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ThlS publlcatlon in the fleld of c00perat1ve work
experience represents a slgnlflcant contribution to the
literature and deserves close readlng as well as .wide -

»use.

' The current emphasis on cooperatlve work experlences
makes this a timely publication. This guide will be .
particularly applicable to the secondary and post- secondary
levels, where: there has been a conslderable expanslon ln

programs. ’

‘ Dr.. Herschbach and his associates have compiled in
"this publication, an extensive llstlng of resource ‘
materials along with an approprlate and useful annotation @ -
of each.. This resource guide has one major section” devoted

to those items useful. to the teacher and another .section -

- that would-be of considerable value to the student. A
third section '‘deals with additional sources -as well as
addresses that may be useful in ordering such items.

© It is also important to note:that this publication
~is the result of 'excellent cooperation between the
Vocational Division of the Maryland State Department

of Education, public school teachers, and: selected
- faculty and staff of the Industrial Educatlon Depar tment

at the University of Maryland. This publlcatlon, re-
c'ultlng from' cooperative effort, is in itself an
outstandlng example of what can be accompiished when
there is an effective use made of the available
1nst1tutlonal resources of the state. Of course, the
"~ real test of such a. publication is the use to which it . .
is put, and the value it has to the user. I am pleased
. to commend it to the teachers and coordinators as well

as the students in cooperative work experience programs: -

-

éonald‘Maley‘
- July 14, 1975

“ iii EE. ,.H..v
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R Cooperatlve Work: Experlencexls a program area that has
undnrgone rapid growth in the -State ‘of Maryland. ‘The 1968
Vocational Educational: Amendments prOV1ded, 'in part, stimulus
to ithis growth. Funds were earmarked for the" expan51on of !
cooperatlve programs. : Perhaps equally 1mportant, 'school. |
- ‘administrators, teachers, parents and communlty leaders have |
:strongly supported: Cooperative Work Experlence as a viable
approach to training youthi. the tra1n1ng is "real"; that isy
~1twtakes place outside of the school in a tra1n1ng station
located in the. community; a wide variety of: ‘occupational
fields are available for the student to choose from; and
there is enough flexibility in program des1gn to deal with
1nd1v1dual student differences. These,' and other positive
'aspects of cooperative programs, have led many to believe that
Cooperatlve Work Experience has great potent1al for prov1d1ng i
youth with educational experiences which, are -relevant to their o
needs as they mature in today's SOClety.\ ; ‘ : H

.,\

l‘ However, as Cooperatlve Work Experlence has expanded to _
1nclude programs for new and emerg1ng occupatlonal fieldsiand ~ -
different student groups, the teacher-coordinator's job has R
been complicated by a need for instructional and program ‘ IR
materlals. The coordinator must not onlyiprovide ‘instruction,
to students who.are employed in:a wide number of occupations, AT

' bu% must effectively relate to the variety of interests, = RER
abllltles and occupatlonal goals ‘which are represented w1th1n S
‘his’ training .section. In other words,. themcontent materlul
for any one partlcular ccooperative program is drawn from. the i
var1egated occupatlonal world,” and,-in adddtlon,-ls dependentwwi~vw«“
upon -the unique student mix of that program. Then too,sas new
types of programs' are designed, resources are needed to ‘help
fa01lltate the1r development. g 711 ‘ ‘ﬁ .

& . . x
'y~ This Annotated Resource Guide is des1gned to a1d the
teacher coordinator. Current and readily avallable resource
materlals relating to program operation and|1nstructlon have ‘
been selected  and annotated. The 1dent1flcatlon ‘and selection
of ‘materials for inclusion 'in the guide was\conducted upon. the
_bas1s of relevance and appllcablllty to program operation. C
Every effort, moreover, has. been made to abstract the. selected
~sources in sufflclent detail to assist the§ eader who may, be
'looklng for 1deas, 1nformatlon or 1nstructJonal a1ds.5 e
' .
!

