﬁ
. SMELL ‘L

Transparency IV-1-7

129
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L '
hE

SUPPLEMENTAL

T TEACHING MATERIAL§ FOR INE -
\ - GENER4LLY RELATED LESSONS

o oo & : : _: . Unit _Qy
' Lesson 1

BOOKS - ‘ LMy

~ A ‘; '

Tips on How to Study. Delmar Publishers, Inc., Albany, Ned York 12207, .

" BOOKLETS o : o

How to Study, American Guidance Serviée, Inc., 770 Washington, S.W.,
Minneapolis, Minnesota 55401. - . ’

) How to Study.. Channing L., Bete Company, Inc., Greenfield, Massachusetﬁs;
01301, 1965. . :

Staton, Thomas F., How to Study, Distributed by author, P.0. Box 6133,
‘Mont gomery, Alébama,36106,11968. : '

Stanford and Stanford. Léhrning Discussion Skills Through Games, Citation

Press, New York, New York. .

Your Study Skills. Comet Building, Chicago, Illinois 60607,

FIIM

"How to Study. This film is for students wﬁo have bad study habits and want-
to improve them. 11 minutes, 1963, color, State. .

Improving Study Habits. 'Covers skiils that consitute the first steps in
the learning process such as (a) listening, (b) reading, (c) note\taking, -
(d) preparation of written reports. 14 minutes, 1965, State,

o

How to Study. Set of 15 transparencies, booklet,“binder. etc. Channing_L.
Bete Company, Inc., 45 Federal Street, Greenfield, Massachusetts, 01301.
Coordinator 'can make his own transparencies.

o BEEEN ‘ 130
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. , ‘ . INSTRUCTOR'S LESSON PLAN - .

" i“/'f' . * Generally Rélated Information
-\ ) ' Unit IV
8 N B ' Lesson 2
A ’ . " . g :

: SUJ&?CT: Tools Used in Studying . ﬁy

[

°OBJECTIVES: Each student will be able to:* (1) Take better notes, (2) Summarize
' o accurately, and (3) Listen effectively. b\
=
. ) R
TEACHING AIDS: Overhead projector, 16 MM projector

-

MATERIKLS: Transparencies and handouts

REFEREﬁCES: How to Study, Thomas F. Staton, Distributed by author, Montgomery,
Alabama. - ' :
How to Study, Channing L. Bete~Company, Greenfield, Massachusetts,
01301.
How to Study. Science Research Associates, 259 East Erie _Street,
Chicago, Illinoils 60611.

~

el

I. PREPARATION (of_th; learner)

In the previous unit we considered the six factors which encourage learn-
- ing and the uses of our five senses. In this unit we will look at some
. devices you can use to increase your learning efficiency in classroom and
study situations. These might be called tools to assist you in applying
- the six factors involved in the learning process,

; [ N ». \ il
PRESENTATION (of the information)
INSTRUCTIONAL TOPICS KEY POINTS (thi;gs to rqnember to do or say)
A, Notetakiﬂ§ P Refer to Transparency IvV-2-1.

1. Personal diary
a. Helps you concentrate
b. Uses three senses

"

" (1) Hearing ' i
(2) Touch
«(3) sight °
c. Aid to recall when .
receiving o )
2, Personal system Expand on the senses and their relation
a. Abbreviate to the retention of knowledge.

b. Symbolize

c. Show importance by size
d. Outline " Refer to Handout IV-2-2,
.e. Write with phrases ’

t

131
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II. PRESENTATION (continued)

INSTRUCTIONAL TOPICS KEY POINTS (things to remember to do or say)
A. Notetaking (continued) ’ -
3. How to listen .  Refer to Transparency IV-2-3,
8. Tune<in : ; o L.
b. Quest . .
c. Listen -
d. Review
& ’ ] L
4. Class note-taking Have students list on the board the
a. Kgep alert correct procedure for listening and
- b. Pay attention taking notes.
c. Write down key words, LT
clues, etc. ’ "
d. Listen . ) Refer to Handout IV-2-4,
3. ‘Reference note-taking ¢
8. Get overview of ‘the . o :
material i Ty
b. Glance ‘at chapter R
headings .
c¢. Read summary paragraphs o
d. Notice key points : )
. @+ Read with a purpose -
" £f. Understand the material
before continuing
- B+ Outline B
h. Summarize to yourself ‘ P
i. Review by recall
6. Completion of notes Give example of how to do.
Seek clarification from: ' S
a. Lecturer h i . —
b. Students o ‘
. ' ¢. Textbook . ' . ' : ’
e d. Library
7. Summarizing Have students summarize material from
a. A review of the facts a page found in one of their textbooks.
and concepts - '
b. Not helpful when dealing
with highly complicated ' ~
and complex material _ . .
¢. Use of marginal notes ' 4
d. Underlining key words or ‘

sentences ,

»

III. APPLICATION

Have students take notes while reading a pamphlets, Discuss methods of
students' note taking; let them share ideas. Have students take notes on
a film. A '

- -~

132
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IV. Test

Have the students take notes on a short presentation by the instructor
delivered in class. Inform them that they should utilize théir recently
acquired skills and that a quii'covering the material will be given the

.7, next day."' The next day give the short quiz, correct the quiz but do not
/. ,grade. Compare the mistakes on the quiz with the notes that each student
‘took on the material covered. Discuss this comparison with each student.

'

SUGGESTED.ACIIVITIES: . Have student compare notes taken after‘readihg a4 pamphlet,

NEXT LESSON: Tips to Improve Studying

-
133
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N
{
" NOTE-TAKING.
‘-‘,/ ;(..
¢
‘»ﬁé?ﬁi N

I. IT'S YOUR PERSONAL-DIARY. ' -

2. IT'S AN AID TO RECALL WHEN YoU
WANT TO REVIEW. |

3. IT HELPS YOU coNCEN‘?mTE

4. YOU USE .3 SENSES (susm' HEARING
AND TOUCH).

5. TAKE NOTES IN CLASS AS WELL AS
- FROM BOOKS.

13[ \

Transparency IV-2-1
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‘ DEVELOP YOUR- OWN SHORTHAND SYSTEM

Class Notes

1. Don't try to write everything down -- listen for KEY POINTS,

2. Listen fg; clues. — as "The four courses were" or "to sum up".

»

3. If the class gets into a discussion, just note any major conclusion.

&

4, 1If 1;'s'not important — relax and iisten.

-

Reference Material ) : o

1. Get the overall picture — what is the author talking about?
ok R

2. Take a look at chapter headings and sub-headings. °

3. Read last summary paragraph of

each section or chapter to give
W general idea. ' ‘

’ * 4, Then read for KEY POINTS.

135 ‘ ~Handout IV-2-2
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LISTEN WITH YOUR MIND NOT
,WUST YOUR EARS .

LI

L IN.ONE.EAR,AND...........
«— OUT THE OTHER.

. Trinaparency Iv-2-3

136
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IMPROVING NOTE TAKING SKILLS
1.’ Make some preparation for every class you attend.

a. Complete outside’ reading or refg%bnce assignments,

b. Read textbook assignments or notes taken from the textbook.

c. Review notes from prewlouws classes.

d. The more you know about the content of a lesson the more you will get

1 from it. It will be easier to spot key words and ideas. ' .
2, Copy everything on chalkboard. . : '._
3. Develop a proper attitude. Listening well is a matter of paying careful
attention, ’
® @
4. Write the topic, the course and the date on your paper. N E '
5. Give careful attention to the closing or summing up. The teacher will S

sometimes go over the main points and you can check them against your
notes. .

6. At the end of the class, ask questions‘hﬁottfpoiﬁts you did not understand.
7. Review your notes as soon after the class as possible.

8. Practice taking notes. ':;f

Handout IV-2-4

187 | S
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SUPPLEMENTAL
. . TEACHING MATERIALS FOR IWE
GENERALLY RELATED LESSONS
| Unit IV

Lesson __ 2

BOOKS6
Peters, Donald L. For Thinking Teens. Richard Rosen Press, Iﬁc., New York,
New York 10001.

BOOKLETS v

' Staton, Thomas F. How to Study. Distributed by author, P.0. Box 6133,
% Montgomery, Alabama, 36106, 1968. -

A ~ S

FILMS - -

Improving Study Habits. Illustrates the steps in the learning process; careful
reading and listening, accurate comprehension and adquate note taking.
14 minutes, color, 1965, State.

Listening Skills - An Introduction. Images suggesting a stream of consciousness
vividly illustrate what is going through your mind with what should be
going through it while you listen. 11 minutes, color, 1966, State.
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INSTRUCTOR'S LESSON PLAN
Generally Related Information

Unit v
Lesson 3

5 ?:,z . . - .
SUBJECT: Tips to Improve Studying

™

OBJECTIVE: The student will be able to differentiate between good and poor -
study habits and skill in using good study habits.

N - \
TEACHING AIDS: Overhead projector

MATERIALS: Handouts; transparencies pretest; film, How to Study, 1963, State
Film Library. .

REFERENCES: How to Study, Thomas F. Staton, Distributed by author, Mbntgomery,
Alabama.
How to Study, Channing L. Bete Company, Greenfield Massachusekts,
01301, 1965. \&\\
How to Study, Sci¥fnce Research Associates
Tips on How to Study, Delmar Publishing, Albany, New York.

I, PREPARAIION (of the 1earner0

Today we will discuss a subject which all of you will find interesting
and helpful. Studying is a subject which is the most needed and probably
the most disliked in school.

1. What is studying?

2. What is studying for? (Bring up tests.)

3. Why, then, do we study? ‘

Pretest (Refer to Pretest IV-3-1)  ~ =~ &+ =~ =7 T oo

//:

: - o . &
II. PRESENTATION (of the information)
N INSTRUCTIONAL TOPICS KEY POINTS (things to remember to do or say)
" A._ Learning Processes .
Q\
- 1. 'Senses
2. Attitude ~
3. 'A1ertness
va Personal Study Plan - ‘ You must want to learn if 1earning is

‘1. Physical factors. to be effective
.a., Work area
b. Study time
¢. Conditions
2. Personal factors
a. Alertness

b. Readiness

139 .
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)

II. PRESENTATION (continued)

A

INSTRUCTIONAL TOPICS . KEY POINTS (things to remember to do or say)
C. How tb\Study (PQ3R Plan) . Refer to Transparency IV-3-2.
1. Preview
a 2. Question ' 5 ) E ‘<
: 3. Read B
4, Review ’
5. Recite
D. What to do When you Can't STRESS:. A student must be free of all
Study : . *outside distractions, both
1. Move - physical (noise) and mental

2., Rélax (worries).
3. Review . . -

E. Aids to Study ' Refer to Transparené&“IV-B-B.

1. M;ntal ‘ .

-&., . Relaxed h
. b. Alert

c. Ready

2. Physical Refer to Transparency IV-3-4.
a. Rest : i
b. Exercise
c. Hyglene
d. Meals .

e, Recreation

F, Learning Refer to Transparency IV-3-5 and IV-3-6.
1. Use what you learn
2.  Tie in your studies with
your life '
3. Be self-critical
4. Take criticism
5. "Help others learn

G. Memory
1. Intention to remember
2., Familiarity with material
3. Organization

.H. Faster Read?yi Refer to Transparency IV-3-7,
1. Posture
2. Concentration
3. Speed
4. Reading habit
5. Will power

ITI. APPLICATION

Have the student work on a self-study plan for all subjects.

140
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N

IV. TEST

>

. Present to the student several different study situations’ and have them
rate each and correct the poor situations.

SUGGESTED ACTIVITIES: Have student complete Handout IV-3-°,

: s
- NEXT LESSON: Being Active in Class Discussion

141
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PRETEST ON HOW TO STUDY D

P . , . 'y .
- N - '
Without good study habits one will waste much time and the

won't be effective. True or False?

219

study effort

Without review, material which has been covered can-be easily forgotten.
+ Review fixes this material in the student's mind. “Tru False?

L) (J.-

List the steps to effective study:

Answer:

a. Preview the -material to be covered ‘
b. Question yourself on the material

c. Read the material carefully

d. Review the material

e. Recite what you have learned

List three Vth‘ings which hinder studying for teenagers:

Answer:
a. Other activities .
b. No time to yourself to study {

c. Interest in other things

Make a 1list of poor study habits whiéﬁ you commonly practice:

Anséer'
a. Studying with radio or T.V. on
b. Studying with:a group where concentratior is difficult

‘c: ~Studying at’ the last minute (cramiming) -

d. Staying up too late for a test

142

)

Pretest IV-3-1



" PLAN YBUR STUDY

VA

221

ASSIGNMENT

DATES TO STUDY

DATE [ESTIMATED
TODO | DUE| HOURS [ B T AT
-~ | NEEDED | scHooL | HOME:

GIVE YOURSELF PLENTY OF TIME

143

Transparency IV-3-2
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 IMPORTANCE OF HAVING-THE ..

RIGHT STUDY SETTIN_G R

- KEEP REGULAR ST UDY HOURS AT HOME

AS WELL AS SCHOOL -
ASESEMBLE NEEDED MATERIALS

. CLEAN WORKING AREA

COMFORTABLE

Transparency IV-3-3

144



. //. v .
g & 225

TO KEEP FROM GETTING

BOGGED DOWN

R e L2 L

1. GET ENOUGH SLEEP

2. GET PLENTY OF EXERCISE

3. EAT REGULARLY.
4. PLAY HARD, STUDY HARD

5. HAVE A REGULAR CHECK-UP -

Transparency IV-3-4
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DOING IS IMPORTANT TO INCREASE
LEARNING | B

I. TRY TO USE WHAT YOU LEARN AS
SOON AND AS OFTEN AS POSSIBLE

2. TRY TO TIE-IN YOUR STUDIES WITH
" INTEREST ~ - AN ~

3. BE SELF-CRITICAL

4. TAKE CRITICISM
5. HELP OTHERS

3

Transparency IV-3-5 -
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YOUR ATTITUDE TOWARD LEARNING

~ WILLING AND /7
EAGER TO LEARN//

. > \ . | :
t‘k “_ . 7 UNWILLING

Y AND e
\ BELLIGERENT

_ DECIDE IF YOU WANT TO LEARN
~_ IFsO.
l. THINK POSITIVELY °

'2.MAKE LEARNING A GAME
3. BE ALERT
4. BE IN THE RIGHT FRAME OF MIND

Transparency IV-3-6

ERIC 147 o
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- NOT THIS

Transparency IV-3-7
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prROJERT

o

« ket up a time schedule using all hours of the day that you are awake. Place
in this .schedule a study-time allotment for all of your classes. Take into
consideration all hours involved and all activities participated in.

7:00 A.M.

8:00 AM, | - N

9:00 A.M.

10:00u5'M. "

¢ 11:00 A.M.

12:00 Noon

1:00 P.M,

2:00 P.M.

3:00 P.M.

4:00 P-Ml - ..

5:00 P.M. L

6:00 P.M. : » | . o

7:00 P.M.

.8_:_004._P:M... S G QN U

9:00 P.M.

10:00 P.M.

11:00 P.M.

’ : - 14 9 ‘ ‘ . . ) Handout IV-3-8




SUPPLEMENTAL
TEACHING MATERTAL FOR IWE
GENERALLY RELATED LESSONS

¢

BOOK

Peters, Donald I,. For Thinking Teems, Richard Rosen Press,

BOOKLETS

Unit . IV

" Lesson

Inc., New York,

i
8

Staton, Thomas F. How to Study, Distributed by author, P 0. Box 6133,

Montgomery, Alabama 36106, 1968.
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INSTRUCTOR'S LESSON PLAN
Generally Related Information - ;

) G ' Unit _IV
& . \ o . Lesson _ 4
_ SUBJECT: Being Active in Class Discussion ' . !

OBJECTIVE: The student will ‘be able to regulate his participation in class
discussions..

TEACHING AIDS: Overhead projector and chalkboard

MATERIALS: Transparencies and games ' .

REFERENCES: How to Study, Thomas F. Staton, Distributed by author, Montgomery °
' Alabama,
Learning Discussion Skills Through Games, Stanford and Stanford,
_ . Q&tation Press, New York, New York.
/ : ‘ o
e ‘ .
I. PREPARATION (of the learder)

Up to thie point we have been spending our time learning to take in _
information and ideas and organize them into knowledge. It is also impor—
tant to be able to show what you have learned when called on to.do so.

This may be done by discussing material with other members of the class

and your teacher. ’ .
¢

hat?

vantages and disadvantages of oral participation?

1. How can you di
2. What are some

.

F . - - N
II. PRESENTATION (of the information)
- INSTRUCTIONAL TOPICS. KEY POINTS (things to remember to 'do or say)
A, Types of discussion . \\- , Réfer'to Transparency IV-4-1,
1. Simple recitatidn : \
2. Inductive questioning LI

3. Open-ended questions
4., Problem solving

B. .Purposes of discussion. = . Have, students participate in discussion
1. Solve problems ’ games. b
2. Air opinions & Emphasize the.role of discussion in. the
3. ¥Find out what others think determination of grades,

(be a good 1fstener) '

4. Vent feelings <« . . R

. 5. Clarify one's point of view : -
6. Re-evaluate one's opinions ‘
7

+ Gain feelings of acceptance
and belonging ‘ :

o 151
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ITI. APPLICATION

?

Have students present a list of advantaéeé and disadvantages of oral
participation.

IV. TEST ' ' —

No test is required for this lesson. Participation in games and_ actua
class discussion will be the actual.assessment of this lesson.

1

NEST LESSON: Taking Tests

P

#
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LEARNING DISCUSSION

~A TYPES 'OF DISCUSSION:

*. ...t SIMPLE RECITATION
s " 2. INDUCTIVE QUESTIONING
... .3.OPEN ENDED QUESTIONS
" . 4,PROBLEM SOLVING

Transparency IV-4-1

r o
| ~ 7
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SUPPLEMENTAL
TEACHING MATERIALS FOR IWE
GENERALLY RELATED LESSONS

.  Unit _IV__
; ' Lesson __4&

BOOKLETS

Staton, Thomas F., How to Study. Distribuﬁsg.by author, P.0. Box 6133,
Montgomery, Alabama 36106, 1968.

Stanford and Stanford, Learning Discussion Skills Through Games. Citation
Press, New York, New York. "




SUBJECT: Taking Tests

242
' INSTRUCTOR'S LESSON PLAN

Generally Related Information %
. . Unit IV
Lane Lesson 5

OBJECTIVES: The student will be able to differentiate between good and poor
methods of preparimg for a test. .The student will design a
plan to follow when preparing for a test.

TEACHING AIDS: Overhead projector and chalkboard

MATERIALS: Handouts and transparencies

' REFERENCES: How to Study, Science Research Associlates.

+ How to Study, Channing L. Bete Company, Greenfiel}d, Massachusetts,
01301, 1965.
Tips on How to Study, Delmar Publishing, Albany, ew York.

I. PREPARATION (of the learner)

Taking tests is often the downfall of many otherwise: capable students.
Since course grades are assigned largely on the basis of these.tests,
students often get so shook that they become easily rattled and blow a
test by forgetting material which they could previously recall without much
trouble. Why? —for most, the basic cause is test anxlety due to a lack of
self-confidence. They either feel that they are poorly prepared for the
test or they lack confidence in their test-taking techniques. . Thus, the
two keys to conquering such anxiety are to study the subject thoroughly
and to develop test-taking skills. :

IT. PRESENTATION (of the information)

. INSTRUCTIONAL TOPICS KEY POINTS (things to remémber to do or s;y)
A. Before Studying for a Test - STRESS: Importance of good preparation

1. Chalienge yourself before actually studying*fbr a
2. Guess at the questions to test. L

be asked ;;?
3. Review notes : Refer to Transparency IV-5-1,°"
4. Look up unclear points ' N .
5. Reread

6.” Memorize by recitation
7. Be able to explain the
material : ’
8. Crammingvs. reviewing Refer to Handout IV-5-2,
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II. PRESENTATION (continued)
INSTRUCTIONAL TOPICS KEY POINTS (things to remember to do or say)
B. During the Test STRESS: Factors to take into consider-
1. Relax ) ) ' ation during a test.
. 2. Read directions
' 3. Scan the test Have students complete Handout IV-5-3.
4. Read questions - N
5. Think » Remember to eliminate distractors in
6. Outline the answer ” multiple choice tests.
7. VWrite '

C. After the Test \\\\\\\\\ -
1. :

Read comments
2. Restudy wrong answers

III. APLLICATION

Have each student work on a plan to:fbllqw ykenvbrepqringjforta_test.

Review tests. PR S SR
‘ . A - A .
' ;\, Y. o_'\ ol " . =
‘ 9 . T N T
W TEST T T g

o b R
. Have the studen€s~identify five p¢ints tosbe*hware of in a &est., Then,” o
~ have them differéntiate. between gopd and poor: methods of preparing %gf - :

test._ S ,%ygg”A& ‘
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SO, YOU ARE
GOING TO TAKE
A TEST!

1. WHAT TO DO BEFORE THE TEST:
“A. CONSIDER IT A GAME

B.TRY TO GUESS THE QUESTIONS
C. REVIEW YOUR NOTES

- D. LOOK UP POINTS NOT CLEAR

2. 'WHAT TO DO DURING THE TEST:

A. RELAX AND FORGET ABOUT OTHER PEOPLE
B.READ DIRECTIONS CAREFULLY

C.READ THE ENTIRE TEST FIRST—TO BUDGET YOUR

- TIME, AND AVOID DUPLICATION .
D. COVER ALL THE POINTS ASKED FOR

E. THINK BEFORE YOU WRITE
F. LEAVE TIME TO GO OVER YOUR PAPER

3. WHEN YOU GET YOUR PARER BACK:

~ A. READ ALL THE COMMENTS AND CORRECTIONS
SO YOU WONT MAKE THE SAME MISTAKES AGAIN

Transpafep cy' IV-5-1
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CRAMMING

.

There is all the difference in the world between reviewing and cramming.

Cramming is a frantic attempt to stuff one's mind as full as possible of

facts and ideas in and for a short time. -Review 1s a re—examination of

familiar material to clarify one's understanding, refresh one's memory, and

pick up any important material which has been ovetlooked or has slipped out

of mind.

1. The advantdges of cramming

a.

b.

‘Benefits the lazy student

Greater value to the industrious student when he uses it in
addition to regular study

disadvantages of cramming | {
Shoul& not substitute for regular study

It substitutes haste for care

" It substitutes rote memory for reasoning

I

Clogs the mental processes

It 18 not a sound method of studying \\\\\\\\\;

G

Handout IV=5-2
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5 MINUTE TIMED TEST ON FOLLOWING DIRECTIONS

G e -

How well do you follow directions? You should be able to complete all
the things required in five minutes by following the directions below. Your
teacher may wish .to time you to see who can finish first, second, etc., so

- turn your paper over to show when you have completed all the work.
Do not‘begin until your teacher say "go", then follow directions exactly as
given. You will.need one sheet of notebook paper. |
1. Read all directions before doing anything.
2, Ona sheet of notebook paper, write your name in the upper right corner.
3. Number from 1 to 7 ‘leaving three blank liues between each number.
4. Draw five small squares beside the number 1 on your paper.
5. Put an”"x" in each square beside_number 1.
6. Put a circle around the number 2 on your paper.
7. Count the number of pages in Chapter 4 of your math book and write the
answer beside number 3 on your paper. : //’\>
8. Multiply the answer above by your age. ‘
9. Say your naue out loud.
10. Beside number 4, write today's date.
11. Beside number 5, write the city and state you live in. \
12. Count the nuuber of persons in the room aud write the answer beside

number 6. o é?