, The Gu1de is organlzed into three par s« ‘Part one“
_w_lncludes resources dealing with program operatlon., ‘The i
//resources in part one are 1ntended to serve/as an aid: to. the*

'teacher coord1nator 1n the areas of program adm1n1stratlon,

':7,l




1dcsroon mmr:zéméﬁf”dhd“fn tructlon,~nnd counselln
awareness. . There is also a section on selected research:
relating to Fooperatlve Work Experience.  Part two 1ncludes
instructional resources for use by the coordinator with
students. The -material deals with career exploratlon,;gob K
entry and adjustment, personal adjustment and skill Training.
Part three includes source information. The addresses- of

publishers are included in part three, along Wlth addltlonal
zource ing o*matlon. ‘
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The job of a teacher- coordlnator is complex and

, demandlng, requiring skills in teachlng, administration,

counseling, guidance, pUbllc relations as well as curriculum
development, among other functions. The resource materials
included in Part One should aid the coordinator in carrying
out the complex and” ‘varied tasks required in developlng and
‘maintaining quality cooperatlve programs. While many of the
sources are general and broad-ranging, an attempt has been

made to categorize them into the following sub-divisions in
order to facilitate their wuse: Program Administration, .
Classroom Management and Instruction, Counsellng and Career -
Awareness and Research. Furthermore, an attempt has been

made to include sources which are current,.comprehensive and
relevant. The aim is to provide the teacher-coordlnator w1th
sources of materials which he.can easily, obtain, examine,
select, modify, adapt or draw from to meet his 1nd1V1dual and
program needs.

program admmlstratlorl

The resources 1ncluded 1n this section relate to the
many administrative duties the conperative teacher-coordinator

‘must undertake. A great deal of the information. has been
‘developed by state organlzatlons, and has been found highly

relevant and practical.. There has been an attempt, moreover,
to include a wvariety of resource material coverlng as many

f,aspects of program admlnlstratlon as poselble.

.G s

Advisory Committees: Organizatden‘and Use in Vocational and

‘Technical Education
1970

IllanlS State Department of Educatlon: o
‘Division of Vocational anH’Technleal Educatlon

,\ .
For eacher- cgordlnators 1nterested in establlshlng and
utilizing advisory committees, this brief booklet is
recommended reading. Although' the guide 1is only ten pages in
length, it thoroughly explains, what an advisory committee 1is;
types of committees; qualifications of members; Ahe size and

. organization of committees; the roles and functions of the
'committee memberss; suggested practlces, steps in.organizing
.and. 1mplement1ng a committee; and maklng an:agenda for a
4%fcomm1ttee meeting. . :

o - ’E“B,,Li%ti;n;

»RESOURCES _FOR  TEACHERS



Qf;;Agrl Bus1ness Educatlon:_,_@_pr,ﬁw_hh;._uu -
g o |

Indlana Unlverslty e E

Th1s handbook is well organlzed and or1ented toward ’ O
cooperative vocational training as oppoved to. admlnlstratlon.;”

‘It emphasizes the working relationship between business and

the teacher-coordinator; occupational planning; and currlculum‘

~preparation.. -Work placement, learning -activities, and. teacher

coordinator visitation schedules are also discussed.
The handbook has nineteen detailed sample training plans

 for agricultural-business type ‘occupations. They range from -
,Farm Foreman to Animal Caretaker and -inciude sales, mechanical, -
and conservatlon type occupations. . They detail the tralnrng

situations, hours, obgectlvcs; ‘and lesson materials to be
covered. - 1 ; . ‘ o

An Articulated Guide for Cooperative Career Education
by Edward E. Harrls and Peter Johnson, Bulletin No. 34571

Sprlngfneld, IllJn01sx Board of Vocatlonal Educatlon
: and Rehabllltatlon ; :

Th1s handbook is a detalled guide to cooperatlve career

educatlon. It is well arranged for easy,; quick reference and

as -such serves as a handy general reference on cocperative

- work experience programs.

The book covers the various. aspects of cooperatlve
education including types. of programs, qualifications of the "
coordinator, the needs of business and industry, the student's

" role, the need- for a good PR program,. instructional plans and

labor laws. The final chapter summarlzes the essentlal
elements of coop ‘and -serves as a summary of the entire hand-
books : . ’

i

Basic Coordlnator s Guide for D1vers1f1ed Occupatlons Program

by Marle Blas1ngame Snyder and John W. Helmes

ED 089018 | s
ERIC Clearlnghouse, Bethesdaa:

Such top1cs as program cr1ter1a, determlnatlon of student
needs, program planning, program 1mplementat10n, and program
obJectlves are discussed in this coordinator's guide. = Basic

| .program guidelines and instructional objectives are covered

in greater detail, giving suggestlons for pregram planning,
finding and using local resources, developing zdvisory
committees, program evaluation," coordinator quallflcatlons,~
coordination, proposal writing, and resume preparation.
Examples ‘of report and other forms are. included. -

Rt

1o




»ﬂiﬂsdélnessyahd 0ffice Education: .. Tralnlng Plans for Hl he
“j~School Cooperatlve Offlce Educatlon‘progra s ' rm““f* e

Indlana Unlvcr51ty

2 Thls manual contqlns model tralnlnCr plahs des1gned for

- business and office occupations. These examplcs can“be used’

- by cooperatlve teacher-coordinators in- developlng tralnlng
plans for. their - -individual proorams. o .

€}

‘f}fij Cooperative Business and Offlce Education

1973

Washlnﬂton

In the form of a "how- to" manual, thls text 1s des1gned
to provide an understanding. of cooperative occupational L
education. Other topics include administrative considerations,
related instruction, and relevant ‘parts of the Washlngton L
State plan for vocational education. Also included are &n '~
appendlces, a blbllographJ, dnd 1llustratlons.

Cooperatlve Education for Communlty College
1972 o .

R Washlngton- 

\
o This guide_! is desxgned to aid admlnlstrators and teacher—
;ﬁ.coordlnators 1nterested in 1mplement1ng, evaluatlng, or ' ‘
:*developing cooperative programs in community colleges of.- “the :
- -.state. Topics included ares “What.o is CVE?, implementing coopera—
tive, vocatlonal education programs,‘*iqps in'. planning, 1
: 'respon51b111tles of the employer, legal responsibilities,
. .initiation and maintenance of good" publlc relatlons, and
evaluation of a cooperatlve vocatlonal educatlon program. It

e,

'“also includes appendlces.;.*' - ~—

) ) . ';.‘ ' o . | ‘ v . -
Cooperatlve Educatlon Handbook for Teacher Coordlnators : , Ny
“by Gordon F. Law o ‘ L

N

Amerlcan Technlcal*5001ety R y ;

‘ Gordon Law has des:gned a brlef/ ‘but comprehensive hand-
book useful "to "the teacher- coordinator in initiating and
conducting a cooperatlve program. : He sets forth many practical -
methods of providing a variety of tr;
studerts in many types of work. !

,/

1n1ng opportunltles for

{
}
i
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Cooperative Office1Education¥¥Re1ated?ClassVManual

‘WffCooperatlve Occupatlonal Educatlon and Work Expcrlence 1n the‘ ,ﬁ*ﬁf
Co e s Curriculum:oo oy S e e
‘ ~mq@_by Ralph E. Mason and Peter G ‘Halnes, 1972 SRR

The Interstate Prlnter andeubllshers, Inc.;,ﬁV”

The top1cs d1scussed in’ th1s text are presented in' a

: floclcal sequence of educatlonal plannlngz the: strategy; the

-gstructure, and’ ‘the" 1nstructlonal system. . The d1scuss1on of ;
. strategy beglnc with an overview of ‘the emerging needs 'in’ ‘the .
2. ~world of iwork. : This is followed by a presentatlon of - curr1c-fﬂ
J‘f,ulum patterns 1nv01v1ng ‘the work: environment and a sectlon .on N

the planning, organizing, and operating of . cooperatlve ,
OCCupatlonal education programs. . It has been w1dely used for -
pre~service collegiate courses; ‘in-service workshops-and ' ‘

;]jconferences; as a reference handbook: by currlculum d1rectors,
-, local adm1n1strators and consultants for vocatlonal educatlon,
5and by graduate students. o T P R

éooperative Office Education

Rutgers, Kilmer Campus

Cooperatlve Office Educatlon is. a volume of 1deas and

'ﬁuseful hints. The first portion of th1s ‘book: reV1ews the‘
iffunctlons of the Off1ce Occupatlons Co- op teacher. The review
'is quite specific, not just a: collectlon of: generallzatlons.?