" 13. Say, "I have reached number 13, and I am following directions carefully."
~ : .

14. Now that you have completed the reading, omit all directions except the

first two.

Handout IW5-3

1 159
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. SUPPLEMENTAL
TEACHING MATERIAL FOR IWE
GENERALLY RELATED LESSONS

Uq;t IV
Lesson 5

BOOKLETS

Tips on How to Study. Delmar Publishing, Albany, New York.

Sta n, Thomas F. How to Study. Distributed by author, P.0. Box 6133,
Montgomery, Alabama 36106, 1968.

Millman, Jason and Walter Park. How to Take Tests, McGraw-Hill Book Company,
New York, 1969.

How‘to Study. Channing L. Bete Company, Inc., Greenfield; Massachusetts,
01301, 1965. o
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ON-THE-JOB COMMUNICATION

Public Speaking
Listening Skills

Correct Telephone Use
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INSTRUCTOR'S LESSON PLAN
Generally Related Information . .

Utidit Vv
Lesson 1

SUBJECT: Public Speaking

OBJECTIVE: Students will be able to give a speech on hid job, IWE, or VICA
which will be a minimum of three minutes. ; -

TEACHING AIDS: Tape recotder, overhead projector and video~-tape machine.
MATERIALS : Handouts, recordings and transparencies

REFERENCES: How to Talk More Effectively, American Technical Society, 848
Edst 58th Street, Chicago, Illinois.

Ty, PREPARATION (of the learner)

Tell students that they will be asked to give a short talk before the
IWE class., The talk will be on a subject that they are interested in and
are knowledgeable about.  Give students cards.-to list possible subjects
for a talk. ' : -
z : .
Ask students the importance of being able to give e\speech.
1.- Where are some places you might give a speech?
2. How can ability to speak well help you on the job?

i

II. PRESENTATION (of the information) i
: INSTRUCTIONAL TOPICS - KEY POINTS (th;ggg to rememb!r’to do or say)
A. Suggestions for a Successful Draw suggestions_froﬁ students and list
Speech them on the board.
1. Know your audience '
: a. Don't memorize Have students hand in an outline of a
b. Make outline speech.
2, Know your subject well '
3. Have a good eye contact Refer to Transparency V-1-1.
4. Speak loudly and clearly (Use of IWE character on this transparency.)
5. Show enthusiasm :
6. Be moderate in movement ,
7. Use gestures for emphasis .
8. 1Involve audience
9. Have good posture
10. Be dressed properly

162 L
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»
II. PRESENTATION (continued) " —
INSTRUCTIONAL TOPICS KEY POINTS (things to remember to do or say)
B. Reasons for Speech . Discuss the type of speeches
1. To interest . 1. Informative
2. To inform - 2. Persuasive .
'3. To stimulate
4. To convince ,
5., }b persuade .
C. Content of Speech STRESS : Use supplements:
1. Speaker should be familiar : 1. Illustratioms
with subject . - 2, Comparisons and contrasts
2. Speaker should use reference 3._’Specific instances
materials to supplement his 4. Facts and figures
speech )

3. The speech should contain’
a. Main idea
b. . Well-written body .
4, It should be concrete v ‘,
5. It should be argumentative ' ‘ 4
. as well as persuasivé

.D. Characteristics of a Successful Ekplain these terms to students if

-Speaker used when presented to students, .
1. Quality of vocabulary
2, Friendly Draw suggestions from students and
3. Firmness list them on the board.
" 4. Correlate the subject with ‘
the ‘audience’ . Show students how to use visual aids
5. Regard for listeners to emphasize the speech.
i

- -4

ITI. APPLICATION
Play recording made of a speaker and let students point out the good
and bad points of the speech. Using Handout V-1-2, have students practice
rate of speaking and articulation,

¢
IV. TEST

Each ‘student will prepare and present a speech on some phase of his
. job, VICA or IWE. He will be evaluated both by the coordinator and students.
- Evaluation forms will be used. Video-tape each student's speech and re-
play it. The video~tape of each student's talk should be evaluated by
the instructor. He should point out good points and show students where
improvement is needed. - :
~
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SUGGESTED ACTIVITIES:

Have experienced speaker talk. After he leaves, have the students evaluate

Have the better speakers enter the VICA speech contests.

NEXT LESSON: Listenfng Skills

ﬁﬂﬁ
-

oyl LR

8

.\ '1{,
¥

164 .«
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DRESS ACCORDING TO AUDIENCE
HAVE GOOD EYE CONTACT

SPEAK LOUDLY AND CLEARLY ‘
SHOW ENTHUSIASM S S
GESTURE FOR EMPHASIS * |

INVOWE THE AUDIENCE

DONT LEAN ON THE PODIUM— =

__ DON'T & FIDGET o , .
0T DO
DON'T_ Q14
06D EVENING, IT 1S A PLEASURE
WHAT A BORING QCCASION! B , - 10 BE H{KE_.... |
 (yAwWN)

- g

. §\§;

7
7
//< % =

7

%
A,

Z

K

&

/I,

&

Transparency V-1-1
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RATE OF SPEAKING

Read the following passage aloud in your normal speaking voice. Time yourself.

Mr. Carter? .Charles Moore, of Olson Sporting Goods. Nice to be talking
with you agafn. Say, I've been reading that you have been having some
pretty celd weather up there. I hope you're getting the ice shack ready.
It won't be long at that rate. Mr. Carter, I have some especially good
news for you .today. Olson has taken on a line of ski mittens that are
unbelievably warm. I tell you; they're like wearing stgves. They are
the first in the industry, Mr. Carter, and we are calling to make sure
that you will be well stocked to meet the demand that /is expected. The
manufacturer is putting on a special advertising and promotion campaign
that should be a real boom to your sale of ski equipment, and a full

- color ad in four national ski magazines for October and November,

ARTICULATION PRACTICE

< . . o
Read the passggéjgloud’in 90 secondg without stumbling, mumbling, or slurring.

Once upon-a time there lived in the San Fernando Valley a boy by the
name of Theophilus Thistle who was a successful thistle sifteg. Next
door to the thistle sifter, Theophilus, lived another boy, Peter Piper,
the pickled pepper picker. Unfortunately, Theophilus Thistle often '
thrust three thousand thistles through the thick of his thumb and Peter,
while picking peppers, often got pickled himself. One afternoon, after )
picking a peck of pickled peppers and becoming quite pickled, Peter hN
wandered down to the béach of Sarta Monica (to do a little surfing), and
there he met the girl of this story. Now for the sake of simplicity,
we shall: call ‘the girl "She". She sold sea shells by the seashore ﬁﬁﬂ
Peter, the pickled pepper picker, often purchased the ses shells and they

.: became quite good friends. As time passed, their friendship grew and:

* they were finally married. Peter Piper picked Theophilus Thistle to be
his best man. Theophilus Thistle said he gladly would. The day of the
wedding, Woe! Theophilus Thistle, who was really a very successful thistle
sifter, thrust three thousand thistles through the thick of his thumb.
But Peter, who wasn't pickled, and She, who wasn't selling sea shells,

got married anyway. And they lived happily evermore.

Handout V-1-2
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SUPPLEMENTAL :
TEACHING MATERIALS FOR IWE °
GENERALLY RELATED LESSONS

Unit _V
Lesson _ 1

BOOKS

Bordeaux, Jean, How to Talk More Bffectively. American Technical Society,
848 East 58th.Street, Chicago, Illinots 60637.

o ' o
McCall, Roy C., Fundamentals of Speech. MacMillian Company, New York 10001. .
W : ‘

AWiksley, Wesley, Oral Communication. MacMillian Company, New York 10001.

“Zetler, Roﬁeﬁf L., Successful Commumnication in Science and Indust r, Writing,
Reading, d Speaking. ‘McGraw Hill, Industrial Education Materials,
Manchesterigoad Manchester, Missouri /93011.

FILMS L
™~

\\ ' R
Communicating with the Public. Gives ¥ital qualities for dealing with the

pPublic--courtesy, patience, tact. 12 minutes, 1970, State.

Getting,Yourself Across. Shows the role of the epeaker's personality in
getting ideas across-to the audience. 21 minutes, color, 1968, available,
State.

s

Language and Communication. Gives understanding of our heritage of spoken and
written language and it's role in the communication of ideas. 16 minutes,
color, 1966, State.

Public Speaking Fundamentals. Examine 3 public speakers in terms of the speech
the audience and the speaker. 14 minutes, color, 1970, State.

Speech Skills — Using your voice Effectively. Examines problems of speakers

volume, pitch, voice quality and articulation. 14 minutes, color, 1970,
State.

TRANSPARENCIES
o i} 4
Communication Process. Considers - speech mechanism, outlining and inter-relation-~
ships of audience and speaker. Visual Products Division, 3M Company, 3M
Center, St. Paul, Minnesota 55101.

Oral Commmications. Teacher directed text plus 20 visuaié. Visual Product
Division, 3M Company, 3M Center, St. Paul, Minnesota 55101. -

9’_@:
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INSTRUCTOR'S LESSON PLAN
.Generally Related Information

Unit V-
Lesson 2% .
: tOA
Listening Skills jiﬁ

Students will be able to list the facts in becoming a good
listener.

SUJBECT:

OBJECTIVE;

Tapes from Educational Progress Corporation, tape recorder

MATERIALS:

Record by Dr. Ralph Nichols, "Listening 18 Good Business,"
University of Minnesota
REFERENCES: How to Study, C. T.'Morgan and Jf\Dese, McGraw-Hill Book Company

Inc., New York, New York.
Listening Tapes, Educational Progress Corporation, 8538 East 4lst
Street, Tulsa, Oklahoma 74145.° :

I. PREPARATION (of the learner)

_-* ° N
Whisper a simple sentence or a rumor to a student and then let him
whisper it to another studént. Let this student whisper it to another
student and see how it changes before it comes back to the teacher.

II. PRESENTATION (of the information
INSTRUCTIONAL TOPICS KEY POINTS (things to remember to do or say)

A. What are eBme of the results of
poor listening?
1. Bad communication
2. Accldents
3. Bad morale

B. What have studies revealed about
1istening? ‘
1. You can comprehend at about

3 times normal conversation

sﬂeed

Skills can be taught

3. 30% of the time in a day is
spent in listening

4. Listening skills need to be
improved

[ ]
.

C. 'Some Implications in Business
1. Workers communicate better
horizontally )
2. Workers want a manager to
be a good listener

i»\'1(58'

STRESS:

Lecture.and discuss effects of poor
listening.

|

The advantages of good
listening.

Discuss effects of business due to bad

communication. <

Cite some examplee,
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II. PRESENTATION (continued) .
INSTRUCTIONAL TOPICS KEY POINTS (things to remember to de®or say)
D. Hints for listening correctly Refer to Handout V-2-1,

1. Think ghead and guess what
~ the speaker 1s working toward
2. Try to identify with what
the speaker has to say _ ’ )
3. Be mentally active
4. Listen for ideds, not facts
5. Don't make an outline for Vs
every presentation which e , '
you hear
6. Pay attention
7. Get a central idea

8. Switcg off emotioﬁﬁifgzzzzﬁaés\

IIT. APPLICATION |

Play record "Good Listening is Business" by Dr. Ralph Nichols.

IV. TEST

1\\ Students will list fivé good listening habits and explain why they are
> helpful.

SUGGESTED ACTIVITES:

Encourage students to use the hints they leérned;in other classes.

' NEXT' LESSON: Correct Telephone Usge
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L U R R v S A Y sRhws the tustomer you're still vith hin . ,
éﬁINK LIKE THE | STOME | .:"“.°{ué?hzq '}1' s ,° .hggagﬁ Bt overdb or uge it as & meaningless
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poiﬂt of e f o ':’,‘ ryyvoun OWN WORRIES
' - H-Q'\ Y J,e“. ol A This/isn t alvays easy . , . but personal fears,
| ASK QUESTIONSv v ”3‘1“7?'7"' zn S{ worriee, problems not connected with contaet,

1 yBu don't uadérstand‘somefhing C

'+ feel you nay have missed potnt ., .. ¢ ear €

Doy’ T INTERRUPT L
A pause . . . even i 1ong pause v+« doesn' f ‘%

alvays mean he has . finished saying everything
that he wants to say, \
CONCENTRATE

Focus your uind on what the petson is saying, -
Practice shutting out outside distractions,

TAKE NOTES
Thig will help you remember important points,
But . . . De selective, Trying to note down
everything the person says can result in being
left far behind or in retaining irrevelant
details.

LISTEN FOR IDEAS , . . NOT JUST WORDS
You want to get the whole picture , , , not
* just {solated bits and pleces.

T—Z—A 3INOPUrRH

ey

it up now before it embarraases you: later. 1 f‘?‘,ii°'

\,,,.

“form 4 klnd of "static" than can block out the
~customer 3 message. .

PREPARE IN ADVANCE
* Renarks and questions prepared in advance , . ,
when possible . . . free your mind for
listening,

t

REACT TO IDEAS , . . NOT THE PERSON
' Don't 8llow drritation at things the person
may say . .., or at his manner . . . to distract
"~ you,
DON'T ARGUE MENTALLY
Keep your mind on the person's point of view;
too much mental arguing will surface in the
way you réspond back,
SN
DON'T JUMP'TO CONCLUSIONS
Avold guessing what the customer is going to
%ay v + » Or mentally trylng to complete the
erson's sentences,

$9Z
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_INSTRUCTOR'S LESSON PLAN
1" Generally Related Information

. Unit
_“Lesson

wi<

SUBJECT: Correct Telephone Use

' OBJECTIVE: Students will be able to identify the proper .techniques for use
of a telephone. ,

TEACHING. AIDS: Telephone

MATERIALS: Handouts, pamphlets, telephone skits, films: If an Elephant
Answers, C & P Ef}ephone Company, film library.
= ’\ ,
REFERENCES: Communication Skills: Win More Friends by Telephone. available
from C & P Telephone Company. .
Bryant, Donald C., Oral Communications. - Appleton-Century-Crofts,
" New York. .
C & P Film Library, Richmond, Virginia 800-522-3881.

TI. PREPARATION (of the.learner) :
. Vo oA

Use a mock téiephohe conversation in which poor telephone manners are used,u‘

b

II. PRESENTATION (of the informationm) ) R

INSTRUCTIONAL TOPICS : KEY POINTS (things to remember to do or say)
A, Importance of Good Manners - " Lecture and discussion (by local phone
1. You are representing your representative if possible).

business; much business is
done by phone. : ]
2. Promotes future relationships Refer to Transparency V-3-1.
3. Telephone calls interrupt a ) : :
person's thoughts and work.
" 4. Calls take time; good telephone
manners make up for inconven-
¢+ 1lences which may have been
caused by interruptions.

> B. Preparation and Making the Call Role-play skit on correct procedure.
- 1. Organize conversation before .

calling “Lecture and discussion.
a. Provides a basis to begin -
and end the call. Role-play skit. .
b. Jot down notes to remember.
c. Let party know what you are .

going to talk about 80 a T
cutting point for the talk
can be established.
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'II. PRESENTATION (continued)

INSTRUCTIONAL TOPICS KEY POINTS (things to remember to do or say)
@ C. Recelving a Ccall *  Lecture and discussion. ) ’
1. Answer promptly. ' v
2. Identify yourself and company’ Role~play skit. The instructor could
: : agency. borrow a phone to put on his classroom
3. A ‘empt to give the caller -desk. The instructor could then make
full attention. a fake call using poor telephone manners.
4. Direct, call to someone else. This could help get the classes attention
a. Assure caller that the for the lesson. Ask the class what they
party is available. think of your Just completed conversationm.
b. Ask him to wait a moment. S
5. If a party is not availabia, Set up a situation in which a diggruntled
" take a message as-follows: customer calls a student's place of work.
a. Name of caller — Use one student to play the role of the
b. Number and extension customer and another to play the role of
c. City and state (long the employee. The basic complaint would
distance) be written for the customer. The employee
d. Nature of message would react to his complaint. Student and
e. Actlion requested teacher - would analyze the student employee' 8’
f. Number of long distance  reaction and make suggestions. The skit '
operator ‘ could be repeated two or three times with
g. Date and hour of call different students. g
D. Voice is important in making List and,discuss important voice problems. -
yourself understood. a
1. Soft or high voice Refer to Transparency V-3-2. ,
2. Mouth too close or too far ' ' ‘
from mouthpliece
3. Poor enunclation of words
ITI. APPLICATION o
. Role-playing skits from local telephone company on how to properly make and
receive calls. -
Have students look for points which were learned during presentation.
IV. TEST W

Ask student to list ﬁoi ts't

also points to keep,in mind wh 'receiying a business call? ’

. e

SUGGESTED ACTIVITIES: Practice proper manners when using phone and invite a
telephone company representative to conduct telephone
demonstrations in the classroom.

-
NEXT LESSON: Federal, State, aﬁQ)cal Tax Systems ’
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4. GREEJ THE CALLER PLEASANTLY,
(BE ENTHUSIASTIC AND SINCERE)

MR. dowes

THERE IS ALWAYS TIME FOR COURTESY
2. USE THE CUSTOMERS NAME.o"€
" (THE SWEET MUSIC OF A PERSON

- HEARING HIS OWN NAME)
’ ‘,,,\ 4
3. TRY TO VISUALIZE THE PERSON. '
(SREAK TO THE PERSON, NOT AT |
THE TELEPHONE) ‘

4. BE ATTENTIVE.

- (THE OTHER PERSON WiILL
APPRECIATE YOUR LISTENING
POLITELY AND ATTENTIVELY)

5. TAKE THE TIME TO BE HELPFUL.

(IT'S BETTER TO SPEND SECONDS KEEPING A
CUSTOMER HAPPY THAN MONTHS REGAINING
HIS CONFIDENCE) -

db | oy
| . cgw 30
6. APOLOGIZE FOR ERRORS OR DELAYS.

" (THINGS DO NOT ALWAYS GO RIGHT, SO BE
GENUINELY SINCERE AND YOU WON T SOUND .
'PHONY)

h

" (COURTESY ON THE TELEPHONE_USUALLY
MEANS COURTESY IN BUSINESS)

Transparency V-3-1

174
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1

QUALITIES OF A GOOD VOICE:
ALERTNESS
( BE WIDE AWAKE)

NATURALNESS
( BE YOURSELF)

OISTINCTNESS
(BE CLEAR)

PLEASANTNESS
( BE FRIENDLY)

- EXPRESSIVENESS
( BE DIRECT)
/o

r

175 Transparency V-3-2
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SUPPLEMENTAL
TEACHING MATERTALS FOR IWE
GENERALLY RELATED LESSONS

Unit v -
Lesson 2 &3

BOOKS

Bryant, Donald'C., Oral Communication. Appleton-Century-Crofts, New York,
New York, 10001, 1962. ‘

Zetler, Robert L., Successful Communication in Science and Industry—Writiqg,
-2 Reading, and Speaking. McGraw-Hill, Industrial Education Materials,
" Manchester, Missouri 63011. o ' ’

' BOOKLETS -

Magic of Your Telephone. 1Its uses in modern living. Available from local
Bell Telephone Company, free. ' {

Win More Friends by Telephone. Available at the American Telephone and
Telegraph Company. . ‘ .

FILMS - r i
Correct Teléphone.Usgge. Fundamentals in efficient bandling ot telephone

calls.. I19-minutes, $3.50, Business Education Films, Brooklyn, New
York, 11201.

Listenihg Skills——An Introduction. Pointers for the improvemeﬁt of listening
habits. —il-minutes, black and white, 1966.

[N
o

Perception and Communication. This film is a series of concrete examples of
how human perceptions affect the communication process and the individual's
concept of reality. 32 minutes, color, 1967, State.

Speech-Effective Listening. Demonstrates the importance of good listening in
the communications process. 15 minutes, 1969, State.

@
PAMPHLETS

Communication Skills. Win more friends by telephone. Available at your local
C & P Office. : (

How to Succeed in Business by Telephorne. Available at your local C & P Office.

1706
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UNIT VI

; INCOME TAX

¢ .~ Lesson 1, Federal, State, and Local Tax Systems

Lesson 2. Filling out Federal, State, and ﬁéal Tax Forms /
' /

. ——

Developed by
Edward A. Atkins
and

Tom Verbeke
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‘ _ INSTRUCTOR'S LESSON PLAN
Generally Reiated Information

- - Unit_ VI
' Lesson__1

SUBJECT: Federal, State and Local Tax Systems

'
T

OBJECTIVES: The student will be able to tell the difference betWeen various
types of taxes,
\ The student will be able to explain where tax money comes from
and how it is spent, :

TEACHING-AIDS: Overhead projector, blackboard

MATERIALS : Uhderstanding Taxes, Publication #21, IntZLnal Revenue Service, '
Washington, D.C. ’ transparencies, and handouts

REFERENCES: Teacher's Guide for Understanding Taxes used with Publication #21,
Internal Revenue Service, Washington, D.C. 20224,

I. PREPARATION (of the learner)

Refer to Pretest-Posttest VI—l—l’nnd discuss.,

L3

\ 7 .
. _/
- 7
II, PRESENTATION (of the information) i
INSTRUCTIONAL TOPICS KEY POINTS (things to remember to do or say)
A. Taxes ' . "
1. Definipdon: A compulsory ' -
paym of a percentage of

inc » Property value...
etc. for the support of
government. - _
2. Purpose Refer to Transparency VI-1-2.
a. Railse revenue -+ '
b. Protection (defense) g/
B, Classification of Taxes : -STRESS: Taxes are to pay the expengés -
1. Progressive -~ is levied . of operating government
proportionately on the ability
of the person to pay (income Refer to Handout VI-1-3.
- tax). ’
2. Regressive - is when the Refer to Handout VI-1-4,
taxation rate remains the same
regardless of the ability to Discuss: Call for examples of each
pay (estate tax), classification from grpup.
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II.  PRESENTATION (continued)- ' ¥
R ‘INSTRUCTIQONAL TOPICS KEY POINTS (thinL to remember to do or say)
C. - Types of Taxation ; ' Refer to Handout VI—l—lo and diacuas. -
* 1. Direct -
' a._ Inheritance and gift . Develop’ ‘11st of examples from group ‘
- : tax ’ and put on board. _ _ \
s . b. General sales tax - .

. c. Excise tax .
.d. Property tax : _ _
e. Social Security tax : . ' \

“ B f. Income tax . C - o !
~ 2. Indirect .- : o -
7 % a! Estate tax Lo e ‘ ¢ Tk
~ b. " Impert tax. ‘ - R o e e ]
D. Types of Taxes . Discuss. -~ = . . .
1. Federal ’ - e . _ , A

) a. ‘Income / Call for ekamples from the group.  ©#

- b.. Estate - . o .