The latter half of the book: cons1sts of two! large appendlces.

.:The first appendlx consists of spec1men forms, letters,‘and
.Lmaterlals. ‘The ‘'second appendlx consists’of p1ctures ‘that may.
“be: used w1th students as a V1sual gulde to JOb opportunltles.

'Rutﬁers, Kilmer Campus

; ‘This manual is designed to’ gulde the teacher ‘or coordlna-i*”*
.~ tor through related classroom aspects of cooperatlve educatlon.‘Jq‘
It consists of units, éach contalnlng the, follow1ng six AT
.. sections: objectives, -materials and supplles, content, teach—“

ing- suggestlons, evaluation, and . reference: mater1als.~““

The table of contents ‘consists..ofs pre- employment, oral

. -,commun1catlons. meetlng the publlc, personallty development
. and human’.relations, " bus1ness organization and management,

filing and: ‘record control, addlng—llstlng machines, calculators,’

lfy_machlne transcrlptlon,,dupllcatlng,‘1ntroductlon to data
”process1ng, typing. problems, written: commun1catlon,‘mall

records,ibus1ness math, and reference mater1als.




ff19;g

7f[1nteres» questlonnalre- weekly production report; and
“insfructor’s community survey, training plan, and coOrdJnatlon

g

Cooperatwve Part T1me Tralnlno in Vocatlonal Agrlculture ',‘, -
Teachers Handbook,dl97o ‘ T N

Texas A&M Un1vers1ty :
Agrlculture Educatlon Teachlng Materlals Centerj

As a nlghly useful handbook for establlshlng and operat—

‘ing cooperatlve ‘programs in vocational agriculture, this text

puts emphasis upon providing the teacher- coordlnator with

fpractlcal suggestlons and gu1dellnes.

Coonerative Vocational Education—-A Basic Course of Study

Oklahoma, State Department of Vocatlonal and Technlcal
"Education: :
Currlculum and Instructlonal Materlals Center
s~s;~;,#f A asic course o*"stu? :for cooperatlve voCathnal o
. 'sfeducatlo ‘is presented int is'color-coded pUbllCathnoj:1

Topics covered are: Orientation; Employment and Personal’

"~ Development; Employee Relatlons, Communications; Fipancial

f“Managemcnt, and Insurance. ' The self-contained units include
- - performance obgectlves,‘suggested activities for teacher and

- students, information sheets, transparency masters,: ass1gn—

ment sheets, tests and answers to tests..

CooPe“atlve Vocatlonal Education Coordlnator S Handbook.

‘Volume I

by Thomas R+ Allen, Jr., 1972 ED 06350#
ERIC Clearln”house, Bethesda

Dlscussed in this program guide are the folloWlng toplcsz

»{l) ‘the . philosophy and objectives of cooperative vocational

education, 2) the role 'of the teacher-coordinator, 3) teaching

© “requirements, 4) the functions of .guidance, 5) coordination
i, activities, and 6) public relations techniques.. Samples of

materials dealing with student's application and placement; -

°

\“lrecord are 1ncluded.

i

.Cooperatlve Vocational Education Coordlnator S Handbook._ ,V
.-¥Yolume IT, Operation and Administration .. i ... compemo - o vs oo o s
by Thomas R. Allen, Jr., 1972, ED 063503 ‘ ) - 3>"

©w

- ERIC. Clearlnﬂhouse, Bethesda

: f
The mago” sections of this guide are: l) Plannlng f
»

t‘fAct1v1t1es for Cooperatlve Vocatlonal Educatlon Proﬂrams

vJUL3‘ ,fﬁ :g[‘-‘f.vl:_lr?:?



“-2) Adv isory: Commlttee, 3) Youth Organlzatlons, 1) Ex1st1ng ,
”‘Vocatlonal ‘Yduth: Organlzatlon ‘<) ‘Adult Educatlon,:6) Federal B
and State Laws, and 7Y Prov1d1np for Research in Cooperatlve SN

J*fﬂVocatlonal Woucatlon.

Cooperatlve Vocatlonal Education Evaluatlon Criteria
1572 | \ |

Pennsylvenlq Department of Educatlon

o Thls menual is deslgned to be used 1n evaluatlng COOpera-
tlve ocatlonal educatlon programs.;

Cooneratlve Vocatlonal Education General Related Theo Class
Qutline

1972

Dennsylvanla Department of Education

Iotended for use in cooperatlve vocatlonal educatlon

general related theory class, this tedcher's guide consists of :‘*

elght units, each including obJectlves, class activities,
uggested references. and films. Some of the units are:.
employer and employee relationship, human relationship,
consumer '‘education, and career. and job exploratlon. ThlS gulde
is approprlate for any cooperatlve class.

‘Cooperatlve Vocatlonal Educatlon Handbook '
by John H. Madson, 1973 R ‘ ‘

Nevada State “fW““*U :
Department of Educatlon ‘
Thl° 1073 handbook has been developed to assist the
teather-coordinator in performlng hls/her duties in a more
efflclent manner. It is meant to be a helpful guideline in
organlvlne, oonductlng, and adm1n1ster1ng cooperatlve education.

’Cooperatlve Vocatlonal Education Handbook for Kentuckx

hentucky State Department of Educatlon

co “hu Kentucky Guide 'is an ex llent source of information,
xlperLdln»_comprehenSlve -treatment. of all.aspects.. ofwestabllsh-~
~ing and maintaining a quality cooperative :program. It offers
manj rractlcal and concrete examples and 1llustrat10ns.

H x '; - y_1».g“




”Cooperatlve Vocatlonal Educatlon in. Small Schoolsz‘ Aféuggested”‘

hu@{Gulde for Program Plannlng
‘ »g‘1972, ED: 063069 )

ERIC Clearlnghouse, Bethesda

Rural schools encounter. unique problems 1n settlng-up and
operating cooperative programs. -This guide can be.of great
use»to the program planner,‘ ‘ SRR AP B e

‘Cooperatlve Vocatlonal Educatlon Programs."Staff‘Development.‘
" Information Series No. 70 ‘ ; R
by Roy L. Butler, 1973, ED 085565

ERIC Clearlnghouse, Ohlo

, Factors relat1ng to recrultment and development of staff
are examined in this publication. It offers suggestions
concernlng staff development to school administrators and
vocational education directors involved in planning and
operat1ng cooperatlve vocatlonal educatlon programs.

Cooperatlve Vocatlonal Educatlon Tralnlng Agreements
197& : D B ‘

U S Department of Health, Educatlon and Welfare,fp: :
Offlce of Educatlon BRI & ‘ | ‘ :A .

Twelve sample tra1n1ng agreement forms developed and
~used by various states” are contained in this. booklet,. These
jsamples are a. useful guide, and this free booklet ¢an ‘be of

help to“a ‘coordinator faced with the- task of develop1ng a -
tralnlng agreement for his local s1tuatlon.g"‘ o

Coordlnatlon in Cooperatlve Vocatlonal Educatlonv I
by Warren Ge Meyer, Tucy Crawford and Mary K. Klauvens

Charles E. Merrlll

The role of the teacher coordlnator is very complex and
demandlng. This publlcatlon is a broad- rang1ng treatment of
coordination, and should aid the coordinator in successfully
carrying out his many dutles. Since the text was written by
individuals familiar with the problems of coordination, it.
...contains many_ practical suggestlons. JLmportant. topics... _

“include: The Tasks of a Teacher Coordinator, Teaching Work
AdJustment Competen01es, Recruiting and Guiding Student-
Trainees, Follcdwing Up Tralnees, Artlculatlng Instructlon,’
;and many others. - ‘

et
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"'Coordlnator S Manual-—Vocatlonal O”flce Tralnlng
Coordinator's Manual, 1970

i

Georgia State Department?of Education

Ny - The basic information needed to aid the teacher-
coordinator‘in preparing.students for office competency‘is

provided ir this manual. The text also helps in developing
student understanding of the place ‘of business activities

”w1th1n a total society. ‘There: is information on- organizing

and’ developing a. new vocatlonal office training program,
_operating an on-going program,:and evaluatlng office tralnlng.
", This additional information includes the criteria and actual
W‘procedures for establlshlng a. vocatlonal offlce ed"catlon‘

. _tralnlng program. S ‘ ‘ ; v L vt

lerectory of Task Inventorles, Volume l C'
1974 ‘ : R ; :
‘ Ohlo State Un1vers1ty s '

The Center for. Vocatlonal Technlcal Educatlon

5
s
=,
&

A complled llstlng of act1v1t1es performed by workers. .
~on their jobs, this book is of value to curriculum developers,

-}uralnlng directors, personnel officers, industrial englneers,

;vocatlonal teachers, and administrators. The information in
. this volume was complled from a review of documents from state.