., c. Import e _ - ) ‘
PEEE d. Excise, . . ‘ - . : o gi
RS e. Inheritance.. ... A o B ’ - i

, .. 2. State. . ST : . o /NA
, a. B - . ( .’ ; -. Y . .-' 5 ‘ ..
. d. Inheritance - L . -
L ;3,. Local ‘Property ' e ; i ' /
" .4 . *“a.. Property ) - : o
b. Sales R - .
- C, - Capitation (poll tax) R . .\ e
LE "Where Your Tax Money Goes - ) Refer to Handout VI—l—S.v ’ & ._,-' '
“Defense - 43% | S ' v
2:' Internal dffairs - 2% Point out the larger spending areas.
3.< Veterans-= 4% - T ‘ .
4. Interest - 72 ~ S PR ol
5. - Space research - 2% ' ‘ T CL T
6. Health and welfare - 26% .- 7 L Lo .
‘« 4 7. Education - 4% Lo _ S L ) T
, .8. Community' development - 12 I o s T e '
9. Transportation - 4% . : | O
10. Agriculture - 3% ' o R
11. National resources - 17 . _ S
N 12. Genera} government -2 : . . | -
F. Sources of Federal Income. . .. Refer to ‘Transparency VI-1-6. -
* 1, Individual income taxes - ' ' . T N
. 467 : - ¥ ' E
2, Corporation income@taxes -
20% S . ' o S
3.- Social {nsurance and retire- : . _ S .
> Soctal Xﬁi | Gretire . R '
eohe  Excise thxes ~ 8% SR : e
5. Other - 5% e B o
o . . 179 . =
N ) i
« . k .
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ITI. APPLICATION ;

! s ' ‘g‘
Have students " ' .*f'g-,f and F.I.'(-.:'.A. taken
out of their cheéks.. _ I T S LY

.- Question: ' ;5

Iv. “TEST fi_’a e

v,

"‘.\,Q, '_POBttest VI_;[_I" , 1 .

i SUGGESTED ACTIVITY: - . .

~ Have students;
A.} ) SPEndipg' ;a're‘n'
| NEXT LESSON:

3

Fiiligg out ¥

R - N

.
-
S ' §
M ’
s .
° .
. . R '
*
‘ “
v . -
n R : . .
| | | A [ o
- ’ ¥
3 B
‘ . : .
- ) | |
o - o
(§._
.

T a0
ERIC .- ﬁ

Aruitoxt provided by Eic:



P

Lo PRETEST - POSTTEST e .

e

et o -

1. Name the ‘deductions from your pay check. .

A. ’
? R ] « - o ‘ Y
2. Which of these deductions are taices? <

' . o - ) -
3. WHere does the money go? - ~
- 4. What is the money from taxes used for? : ‘
' " g . ‘ .
/ e
few O w ‘ '
5. 1Is our tax system'a fai
.1 . ..' .
* - 7. - .'“‘ .
i < L,
v - v§“¢ ~
. {

T b S Prétest VI-1-1

._.. : : N T . 181 e ¢._  . .

EMC . o . ) . I' . i _-. ~ 2

Aruitoxt provided by Eic:
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TAXES: A COMPULSORY PAYMENT OF A PERCENTAGE .

OF .INCOME, PROPERTY VALUE...........ETC.
FOR THE SUPPORT OF GOVERNMENT. -

¢

)

..‘\,‘

-’ q@f 75,0 f I
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uooo ' - &,
E :‘f - . .
¢ ‘6? L Y
» , o
& y.s. cofyrTUTION :

SECTION "8" ARTICLE: L

“‘,_ FEEEEN

.. taxes, dutges, 1mpost and egcgpes, to'pe;'the ;575%7"-

» d d

ﬁ % by ~
sdebts and provide for the commoﬁ defense & general

(SRR

3

v welfare of the United States.f but all duriGWb. "
. 1mpost and excises shall be uniformwthroughou¥
: . , . -
A o the United States. - o e
. I$
Iy
3
\f'

e
i Handout VI=1=3
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e o . . '5(‘:'«
\ ‘ . EI PR !
. TAX CLASSIFICATION S

is levied proportionately on- the ability of E
(income t&x) , ¢ , »

4? : .
REGRESSIVE: = is. when the taxation rate remains Lﬁfxe same regardless of the
ability to pPay - (estate tax)/

\ A
‘ . i =

o TYPES OF TAXATION

DIRECT: '1s paid directly to the government by the taxpayers.

[

INDIRECT: is when té:_tes are placed on goodé and services. e A
- L | 7

*
k] L ul
° ' ‘.',';;r‘.; t
2 9’
g - . .
J
. hd s
.5‘ -
. <«
e
,.

a
IO i '
L L LN
- . B El
. L
O
1 s B
Ly »

* .. . ‘ N ". «‘&.‘:‘- 2 ‘Q. T
e - 1% g S T S .. Handout VI=1-4 .
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COMMUNITY

2] NATURAL
@&y RESORCES

fu:l:\:.-‘. '

’ _-_ .

6/TRANSPORTA110N
o

YOUR TAX
MO\EY GOES

3%

" AGRICULTURE .

=T | ‘ \o oo WELFARE < |
" INTERNAL

AFFAIRS  "VETERANS

~ SPACE {RESEARCH

G s ’ " . Handout VI-1-5
: R . ’
| ,

’ . . . . ) ) ) } .
" . . N . K ’(h\

‘- ) g 185 s
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SUPPLEMENTAL
TEACHING MATERIALS FOR IWE'
GENERALLY RELATED LESSONS

. ) R Unit VL
' : "  Lesson 1

. BOOKLETS
) 5
Tax Dollars and What They Mean -£6 You. National Research Bureau, Inc., 424
North 3rd Street, Burlington Towa, 52601.

* Taxes and the Public Interests. Conference on Economics Progress, 1001
Connecticut Avenue, N.W., Washington, D.C., 20036,

Teaching Taxes. U. S. Treasury Department, Internal Revenue Service, Washington,
D.C., 202&4{ e

sum | I : - )

Your Federal Tncome Tax. u.Ss. Treasury Depfartment Internal Revenue Service,
Richmond Vir&inia 23219, vy .

» 4

o

FILNs S R

LY

¢ M’ec}eral Taxation. This film analyzes the sources and uses of federal tax T
" revenue with emphasis on defense and the general welfare as authorized

by the Constitution. 11 minutes, l966,%tate. B

Teaching Taxes. , Internal'Revenue Service, Richmond, Virginia, 23219.

ST @

L

.PAMPHLETS L T .
Understanding Taxes. Publication #21 a!nternal Revenue Se?vic*, ﬂsury
. -Department. - 3 » . W
Undgprstanding Taxes. Teacher's Guide Publication #21, RInternal Revenue Service,
Washington, D.C., 20000. , ( , ®» .
- ' N
- TRANSPARENCIES _ .as o
The Income Tax. Set of 20 or more visuals, Visual Product@%Division, M Center "
St, ‘Psul Minnesota, 55101, request price. B » .oy
'-“,'V_. 3 . . _ ~ . N
h Y
'. F,’ ‘ "_ %
\ 4
- J
. ‘ : N ('
187 -~ o
A . @

~

e



292 /)
INSTRUCTOR'S LESSON PLAN
Generally Related Information
© Unit . VI ‘
Lesson 2
. ‘j : -
SUBJECT: Filling out Federal, State, and Local Tax Forms

OBJECTIVE: The student will be able to properly complete Federal, State, and(

local tax forms.

-

TEACHING ‘AIDS: Overhead projector, opaque projector

MATERIALS: Understanding Taxes, Publication #21, Internal Revenue Service,

Washington, D.C.
Forms: federal and state income tax and local property-tax for
every student. -

. Transparencies ‘ , e

-

. . ~
REFERENCES: Teacher's Guide for Understanding Taxes, Publication #21, L.R. s.,
P Washington, D.C. .
) - \
I. PREPARATION (of the learner) /W L e
ok )
Cite a brief case study describ 'g a man . who did not £111 out his tax: ’forms RS
properly and as a result did not receive all Ehe money to wué,ch he waﬁ‘ T <
entitled. o : R o .
II. PRESENTATION (of the information) ' 3
T INSTRUCTIONAL TOPICS KEY POINTS (thiggg,’éo remember to do or say)
A. Federal Income Tax Use Understandin&?&xes and discuss.
1. Who must file v |
2, When and where to file -
3. Where to secure forms . ; S
4. Soclal Security card - ' . - A
5. - W=2 forms T : R
B. Federal Tax F g - Use opafjue projector to show foms and : L
1040 with supporting schedules ‘discuss. , RSN }
1. Exemptions o : 78
= 2. Deductions oo Co ‘
> 3. Joint return -~ - ST
- e i - R A .
C. State Income Tax’ " Use opaque})oject:oft to;:-_a'«haw ,forms and
* 1. Who must file " discuss. S, -
2. When and where to file o ‘ L o r
3. Where to obtain forps : A ST
4. Virginia W-2 forms =~ | : ' . ‘ : ) R
\ | - B
r M e < -~ g
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II._ PRESENTATION (continued) i
INSTRUCTIONAL TOPICS KEY POINTS (things to remember to do or say)
. D. State Tax Forms o Use opaqde projector to show forms and
1, Exemptions : R * discuss how to fill out.
2. Deductions '
3. . Joint return
E. Local Tax Forms Ask questions and derive answers from
Personal property form ' class.
1. VWhen to file List the items taxable under personal
2. Where to file property. .
. 3. When you must pay . How 1s personal Property tax payed?
4. Where to obtain n ) -
> ,h,'hw to Compleﬁe Forms
- 1. Procedure , .
2. Keep accurate records : . . ,/’
.~ 3. Recheck forms for accuracy -
i and signature J o
4. Must include W-2 and Virginia '
, W-2 forms n
. ) .
- /

ITI. APPLICATION .

Have students practice filling out their own tax forms on extra forms\which
you have provided.

\ _. L d ]
- IV. TEST R : :
ESEN i “.“:‘" :' -

o Students properly complete tax forms.
7 , — T

Agé;CESTED ACTIVITIES: Have students.preparé a bulletin board using the tax
forms from this lesson.

- -\‘
%

gt
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. ' SUPPLEMENTAL
TEACHING MATERIALS FOR IWE
GENERALLY RELATED LESSONS - _ ‘ '

" Unit VI
Lesson 2

BOOKLETS'

Tax Dollars and Whati'hey Mean to You. National Research Bureau, Inc., 424
North 3rd Street Burlington, Towd. 52601. '
l

&.

‘Taxes and the Public Interest.’ Confq#ence on Econqmic‘Progress, 1001 S

Connecticut Avenue, N. W.f Washington, D.C. 20036

».‘\,‘ . i '\A . ‘&,— \.( - \'1

|

Your Federal Income Tax. U.S. Treasury Department, Internal Revenue Service, o
Richmong Virginia, 23216.
f
FILMS )

Federal Taxation. This film analyzes the sources and uses of federal tax
revenue with emphasis on defense and the general welfare as authorized by
the Constitution. 11 minutes, 1966, State.

Teaching Taxes. Internal Revenue Service, Richmond, Virginia 23219. ..

PAMPHLETS e S n

Understanding Taxes. Publication #21, Internal Revenue Service, U.S. Treasury
Department. ) :

2 Al

Understanding Taxes, Teacher's Guide Publication #21, ‘Internal Revenue Service,
Washington, D.C. 20000, : -

\

* TRANSPARENCIES
‘iI;come Tax. Set of 20 or more visuals. Visual Products Division, M Center,
» Paul, Minnesota, 55101, Request price. °




» *
< N
Wwer .. . -
Y w
' * UNIT VII
" BASIC INDUSTRIAL ECONOMICS
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Lesson 1. Wages, Prices and Profits in an Industrial Economy
Lesson 2, I’ Role of Competition in Industry
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296 . ‘ o e~
INSTRUCTOR'S LESSON PLAN -

. e Generally Relgted Information

. ‘ L] o

’ : _ . Unit VII
ey - Lesson 1

SUBJECT' Wages, Prices and Profits in an induetrial Economy

) . .

OBJECxIVE.\ The student will be able to explain how prices wages and profits
e hﬁ ® are ‘determined.

r’.,; . : . “_.: R

TEACHENG~AMDS Overhead projeceor

MATERIALS: Transparencies e
) @
'REFERENCES: Principles of Economics, Clifford James. Barnes and Nobles,m .
-New York, New York, 1968. R
Consumer Economics, Wilhelms and Heirmer. McGraw—Hill New York,
New York, 1963.  ’7 S e S

I. PREPARATION (of ER P
" Introduction ~ _ o
1.. How do. you} ¥mine the price of a product?
2.~ How sdc s . arflve at wages? -
3. Of all, you receive, how much is profit?
[T, PRESENTATIONSCEE the Information) ~
: INSTRUCTEONAL, TOPICS =  KEY POINTS (things to remember so do or say) .
A, Prices are determined by: " Ask students what determines prices and
1. Material cost . ~1list factors on the board.
2. Labor cost " - X ' -
3. Overhead cost = - ° " Refer to Transparency VII-1-1. - *
4, Distribution cost . -
5. Supply and demand R .
. B, Wages are determined by:" ﬁ§%h the use of a transpar cy, 1llus-
1. Supply and demand of labor - trate how supply and demand of labor,
2, Unions _ ‘§L~‘ unions and wage laws effe ts wages
3. Wage laws : paid to employeé% -
, X Refer to Transparency“VII—l—Z. :
. A
. e ‘
' % .n - -

3 -
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II.. PRESENTATION (continued)

.INSTRUCTIONAL TOPICS . - - KEY POINTS (thi;gs to remcmber tofdo orﬁggxl__ .
C.” Profits are determined by: Have, students define \ompetition and
. 1. Competition - . have a.brief discussion of\its effect
.. 2. Sdpply and demand . on profit. ‘ N )
; ' - . e~ . 7
¢ . qﬁ; S See Transparency VII-1-3, .
’ . : ,\_ e~ o " > . : -0
‘ o - See Transparency VII—1-4. :
' et
: : List on the board other factors affecf‘
. . "~ -~ .1ing profits: -
o » . 1. Labor demands
& ' . _ . ‘ 2." Market trends -
' 3., "Production cost .
V' - . . . . . B
D. ﬁecessity of Profits . « Ask: Are prof ts necessary in business .
1. Eﬁpansion and updating and 1f so, why? ,
L of business kv/ : S : &
2. Provides for future needs Use transpareficy to illustrate how
" 3. Incentives _ profits are distributed within a busi-
" a. Owner - ”\ " ness. . ;> .
b. Investor . o ‘
c. Manager . | - - Refer to Transpare%cy VII-1-5.
d. Employees ) . L

'ITT. APPLICATION
Seiect three groups of students. Have one group represent unions,
‘the second group represent management, -and the third represent’ the consumer.
. By using the role playing technique, have each” group bring out problems
that would affect prices, wages, and prbfits.ﬁ

-t . = . o

& - — -
IV.. TEST | e - C - o S,

The student will match factors affecting nrices, wages ang“nrofits.

<’

4 [ . ] . g L

* SUGEESTED ACTIVITY: o S R
, - . ' ,
1. Stuydents will-be divided up into small groups with each group;preparing//’A
" and presenting to the.class one of the w;gé'systems use¢’ in industry. .
2., Students can list’ ‘the othex,financial considerations affecting employ—’
S ment other than,wages. '
A 3. ;Etudenté’compete in Bridge Game, VII-1-6.

'
-

. . ) " v ) .
. NEXT LESSON: The Role of Competition in Industry | =~ . —/ .t

. ' ) , . . ‘ : . r , Ny ¢
1 - "b . N - r
4 -

. - : 193 « °
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\/ ”
- WHAT DETERMINES PRICE?

e g,

N’

2.LABOR COST % E K’ -
. 3.OVERHEAD COST Ji

\Q.D'ISTRB/UaTION SR ) B

R}

!

f :

5. SUPPLY AND DEMAND

*..;.;r#;hsp)a@r’_icy VII-1-1 ?
[ Y Tt '
[y R

‘e

ERIC -
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WHAT DETERMINES WAGES? $$$

; |

WAGE -LAWS

TN

 SUPPLY AND -~
. .DEMAND FOR - '
| LaoR

. s .
‘ . : Y S
... UNIONS S
S ¢ - oo >

‘ . ) Y
_— Transparency VII-=1-2-° 7

o R 195 o g




" PROFITS ARE DETERMINED

[sql%eul
-1 GAS

.. _COMPETITION! .=

N S
' Zé Transparency VI1I-1-3
. S !

El{llc- A a-. _ '/’ ///- . e _' i : . . .
E by

Full Tt Provided by ERIC.
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WHERE DO PROFITS GO ?
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THE BRIDGE GAME

Follow directions on ,bl;idge game manufactured by Training Development

G ® Yo

Center, Stefling 1In!}t:i tute,
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»

ST SUPPLEMENTAL ' -
. ' . ' TEACHING MATERIALS FOR ICT : L
: T _* GENERALLY RELATED LESSONS PR
e T Tete vt g
A . : : Lesson ) :

-BOOKS

3

'Day and Bexa, Money and Income, Oxford University Press, New York, New York
IOOOH‘ 1960. " . :

“. Dood, Kennedy, and Olsen, A 4ppliea Economics, Southwestern Publishing Company,
Cincinnati Ohio, 45202, 1962( R

k Feir, Richard, Economics for Everyone‘ht%ing, College Entrance Book Store, .
New York, New York, 10001, 1066. - ‘ . o M

Leith and Lumpkins, Economics, U.S. A., McGraw-Hi111, 330 West 42nd Street New .-
York, New York, 10001. . B .

Samuelson, Paul A., E onomics, McGraw-Hill 330 West, 42nd Street New York,
.- New York, 10001/ ' .

Wilhelms Heirmer, Jelley and Herbert, Consumer’ Economics, Gregg Division '
McGraw—Hill 330 West 42nd Street, New York, New York, 10001.

L. ¢ . \
BOOKLETS , ' ' _ )
‘ American Battle for Abundance, A Story. of. Mass Prqgggtion, General Motdrs, j)\
Detroit, Michigan, 48233, _ < :
N L ‘)7

Industsy's Profits National Associatibn of Manufacturers, 2 East 48th Street, \
New York, New York, 10001, .
3. - o

Inflation, It's Causes andaEffects, The Joint Council of Economics Edueétion,
. 2>West 46th Streetf New York, New York, 10001.

+

Prices, Profits, and Wages, Chamber of Commerce Ind trial Council, 121 South
Broad Street, Philadelphiay Pennsylvania, 19104 _ "'

\J/

"Profits at Work, The Industrial Rela&tqﬁf Centen, University of Chicago,

. I1linois} 60607, ~ -
and Prices in an Industrial Economy, National Associati \of Mdnufacturers,

.2 East 48th Street, New York, New York, 10017. - N
Films T ‘ L
4 . \ . o,
Economic Growth, National Association of Manufa%turers, Film Bureau, 277 Park
{ Avenue, New York New York, 10001. _ —
- - l
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R SUPPLEMENTAL { , T
’ : /TEACHING MATERIALS FOR ICT !
. GENERALLY RELATED LESSONS

' - Unit  vII
Lesson_____]_._,_

FILMS (continued) \ A -

Equation for Profit, describes the ‘economic growth involved’ih.moving earth
and relates these factors to the operation of a 1%.5 yard scraper, 20
minutes, color, General Motors, Bo* 177, North End Station, Detroit,
Michigan, 48233. ‘ o - ’

>

Let's Face It, 'art I, shows the power of consumers over business, covers the )
five basic factors of production. 20 minutes, 1951, State.

-Lgi:'s Faée;It, ‘Part II, stresses‘cooperation of 'labor and management . to increase
.production for their own welfare. Covers job improvement. 16 minutes,
1951, State. : AT ’

~
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‘ , INSTRUCTOR'S LESSON PLAN
: ‘ Generally Related Informgtion

' o Unit _ VII
~ : . - R ) , Lesson __ 2

{ SUBJECT: Tne Role of Competition in Industry . "

:

‘OBJECTIVEé The student will be able to list factors affecting competition.
The student will be ah1e°to define principal terms related to
competition.

TEACHING AIDS: Games: High Bid, Monopoly, Acquire

MATERIALS: Pretest (Refer to Pretest. VII-2-1)

REFERENCES: Consumer Economics, Wilhelms Heirmer, Jelley an&‘Herbert, Gregg
: Division, McGraw-Hill New York New York, 1963..

Principal of Economics, Clifford James, Barnes and Nobles, New
. York, New York 1968.

’

I. PREPARATION (of the learner)
Introduction '
Pretest (Refer to Pretest VII-2-1)
Ask the students what is competition "and give some
wtypes of competition.:

stes of various

’\ >

II. PRESENTATION (of the informatian)i
INSTRUCTIONAL TOPICS « KEY POINTS (thingp to _remember to do or say)

A, Terms to be defined ¢ Pass out previously prepared list of
1. Monopoly _ o terms. Define and discusg each with
" Public . ' the class.
b. Private , . L
2. Competition Refer to Handout VII-2-2. .
3. Normal run ) . '
4. Long run - Leading Question: "Should we buy
5. Copyright . : foreign cars?" ’ .
6. Patent i
> 7. Franchise
B. Why competition is desirable  Ask the class what are some of the
~ 1. Efficiency 1s increased . advantages and disadvantages of compe-
" 2. Costs are lowered | . N\ tition and 1list each on the board.
# 3. Prices are fairer
. -L\J/ M . \
[ ’
o . . 203
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PRESENTATION (continued) .

: service controlled by one company.