..educational and employment service agen01es,.ou spational -
“ curriculum laboratories and research coordinat.s> units, |

"‘armed forces branches, selected pr1vate R&D agen01es and.
- others... The information included is. helpful in developlng
”.tralnlng plans for a varlety of occupatlons.v‘ .

‘§D1str1but1ve Educatlon Tralnlng Gu1des 0 :
by Peter G. Halnes and Herbert H. Tedder,‘l963

South Western Publlshlng Co.

All maaor aspects of the studv of d1str1butlon ‘are
covered in this set of guides. The guides can be used in any
- order that- correlates w1th the toplcs taught 1n the. related
‘ ClaSS- ‘ ‘ | ‘ .

‘ The. book is divided into six sectlons:‘fj
1. The Marketing Process“; SRR
‘2. Store Management =
3. Merchandising )
T SeTIing and” Promotlon
5. Finance and Control .
‘ 6,“The Challenge of Retalllnv.

10
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; fﬁEvaluatlon Occ;patlonal Educatlon and Tralnlng Programs
“Edfby T1m L. Wentllnor and Tom E. Lawson, 1975 ’ .

Allyn and “acon‘

If you are 1nterested in a comprehens1ve ‘coverage of
evaluation of vocational education, this te:it will be most
helpful. Written by vocational reducators for-vocational
educators, Evaluation Occupational and Training Programs

 applies general concepts and practices of evaluation to the‘s

- evaluation of specific; occupatlonal programs. . The. easily

" ‘understandable procedures outlined, such as Designing an
'Evaluation System,  the Measurement of Learner Performance, "

- and the Follow-Up as an Evaluative Tool, apply directly to the .
" concerns of cooperative teachers.  The book 1is well written - -

and well. organized- around the objective of relating’

~theoretical principles of evaluation to practical problems.

The Glen Oaks Simolation
1974 L

Ohio, Center for Vocational-Technical Education

The Glen Oaks Simulation is a package ofﬂsimulatlon'
training materials for cooperative education coordinators. It

'is divided into nine modules which represent major functions
‘and tasks of a cooperative €ducation coordinator. Thé modules.
'can.be used.together or. separately." This package is intended.
"to be applicable to all situations in which cooperatlve

education teacher coordinators are trained. - It'is appllcable

‘for both pre-service .and in-service. programs.v In its entlrety"

it simulates a flill .year of experience; in fragments 1t
prov1des tralndng 1n selected functlons. ATy PR

o

““dand Type 1is Best for a Specifit School,” 3) TMeeting Stu
Manpower Needs Through Cooperative Vocational Education,

Gulde for Cooperatlve Vocatlonal Educatlon‘?;

University of“Minnesota. College'of‘Educatiohk

This gulde vas developed by a National Conference on

'Cooperatlve Vocation Education held in 1969 at the University

f Minnesota, and by "nlne regional clinics." The purpose of

the publication is to serve as a guide for individuals involved:

in plannlng and 1mplement1ng cooperative vocational education °
programs.. The guide is divided into seven chapters: 1) Coop-

erative Vocational Education and What It Will Do, 2) What Form;;;
dent and

4) Supervising the Participation of Employers, 5) Establishing
Administrative Relationships, 6) Staffing Cooperative Voca-
tional- Education Programs, and 7) Maintaining and Improv1ng

- Cooperative Vocational Education. Each unit prOV1des a
~detailed outllne of the factors which should be considered

AN



§ﬁbefoce plannlng or. 1mp1ement1ng a- cooperatlve vocatlonal
”educatlon program. - For : example,‘the ‘authors . outllne seven
‘factors tnat should be considered’ when determining the form
/o .7+  and type of program, eight factors when determ1n1ng the R
Lo appropriate facilities and ‘équipment, and seven factors for
: . the selection of training statlons. : .

.Guidelines to In1t1ate and Operate a Cooperatlve Vocatlonal
Educatlon Program, 19?3 .

Pennsy1va 13 Department of Educatlon

P The contents of th1s 81 page handbook deal w1th exactly
. what the title suggests--the methods of starting and running
“'' . a Cooperative Program. In-addition to the narrative, which
¢+ .covers the basics of a program, the text conta1ns an appendix
~.of thirty forms and letters relat1ng to. the ‘initiation. and .
execution of a program. They range from a format of an
administrators’' handbook, to business survey forms, to student
evaluation forms.  The" follow1ng topics are covered in the -
narrative: defirition, advantages of cooperatlve programs,.
problems; diffevent types of. programs, program organization
and management, resource surveys, advisory committees, train- .
ing stations, student selectlon, placement and evaluatlcn,

P o dandbook for Cooperatlve Programs ';ii RO :"‘Ij SR
: 1072 ‘ ‘ ‘ . i . KR N o

Oklahoma State Department of Vocatlonal and Technlcal
' F(ucatlon ‘ : R S o

‘ Th1s publlcatlon was‘des1gned to" serve . as a handbook
. - .. for teachers of. cooperative programs in vocational education.
SR ' Topics included are: Purposes oflVocational Education; Types.
' ~of Programs; Responsibilities of fhe Teacher-Coordinator and
- the Advisory Committee; Legal Rggulations; Selection oft » :
"~ Students and Training Statdgon hvaluatlon and Sample Forms S

to be Used in the, Program. a

fdandbook for Vocational Teacher- CoordlnatOrs of Bus1ness and

Office Education - .
by Katherine S. Green and. Omega Blanton, ED 092668

{
I

’L Clearlnghouse, Bethesda

Lhe general obJectlve of the vocatlonal offlce tra1n1ng
”program is to prepare high school and post- secondary students
for initial office jobs-and for advancement on the job. The™"
handbook -is des1gned to assist teacher/coordlnators in
1mple‘nent1nc a VOcatlonal offlce tralnlng program and an:

2 | 18
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‘5}1ntenSLve bus1ness tra1n1ng program, based on,the 1ntens1ve v

ities and descriptions, and llsts of teachlng a1ds and resource‘

L

L time block concept and using! cooperatlve or’ 51mulated work
exper1°nce.‘ Juldellnes for 1mplement1ng the programs are
outlined, with: copies of “all necessary State -and' Federal

- forms and' advice on ‘their use.. Suggestlons are made for
adaptlng ‘the vocational office -training program for post-
secondary and adult education use. Miscellaneous. information
‘includess ‘general information and requlrements for. obtalnlng
a vocatlonal license, minimum office standards, evaluatlng the
cooperat1ve vocatiopal office tralnlng program, job’ opportun—

materlals of all klndSr

Health Occupatlons Educatlon Model Tralnlng Plans for Secondary
Cooperative Health Occupations Education ' : S
bj Thomas Ko Whlte a~d W1lllam D. Graham, l972

Indlana Un1vers1ty Press

Wlth the ass1stance of nine progect part1c1pants and an

"cU Advisory Commhttee‘(ub mmembers), the authors have. developed 14

training plans in health occupatiofis. : The steps in the:
development of training plans are first identified.: The’-

. training plans themselves are divided into six columns:

1) approximate time, 2). learning activities, 3)0JT (on- the-
job training), 4) in school, 5) evaluation, and 6) individual
study assignment. Training plans can be used ‘in the classroom
as a point of departure for discussion of learnlng activities-
common to many students, and on-the-job for discussion of the
prC ress. of student learner toward occupatlonal competency.

ngh School Work Study Program ‘for the Retarded
by Kenneth H. Freeland, l969 ' ‘ o

< Charles Coe Thomas, Publlsher

Thls book was wr1tten in response “to the emphas1s placed

~upon training the handicapped in. the Vocational Education Act
" of 1963 and Amendments of 1968, and for the teacher who will .-

oevelop a work study program for mentally retarded students

"1n 7econdary schools. The author has divided the ‘material into"

seven chapters: _ Know-Your Program, Know the Objectives and .
Values. of Your Program--And Your Responsibilities, Organizing -
‘Your Program, Developing Your Program, Operating Your Program,
Conductlng Your Program, Reports and Forms for Your Program.
‘The chapters are logical, readable, and informative. The

‘author provides suggested sketches-of fldor plans_ and equlpment ;wﬁ

des1gn, a complete summary of the legal requ1rements and ‘
‘employment limitations that affect the program, a guide to
dlfferent report forms and how to use them, and forty references..