IK' . /
— INSTRUCTIONAL TOPICS KEY POINTS (things to remember to do or say) -
\ LI b v e
. +C. VYhat competition involves «yy, List on the board and discuss with the
- 1.  Labor ‘ class the major elements involved in
2. . Management competition. ’
3. Capital .
« 4. Materials Refer to Handout VII-2-2.'
*+ 5. Prices o e
-6, Cost |, Agk: Should labor get more of the profit?
. 7. 'Markets * . : .
D. Monopolies Provide background’ infoqmatlon’o& the
1. How they originated development of both private and :public
_ a. Private monopolies monopoliek. Examples, Xerox, ATT
e (1) Superior skill(s) _
(2) Privilege Ask: What would happen 1if thgre were
% (3) Ownership- of . no public monoleies? :
. capital ’
¢ . (4) Control of List on the board examples of ﬂcblic
materials monopolies: _ ° ‘
~ . ~ (5) Control of pro- 1. Telephone
. cesses (patents and 2, yElectric ’
- copyrights) 3. -
b. Public monopolies: 4. WVater
)(I) Owned by the city, . :
county, and state List on the board both the advantagep
governments and disadvantages of monopolies to
(2) Utilities controlled both the cconsumer and company. ‘
(regulated)by govern- -
“- mental agencies -
2. Advantages -\
a;. Consumer’ “
b. Company .
3. Disadvantages o '
a. 'Consumer - : O v, .
b. Company :
.4, TFactors affecting monopoly s ..
* prices N
a. Uncertainty of demand’ o
\ b. Possible suhsfitutes
c. Possible competition ¢
3 d. Fear of public (govern—
. . mental control) 4
4
' IIT. ° APPLICATION - o R
A. Have the students debate the pros and cons of competition..
~ B. Have the students debate-the pros and_coz

8. of hgving all telephone
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) . N - o "- A .
- . . . 4 N . - » . e
R . (N1 3 . \ "- - H , /
J ’ " T . ." - v o XN N ' . ot \ .
. Name: : ' Date: __ > > o
- N ? ; e s . - 4 D . . ' N o - ; S ,-"
Instrucetor: ' "¢ - . _Peried: s , w
- \ ] - . 2 B . . .
2 - o : ‘ . . . \ b
' S ‘ ' PRETES® .6\ S s
) . a ’ o ot E A\
w T The Boie of Competifion in Industry 3 _ o
. i —— . : . / < A . . e - o o ¥ o
Instrucf%dns: Based on your knbwledge and exf/riences, answer the—questions .h‘
e//( A below to the. best of your ability. '
; - The seétion on- definitions&shoulp be ¢ pleted as éach term "
<« %;;’ is covered by the instructor and?discussed by the class.
) e ’ ¢ v, ] , - Y &~ .
- ‘ e R : . w—y .
1. "What is“competitidn and what effect does it have-on businesds? -
- Tl A ’ "L ‘ . ' . . i B
© 2. List two -(2) examples of business monopolies. (Public or Private) i

3. What are Some of thevdifferences‘between public and private monopolies? )

N . > - -

Fe Pretest VII-2-1

Q J j . 2()6. D
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N ‘ s’
) ‘ . .. ~
- & B . [ - 2 . i a v s % (
Name: v ([ . 3 Datei._, .
= N : - -
Ins}tuctot: . T a > - Period: _ .
. b , . - . ) \’
© = . IMPORTANT TERMS 2 N
~ - . 0 DEFINE y ' s
~ A0 PEE o £ F - sr/
S o > L
a. Monopoly: - “ , L .
s . - Al ot v e—
. : i - ,
b. Competition: i ~ /% 7 -7 ",

@ P . ~ -y v \ / .. — N . i . - .
¢. Normal Run: - p ) D S - '
J{ .% ‘ . \ ) ,/:;; - e -

d. Long Run: ™ . -7 AN "
. Ot e .
. , S
- LY J - 1
.e. Copyright: .
Y‘f)‘ . 'y
f. Patent: / |
. : ot ( \ ;
‘B Frat;cfiise: ", ’ ; .
s ' . ’ \
h. Labor: s K . ,
i. Mahagément: \ o)
4 . ( N w
j. Capital: ) \ &
R, Materials: «
1. Prices: X
m. Costs:
n. Markets '
‘ Handout VII-2-2
) 207 ’ .
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BOOKS ,
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Wilhelma, Heirmer, Jelley
McGraw-Hill *330 West

— _
S 7> NG
RN supnmm. , x

G MATFRIALS FOR-ICT ~ ) o
GENE'&ALLY R.ELATED Lﬁssous '

- Unit = VII"
Jesson )

~<F

. - R . : pe s
4 ‘

;: ) ) .~ (

and Hé%bett Consumer Economics. Gregg Division of .
42nd Street New York, New York, 10001,

~

Samue on, Paul A, Economics. McGraw-Hi1ll, 330 West 42nd St:teet:, New Yoric,

"New York 10001.

/- . - ’ '
.Leith and Lumpkins; Economics.v ‘McGraw-Hill, 330 West 42nd Street, New York,

.+ New Yofk 10001,

~

-~ : N ’ ¢

%

o3

. o . ur‘ *‘V. | '\' .
/\) ‘ L - . : -

. - o . 3 L
BO ETS v
QQKL'%" ‘._\v‘ Ii“ ﬁ;¥ I - F'4
Attracting and HoldMig Customers.. National Cash Register Company,.Merchants
- Service, Dayton, Ohio, 45401, no chatge. e
Competitioq/P ces in Action. e Joint Council of Economics Education, -2
West 46th Shgeet, New York, York, 10036, 50¢.° .

'Hodern Marketigg_gggqgggz
’ Avenue of the Ameticas New York, New York, 10001, 95¢. -

New American Lfbtary, Inc., 1301 New Hanpshite,

| Productivi;y and Production in Induat:y. Nat onal Association of Manufacturers,

~ Educational Depdrtment, 2 East 48th Stt-;

. vv

FILMS

York, New Yotk 10017.

P

*

The Anatomy of Free Enterprise. Thomas and Lincoln, froféssofs of Economics

at Claremont Men's College, trace the powers of the matket to reflect the
free choice of the buyer in what we produce, how we produce it and how we .
distribute it. 20 minutes, 1967, State.

Competition in Business.
competition and-shows

4 LT N ey
This film explores the concept underlying business
how competition and its key factors, are basic to our

free enterptiae. 14 minutes, 1966, State.

Government and. the Market.

National Associatibn of Manufacturers, Film Buteau,

7 277 Park Avenue, New York, New York, 10001.

\

It's. Everybody's Business.

]

. Explains how profits and individuél investment creates

jobs. Stresses the fact that competition keeps values high. 22 minutes,

1954, State. ~

.-

I'd

The Story of Wholesale Marketing. This film follows the basic activities of

concepts of economics

- one work day at the wholesale product market. Introduces the &lementary

and public health. 11 minutes, 1965, State.

208
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FILMS (continued) : L

Th:ls is Advertising. The importance of’ competition throughgaavertising

3

b
: o iﬁinutes, 1962, State. T e ,
': et y . v . . o 1 o
. GAHES S ’ ®
High Rid - M Company IR .
\ o ’ - ~
. X . ) ¥ .
, - ‘

v‘q-.\
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: . .u
" . / . '_\ .
Unit _ VIL .
,\", Lesson 3 ;
SUBJECT: Labor Rel ions ) B /
OBJECTIVE' The P dent will identify the advantagé and disadvantages of ,laborf(
4The student will be able to identify prifgipal terms concerni\ngM —
Overhead projec};or - ta -
/T ansparencies and organizational chart of AFL-CIO &j amphlet en,titled
. g /'Wh; Un:l.oné" Publication #20,.An.-cm WashIngton,' D.C.
, .’
- . Management Righ ts alnd Unioq Interest, Margaret: lK. Chandler, McGraw- .
X N Hill, 1964, , .
: e ‘Handbook for Young orkérs, Bulletin #271, U.S. Department of Labor\,
A .U.S. Government Printing Office, Washington, D.C.,. 1965. . :
i Collective Bar gainigg, Publication #gas An.-cfo Washingtan, D.£.
.' 1965." ) , .
’/'h__l{_ ‘ S ) - \_‘
/J. PREPARATION (of the 1e_.arner‘) ;
. * : . ' ) ) E
"+ Introduction - = L '
/ 1. Whom do you know who belongs to a union? .
-You are the boss and your . ftiends are ‘the WOrkers. How do youJ,
: settle problems? 2
ol 3. How do the workers and the boss work together s0o that they both ’ -
b _ make more money? s _ ) . s X
II. PRESENTATION (of the information) -, : I
INSTRUCTIONAL TOPICS -  KEY POQ@% fthings to remembeér. to do or 3ay) f
A. The Union -. o Use overhead .projector: dispiay A_FL-’CIO,
“1. ,Brief history. . Coe _ chart‘and- discuss contents with students. ' .
2. Growth .
3. Advantages. of membership Illustrate to students by use of trans,r
4, Accompligshments Iparencies\ . ‘
5. Disadvantages.of membership Growth-of unions - Transparency I—3—1;
, 6. How it functions ' - . Craft Unions ~ _Transparency VI :
58 5T - a, Organizations K ‘ '
3 . . b. Types - . 'What is a union contract? Trané
- ... ¢.. Area.coveréed . VII-3-—3. T S
'\ " d. Dues’ R




A

- * 4
o 9 o

. < '
324 | . : .
L - ]
II, PRESENTATION (of the information) L SO . N
INSTRUCTIONAL- TOPICS . KEY POINTS (things to remémber to do or say) N
: S | , -
B; Collective Bargaining »  Illustrate discuss the advantages
1.. How it-functions ' ’ and disadvantages of collective bargaining.
2. Why it functions. - C ’ 2 S
3. Importance of labor 2 Refer’ to Transparency VII-3-4,
4. Importance{of management. :
5. «Terms N - R;Iéte bargaining t¢ labor, management,.
" a. Arbitration : and the 'consumer b having students
o v “b. Mediation - .discuss the effecys they have g each
' § \{{ C.x opeﬂ Shop—"Right,liTo Work . - other, ‘
' Law . P . .
’ d. - Closed shop%;v - " Hgvdﬁstudents offer udvantages \from
e. NLRB. ' their standpoint with regards td col-
f. TUnion shop \ lect barfaining. :
g.  Strike® -y ' : <
h. Picket st major terms of labor rglations on
i. Boycott T the board and give a brief definition ofs
: j. "Cooling off" period . each term. Ask students to cite/examples , L
. et ;of unions in -the area. ‘
>~ . ) : <
T .. | B ) gy ~
. . I . B R - N { . Y
III. ' APPLICATION o . Y ]
. q o w.‘) . . : | L . o ~ .
1. Have the students discuss the advantages and disadvantages of unions
- and labor organizations in general. ' > ‘ >

2. Discuss the advantages and disadvantages deVirginia's'Right to Work

/. LKW.,- ! .1

_x “ . ‘ . . . ! e
N @ ) .s_;l! .
-IV. TEST- ' i R ol
A. The students will 1dehtify the adﬁaﬁéages aqdidiéadvantages of undpns

B. The students will match principal terps concerning labdr with their
definitions., o i -

R ’ B .
- e e
* . R
- R .
\ . » ) . . ) S

h

SUGGESTED ACTDQ}TY:
:A,' Bring in local union and management officials to'discusg,labor\unions.l'
B.. Have a role playing problem between the hoss and the workers cdncefnlng
- wage~time per day;shyeek-end work.

- . ’ . N\ . 3 . ;
NEXT LESSON: - Money; and.Bahking and Consumer Law’
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»/CRAFT UNIONS
OBGAN,IZED avn{r OF WPRK. PERFORMED ¢

v e
———

]

!‘ .
FO
/l/l/l/ ) v
MACHINI |6N i C
ELECTRIGIAN§= UQBN 1
CAggENTERs' UNION |
d
PLUMBERS' UNION
. S oo *
BRICK MASONS' UNION :
UNSKILLED LABORERS' UNION
BASlS OF AFL—CIO
_____ e . (
- Transparency VII-3-2
213
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.
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TEACHING MATERIALS FOR IWE - o
- - e GENERALLY RELATEP LESSONS L e
s % Nl , :g ? Unit VII
Ny 3 Lesson 3

00KS m\) : - | //} o ' "\ K?L ' ‘ Ei" .

Black, James.’ DevelopingACogpetent Subordinates. American Management
Association, 1515 Broadway, New York, New York, lOOOl 1961.

——— \

L]

. Blpom, Gordon F., Econonfics of Labor Relations (Irwip Press, Homewood Illinoia,

-60430, 1965, . - , . “a . N
e
_ Chandler Margaret K., Management Rights and Union‘lnte ests. McGraw—Hill,
330 West 42nd Street New York, New York 10001, 1964. ~ . -

. <

Galenson, Walter Labor and Trade Unionism. Wi\EY New York, New YQ;E} lOOOl,
1960. o . . »

G tlow, Abraham, Labor and Industrial Society. Irwin Press, Homewood, Illinois e
60430, 1963, - -.

Johnson, Rossall, Lsonnel and Industrial Relations. I"rwin Press, Homewood, .
I1llinois, 60430 1960. .

Kerr, Clark, Labor and Management in Induatrial Society. Anchor Brooks, Garden
‘ City, New York, 11530, 1964.
Ve .
' Owens, Williams, Labor Relations. Appleton~Croft, New York, New York,J%QOOl,
. 1964. . :

o

Reynolds, Lloyd'Labor Economics and Labor Relations. Prentice-Hall, Englewood
- Cliffs, New York, 07631, 1964.

Selekman, Benjamin, Problems in Labor Relations McGraw-Hill 330 West 42nd |
Street, New York, 10001, 1964. -

Vollmer, Howard M., Employee Rights and the Employment Relationship. Institute
of Labor Relations, University of California Berkeley,\California, 97400,
1960.

Y_/e - o ’l

AF1~CIO Code of Ethical Practices, AFL-CIO Department of Publications, Pamphlet
Division, 815-16th Street, N.W., Washington, D C., 20006. . '

. BOOKLETS

"Labor in Learning, University of California, Los Angeles, California, 9244
.Social Science, Building,-90024. - o mem - : -

Cogpulsory Arbitration, National Association of Manufacturers, 2 East 48th
Street, New York, New York, 10017.
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bE R A~ !,
- - o ‘Lesson - 3 ' _

BOOKLETS (continued) [ .‘m

o

S
& . W
. A Short.History of Labor, William Stull.

School, Benton Harbor, Michigan, 490

TN

%LE. Coardinator, Benuon\l{'arbor High ~

N .. . CETT

 Why Unions? AFL-CIO, Dhqartmént of Publications, ;g5—186th Street,'ﬁhshing;on,

t:\‘ ‘D.C., 20000, Publicatioﬂf#§1<*\\\§hnn-4 : ) co
What Organized Labor ects o y nt, ational Adbociafidn of Manufacdtur-

" ers, 2 East 48th Street,\New York, New Y¢yk, 1000Le '

7 "INis is the AFL~CIO, Publfcation #20, AFL-CYO)
815-816th Street, Washington, D.C., 20000."

Depaffﬁént of ﬁuﬁlicatioﬂs,’,

N A
The Grievance. Illustrates and ‘explains the'feiatibﬁéhip between union and
management. 16°MM, 30 minutes, 1968, Cénadian: Embassy, 1746 Massachusetts
3Avenue, Washington, D.C., 20000. . . .

. . ”

N . [ . . ) . oo
The Rise of Organized Labor. This film presents the “esgential facts relating”

to the rise of organized labor with special emphasis on the'conditfbns and
organizations which contributed to the present lﬁbor movement._.lB'%}nutes,
1960, State, : ' ' . '

. \ . N

s/The Structure gf‘Unions. A cartoon describing the organizatioﬁ of labor unions
/ today.‘ 11 minutes, Business Eﬁucation Films, Brooklyn, New York, 11201.
It's Everybody's Business. Illustrates how freedgms guaranteed by the Constitu-

s tion have enabled American\pusiness and labor to outproduce the world. 22
minutes, 1954, State. : 4 .

4
_—

{ o —
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INSTRUCTOR'S LESSON PLAN
Generally Related Information

e | | Unit _ VIII
B ' - Lesson __1

SUBJECT: ~Managing Money

. OBJECTIVES: The student will be able to identify reasons for preparing a
! 4 — budgete
-;EJ» The student will be able to identify the - information needed to
~ prepare a budget.
.. The student will be able .to plan a program of spending.

-

TEACHING AIDS: Overbeadgp:ojectqr, pretest, 16 MM projector

. MATERIALS: Transparenciée,*hendouts, pretest, film: Beginning Responsibility:
Using Money Wisely, 1l minutes, Virginia State Department of
«Education. Game of Life, Milton Bradley Company, Springfield,
Massachusetts. & -

REFERENCES: Succeeding in the World of Work. . McKnight -and McKnight Publishing
: Company, 1970, Bloomington, Illinois.

I. PREPARATION (for the learner) -

’

Pretest (Refer to Pretest VIII-l—l) .
Have students prepare their own budget on $350 per month. Then discuss.

hY
I1.  PRESENTATION (of the information) . ) -
INSTRUCTIONAL TOPICS KEY POINTS (things to remember to do or say)
A. What is a budget? ; Refer: to Handouts VIII-1-2, VIII-1-3.
(Spending plan for managing and discuss with class to- determine
- 'moneys:): R " what a’ budget actually is.
B. Why have a budget? _ Refer to Transparencies VIII-1-5
1. Tt will force you tp estab- and¢ VIII-1-6.
- 1ish goals in using your A
money. -Show film, Beginning Responsibility.
2, It will help ,you live on + Using Money Wisely.
the money you earn.
3. Helps eliminate wasteful 7

habits of spending money.

4. Helps achieve long-range to .
goals.

5. Helps develop ability in
money management.



& . B 208

337
II. PRESENTATION (continued) :
INSTRUCTIONAL TOPICS KEY POINTS (things to remelber to do or say)
g The Basis of your budget. STRESS: Income is take home pay.
1. , Income E ‘ - Show how to estimate yearly income.
2, Expenses List future fixed expenses.

a. Future fixed expensts  Refer to Hafidout VIII-1-7.
b. Future flexible expenses List future flexible expenses.
c. Dailx‘expenses Refer to Handout VIII-1-8.
. - List daily expenses.
%qfer to Handout VIII-]1-9,

APPLICATION

11T,
Prepare a personal budget. Refer to Handout VIII-1-10.
W d
SUGGESTED ACTIVITIES: ’

NEXT LESSON: Using Bank Services

Ot
&

Discuss Chapter 8 in Succeeding in the World of Work.

-Discuss budgeting with your parents and find out what procedures they use

in their spending plan. . - !
Game of Life (student participation).
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. PRETEST '
Managing Money ,
' -
True or False. Circle one. . ' N .o
T F?1., A budget is a systematic”means d%'blaﬂning‘the spending of

~income so as to gain the maximum amount of satisfaction from it..

. ‘

‘T f-.\ F 2. The percentage of outlay for clothing is approximately the™
: ' same, whatever the income. : o
T F 3. If your Income is small, you should not consider a budget.
i -7 o | )
T F 4. Extra 1ncgmg49uch as gifts should not be 1nc1nded in your
budget., . .
- B . -
» - .‘ N . ) o - \
Ty F 5. A budget should include the money that you are planning to

save for the future.

~-

) o . Pretest VIII-1-1
; ; ~ ‘

Q : f; . 2:21
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Managing Money :
. ¥
»,

\\ _ Connie Martin Y

2}

Connie\Martin is 16 years old and a junior at Washington Higg School. She
lives within @ few blocks of the school with her father and mother, Fred and ..
Majorie Martin; her brother, Larry; and her sister, Linda. Larry is 14 years
old and a frpshman at Washington. Both Connie and Larry walk to sthool each
day. Linda\§ttends Lincoln School which is eight blocks from their home on

v West SycamoneXStreet. _

\is a cagpenter. Bad weat@er and strikes have caused Fred to
e work time the last three years, and the family has found it
lust the budget several times.

Fred Mart
lose consider
necessary to ad

Connie had\b n given a small allowance for school supplies and clothing.
Any_extra money cd ie has for luxuries and entertainment must come from her
own earnings. She as been earning and saving some of her money for the last
two years. | Com ie derstands that the family financial picture is not too _
bright at the pres t time and that she will need to be responsible for herself

_ after gradua@n f\ron)}high school. ) - . S\

Connie has studde the occupations that  are available to young women, and
cosmetology appears to be very interesting. Connie's friend, Jane, has an
older sister who is a licensed cosmetologist; and Connie enjoys visiting her-
shop.

R Cy ! . Ky . -

After discussing future'goals withi~kes..school counselor, her mother and
father, and with her friends,- Conpie has decided to take a cosmetology course
after graduating. v

The cost of a cosmetology course is about $800. Connie has started saving
one-Kalf of the money she earns working at the public library three hours after
school each day. .With the additional money Connie makes baby-sitting, she ex-
pects to have the $800 saved before graduation. Is this a realistic goal?

Handout VIII-1-2
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L Managifig Money
. ) '}" e '

' Helen Lane
[ ]

Helen Lane had- always wanted tgqpecome a secretary. Even as a high slhool'
freshman, she had informed her typing teacher of plans to become a legal secre-
tary. Helen lived with’ her parents on a large ranch in Kansas. Helen's mother
encouraged her to prepare for secretarial work by attending the Northern Area
Vocational School., & oo .

The idea of leaﬁiﬁg the ranch where she-had lived all her 1life to livd¥in
a small apartment was frightening to Helen, who had graduated from the small —
Madison County Rural’ High School last June. Only Helen's strong determination
could force het. into thias new level of responsibility where she would need .to
be completely independent. /f . . .

N Helen found a small apartment about five blocks from the school. She se-
. “lected the apartment on Maple Street because.it was about equal distance to-
the shopping center and to the school. - It was very important to 11vé near the
" shopping center since Helen didn't want to be bothered with a car. A shopping
- center with a bank, a number of stores, and a restaurant would serve her needs
quite well, The apartment was furnished with just about everything a student
would need in furditure; and in appliances. Helen enjoyed‘entertaining the stu-
‘dents in her class by c,ooking special dishes. * ¢

After four montha.of managing her .affairs, len found she was quite capa-
able at managing a budget buying food and clothing, and maintaining the apart-
ment. ¢ Her mother and father were proud of the ability she displayed.

.';r

Managing for herself.was easy for Helen because she had had practice. Her
‘ mother and father had: ‘encouraged self reliance. Helen had also received instruc-
tion which builtvher confidence. The study of consumer’ education in homemaking
classes had been very useful, as was the study of budgeting in high.school busi-
ness courses. Helen's sunsess was. partly because she knew how to plan. Helen
not only knew how to keep accounts; she knew how to be a good consumer. The
allowance Helen s father sent" her edch month was more than adequate. , +$ -

N 4

Handout VIII-1-3
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Mnnag{ng Money

Phil and Mary Kirby

‘O ' \ e 3. ’ r. )
Phil and Mary Kirby had wanted to buy their own home for several years.
Only recently had they been able to save enough money for a down payment on

a new home in the North Hill addition. Phil and Mary had been married for

" six years. Phil, who ‘is, 29, liked to live in the three room apartment on -

_Tenth Street because #¥ was close to the plant where he worked.

~
.

\ Mary,:who.is a nurse, had worked at the Memorial Hospital for the first;'
xthree years after marriage. Now that Bruce, their two-year-old son, needed '
mor¢ room to play, they were anxious to find a small $home. Six months ago

"ghe found a small, three bedroom home on Kennedy Street in North Hills. *’.

\e'plhnn;ng for selecting, financing, and contracting for the house was done
V9f a number of months. With Phil's latest raise in salary, they were sure
t %t they could pay off,the mortgage in twenty years, ‘ -

\

\ After Phil and Mary had reviewed their budget plan several times, they
ted Mr. Jones at the First National Bank. He reviewed their financial
kion and recommended that they pay no more than $175 per;month on house
paym #ts. He also recommended that .they be given a loan and promised to help
in ap ?aising the property. '

' fo :
¥ little house on Kennedy'Street was the Ség;izhey could find to fit
\;ticular needs and still be within their financial range. A check
list to ﬁe used in buying a house was furnished by their bank. According to
the check\1list, it appeared the house had a good location for their needs.
A school was within five blocks, and the neighborhood appeared to be quiet,
with few busy streets. Most of the houses in the addition were less than

" three yearﬁ old and were occupied by young families. The exterior of the

house was in good condition, newly painted and well landscaped.

The intéxior o%‘the-house also was in good condition, but a little paint-
ing was néedad before occupancy. The room arrangement was satisfactory} all
equipment and\appliances were a good brand and were nearly new.

Phil and‘MSry like the house even more after moving in four months ago.
The payments of\$160 per month were not easy to make; so a number of clits in
spending had to\be'made. The family budget for recreation was reduced by =~ _
dropping their membership in the country club. It would not be possible to
pay dues each.month as they had before. After three monthly payments were
paid, it seemed that by using savings for a 20% down payment and using.25% of

. their earnings based on an average of the.last three years, Phil and Mary

would not be ovetburdened with their payments, They had shown considerable
responsibility in~p1anning and buying of their first home.

Phil and Mary acted wisely in managing their money, First, they saved
enough money to make a good down payment. Second, they planned their spending
and selected a house within their financial-ability. Responsibility in finan-
cial matters is extremely important to the young family. ’

- Handout VIII-1-4
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MANAGE YOUR MONEY FOR THINGS YOU WANT:

“ < “\‘\\\é\\ \\\\ \\ \\\\\\\\\
e B M ~

Transparency VIII-1-5

pRIC L g |

Aruitoxt provided by Eic:
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Transparency VIII-1-6
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s - Managing Honey_
- Fixed Exphnaes
S ' -
k&} Taxes ’ . .J/
< Féderal income tax
State income tax ’
Property tax i ¢

A J ' \
Monthly Rent or Mortgage Payments

Ve

'Utilities
K Telephone ,
- Gas - ' N
Electricity T
Water
Fuel

Insurance :
Life 4
Health and accident
Hospitalization
Fire and theft
Automobile
Property--Personal
'Social security
Others

Inveatmbnta Toward Retirement

Union Dues , . ]

- Regular:Payments
Interest on. loans
On furniture or equipment
On car
Christmas Club

Car Licenses--State and City

» Iy

~ School Tuifion, Textbooks and Fees R

%
Handout VIII-1-7
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‘ ,, Managing Money
Puture Plextble Buiget Itena
-

Clothing

I

Home Furnishings and Household Equipment--including repairs

Home Improvement--including equipment and repairs-

Contributions ’ b
Church . . .
Charities ' ' . . .-
civic Groups °
Professional Groups : L o

~ -Fraternal Groups ' R oL
Social Clubs oo '

Annual Subscriptions : . o /)’,/’ﬂfa

Magazines
/ Papers

. . o
Medical and Dental Care--not covered by insursnce, including medicines

Entertainment-—including hobbies, unless includcd under personal allowances or
day-to~-day expenses

Cifts
Birthdays
Wedding and Anniversaries

..ﬁr...-..,Chniatmas«d.-_.u.‘q--,-<(.(-(-««...u,v«u-<<-«<-«u:.,“.W.«.ﬂ.<.“.qqaudw.u....”
Babies g . .
Graduation

Cushion--for the unexpected and emergencies
' T

Handout VIII~1~8

o " - 228
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\ .
' Managing Money “ .
Day-to-Day Living Coifn .
{ ’ .
Car Upkeep and Transportation - v
Tl Entertainment
' Extra food Stereo tapes or records .
Travel Movies ‘ -
Bowling Sports »
Dating . Hobbies : :
Parties

. .
Family Personals

Toothpaste v

First Aid .

Shaving Supplies

Cosmetics _ ’

Food
Meals Eaten at Home
Meals Eaten out

Household Help (Future) S -
Care of House’ g -
Care of Yard
Care:gff Baby - ’

Laundry: Dry Clegning: Clothing Repairs

Stationery, Postage. Newspapers

P R L L E -

BT B LT I R L R R R SRR I IR D R

Clothing, Shoes

Ty
'
e X

Handout VIII-1-9

Foun | 229




" -

. .

[} \ ;
Managing Money C v
v » A Trial Plan
,V . . ' ]
For one.. For ome “
Income: - : ~  budget period : year .
Subtract Future Fixed Expenses . ' . . ,
- ’ \
Balance: -
Subtract Future Flexible Expenses g
- I}
Balance: .
. Balance: ; _ '
Subtract Day-to-Day Living Costs
' , ,./
‘Savings For Goals ' ot s .
' 4
T
’ 4.3 2.%": Ty \
. ‘
- ) - ~ g‘\\ . " \ :
Y )

R A 7 Handout VIII-1-10
. ' 230, i
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TEACHING MATERIALS FOR IWE
GENERALLY RELATED LESSONS .

Unit_ VIIT
Lesson 1

BOOKS .

Day and Beza, Money and Income, New York: Oxford U. Press, 1960.

Dodd, Kennedy and Olsen, Applied Economics. Cincinnati, Ohio: Southwﬁgtern
Publishing Company, 1962. 4

' Feir, Richard, Economics for Evegzday Living. New York: Collegé Entrance
Book Co., 1966 . "

Leith and Lumpkin, EEEEEEEEE;[‘HcGrawhﬂill,.New York, New York.

Samueleon, Paul A., Economics. MeGraw-Hill, New York, New.York;
' v

# Wilhelms, Heirmer, Jelley and Herbett, Consumer Eeonomicst ﬁcGraw-Hill,‘New

. York, New York. . ——

]

;’d‘ C.

BOOKLETS ‘ ’ ' 0,

Coins and Currency. Federal Reserve Bank of New York, 33 Liberty Street, New
York, New York, 10045. : 4

Facts About U.S. Money. U.S. Treasury Department, Office of Information, Wash-
ington, D.C., 20224 (free). :

Fundamental Facts About U.S. Money. Federal Reserve Bank of Atlanta Bank and
Public Servicea Department, Atlanta,\gsfrgia, 30304.

How Much is Your Money Worth? William Frederick Press, 55 East 16th Street,

New York, New York, 20028, 30¢. v ettt

Pl LR LR RS R AR R b R i i P e L L L e R R R PR R R T IR R R R
- ot BT
-t : oz <

Keeping Our Moneyﬁﬂealthy. Federal Reserve Bank of New Yprk.

‘e

Let's Learn Money. Virginia Bankers Association, Box 462, Richmond, Virginia
23203. . 1 . . ,

' The Mystery of Money. National Regearch Bureau, Inc., 424 North 3rd Street,
Burlington, Iowa, 52601..‘

-

Open Market ggerations. Federal Reserve Bank of New York Public Infotmation,
Federal Reserve, P.0. Station, New York, New York, 10045 (free)

KWhat Interest Does for You. National Research Bureau, Inc., (free) 424 North
T 3rd Street, Burlington, Iowa, 52601. .

What is Money? Virginia Bankers Association, Box 462, Richyond, Virginia, 23203,
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SUPPLEMENTAL

TEACHING MATERIALS FOR IWE
GENERALLY RELATED LESSONS

Unit _VISI
Lesson—1

BOOKLETS (continued)

,Planning Financial Security for the Family. Extension Division, Cooperative
Extension Service, Virginia Poiytechnic Ingtitute and State University,
Blacksburg, Virginia, 24061. ™% |- .

Managing;!our Money. Literary Cavalcade, 902 Sylvan Avenue, Englewood Cliffs,
New Jersey, 07632.

PAMPHLETS

»

A.B.A. Film Guide. Lists 134 films on various aspects of banking. American
Banking Association.

-

Our Money System. Coraet Company, 65 East South Water Street, Chicago, Illinois.

Understanding the Dollar. How money changes in value and the effect of this
change on our economic system. 11 minutes, 1966, State.

What 1s Money? Follows the daily journey of aq§§ bi11 gg:ough many transactions.
11 minutes, 1947, State.

' 3 :
Moderns Make Money Behave. Education Division, Institute of Life Insurance,
New York, New York, 10001.

-
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INSTRUCTOR'S LESSON PLAN
. Generally Related Information
. \ . , Unit_ VIII
, Lesson 2

- SUBJECT: Using Bank Services S§»

OBJECTIVES: Students will’be able to discuss and explain the various services
- - available to them at their bank, ,

Students will be able to discuss the functions of a Bhnk and the
different types of banks. .

TEACHING AIDS: Overhead projeétor, opaque projector, 16 MM prdjector

MATERIALS: Transparencies; booklet, "How to do Your Banking,”" available from
‘Bank Marketing Associates, Box 2985, Richmond, Virginia, 23235, or-
from local bank; outside speaker from local bank; handou:s;'film,‘
Fred Meets a Bank, Virginia State Department of Education. )

REFERENCES: Succeeding in the World of Work. McKnight &hd McKnight Publishing

Company, 1970, Bloomingtpn,-lllinois.

I. PREPARATION (of the learner) .
Bring in news item on bank robbery. -Sttmulate from this a diacuasion‘of
banks in general and lead students to a discussion of the usefulness of
banks. - ; '

.

II. PRESENTATION (of the informationm)

INSTRUCTIONAL TOPICS _KEY POINTS (things to remember to do or say)
A. What is money? ~ - . Point out that money has certain functions.
1. Medium of exchange. ' Refer to Transparency VIII-2-1.
2, Unit of value Show functions of money. i
3. Means of future payment Refer to Transparencies VIII$2-2,,VIII-2-3,
4. Storehouse of value' VIII-2-4, , \J
B. What is a bank's function? Show film, Fred Meets a Bank. :
Specializes in the transfer  Point out a bank's function, ' .
of money and credit. 1. Receives deposits of money subject

to withdrawal on demand.
2. ‘Makes loans to customers.
3. Pays interest ,to depgsitorss
4., Invests money. '

. & .
~ PRI
¢ 4.

. 233 | o
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IT. PRESENTATION (continued)

INSTRUCTIONAL TOPICS KEY POINTS (things to remember to do or say)
C. What types of banks are there? Point out that a commercial bank receives
-1, Commercial " deposits of money and loans money.
2. Savings and loans A savings and lo#n association also
3, Trust company. accepts deposits for money and loans to
4. Credit unions business and industry as their primary

loans. A trust company handles estates
of deceased persons. Saving are insured.

D. Services offered by banks Ask: What are some services offered by
1. Checking accounts » banks? "

; ‘ Ask: What 1s purpose of a checking

_ account? (Mention thQ; you will go
- ~ into more detail latetl.)
2. Savings accounts Point out types of savings accounts.
) I. Passbook
-~ P 2, Savings certificates
' 3. Christmas club

Ask: What is another name for a savings
S . account? (time deposit)

3. : Loans Bring in outside speaker from local bank.

a. Personal installment '

b. Installment

c. Home improvement

d. Education

e. Collateral

£f. Mortgage . . .
4, Safety deposit box Ask: What is a safety deposit box used @7

for? (Refer to Transparency
VIII-2-5.)
5. Trust.

6. Offers substitutes for cash Ask: What are some substitutes for cash?
1. Personal checks (Refer to.Tran-
sparency VIII-2-6,)
2. Certified checks (Refer to Tran-
sparency VIII-2-7,)
3. Cashier's check (Refer to
. Transparency VIII-2-8.)
' 4. Bank cagd services (Refer to
, Transparency VIII-2-9.)
» 5. Travelers' checks.

s

ITI. APPLICATION

» A. Student discussion centered about when they might use the various bank
A services. ‘ y '
B. Invite speaker to talk to students about what banks can offer young

people.

231
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IV. TEST

Give a brief description or explanation of the services available from the
bank, . ‘

-1.‘ RN . . N
- X

=

SUGGESTED ACTIVITIES: Studenté open their own savings account,

NEXT LESSON: Using Your Checking Account \
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A MEDIUM OF EXCHANGE -

Trahsparency VIII-2-1
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HOW MANY HOURS OF* WORK
DOES A MOTORCYCLE REPRESENT?

" MONEY IS A UNIT OF VALUE $$$

Transparency VIII-2~-2
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N

A MEANS OF FUTURE PAYMENT

Transparency VIII-2-3
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" A STOREHOUSE OF VALUE
. -/ L .

-

Transparency VIII-2-4
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SAFETY DEPOSIT BOX
A PLACE TO STORE YOUR VALUABLES  ©

1)

Transparency VIII-2-5

240




&
. .
.

ERIC

Aruitoxt provided by Eic:

" 'PERSONAL CHECK

375

H

Yy

G @ M

:' - - - . .

M PAY TO THE

R ORDER OF

ARNOLD E. SAUNDERS
MARY A. SAUNDERS
1204 MOORE STREET
ANYWHERE, U. S. A, 12345.

101
00-456/123

s \

R

. BANK /e HERE
: TOWN AND STATE

ol Y for __

- DOLLARS [

" SAMPLE CHECK

DO NOT CASH

89 123

= g

Transparency VIII-2-¢ }
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CERTIFIED CHECK

DaTE /// &/ | 0. 28

- . . Q-750”

RTIFIED CHECK %0

1 <pay 1O HE
ORDER OF*

northem virg
SPRNGFIELD. VIF -
210560w0 75011 O,

Transparency VIII-2-7
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CASHIER'S CHECK

Snmpls ¢

Bﬂnk““rglma—m &.’ﬁ :z 1 / ' .

formerly ‘ 9 10 6

. Th: ATfr:can Bank U
- _.lL_f nsﬁ? l &
Senee NoT /VmuTz able - Samp e Ust cnlly 002 ¢

,A!,?__DLQLL_M S ——— — WL\:RE .. | _\

'; CASHIER’S CHECK he
) #B9009 406" #30560m0K08E St
- ._%m-vm-m .

6L€
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BANK CARD SERVICES - - ' BN

: Master Charge¥*

T h ~ 70se70L

o . ]

the
chor
nce s:b
gresment govern-

g

5

$

g

8

he

to to

her i
mount, wit
issuer in accor

card a
card.
BSANK OFRCE COPY

*Masggr Charge supplied courtesy of Béﬁi&lrglnia Credit Card Company, Rlchmond VA’

23260 | Lee g
. : B - , T
~p
BANKAMERICARD** :
= — — <
\
L — i
DATE
‘ CASH ADVANCE o
! - e DRAFT ' 19 O
a o AUTHORIZED CODE AMOUNT o
D » . -
‘z "APPROVING OFFICER SIGNATURE 3z t
" Q
La io
£ ¢ | EMPLOYED BY A
3 s %
o
.~ [ HOME ADDRESS - . 3
» . : 5
D
: [ PURPOSE * IDENTIFICATION M
‘* a s
. -
: IMPORTANT 25 days fram demand acceptor shall poy ta holder {I this instrument & %
A =«
the sum shiown. A cash advane fee {as previausly natitied) may be charged to your -
TRANSACTION CONFIRMED AND DRAFT ACCEPTED account, The cash advunu foe will be shown on your monthly statement and is not = u
refundable. as
X Deferred balances are wb]acf to the regular monthly finance chorge. © s
ACCEPTOR SIGN HERE (AFTER READING IMPORTANT MESSAGE =) ) 5

**BANKAMERICARD supplied courtesy of BankAmeriéa Service Corpnpation, San

Francisco, California 94104 . Transpare%;y VIII-2-9
: - R

/ -
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...  SUPPLEMENTAL |
TEACHING MATERIALS FOR IWE
GENERALLY RELATED LESSONS

\ Unit_ VIII-
Lesson 2

BOOKS ' B . .

Day and Beza, Money and Income. New York: Oxford-U. Press, 1960.

Dodd, Kénnedy and Oisen, Applied Economics. Cincinnati, Qnio; Southwestern :
Publishing Company, 1962. - % .

Feir, Richard, Economics for Everyday Living. New York: College Entrance Book

. Company, 1966.

Leith and Lumpkin, Economics. McGraw-Hill, New York, New York.

.Samuelson, Paul A., Economics. McGraw-Hill, New York, New York.

wilhelms Heirmer, Jelley, and Herbert, Consumer Economics. McGraw-Hill, New
York, New York.

%

BOOKLETS

How to Get Help When you Invest. .James Kreeger and Company, 1625 Eye Street,
N.W., Washington, D C., 20006.

Money and Banking—-Our Everydaz,Livigg: American Bankers Assoclation Banking
Education Committee, 12 East 36th Street, New York, New York, 10016

“JThe Story ‘of American Banking. American Bankera_Association, Box 462 Richmoud,

Virginia, 23203.

i . ' ., N ‘ : o
Using Bank Services. American Bankers Association or Virginia Bankers Association,
P.0. Box 462, Richmond, Virginia, 23203

v

You and Your Bank. Channing L. Bete C'o.d,| Inc., Greenfield, Massachusetts, 01301.

You and Your ‘Money. Virginia Bankers Association, Box 462, Richmond, Virginia,
23203. ;

) You, Money and Prosperitz. American Bankers Association, Box 462, Richmond,

Virginia, '23203.

Your Money. »NationaIGSCﬁ;:is\Committee for Economic Education, Inc., One Park
Avenue, Old Greenwich; Comnecticut, 06870.

What is a Bank? Virginia Bankers Association, Box 462, Richmond, Virginia, 23203.

2

»
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SUPPLEMENTAL
TEACHING MATERIALS FOR IWE
| . CENERALLY RELATED LESSONS - y
’ L \ s Unit _VIII
: Lesson 2
FILMS - , i : ) /

Banks and Credit. Shows how your transactions relate to bank's extensions of
credit. 10 mfnutes, $2.50, Business Education films. 16th Avenue,
Brooklyn, New York. -

Federal Reserve System. Shows what happened during the panic of 1917 and the
part Woodrow' Wilson and Carter Glass played in 1912-13 in instituting the
Federal Reserve System 20 minutes, State. : oo e

The Role of the Commercial Banking System. Virginia Bankers Assoclation,
> Box 462, Richmond, Virginia, 23203.~
A

¢

" You and Your Money. Cartoon of how money circulates and makes possible the
' ready exchange of godds and services. 12 minutes, State.

PAMPHLETS ,
. . L
) . - ~.
The Federal Reserve at Work, . Virginia Bankers Association, Box 462, Richmond,
' Virginia, 23203. . ' v

The Federal Reserve Sys@em. -Federal Reserve Bank of Atlanta, Atlanta. Georfia, .

30304. - } . . _ - o
Personal Mon nagement. »Saviggs Division, American Banking Association,.

New‘gﬁ?ﬁ, New York.

« - . M

The Story of ‘American Banking. Savings Division, American Banking Association,
' New York, New Yq{fv ,

What is a Bank? Virginia Bankers Association, Box 462, Richmond, Virginia,
23203. . '

+ -

‘TRANSPARENCIES

o
~—

About Mone ey and Banking, 16 page booklet, 2 colors (for making oyn transparencies)
Channing L. Bete ?gmpany, 75¢.. . .

.

PE

o | 247




! . : i .
_ 385
INSTRUCTOR'S LESSON PLAN
Generally Related Information
Unit  VIIT
’ ’ Lesson 3

SUBJECT: Using Your Checking Account

OBJECTIVES: The student will be able to discuss the benefits of a checking
account. )
The student will be able to properly write a check.
The student will be able to reconcile a bank statement.

TEACHING AIDS: Overhead projector, opaque projector, blackboard, 16 MM projector

MATERIALS: Transparencies; handouts; sample check register and checks, booklet,
‘ The Story of Checks, available from Federal Reserve Bank of New York,
33 Liberty Street, New York, New York, 10045; film "The Story of a
Check", 13 minutes,.available from Virginia State Department of %
Education. ' :

REFERENCES: Succeeding in the World of Work. McKnight and McKnight Publishing
Company, 1970, Bloomington, Illinois.

I. PREPARATION (of the learner) . =

Bring to class, play money in one hand and blank checks in the other. Offer
both to class. Stimulate a discuss on which one students would prefer to
have and use. : ’

"II, PRESENTATION (of the information) s
INSTRUCTIONAL TOPICS KEY POINTS (things to remember to do or say)
» 7%,
. A, Advantages of your Checking ) Point outrthat checks can serve as re-
T Account ceipts for tax purposes.

1. Substitute for money which
can be sent through mail.
2, Canceled check%szre receipt Show film, The Story of a Check .
of payment. = o
3. Not necessary to carry large
.amounts of money on your .
person.
4. Accurate record of where your

money 1s spent. i 4\\b

L 948
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PRESENTATION (continued)
INSTRUCTIONAL TOPICS

II.

KEY POINTS (things to remember to do or say)

How do you go about opening a
checking account? '
List on board procedure involved. .
Visit bank of your choice, intro-
duce yourself to an officer of the
bank. He will usually direct you
to the person who opens accounts.
2. Sign signature card; use signature
you will use on all checks you write.
Refer to Transparency VIII-3-1.
3. Fill out deposit slip. Refer to.
Transparency VIII-3-2,

B. Opening a Checking Account Ask:
1. Types of checking accounts
a. Individual
b. Joint .
c. Partnership
d

. Corporation

Point out differences between individual
and Joint checking accounts., Stress
importance of having joint account as
Mr. OR Mrs

C. Writing a Check Refer to Handout VIII-3-3.

Information for register

a. Check number

b. Date

c. Name of payee .

d.‘ .Amount of check

‘e. Balance

'}Refer to Handout VIII-3-4.

D. Information on Check 2
1. Date A Refer to Transparency VIII-3-5,
2. Payee - . ,
3.. Amount in numbers '5 'Begin at $ sign.
4. Amount in words < ~Begin at left and space words closely.
5. Signature - ;

E. Endorsements 'Refer to Transparency VIII-3-6, VIII—3—7;

1. Blank ~and VIII-3-8,
2. Restrictive -
Special

F. Reconciling Your Checking Point out what ié;included, and ask how

~Account

1. Bank Statement

a. Returned canceled checks

b. Beginning and ending

it relates to balancing your checking
account,

Refer to Transparency VIII-3-9,

monthly balances.
2. Balancing Your Checkbook
a. Sort checks numerically.
b. Check off in check regis-
ter each of checks written
and paid by bank.

How should one Balance his check-
book?
Refer to Handout VIII-3-3.

Ask:

' c. List checks written but Refer to Handout VIII-3-10.
not returned on back of Refer to Transparency VIII-3-11.
‘Statement.

d. Reconcile Your account.

Q '. 22‘15)
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ITI.  APPLICATION

Have students properly write a check, enter information in check register

and reconctle bank statement, using handouts.
4

,"*

Iv. TEST

Explain the procedure for opening a checking account.
List types of endorsements and explain.

Properly write a check.

Reconcile an account.

SUGGESTED ACTIVITIES:

" . Read "The Story of Checks". ™
Discuss Chapter 12 in Succeeding in the World of Work.

250
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STONATURE CARDS |

INDIVIDUAL ACCOUNT SOC. SEC. NO..

NAME S — CHECKING

ACCT. NO, _ DATE

N _ ' (SEAL)

“r

ADDRESS —

EMPLOYMENT

PHONE AMOUNT

This sccount is mtod by First N.ﬂoml Bank of Christiansburg subject to the provisions
statad on the reverse side of: this ; Above sre the duly suthorized signatures which the
benk wiil noo.nia in the mn m or the mnuction of othcr bulinns.

-

..'\

’ I .;' " ":'t"-: -“.‘_,!‘-_ ' P4 ‘
'.-.Accoumun RO — DATE :
o T, JOINT Acooum'wlm RIGHT OF SUANIVORSHIP

nd«wunbywamdrmd-wdunu ‘time, inalusing sums dopntmd
bnor to this dets. in an»ﬂnlbml'aink Chﬂdthﬁd:mh the joint sccount of the

. - whoes fundy arh'deposited-in ‘sald sccount and midlm of who déposits the funds i eaid
- mdcount. Either of any of us shall the- right 10 draw. w&mmt withaut lirnit, .
‘#id_in' ces O the death of sither W any of us,mmnw mlvodlhnubcmm L

piwiiey or ownliry’ of ‘the.entire This sccount is mw First leoml
.. . Girfistlansburg subject to the g thudmu\moh
' m ' mﬁ%ﬁ/ those. wic mmu umwuun

ik e o T B "':.-‘xL-'. . 3 B - .

§
i
! "
iz
?

Transparency VIII-3-1
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L d
« N v
CHECKING ACCOUNT DEPOSIT SLIP .
-t ’ \
- .
b 3 N ° - N - 2
7 S [
- E 5
o N ST T R \—‘ ) B . - ;Oﬁl..l “',"‘
CASH = -
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Aruitoxt provided by Eic:
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Managing Money

Sample Check Register

393

Amount >Date Amount
eck . of of of
umber{ Date | Check Issued to (Payee) | Check Deposit | Deposit | Balanc
§l

Handout VIIT-3-3

LY
P

253
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Managing Money

Sample Checks

Peter Smith S 182
No. 1 Park Place
Hometown, Virginia 00001

19

Pay
to the : . $
order of

Y

Dollars

Hometown National Bank
Hometown, Virginia

For

Peter Smith 183
No. 1 Park Place S

Hometown, Virginia 00001

Pay
to the
order of

Hometown National Bank '
Hometown, Virginia s

For

Handout VIII-3-4

234
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i CHECK NUMBER
 ISSUING BANK ’ :

ENDORSEMENT |/ PAYOR

AMOUNTS
(WRITTEN AND NUMBERS)

Transparency VIII-3-5

255
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> A BLANK ENDORSEMENT

_NATIONAL BANK w022

- N 0 1974

—
o —— DOLLARS

Transparenc y VIII-3-6

256
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[ e

‘A RESTRICTIVE ENDORSEMENT

NATIONAL BANK  wo.28

oot 29 9 74
. $522§'
DOLLARS

¢

Y ’
roo- ) :
; v

, : T)ansparency VIII-3-7
- 257 |
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A SPECIAL ENDORSEMENT
(RESTRICTIVE)

NATIONAL BANK  no. 46
\. | _Mius%

DOLLARS

— }
‘\ PAY TO THE ORDER OF

: ) T ar . Transparenéy VIII-3-8.
. | | 258 1 TP
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-BANK STATEMENT

Financial Profile ) £

K4 * First National Exchange Bank

A Dominion Bankshares Bank

Ralph M. Griffis 3 M AUG 07y 1976
1560 Mountain View Drive 624-538-79
Pittsburg, Pennsylvenia 15140 ?1
DEPOSITS CHECKS
BEGINNING HALANCE NO- AMQUNT NO. . AMQUNT ACT. CHG. ENDING BALANCE
‘ 921.54 (J 0\01 lbl 608.36] 0' 313.18

BANKAMERICARD R

INSTALLMENT LOAN(S) MORTGAGF LOAN(S)
BALANCE BALANCE AMOUNT SAVEO s

I =~ 7 LING-OP CREDIT i BALANCE " AVAILABLE CREOIT

INTEREST EARNED INTEREST RECEIVED

SAV INGS NO. NOT CREDITED THi8 YEAR AMOUNT SAVED-
TOTAL INTEREST AND SAVINGS & ‘g}n
|TEMS‘1SVMBOLS EXPLAINED BELOW} OATE BALANCE '
CHECKING 111-548-84 3 921.54 -
206.92M0 5 « 00y .407-10 709.62
T 5440 b ‘ S PT-11 704422
182.50MD 10.00"‘?"{, 15.58. 07-16 496.14 .
85.21 _ :'};',‘1_07-18 487.93
14.60 T=19 473,33
3.25 . . PT-20{ 470,08
2,00 ' ;; T 0T-25 402 .59
17441 ~ 0T-26) 385,18
lva 00" i . [07=30 "375.18
13.00" 49.00{‘3}- ' » 0 8-02 313.18
N i h‘t
i . .
) ‘ﬁ . N _\. oy R . rd
Aol e e Lo N WG AL TORNED ke CHARGE

CCCERTIFIEO CHECK EC CHECK REVERSAL MC-MISCELLANEOUS CAEOIT RT RETURNED CHECK
* BarkAs Se¢vice Corpor 1938 1987 Ty . . .
+ Sowcemorks suned and besered by Bom Americo Servts Corpovanen | YOU Wish t0 have new accounts shown on your Financist Profile, pleass notifyjms.

-

o Transparency VIII-3-9
. 259
c - ok




On Bank Statement $

= 407
Managing Money

TO RECONCILE YOUR BANK ACCOUNT, FOLLOW THE PROCEDURE BELOW:

Enter Balance Shown Balance Shown in Your Checkbook §

Add Deposits

Not on Statement $
TOTAL ~ $ \ CL .
SUBTRACT Checks Issued |, SUBTRACT Activity charges and other
But Not on Statement : " bank charges not in checkbook
Date or No. Amount $
L]
Y
TOTAL §$
TOTAL §
BALANCE $ ' BALANCE $

THESE TOTALS REPRESENT THE CORRECT AMOUNT .OF
’ ' MONEY YOU HAVE IN BANK AND SHOULD AGREE.

IF YOUR ACCOUNT DOES NOT BALANCE, Check the items below:

1. Are the amounts of all the deposits you have entered in your checkbook the
same as shown on this gtatement? .

« Did you write any checks which are not entered in your checkbook?

Is the amount of each check correctly recorded in your checkbook?

Are all additions and subtractions in your checkbook correct?

If unable to balance your accounts, contact the bank for assistance.

UV &w N
o o

Handout* VIII-3~10

- Transparency VIII-3-11

W

\ . 260
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SUPPLEMENTAL é
TEACHING MATERIALS FOR IWE :
GENERALLY RELATED LESSONS

Y Unit - VIII
Lesson 3

BOOKS

Day and Beza, Money and Income. New York: Oxford'U. Press, 1960,

Dodd, Kennedy and Olsen, Applied Economics. Cincinnati, 0hio:,‘Southwestern
'Publishing Company, 1962. - v

Feir, Richard, Economics for Everyday Living. New York;~College Entrance Book
Company, 1936 ‘

Leith and Lumpkin,’ M McGraw-Hill, New York, New York.

Samuelson, Paul Ay, Economics. McGraw—Hill New ¥ork, New York.

Wilhelms, Heirmer, Jelley and Herbert Consumer Econoimcs. McGraw-Hill, New
York New York - )

PR SRS

BOOKLETS - I ‘

Patents and Your Tomorrow. National Assoclation of Manufatturers, 2 East 48th
Street New York, 17, New York, 10017. .
?»

 FILMS

The Story of a Check.  Illustrates how the checking system works and the steps
a check takes, until final payment. 13 minutes, State.

Paying by Check. An introduction to a checking account. Virginia Bankers °
. Assoclation, Box 462, Richmond, Virginia, 23203. .

»

PAMPHLETS

What is a Check? - Virginia Bankers Association. - . ‘ _ !

The Story of Checks. Federal Reserve Bank of |New York Public Information, a
Federal Reserve, P.0. Station, New, New York, 10045, - i
- S A ' ? i

Using Bank.Services. Virginia Bankers Association.

How to Do Your Banking. Dr. George E. Klise, Box 840, Richmond, Virginia, 23219.

The Story of Checks. Public Information Department FRS Bank of New York,.
New York, New York.

,
Q
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UNIT IX
EMPLOYEE LEGAL RIGHTS AND RESPONSIBILITIES
Lesson 1. You and the Law
Lesson 2. Contracts
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INSTRUCTOR'S LESSON PLAN
Generally Related Information

Unit _ IX
Lesson ___ 1

SUBJECT: You and The Law
OBJECTIVE: The student will be able to recognize basic terms of law.
TEACHING AIDS: Overhead projector,._l6 MM projector, and blackboard -e\\\) _

MATERIALS: Hand out booklet, "You and The Law", tran;}arency, and film, '"Under-
standing the Law". McGraw-Hill Publishing Cdmpany, 300 West’ 42
¢ Street, New York, New York, 10061.
REFERENCES: Personal Business Law. Schneider, Smith, and Whitecraft, McGraw-
Hill Book Company, "The Consumer and the Law", National Association
Qgi, of Secondary School Principals.

a

I. PREPARATION (of the learner)
Refer to Transparency IX-1-1, and discuss. -

Question
What would happen if there were no laws? ' Example: Driving your car.

-

‘T . v
II.  PRESENTATION (of the information)
INSTRUCTIONAL TOPICS KEY POINTS (things to remember to do or say)

A, Law Refer to Transparency IX-1-2.and discuss.»

1. Definition '

2, Purpose
B. Classification Refer to Transparencies IX-1-3 through

1. Natural ’ IX~-1-9 and discuss.

2. Moral

3. Man-made

. ai Institutional ' ' . .
~b. Constitytional
_ c. Administrative : - \
- d. "Criminal
e, Private ‘ : -

C. Origin of the Law - Ve List on blackboard and discuss.

1. Tribal laws .

2. English, common law

3. Roman or Civil law

4 Statute law

4:&:

263
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II. PRESENTATION (continued) v .
INSTRUCTIONAL TOPICS KEY POINTS (things to remember to do or gax)

D. . Classification of Wrongful Acts Refer to Handout IX-1-10 and discuss.

1. Crimes £
a. Treason o8
b. Felonies ' R
c. Misdemeanors ,ﬁ

:2. Torts Show film, "Understanding’the Law".
a. Assault .
b. Battery

c.. Negligence
d. Libel and slander
e. Trepassing

E. Remedies for Wrongful Acts Point out that an injunction only stops
1. Injunction an_unlawful act.
2. Law suit for damages

ITI. APPLICATION

A. Discuss actual cases in class.

5. Have local attorney talk to class.

IV. TEST

Have students match terms of the law to definitions.

2

SUGGESTED ACTIVITIES: Field trip to attend court session and discuss procedure.

NEXT LESSON: Contracts

2641 S
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PERSONAL APPLICATION OF LAW

PROPERTY
RIGHTS ARE
PROTECTED
BY LAW.

FOODS ARE
REGULATED BY
STATE AND
FEDERAL LAWS.

CLOTHES ARE
LABELED IN
COMPLIANCE WITH
THE TEXTILE
PRODUCTS IDENTIFICATION . SAFETY AND FREEDOM

ACT. ARE POSSIBLE IN'A NATION
OF LAW AND ORDER.

- ) .
Transparency IX-1-1

265



AL 7S

LA\if HAg BEEN DEFI.NEQ s_ﬁ uu-:s NDUCT - 6OV~

ERMNé ,
- JUST A5 TH

FOOTBALL

BASKETBALL

. LAW CAN BE THOUGHT OF AS THE
> RULES FOR LIVING IN ACIVILIZED SOCIETY

Transparency IX-1-2
266
ERIC

Aruitoxt provided by Eic:

ANOTHER ,

&5

CJ
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NATURAL LAW

(5

........

SURVIVAL OF THE FITTEST

Transparency IX-1-3

267




MORAL LAW -

A PERSON, HEARING SOMEONE CALL ‘FOR HELP,
HAS A MORAL OBLIGATION TO .CALL THE PO-
LICE OR TRY TO HELP IN SOME WAY.

Waen '”t“ [u“\-"'—\. \“’u \‘\—s-\,a\.(\ﬁ - a-\WL\L., - -

Transparency IX-1-4

268
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INTERNATIONAL LAW

ceaxy,

WITH OTHER NATIONS

S—T—XIT ALousaed

CONCERNED WITH THE' CONDUCT OF NATIONS N RELATION

€ETY

270\0 |
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'CONSTITUTIONAL LAW

SUPREME
-COURT

CONCERNED WITH, THE APPLICATION OF THE
FEDERAL CONSTITUTION

Transparency IX-1-6
N c——

- 271



—T—XI AL>ousaed Sua.‘.l;_[‘

ADMNSTRATVE LAW

\\ III

l
l

W

.......

OIS, )
\

-::::\ ‘-“\l.‘\‘\ '\\\‘""‘:‘
“ CITY COUNCIL
P LA A 8-S

CONCERNED WITH CONDUCT OF GOVERNMENT
ADUNSTRATE AGENCES AV THER REGULATON

EKC
T

¢ :

~

L2y

27



2

.
\
.
.
H
.-
L]

LI .

3
'

)

:
! .
.
2
L] “
4
12
‘ '
.
v
1

~
b
/3

Foon
b4
n
0

.-
N
% N
L AALIARD
* CONCER
v "

Aruitoxt provided by Eic:

ERIC

P I ]

' ‘ ' \

CRMNAL LAW




\ [ 431
“‘ ) :

- 'PRIVATE LAW

.,i

N

'ﬁ .
e

M I
SN o
&

\}.‘,/ -

- CONCERNED WITH.. RIGHTS AND
' OBLIGATIONS*OF INDIVIDUALS.

v v 2 .
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CRIMES:

TORTS :

’ ', - 433
CLASSIFICATION OF WRONGFUL ACTS

Treason--1s .a serious crime of. treachery against the federal government,
such as rfvealing defense secrets to a foreign power.

. Felony-~isca serious crime against soclety, such as murder, arson, em-

bezzleme#t, or bribery, and is usually punishable by imprisonment 0T
in some states death.

Misdemeanor--is a less serious crime, such as a traffic violation, and

is usually punishable by a fine or a relatively short period of imprison-
ment.

" The purpose of tort Taw is to provide compensation for iosses suffered

by persons whose legally protected interests have been violated .not
to punish wrongdoers..

EXAMPLES: Negligence~-When a person, . through his own carelessness
causes injury to another person or damage to this property,
the party may sue for damages. ,**;‘

Libel and Slander--making false statements about & person's =~

reputation and denying him the right to a good name fﬂ the'f(

jtatement is written or published it .is libel, ;nd 1f\t 15/, )

spoken it is slander. A = “F e F &
ai ﬁas

- > ‘\‘
-Trespassing-—going on posted property; property'th %
been posted "Keep Out". Violator will be prose ted

trespassing. Posting property 18 to keep peo
damaging property.

Assault--An unlawful physical attack upon
‘to do violence to another. v

’jther,_an a?tenpt

EV .

® - 277




8o SUPPLEMENTAL L R,
.. TEACHING MATERIALS FOR ICT R W
" GENERALLY RELAmb MATERTALS e,
S Unit' IX' .., &

.‘-
[,
{

-Lesson,

LY

BOOKS

£

Riss, Martin J .s. Handbook oft" Everydj Law.
10001. . T —

5 ;o R

~ Schneidner, Smith and Whitcraft, Personal Business Law. l
' 4%hd ‘Street, New York Nw York, 10001. e

BOOKLETS

The Consumer and the Law. National Association of Secondary Schoéf Principals,
Department of Education, 1201-16th Street, N.W., Washington, D.C., 20000. °

‘Equal. Justice for the Poor Man. Public Affairs Committee, Inc..‘381 Park {
_ Avenue, South, New York, New York, 10016, ‘c. :
i . -3 o s
- You and the Law—-Consumer Law ' ghts and Responsibilities . Changing Times
i Educational Service, Sult G-14, 1729 H. Street, N.W., Washington, D.C.
20006. .

t g

You and the Law. Kiwanis International, 101 East. Erie Street, Chicago, Illinois,
. 60607. ' ‘ ' ) . 1

: (You and the LiwN¢Owning or Renting a Home. Research Institute of A‘meric&k__lnc.,
N 489 Fifth Avenue, New York, New York 10017. . 4

v

What Evelyone Should Know About Lﬁ_\ Catalogue A428, Changn L. Bete Company,
' Inc., 45 Federal Street, Greenfield Massachusetts, Oﬁ, Te],thone hd
f'number. 413-774-2301. : . o T
. ',’, . ' i {- : — ¢ 5‘&’
"L_EPh_t .Should You Know About Wills. National Research Bureau, Inc., 424 North far e ,;;‘.3;:'

'?nird Street, Burlington, IOVa, 52601. : o e ’;

N , cg Need a Lawyer? National Research Bureau, Inc., \424 North Third
A "Sf det., Burlington, Iowa, 52601. = . v _ \N LR

L

A story of a trial. ‘The fi'lm_follovv's two young*

aoqus ed of a misdemeanor offense, 2§ minutes, color, 1966, State.

g
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" t SUPPLEMENTAL e ,.'é’ .
e : TEACHING MATERIALS FOR fcT: .- **%~
AT I GENERALLY RELATED MATERIALS-:, .

" . CEE I o
I " ..’

LR Unde IX
Lesson __ 1

L'v FILMS, (continued) Q, o ‘

T _A Family Affair. A study of people, problﬁ, and princiyles. The points

made in this film about national legis¥ature issues and the citizens' part
in solving them. 30 minutes, color, National Association of Plumbing, . -
Heating—Cooling Contractors, 1016—20th N.W., Washington, D.Ce, 20036,

Why We Resnect the Law. Main theme is the development of an atti of re-

- - spect for the law. 13 minutes, 1950, State..

PAMPHLETS .

Meat Inspection for Your' Protection. Divi.aion of Animal Health and Dairies,

1444 East Main Street Richmond, Virginia. oo
4 e
Virginia's Wedghts and Meaaure’ Law. Virginia Department of Agricultnre and
> Commerce, P.0. Box 1163, Richmond, Virginia 23209. R e
You and The Law. Kiwanis International, 101 East Erie Street, Chicago, Illinois,
60607. : : o
TR , |
4 3
Q
7R i : '
; £ ’
. AP e o
?ﬁ% ‘ . T W
a " [-’% e T ’
» > b x .
. % & Pa A T . .
. ,:Q'"'ﬁ \ a
] d’ Y J .
R D. ' 4
- A o X
- |
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[ '* . INSTRUCTOR'S LESSON PLAN
Generally Related Information

Unit IX
- " _ Lesson' __ 2 _
SUBJECT: Contracts
¥

OBJECTIVE: The student will be able to recognize the reguired elements of a
' ”“—coﬁtract. - :

' TEACHING AIDS Blackboard, overhead projector

MATERIALS: Samplesigf different types of contrqgts, trapsparencies
- £
REFERENCES: The Consumer and the Law. National Association of Secondary
Schoo incipals. .- o
Succéedifig in the World of Work. : McKnight and McKnight Publishing
Company, 1970, Bloomington, Illinois.

*

*

I. PR.EPARATION“(of the learmer)

g i -, b
Introduction .
A. Have you made a contxact today?
*B. ' Have you made an oral }:ontract today?
4
r . . A L
. II. PR.ESENTATION (of the inf'ormat:l.on) ‘
INSTRUCTIONAL TOPICS. KEY POINTS (chiBL to remember to do or say)
o St - " ,
oo @ihat 1g a contract? . v Refer;tmeransparency IX-Z-I.{
N\ Purpose of contracts 3 o
es of comntracts ' Review and discuss. )
Express . ' ’ J
mplied ' Refer to HandOut IX—2-2 IX-2-3,

“gnformal (written or<oral) . ~ A .
Fd'rmal '(written) a0 s ,
L T e o SRR £ \- *

B. Required Elements of a Contract Refer to Transparency IXr2-4.
S 1. Mutual assen , .
i 2. -Competent partiklb Discuss.;
o 3. Consideration L :
. 4. Legal bargain '
 #5.  Required form ' ‘ !

»

) & RN
C. Sales ContraCES [ L Refer to Handout m_z_z’b IX"'Z‘3. P
-1, Uniform sales act . e :
2. Conditional sales contracts - Discuss.
3 Truth'and‘lend}ngllsw : ' : =
L ' :b o L
L L g o
- s
-/ . u'\
> - 280 L
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) K ed) : . N

II' N
PICS KEY POINTS (things to remember to do or say) _

D. Minors' Liability on Contracts Ask: Can.minors make a contract? If
1. Necessities ' 8o, under what conditions?
2, Station in life rule

E. Things That Make a Contract " Refer to Handout IX-2-5 and discuss. "
Void R
1. Duress » R e

2. Undue influence R
3. Fraud or misrepresentation - -
4, Incompetence ’

} F. Remedies for. Breach of Contract Explain terms and call for examples
1. Recision (to do away with) from the class.
2, Damages P

3. Specific performance 2 _ N

.
a

IIT. APPLICATION , ¥
@ 4. Have students fill out a contvact for the sale of an automobile.
B. Have someone who is: familiar with sales contracts speak to group.

Iv. TEST . . :,;;& , T w. ot

B~ '¢’" . .’?. Ry
1

‘ Have students 1 nt;fy ‘types of eontracts and elemenaznneceasary for a
o cdbntract by mat ;ng terms and definitions. ,

z »"' 3 T 7
. SUQGESTED ACTIYITIES

EES
B y

Hmve.students list how many. ‘contracts they or their parents may have made.
.Have students prepare a bulletin board of sample contracts.- ]

Ly o maEp

- Have student? prepare a skit on buying a, ¢ar’ ahd aignins a contract.;
o ]

i

K

—

. NEXT LESSON: You and the American Economymu LS -
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}CONTRACT .

AN AGREEMENT BETWEEN TWO

OR MORE PARTIES FOR THE DOING
OR NOT DOING OF SOME DEFINITE

THING e

\ il__

Express——Contracts that specifically sﬁ,te the agreement of the parties orally
. or in writing. '

e

Implied--Net stated or written but “are understood from the acts or conduct of '
the parties, from the customs of the trade‘, or from the Wnditions or
circumstances. -
- Example: Bill entered a.men's shop, ordered an overcoat, and left¥
' - instructions that it was to be delivered to his housé.. The
price of the cdat, when payment was t@ be made, -and. the. exact
time of delivery were dijt discussed. .This is-an iﬁplfed cbn—{
: . tract. Several implied agreements :afe involved: (1) That"
e ] - the market price of the coat will be paid, (2) that payment
- " will be made on delggery or when it is customary to make )
payments, and (3) that delivery will be made within a’ reason-
able times : L ‘ . 5 ¥
_ : N . ED o T :
Informal--They are made when you make purchases of #lothing at a local store,
have clethes cleaned at the dry cleaner, o@whave ‘your. shoes repairéd
..,.at the shoe shop. .They may be written-o® ogal ) .
Formal——These contracts are written and usually require a seal to make them
enforcable by law. ’

, ‘ , . . : o

Transparenéy IX-2-1,

S 282
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SIMPLE CONTRACT

« MICHAEL ALLAN OF 659 Biscayne Boulevard, Hollywood, Florida 33023, purchased
an Apex television set, model 0109, cherry finish, for $320.00. The price of
- the get included an outdoor aerial and installation. Terms of the sale: .
$80.00 down. $40.00 a month for six months. Complete this sample contract or
order form, using the current date and your name as the name of the salesman:

“LINGOLN RADIO AND TELEVISION COMPANY
3180 South Ocean Drive, Hallandale, Florida 33009

(305) 924=3965

Date

¢ R

Please deliver and install the following instrument as specified herein, and
in accordance with prices, terms, and conditions made in this ord&r, at,

. Name of Customer L ;.Phone
o P
Address L ) .
(No.) e I (Street) Y
(city) . ~ (State)

'*'Installat106/;;;ress R

e

Model Price Description of Instrument
’ *l' Lo ov o . k2
s . - L
. - O C R .
Te : T

A
It is.expressly understood that tHete is no verbal undertanding or additional
written agreement existing that can change or modify the prices, conditions of
sale, or terms of payment as specified herein, and acceptance of this order be-.::
comes’ a“’binding'contract'subject to the terms and conditions set forth herein. -‘ -

.Salesman ‘§ - > Accdpted by L o
. s (Your Name) ’ - (Custdmer,)
o R
I !
S } _.___..]NAME AND DATE
\j ' X :v)n. RS ‘QF. . ' ’
S # ' e ' : " S
¢ N . ) . ) . - . X ) - . .
'« . . S - : Hgndoyt IXTZ-Z"
= * wy’ ) . -~ . . s ':'. s B \ :. : .
: , < . . o : R 2
o . : 243 R
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FORMAL CONTRACT

Eric Herberts, owner of a wholesale notion business located at 6l9 Westfield
Avenue, Elizabeth, New Jersey 07208, agreed to employ Joel Allan of 58 Huyler
Avenue, Newark, New Jersey 07105, as a salesman for a period of two years. He
was to recelve a salary of $175 a week plus six percent commission on gross = .
sales, payable weekly on the last working day of each week. Write the contract
of employment by completing the following form. - ‘

FORMAL CONTRACT
§
S o

AGREEMENT made this day of » 19 °, between

e}

i

.» hereinafter called '"the employee",
and _ , _ ' : herelnafter %.
called "the employer".

g WITNESSETH: | |
In consideration of their mutdal promises contained¢herein, the parties hereto

agree as follows:
»

The employee agrees to work for the period of years from the date
herein 4
s .
as ' ' -

s

of the employer and agrees faithfully to serve the employer and to devote all
his time- and»attention to the interest of his employer's business.

The employer agrees to pay to the employee the sum of payable weekly
on the last working day of each week during theJterm of this agreement

" first above written : _ -

-

IN WITNESS OF, the said parties have hereunto set their hand on this, the dife

Signed, Sealed, and Délivered in Presence of "‘ W _
L SR R
. . .3§ggkfﬁ”?¢£;i ';.“wh”i;" . R
’ (R BT R .
(L.5.)
TV - *
. _ 5 ;
- S » .
!: ' Handotif IX-2-3%

’.v' " . »-~~\7\:?§"““_ ) ‘. | A l / S
284




445

, REQUIRED sLenEN'rsoF A cON'rRAcT'

THE PARTIES TO A CONTRACT MUST BE IN
COMPLETE AGREEMENT. THIS IS CALLED
MEETING QF THE MINDS. BOTH PARTIES
. SO " SHOULD UNDERSTAND WHAT THEY ARE |
o "AA”‘( L UNDER AKING
| 2 COMPETE,NT PhRﬁEs—-THE PARTIES TO A CONTRACT MUST BE CAPA-
: BLE OF KNOWING WHAT THEY ARE DOING.
B . THEY MUST BE OF,,LEGAL AGE AND NORMAL -
. . MENTALLY.
-3.\cor§§|osamo~——,- EACK PARTY TO A CONTRACT MUST: PROMISE
TO EITHER GIVE UP SOMETHING OF VALUE -
_ THAT HE HAS LEGAL RIGHT TO KEEP OR AGREE
TO DO SOMETHING THAT HE IS OTHERWISE NOT
LEGALLY REQUIRED TO DO.
ALL CONTRACTS MUST BE IN COMPLIANCE WITH
FEDERAL, STATE, AND LOCAL LAWS. IF THEY |
ARE NOT THEY ARE NOT CONSIDERED A LEGAL °
BARGAIN AND CANNOT BE COLLECTED LEGALLY.
CERTAIN CONTRACTS, SUCH AS THOSE INVOLVING
AN AMOUNT OF $500 OR MORE MUST BE IN
WRITING TO BE ENFORCEABLE.

. MUTUAL Assﬁn

4. LEGAL BARGAIN—

5. REQUIRED FORM—

ﬂiv " Tranépargnc§5fx-2-4;
) ; |

. ® - . - - ’
DR A A
. " 8 PR P D
E le ) - L ’ ’
Ll . R T
A FuiText provided by Eric
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CIRCUMSTANCES THAT MAKE A CONTRAC;_I‘ VOID .
* : -

DURESS—Pressure or influence applied to a person's will by threat of bodily

harm against him or his family or the threat of serious damage to his - fﬁ
property in order to compel him to do.something that he does not want e
' UNDUE INFLUENCE-—When a person who has the power to control the actlons of ‘
.- another because he bears a special or confidential relation-.

ship to that person, uses his power to his advantage.

FRAUD OR MISREPRESENTATION--Fraud #s the intentional misrepresentation of a
- material fact by one party with the hope of in-
fluencing the gther party. It may be made by

o spoken or written words or by acts or conduct.

INCOMPETENCE——Parties 1nvolvd! in contracts who have been declared mentally
it 1nco!‘gtent or who are highly intoxicated are void from contracts

if the person can return the goods. It not, he is liable.
‘. .
N
’ g U ’
Lo b
" 9 -
"‘/Q ]
L...n‘ 1 Y . Qd ’ » 2
. . © R
o \

) ' Co ! - ‘ SRS
“ o ~ Handout IX-2-5

: N . . . . o . L
"o - . 286 oty
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S




‘ . 449

SUPPLEMENTAL )

TEACHING 'MATERIALS FOR IWE“. e

. GENERALLY RELATED LWESONS e S
S Unit _IX -
s - ; Lesson 2
' BOOKS . )
T ’3 ) ' ! .
; dé"Bernard F., Introduction to Law and the nggl Process. J. Wiley,

'New York, New York, 10001.
A ,A’* “ o .
Riss, Martin J., Handbook of Everyday Law. VHatper, 1959, New York, New York,

10001. ) T e B

Schneider, Smith and Whitcraft, Personal Business Law. McGraw-Hill, 200 West:
42nd Street, New York, New York, 10001. v 2

BOOKLETS B ,?;,.“_;..j:

National Associatidﬁ of Secondary School Principals,
.w ' Washington, . C., 20000.

The Consumer aﬂd'tq
1201 16th S

. FILMS L

1)?9\

What is a Cont ibes oral and written contracts and shows how they
must have.mutual assent. 10 minutes, $2:-50, Business Education Films,
. Brooklyn @ Nork, 11201. . - | _ .
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Lesson 1.

- IWE - I .
UNIT X. .

JOB SAFETY

Accidents: Causes and Effects

i

Leason 2. Material ‘Handling -

Legsson 3.

—

Personal Protéctive Equipment
7 ~;« >
-
’ ]
. '
Developed by
P William G. Wyatt . "
A and ‘'
John F ﬁoore, .
3 - '
v"’ /___/.
- »
v
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v _ B
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‘ L INSTRUCTOR'S LESSON PLAN q

- - Generally Related Information S
)t / o e e o - ) Unitﬂ./ x

- /‘/ - ) Lesson __.1-

. “SUBJECT :

Accidents - CausesAand Effects
. . // Ry
OBJECTIng Students will be able to identify the chief causes of accidents
IR / * ‘and discuss tﬂeir effects from the viewpoiht of both the employer
\ o and employee. o . ,
. TEACHING AIDS: Overhead groj.&tor L Lo ;oo
L AT : ' o .
- MATERIALS: Transparencies Handoats' -\f K .. — ¥
A\::Rzgmnczs. Industrial Safety. B ake, n. ., , Prentice-Hall - -
L - Falls. Virginia Depattment of Labor and Ir dN;trial, Safety
\- Division, Box 1814 Richmond Virginia g
f — d ) . . ’ -
—7 ‘ - —=
I, PREPARATION (of the 1earner) _ ‘ .
Tell the story of an accident which obviously could hae been prevented.
.Ask: What caused the acciderdt? h »lbf .
s How could it have avoided? ' T
- ’ s 1] :
: s ‘ ~ .
\ / : S /\ :
. 7.
IL. QMSEMATION (of the information) , oo e P iy
__, INSTRUCTIONAL TOPICS KEY POINTS. (thi gs "o._ : i
J A. Five Factdrs in the Accident Refer to Transgarency -1~1, X-1-2
Sequence ' 2 S » s
., 1. Ancestry and Social envlrony// . L s v
ment . . s ' N
a. Stubborness . ! .
b. Recklessness | . e
c. Environment may cause the. “
development o undersirabﬂe , .

traitg ‘of the person /

P
p

Deliberate chance

2~ _Fault of person
A\) /A, Superior attitude
1)
° (2)
3)

’ (4)
' » (5) Horsep, y
. . "(6) Hot er .
; © b, Improger operation

;' ,equipment “"%

taking e

to instruction.

/
Not paying attention //

Failuré ‘to follow

safety procedure

Forgetf Iness
/p/

Behavoristic reasons are the
cause ;z accidents. -

Refer to Tr sparepcy\g;gig\é;\\/

// R 4. ' v 2 .
own '

z

of . ~ ‘ S

N,
N



II. PRESENTATION (continued _ :
INSTRUCTIONAL TOPICS _.m ~FOTNTS (things to remember Yo do or sav)

(1) Not knowing how to L
operate machines SN »
. safely
~7 . (2) "Know it all" - over- . .
9. - confidence -
: 3.A Unsafe act and/or mechanical Refer to Transparencies X—1-4 X—1—5.
e . or physical hazard - and X-1-6.
‘M .. -a. _-Unsafe act. A Have -students list unsafe acts from
- . _~7 (1) Poor housekeeping Transparency X-1-7.
© " «(2) Improper dress Handout X-1-8. _
o (3) Physical or mental  ° 9
o , defects ’ :
~ (4) Standing under a lifted '*
load
_ (§) Removal of safety guards
U (6) starting mgchinery :
without instructions . - -
- b. Mechanical or physical ""Grinding Wheels - Overspeed and

- *hazard ) Improper Mounting', Handout X-1-9.
(1) Poor ventilhtion )
(2) Poor lighting "Hand-Tgbl-Appraisal Check List"
(3) Machinery poorly / Handout X-1-10. Co-
-~ guarded o S
(4) Defective or broken Transparency X~1-11.
‘ ejuipment . "Accident Causes and Effects"
4. The Accident T Transparency X-1-11, '

a., Being hit ~ "Accident Causes and Effects"
. b. " Striking’ aga:l.riit/ ' a .
’/f . c. Caught in - e
o d. Falling ' ' s

e.’ Electrical contact 5
« 5 . Inj ury - ’ ’ . ’ y
" a» Fractures (breaks) * . &
8. Lacerations (chts) e L
c. Contusions ssruiseg) T ‘

6.+ Effects of Inju Transparency X-1-12.

a. Permanent or temporary - Read and explain Handout X-1—13 s
. disability -- ' Do You Bet Your Paych®:k?" s\treaa,
b. Loss of wage ~ . company policy.- .

c. Loss of production
d. Suffering of injtred worker

~ e.. Logg of job ] .
- f. Death B
. .‘. . ) . * . \
IIT. APPLICATION W, -

v

Have students form teams of five and list on handout form, the safety h
Khazards in the school environment. h
~ (See reference - Safety Education)

o o
. g\'\ o ’ * . | . ?

s




s &

IV. TEST

.A. Students list and explain three causes of accidents. W

B. Students will list three of the effects of an accident on the job.
' Pl . . w . 4 /‘
. < : '
s <
‘ S '
' N . - - N M . . , //
~SUGGESTED AGTIVITIES: ' ) '

1. Have. students find newspaper ‘story of an industrial acoident.
. 2,

Divide into teams of five; appoint captain-to supsrvise the students.
Consider school a model industry which has requested a safety
inspection. Make a-list of unsafe conditions within the school.

See Handout X-1-1Ra and X—1—14b.

A

NEXT LESSON: Material Handling

o T . / .‘ o1 . "
ERIC S S
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FIVE FACTORS IN THE ACCIDENT: SEQUENCE

-~

A
”\,l

&

X

aal

s

<. 2 >z~

N DN
/.o//onwf \

- s | AMNCNI .,._

IN3QI190V

1DV 34VSNN

NOSY3d 40 Onv4 |

INIWNOMIANT . |

IVID0S

T e rr ws % T o et o W W




ANCESTRY 'AND ENVIRONMENT MAY
CAUSE THE DEVELOPMENT OF

UNDESIRABLE HABITS LEADING TO

/ACCIDENTS - - . T«

STUBB?":\’N'ZSS\ . RECKLESSNESS |

- '. T
R .

NAH- wE_’u_ NEVE.R GET

[HRE CoMEs Tﬂ@

~—— {

Transparency X-1-2

8



. BEHAVIORISTIC CAUSES OF -
. ACCIDENTS . . _

N

L EEMIE-MEENIE-MINIE-MOW.,

’l’ ..‘ ! ' b 659 .'

INEXPERIENCE

IGNORING
INSTRUCTION &

N




Y R

| 1S THIS. AN ACT OF GOD
£ “ OR AN UNSAFE ACT.?

.
)

4 N

*  Transparency X-1-4
\l



ISTHIS AN
AacT oF - (g
6oD, ¢ '\ oAl

AN UNSAEE ACT? ' roseres 51

o Y297
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\
I - SN

) IS THIS AN
L+ ACCIDENT, OR AN
UNSAFE ACT? . .

L

s v Transparency X-1%6
.‘ L_ K

5 . L 298 -
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v - .
te T
: : R
, ‘Answers To . - %
What' 8 Wrong With This Ptﬁture ’ “ -
- o ./ . ) : @ < . .’ 4
\' r/ - ! iy * o 4 o m
. Unsafe 1ifting of load with hoist -~ proper slings_goyxpeing used. .
\ ‘ \ L N
2, Brokefr window panes. ' RN ' .{? , .
) T % L e e :

~ 3. _Operator of inder is nek,weari é hfety glasses. / Y
P ar or_o% grinder . g2 Elass jYJ?

h)
4. Unsafe operation of grinder - guard and' todl rea‘,?pt in place - grind-
ing high on the. wheel. :

/ . .
P 7, o
- L

A
5. High load on hand truck® operator cannot see 1n ‘front of load becanae
of the type of hat he is wearing and the height of the load. ’
AN »
6. Broken wheel on hand truck.

.')
\ . . '/; ' R I N
y

7. Employee riding on load of hand truck. J ) ¢

8. Unsafe$g%Fing, impro r 1ight fixture, broken 1light bulb, etc.
9. Open door on elegtric fuse box. /! . 4
) f\r,/
10. Fire extinguisher is missing from rack. . . T

11. Door is open and "fi;st aid kit" islhmpty. Lettering ig on the inside of
the door.

[ u‘ . ’
“

12. No smoking sign 1s partly coveted by man's jacket.

13;~ Employees are smoking. -

14/N Mezzanine enclosure is unsafe because it is not high enough (the proper
enclosure would, prevent anyone from sitting on the top rail as a man is
doing and the ledger book would not be falling from this rail if prope

' designed). - ~‘\\\\ 4

151\ Hand\rails are miseing on stairs to mezzanine.

16. Uneaée'or improperl& guarded floor opening to stairway‘eg mezzanine:

17. Broom on stairs.u o

18. Spike protruding from post.

19. Rods or bars proppedZhgainst post.

- 20. ,Lathe operator. is wearing umsafe cloching (long sleeves aﬁdltie).

21, Lathe oceratdr is not wearing eye protection,

22, Gogglee and wrench Te lyingnon ways of the lache. &

y ; : ' - 1 Handout X—i:8

° . - 301




8.

29.

30.

‘}31.

32,

—'33.
34.
35.

36.

37.
38.

39.°

40,°

41,
42,
43.
44,

45.

46,
47.

Gas can and spilled gasoline &re on the~floor.

Emer bottles have been left on’ the floor.
-f -
Open floor drain-and loose drain hole cover.
e
S | ©

Man carrying pane of-glass without hand protection.

is unsafe

. - . -
Wrench on/jloor. (This typR of .wrench is no~longer‘used in industry as it
) v ) v

/ . oo

) 14
Board with pro udinévnail on floor,

Bahana peel on floor,

. i v ’ N
Spilledtoil on floor. - v e

A
Sharp’bencils in man’ s shirtpoqket}/4 c b

Hole in sole‘of man' 8 shoe - poor f?otwear.

Woman wearing high%;:ike heels. A/ : :
Horseplay with air*hese. . L

. P !
Cloth or glove should be removed rom oil barrel (metal cover is missing)..

and trash barrel, of course, is being used imprd:‘r

Man is carrying a broken af)} unsafe ladder (we hope to the junk yard).

. &

or

Fire should be extinguished in trash barrel and metal cover is missing

-

)

he2

v

Man 1s carrying the ladder improperly‘lhl with disregard to other emponeee.

Sharp tool in man's back pocket.

-

Stepladder”is;not opened properly.

Stepladder is being used in a doorway with the door closed.

-

The shop has a sanitation problem, as evidenced by the rat.

Dog should not be allowed in the shop.

Man fearing ring on his finger.

Man using stepladder is overreaching, is off balance and is standing im-

pProperly on the ladder.

Ny

Unsafe, unsegregated and improperly vented spray painting operations.

Spray nainter is smoking and not using face mask.

302

-

Handout X-1-8
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Extension cord 1% strung across the floor of the work area with spl;.ce in

48,
X ‘ spilled oil.  (Fire and- trip hazard )
. - o .
49, Safety glasses miuing on all employeea,x &
K%d. ‘Plant layout dnd housekeeping is generally poor. \’A
51. There 1 & general lack of goodisupervi'sibn.
s e . ) < :
| .ty " ¢ . ‘Q [}
7 e o - ot
_ M~ * o * )
H . - ~ e J a h - -
'\’ - . ot ' ! . P . 3 .’ “
- \ﬁ . ) ' - "y ~
, ) © '."l‘vf; .o ’ ]
\]

,
Ao

1303
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GRINDING whEELs--OVER-SPE%\ AND, IMPROPER MOUNTING ~

[N N (’ (

-

/// ) . ‘ . - ﬂ .

/ /// A portable grinder operator was struck ‘in the mouth” and a phasser-by was )
/ 8truck in the forehead with flying pieces of 8 .grinding wheel that had dig--
‘integratedl. - Investigation revealed that the wheel was running at 25 per cent

/- above rated speed. The bqyé\p the grinding wheel was 1 1/4 inches;. The." "

/

motor shaft was 1/2 inch.” Washers had been used to compensate for the dif-
ference bétween. he. two diameters.’ Also, rough washers had.been ufed to hold
the wheel instéégﬁ fipgoperly designed ﬁ&anges. Paper spacers were not u;Zd .
_~Hetween the whee ;ﬁbﬂ.the washers. Theré was no guard on the wheel; rFo
LI . ’ N ) h i .
~ This accident was ¢ result of a violation of about,every’Qafe Practice
.'fqr grinding wheels, Fo owing the accident, othef portable grindersiwere
) found i_é;\:imilar condition——ové;—apeed,timproperly mounted, .washers used ..
instgqg langes, and no guard, S ae L,

Discussion T ’ . “ oo N

"ring" test, Before being mounted, the wheel shoyld be given
the ring test again, : : ' .o .

. >
3. Ifffhe spindle 1is smaller than the bushiné\é;égss wheel, the ) . -
‘wheel should be rebushed by the manufacturer oP\ Y experienced G
people in the\plant. . : )
4. Abrasive wheels should alvays be mounted between flanges.
" Flanges for the same wheel, whether straight or tapered, should
be of the same diameter and thickness, S T ' -

e~

{
| g%éﬁﬁa* .

i

- Handout X-1-9
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- > ; . N . )

-

HAND ‘TOOL "APPRAISAL CHECK LIST !
. - ﬁnsag Conditions ? - Unsafe Acts
A ’ ; Screw 'D-rivers T . \
. . _ . ; : .
Badly worn, splin;ered, or broken Using screw driver as a isel, pry,
*handle |, . or punch ' 2 T
enty blade or shank - ) Holding screw driver iy one hand and
Dull or pqérly shaped blade . " work in<the other. |, . ;
t 4 - Using wrong-size screw Wriver N\ T
| - a2 Raives| o )
" Dull blade . Cutting toward body - '
Worn handle ‘ Placing 1in .unprotected position
3 ’ Not using protectﬁx@ sh&ath_ .
\ N . . . .
; : Chiselg.and Punches )
. . : . & 3 <
-Head mushroomed . o ’ Not wearing safety glagses ) =
Head and point over-tempered Not holding tpol in safe manner [
(Lo?k for chipping at the . : ST K, '
cuttihg ‘point,) . - . o
Body of tool too short<to allgy - S . . .
" safe grip \ - o, . . *

s
-
Ry

- Méllets and }Ianniers . ’
Lod//

8e, split, or rough handle : ‘Using wrong ‘type of ‘hammer
%% (Tape should notgbe used on s (carpenter's ‘hammer for machine work)
' +handle becauge 1 covers - " Exposing free hand" to hame‘:ﬂhbus
defects.) : L .
Head poorly or loosely fitted -, o o \ N N‘i c
- to handle R v
‘File
‘ ) . n, Files
Handle missing . . Using file as pry or punch |
File teeth covered with foreign . Hitting file with hammer o
.~ material or dull -

7 ‘

{ - ', : St
s . _ Wrenches ' o 0
' ’ L ' o
Jaws worn or Sprung Using wrong type or size of eh{:h ,
H%chanica'_l defects -Using. pipe on handle to get more leverage
: Using wrench as a hagmer .
o ___,,4,_,__‘——:1-‘;-‘ —, Th__v:__Saws__,’i___:“,_,... wrv«;ﬁ“"_"ﬂ"‘, - 3T LT T
Improper set ) o Using croégsut.éaw,as a ripsaw !
Loose or splintered handle Starting saw with a down ingtead of ap
] S . . up stroke I
e
_ Handout 'X-1-10
4
305




o j { 479

HAND-JOOL~APPRATISAL CHECK BIST ¢ -
. o N , T .X.‘ ' 1’ ’ ’ L
Unsafe Conditiors ‘ iy Unsafe Actq .
(o~ o
,4}[ N ' Lifting Jacks
Wbrp-threads: etc. - Using j
Poor and inadequate base . - {/ ' Failing.tq
Jack filled with dirt and grit Standihg over ha

- Jack §!%nding under load with

handle in socket

[

: : &

Ground wires,&isé{ng or not
connected .

Guards defective or missing,

cords: léft.across passage-

ays, causing tripping

. /hazards - .
D¢fective leads

3rushes sparking

B k &A
Electrically Péﬁgred Hand

14

091;2_
Misuse of poweréd\todl

Failure to get a firm footing before -
starting work \ . /,&F

.

?

.:',\.l.
--\\ E
4 B
. 2
) .o L
g "3, ' / \- T
) \\' ?._; ‘.' {
A
h
. "
§
Toa
L g,
Vo [ -
L X d
N “ * f' . .
g . . ,(’
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( A\CI DENT 7 CAUSES AND EFFECTS

<
STRKING ¥

& AGAINST
BEING HIT - {\ &S

_CAUGHT N /) Y ™™

Transparency X-1-11
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ACCIDENTS MAY CAUSE 4_oss OF SWAGES... LOSS
OF - moﬁucnou SUFFERING OF INJURED.. LOSS oF .

~ JOB..EVEN DEATH.. Y .
? oo . ) ‘ \l o | .' —
o
)
Bﬁs\o§ PERSDNAL | T .
197\5 cAN SURE : ND WRAT A
Hrr ME N Mj POKETBOOK!  ~ wasTE! DOING
< yES, AciTans cosT A D08 SAFEL] .
I B EAch FAMLY ABouT  COBT NOTHING °-

. $260.2 A YEAR.

Transparency X-1-12
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AN

S - SAFETY ‘BULLE\’I‘];g\
N " ’Do You Bet Ym;r i’ay eéli"?_ N
;‘.‘ . . . J ]
' Some employees who have lost time for work injuries do not receive a’
paycheck, regardlessqbf the length of time invqived. s %v/l

L .

v65.1—38: When ‘compensation is‘not allowed for injury .or death; burden .

Lo of proof.--No cgmpensation shall be/al d for an injury or death’
(1) due.to the employde's willful mistonduct, including -intentional
- self inflicted inju ' '
(2)  growing out of his ttempt ‘to injure another.
h (3) due to intoxication) or :
. (4) due to willful failure or refusal to use.a safety»applicance or =
e -perform a 'duty required by statute.or the willful breach of’any
_ rule or regulation adopted by the employer and approved by the

Industrial .Commission and brough ior"to the accident to the
: knowledge of the employee.

o )
We believe .you will agr e that it is bad enough to suffer the pain of a

lost time injury and receive full compensation of 60% of your wages, not ex-
ceeding $62.00 per week after the first week, the first sefen days not being
paid_unless‘ybu are out of work more than six (6) weeke, but to endure the

- suffering without> any compensation could result in hardehtp to your -loved

regulations of Safa work practices. To do less, could mean a physical and

financial loss to you. Joo ’

Handout X-1-13

R ]
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HAZARD CHECKLIST

<

SafetyzApprgiial Report - \\
Name o ¢ Date . -
) Suﬁerﬁijbr ' i Section‘ !

[y
-

HOUSEKEEPING = State whether or not aisles are clear, stock properly piled,
floors free from slipping and txipping hazards, and woqg_aréf orderly.

) “.
0 NS,

»

MACHINE HAZARDS - State whdt guards are not found in use and where guards

[ 4

should be provided. This skBuld include gears, sprockets, chains, bolts,
shafting, etc.
N
. . » .

¢

FIRE HAZARDBS - (a) Are all fire-fighting appliances and fire exits ready for

X

immediate use? (b) Are flammable materials properly handled and stored?

\\

i —

Handout X-1-l4a

: 310
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PROTECTIVE EQUIPMENT - Are goggles, respirators, safety caps, and other equip-
ment beiny worn as required? Jewelry and rings are a source of danger around -
. moving machinery. ! St o '

—~—

vl ) . - -
P ‘;/‘s.‘

IR | . - |

_%"Ta hY - )
® ™ * . ‘.‘ * ) ! Y
- &: ‘. J J
: [ : : —
" A . .
ELEC AL EQUIPMENT - Note c&ndition of switches, outlets, light cordL, and
8o wires. ” . ' AT R
. ‘ ) A _ ]
. ,{5. _ - . ~ . -
. ~ 7 >

j'\ ~ - . — . ; - -
.TOOLS - (a) Are the proper tools being used for each job? ‘¢b) Are handles

. missing from files; chisels mushroomed; hammers, wrenches, and screw drivers .
defective? : : '

?

-

P

N

SET A GOOD SAFETY EXAMPLE YOURSELF

o u/ ' | n 311
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Handout X-1-14b




”ﬁz'iHoff Peter S. Denigger'gzhuide to OSHA. McGrew—Hill Book Company,

A Stack‘ H, J. and J. D. Elkon._-Ed ion for Safe*Livin ', Pr
C ' Englew d Cliffs, New Jersey, 1%66. . '

- BOOKLETS
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. SUPPLEMENTAL o .
- ' TEACHING MATERIALS FOR IWE , v .
C 7 ‘ " GENERALLY RELATED LESSONS ‘< / o e
. o S .  Unit X
3 e ~ - , Lessén 1+ .
. 6 - -
. BOOKS . A . .\.:.: .-,‘ ) ' " 2}
. # ’ - o ' ' ) . A
- Blake, R. P.,- Induatriel Safetz, Prentice*ﬂall, New Jersey, 1963.w' ////*

'ijavidson, Ray. " Peril om the Jbb. delic Affairs Pres; Washington, D c.

"5.'DeReamer, Russell. Mbdern Safegx Practices. John Wiley & Sons, Inc., New .

fYork New York, 1958. ' e T

P (:'Mode;n Safety Manegemggg John.ﬂiley'& Sons,“New York, 1958.. .. -,
v R \ N . . 4 i : »' .

_Floris, A: Ejvand G, T Stafford., Safet:y Education. ‘McGraw-Hi11 Book .

Company, New York New Yofk 1962.

o -
-

| we, e T PR
Heinrich H. W.+ Industtial Accident Preven;ion., McGraw—Hill Book Company,
-New York, New York 1959. ¢ PR ‘ V

a
L
[y 5 b

York, New York, 1975.

.;* . f

- Simonds, Rollin. Safety Management. " Irwin Preés,;ﬁomewoodé‘Illinois, 6 403,

1963. .
Stragser, Marland. Fundamentals of'Safety Education. Ma

lan, New'York,
1965. '

Y

We re Never too Youngito Learn Safety. U. 5. Department of Labor Standards,
Washington, D. C., 20025. '

Why Ask for an Accident?” National Researchers Buréau, Inc., 424 North Third
Street, Burlington, Iowa, 52601. ’ ,

. : RN i . ’ , ' , 4
Bend at the Kneés, .Keep the Back Straight. Commonwealth of Virginia, Depart--
.ment of Labor ‘and Industry, Richmond, Virginia, 23219.
Construction: Industry. U. S. Department of Labor Occupational Safety and
Health Administration, Superintendent of Documents, U.S. Government Print- .

er/Employee Riggts and Responsibilities Under the Occugational Safety
and Health Act of 1970. U. S. Department of Labor, Occupational Safety

and Health Administration, Superintendent of Documents, Government Print-
ing Office, Washington, D. C.

312
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: BOOKLETS (continued)" ¢

t

Falls, Commonwealth of Virginia, Department of Labor and Industry, Richmond,
Virginia, 23219.

-~

Federal Registora U. s. Dopartment of Labor, Occupationll Safety and Health
Adminintretion, waahinston, D. C.

" Fire Extin uishers-and Their Use. Commonwealth of Virginia, Department of
Labor ‘and Indu;try, Richmond, Virginia, 23219.

A ]

General Indust::yJd U./S. Department of Labor, Occupationa1 Safety and Health

Administration, Superintendent of Documents, U. S. Government ?rinting
Office, Bashington, D. C. /

A -

Guidelines for Setting Up Job Safety and Health Prqgrams, U. S. Department
of Labor, Occupational Safety and Health Administration, Superintendent
of Documents, Government Printing Office, W%ahington, D. C. .

How to Keep Electrici from ki1l o’ Bureau of Ships, Navy Department,
Washington, D. C., 20025. ’

How to’ Prevent Accidents in Your Home. National Research Bureau, Inc.,
ird Street, Burlington, Iowa, 52601, 20¢.

1

How's Your "Safety Rating." Snap-on-Tools Corporation, Kenosha, Wisconsin.

.‘ . .- .
. Job Safety—& Health., U. S. Department of Labor, Occupational Safety and

Health A¥ministration, Superintendent of Documents, Government Printing
Office, hington, D. C,

Maintenance and Safety. Superintendent of Doeumentg, u. S..Government‘
Printing Office, Washington, D. C., 20402.

Safety and Health Standards for Agriculture. U. S. Department of Labor,
Occupational Safety and Health Administratiom, -Superintendent of
Documents, Government Printing Office, Wanhington, D. C.

The Principles and Techniques of Mechanicel Guardipg. U. S. Department of
Labor, Occupational Safety and Health Administration, Superintendent of
Documents, Washington, D. C.

TrainingﬁRequirements of the Occupational Safety and Health Standards. U. S.
Department of Labor, Ocgypational Safety and Health Administration,
Superintendent of Documents, U! S. Govermment Printing Office, Washington,
D.C. '

Ve

What Every Employer Needs to Know About OSHA Record Keeping. U. S. Department

of Labor, Washington, D. C.

FILMS

American Roulette. This is a safety film featuring the men .o1i the production -
floor. Grinding Wheel Institute, 16 MM, 28 minutes.

e -

4 B »

: 313 . ‘
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FIIMS (continued) v , - ,

| Anatomy of an Accident. An award winning film that treats the motor vehicle

accident problem from a personal viewpoint. Shows unspfgvdtiving habits.

26 1/2 minutes, color, 1967, State. ' i .

Ahy&ne at All - Safety in the Community. Dramatically shows many kinds of
accidents which bring loss of life, physical impairment, economic loss,
and suffering to families. 22 minutes, 1965, State. ‘

Before It's Too Late. A safety film on the use of seat belts. Features Dick
VanDyke. He relates how his own 1life was saved in a near fatal accident.
12-1/2 minutes, color, 1967; State. .

- ‘Charlie's Haunt. Here 1s a delightful new twist to the old theme - safety.

Edgar Bergen, Charlie McCartby and a host of other stars team up to
help reduce a rash of off-th#~job accidents in a commumity. 28 minutes,
color, 1968, State. ' y,

The Challenge of Safej.z‘. This safety’ film depicts the safety research at the
Caterpillar Proving Grounds. Caterpillar Tractor Co., 16 MM, 23 minutes.

+ g

To‘Fall br Not to Fall. This film stresses alertness to unsafe conditions
and actions as the prime deterrent to falls. Aetna Life & Casualty.
16 MM, 10 minutes. . -

PAMPHLETS

Getting There and Back Safely. U. S. Government Printing:Office, Washington,
Du.‘Cu’ 20000’ 1!00 100. .

' Let_Your Legs do the Act of Lifting. U. S. Government Printing Office,
Washington, D. C., 20000, $1.00/100.

Sizing Up Machines for Safety. U.S. Government Printing.Office, Washington,
D. C., 20000, $1.00/100. £

When Can You Trust a Ladder? U. S. Government Prinfing 0ffice, Waghington,
D. C., 20000, $1.00/100. ’ :

o

W&rking Safely with Substances_that can Explode and Burn. U. S. Government,
Printing Office, Washington, D. C., 20000, $1.00/100.

-

-
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, ) ‘ INSTRUCTOR'S LESSON PLAN
< Generally Related Information °

. . Unit _X
‘Lesson __2
.
<

OBJECTIVES: Students 'will be able to discuss the factora causing handling
injuriea and outline the steps 1eading to their _prevention.

SUBJECT: Materfal,Handling

PEEER

TEACHING AIDS‘ Overhead projector, 16 MM projector
MATERIALS: " Transparencies, heavy ‘objects to be lifted
REFERENGES: Industrial Safety, Blake, R. P., Prentice-Hall

/ﬁf Safe Way to Lift a Weight, Gbmmonwealth of Virginia, Department
W of Labor, R:lchnn}d Virginia o

. -

I. PREPA%QTION {of the learner) A‘ o .

.

Tell a story-about lifting and carrying heavy loads.
Ask: What are the best ways to 1lift and carry heavy loads? .

IR _ PRESENTATION (of the informntion)
INSTRUCTIONAL TOPICS KEY POINTS (things to renember to do or say)

A. Factors Causing Careless Explain to the students that 25x of
Handling Injuries injuries are connected with handling
~ 1., Too heavy loads of materials
2, Lifting and lowering with Invite weight lifter to demonatrate
" back . to class.
3. Handling with bad grip from Refer to Transparency x—2—1.
awkward position Explain to students the right way and
4., Poor arrangement of - the wrong way to 1ift an object.
materials (stacking) Refer to Transparency X-2-1, Ask
¢ Questions.
B. Pointers to Prevent Lifting Use heavy objects to demonstrate the
and Handling Injuries = correct way to lift.
1. Good footing Show film. ’ »
2. Bend at the knees "Lifting, Man's Age 01d Problem".

3. Keep back straight
4. 1If weight is too much, get
help
. - 5. Get firm hold and lift
gradually

W



, 495~
\ . II. PRESENTATION (continued) : ’
\ T INSTRUCTIONAL TOPICS KEY POINTS (things to rémember to do or say)

N \\ C. Using Material Handling Equip~ ~ STRESS: 'The point that thegg is an
o ment (Fork lifts, etc.) ' ~ advantage of doing the job
1. Know how to operate the _ . correctly.

machine - ' : Refer to Transparency X-2-2. g

| 2. Know how to do the job

\ properly Have'class discussion.
\\ 3. Know what to 46 if something Refer to Transparency X-2-2..
\ goes wrong

4. Ask questions if unsure

N . % N

IIT. APPLICATION . <

Have students demonstrate how to lift a heavy object properly.
¢

SUGGESTED ACTIVITIES: @,

Have students do a safety poster for dieplay on the bulletin board.
Refer to Handout X-2-3, |

NEXT LESSON: Personal Protective Equipment

-«

g
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| LIFTING THE RIGHT WAy

i ‘
X N
, E
" . L.
R
¢ 4
R G
%

Yews,

GRASP LOAD FIRMLY
KEEPBACK STRAIGHT

BEND KNEES AND HIPS
STAND UP GRADUALLY

GET HELP ON HEAVY ‘LOADS
- AND LET ONE MAN GIVE THE SIGNAL
TO LIFT AND PUT DOWN LOADS -

' Transparency X~2~1
- . 4 :

S 817




A i ! . ‘ ' - . -

" -DOING - THE -~ JOB RIGHT!

o - [ |pues

it

FOLLOW . MAINTENANCE OPERATE WITHIN MACHINE
" . INSTRUCTIONS. REPORT CAPACITY SPEEDS AND LOADS
~ WEAR, . |

4

- BE SURE SHIELDS
' NEVER OPERATE AND ARE KEPT
' WITHOUT AUTHORITY —

\\ /\m PLACE .

v, ~ | | B
ELECTRICAL HAZARDS -
ou'n,g:;"s ........ e el i e e
PLUGS IF NOT AUTHORIZED, NEVER
CORDS _ TAMPER WITH POWER SUPPLY.
SWITCHES | |

BE SURE POWER IS
SHUT OFF AND LOCKED -
‘OUT BEFORE WORKING
QN EQUIPMENT,

]

Transparency X-2-2
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* DO NOT

OVER REACH-
FALLS CAN BE
| DEADLY!

~
N

N
N

(s I////]//,,,,', 7
n Sag

Handout X-2-3
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INSTRUCTOR'S LESSON PLAN = ;

' Generally Related Inforpation
r 4 ' 7 ° . "
) ’ ; ‘“-' . . Un‘it X
' o a ‘.. Lesson _3__ &
SUBJECT: Personal Protective Equipment - . ' Q:E

OBJECTIVE: Students will be able to identify the various types«of personal v
' ' protective equipment that are available and explain their use, :

_TEACHING AIDS: Overhead projector

MATERIALS: Examples of each type of personal protective equipment, trans-
parencies handout,. "Classes of Personal Protective Equipment".

REFERENQES. Industrial Safety, R. P. Blake, Prentice-H{l1l
Industrial Accident Prevention, H. H. Heinrich, McGrawhHill
Book Company. -

<

* By

I, PREPARATION (of the learner)

Tell students, "Today we will discuss equipment which may save you from
serious injury or death.

II. PRESENTATION (of the information)

INSTRUCTIONAL TOPICS KEY POINTS (things to .remember to do or say)
A, E@ad Protection : Refer to handout "Summary of Five Health
. Hard hats Hazards",
2. ,Hair protectors . Refer to Handout X-3-1. Ask students
3. Hearing protectors if they are required to wear pers
- protective equipment on - their jobs/ \
.B. _Face and Eye ProfeCtiom. . ..... ..ccocicmmic iimamnn cmmmmane vrcnrmaanssaaefon e
1. Goggles Show students esemples of each tyge of
2. Welding helmets - personal protective equipment, D -
3. Face shields strate the use of each type.
C. Protective Clothing ' Refer to Handout X-3-2. Go over trans-
1. Guard against: (’ parency with students and answer all
a. Burns questions.
.b. Scrapes
c. Rashes and skin
o ' diseases
2. Clothes must: . ¥ -
’ a. Offer good protection -~ X P ‘
b. Allow freedom of ° v
movement ' ~
) }.‘-v
o
320
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o .. .
II. .PRESENTATION (continued) : .
iNSTRUCI;QNAL TOPICS KEY POINTS (things to remember to do or say)

D. Resp:b:ators " Refer to reference: "ﬁmtrial Accident
1. Air purifying Prevention for equipment illustratiomns.
Kir supplying B ) ‘
E. uHand Foot, and Leg Protectors Refer to Transparency X-3-3.
1, /g;nges and hand leathers Y
2. Aafety shoes . . ’ ‘ “\
3. Foot guards . o )
4 1
III. APPLICATION , - /
B . [ . 7

Have students find a news artiele about an aécident that could have been
" . Prevented if personal protective equipment had been used.

Iv, TEST

Protectively equip the man in Handout X-3-4,

&

1
P T

SUGGESTED ACTIVITIES'

Have students list the personal protective equipment which they need on
their jobs. _ o

-

T
1 Visit two or more local plants, noting operational hazards and methods of
compensating for them. / :

: Invite a safety engineer to talk to your class on the safety program in
c<ieewu.---Operation. at.his CONPGQYM‘*"“‘““”‘*"“‘“‘““‘ T P

<

. o821
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SUMMARY OF THE FIVE HEALTH HAZARDS

e

ASBESTOS

A. Asbestosis, a severe lung disease
B. Employees at risk: 200,000 + .

C. Insulation, manufacturing, shipbuilding, comstruction . . .

H

CARBON MONOXIDE
A, Brain damage or death
B. Employees at risk: unknown
C. Virtually all industries

,

v

- COTTON DUST
A. Byssinosis, a disabling lung disease
B. Employees at risk: - 800,000 + : o
C. Cotton processing of all types . T R

dTe

A. Severe gastrointestinal, blood and central nérvous

system disabilities

B. Employees at risk: 1.6 million +

C. Manufacturing of ammunition, paint, storage batteries,
automobiles o o

SILICA

L A. Silicosis, a disabling lung disease ‘
B. Employees at risk: 1.1 million +
C. Abras{ves manufacturing, iron and mineral processing, ’

'sandblasting e o o

(R R S A R R R AR RE R R R R LR R I I A I XL I IRV e R L I R R R R R R R R R E R R R R R I R I IR 2 R PP RV

Employer/Employee Rights and Responsibilities, OSAA of 1970, PL 91592, ~

OSAA Document 2105.
Handout X-3-1

322 .




509

PERSONAL PROTECTIVE EQUIPMENT

CLASSES OF PERSONAL PROTECTIVE EQUIPMENT

A. Head Protection » o L v

7/%1. Hard hats
"'2. Hair protection
3. Hearing protectors

B. Face and Eye Protection
1. Goggles . - »

2. Helmet and hand shields
3. Face shields |

-

C. Respiratory Protective Equipment’
1. Air purifying 3 .
2. Air supplying : o 4
D. Protective Clothing
< "E. Hand, Foot, and Leg Protectors
1. Gloves iand hand leathers

2. Safety shoes
3. ,Foot guards

Handout X-3-2

o » - 323
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 CLOTHES
DOES YOUR JOB CALL FOR;

A SAFETYHAT - NO SLEEVES
EYE SHIELD NO NECK TIES
EAR PLUGS NO LOOSE JEWELRY
'MASK B HAIR NET o
APRON - DURABLE ‘CLOTHES

GLOVES

{ SHIRT TUCKED'IN.
SPECIAL SHOES - T

© BEING WELL DRESSED ON‘THE-JOB MEANS
WEARING THE RIGHT PROTECTIVE CLOTHING.

. Transparency X-3-3 \

82
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/
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°~¢‘,%

THIS EMPLOYEE WORKS IN A LARGE INDUSTRIAL SETTING. HE
IS SHARPENING TOOLS ON THE GRINDING WHEEL. PROVIDE HIM WITH
THE NEEDED PROTECTIVE CLOTHING FOR HIS JOB. |

Do Handou X-3-4
325 )
EKC - - o

Aruitoxt provided by Eic:
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SUPPLEMENTAL ' ’

TEACHING MATERIALS ¥OR ICT
‘\/ GENERALLY RELATED LESSONS

Unit-—X
Lesson 2 & 3

BOOﬁjETS - -
' Y

Low Voltage Electrical Hazaxds. Commonwealth of Virginia Department ‘of Labor
and ;Industry, Richmond, Virginia.’

“*.

Noise. The Environmental Problem. A Guide to OSHA Standards, U.S. Department
of Labor,:Occupational Safety and Health Administration, Washington, D.C:

} Protective Equipment. Superintendent of Documents, U, S. Govermment Printing .
o Office, Washington, D. C. 20402.

Safe Way to Lift a Weigh . Commonwealth of Virginia, Department of Labor and
' Induatry, Richmond, Virginia.

FILMS -, S | \ »
. '. ‘ -

Don't Push Your Luck. Preaents a vivid re-enactment of a blinding eye accident
that occurs in an industrial plant. Bausch and Lamb, Inc., National
Society for the Prevention of Blindness, Inc., 635 St. Paul Street,
Rochester, New York, 14603, 13 minutes, color, 1967.

Everything to Lose. This film illustrates shop safety. Caterpillar Tractor
Company, 16 MM, 18 minutes. o~ ’

Handle with Care. This film illustrates fork 1ift Bafety. Eaton Corporation,
Industrial Truck Division, 16 MM, 16 minutes,

Lifting -—— A Weight Away. This film demonstrates the proper 1ifting methods
to avoid injury. United States Postal Service, 16 MM, 8 minutes.

Lifting, Man's Age 01d Problem. A safety film discussing back injuries.
Aetna Life and Caaualty, 16 MM, 14 minutes.

y The Color of Danger. Tﬁis safety film offers tips for -avoiding accidents
while working with material handling machinerfy.. Towmotor Corporation,
- 16 MM, 16 minutes.

Safety at wu:k. This film illustrates that sound sa. ty programs can reduce -

industrial injuries where protective equipment is used, 18 minutes, color, -

Aetna Life and Casualty, 151 Farmington Avenue, Hartford, Comnecticut,
06115.

The Smartest Kid in Town. Re-enactment of eye accident and-of prevention
_method. Harvest\films New York, New York, 20 minutes, 16 MM.
. / )

AN

COD L3R

L3
¢

o L - 326
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~ " j_ . SUPPLEMENTAL
o : o TEACHING MATERIALS FOR ICT
N _ GENRERALLY RELATED LRERSSONS
w 3
Unit _ X
Lesgon 2 & 3
PAMPHLETS

The Safe Way is the Only Wa to do the Job. ‘' U. S. Government Printing Office,
Washington, D. C., 20000, $1.00 per 100, ’ _

Work Clothes that Pfotect the Body. U. S. Government Printing Office,. :

v Washington, D. C., 20000, $1.00 per 100. . :

“~
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