19
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»ﬂlndustrlal Cooperatlve @£§;Q;£N

| Texas A&M Unlver81ty :
Vocatlonal Instruotlonal Serv1ce

Industrlal Cooperative @Palnlng is a comprehens1ve gulde
To the job of coordination. Topics covered range from the~
duties of the coordinator and advisory committees to the
'skills necgssary in student guldance, classroom managemerit, and
the setting up of training st2tions.. There are also discussions
on lesson plan development and construction of public relations
‘ programsf ‘Abundantvsample‘mater’als and examples are provided.

An Instructlonal Resource GUIde £0 Enhaqce Coop_ratlve
Vocational EducatlonZSpeoIZngaucatlon Teachlng
by Leroy M..Reyrolds,_19?3

Mlchlgan Department of Educatlon

The focus of this program gulde is upon the occupatlonal
"~ preparation. of persons with sp801a1 education needs. It is
an excellent resource intepded to ‘be reviewed and used JOlnuJV
by concerned teachers and- admlnlstrators as they work ccllec- -
. tively to serve students with uthUP educational’ proolems. j
The guide will sérve as an @id for ‘the process of ‘devzloping ..
or adapting a cooperatlve program of Vocatlonal and spe01a1

- “ 1"‘
;

\

Journal of Cooperatlve Educatlon

Drexel Unlver51ty Cooperatlve Educatlon Ass001atlon EA T

poe Journal of Cooperatlve EduCatlon is publlshed tw1ce
yearly, and 1s the only journal. completely devoted to coopera-:
tive education. Although its Main focus is on coopéerative K
" education in higher education, it is also a relevant source

for cooperative education teachers at’ the. secondary level.

~i

A Manual for’Coordinators~9£~99Qperative Education
by Charles F. Seaverns, Jr.,» 1970, ED 07568k -

ERIC Clearinghouse, Bethesda

This manual was develOped with two specific purposes in
mind: 1) to preseht, in some detail, information about cooper-

ative education which shoyld serve asg a functlonal guide. .to

e

4”“’those Thdividuals who contemylate “Betoming a coord inator ot

cooperative educatlon, and 2) to stimulate the development of
" more effective cpordlnatlon techniques by "coordinators ‘already
, engaged in the placement, couns@ling, and guidance of coopera-

tive education students. The Manual is directed ma1n1y toward



post secondary coord1natlon, but a great deal of the 1nforma-€
tlon applles to secondary level programs."_, , s

SR

PEManual for'Issuingfofficers of Work Permits

Maryland Department of’ L::ens1ng and Regulatlon
Dlv1s10n of Labor and Tnc‘ustrJ : :

B _ This manual is designed- to assist those . persons author-
|' ized to issue work permits, vocatlonal technical coordinators
‘E and superV1sors of pupil service.  The booklet covers instruc- -

. tions for- 1ssu1ng work permits, legal hours. of employment for

| minors, permiss ble employment opportunities for minors, the’

| seventeen hazardous occupations, exemptions to occupational '
orders, 'and definitions and requirements for student learner
agreements. Also included is a fact sheet w1th Maryland s
—Wage and- Hour Law "made easy."

‘ Model Tralnlng Plans for Secondary Cooperatlve Ag;; Buslness
3 Education & . - ; .

Ind1ana Un1vers1ty

Model tralnlng pLans in the field of Agri- -Business are
‘provided in this manual. These plans can serve as examples.
for cooperative teacher- coordlnators 1n the development and
utlllzatlon of tcalnlng plans.- R : S
. Model Tra1n1ng Plans for Secondary Cooneratlve Health

: Occupatlons A R P ST N CARPE SRR

Ind1ana Un1vers1ty St

\ The model tra1n1ng plans conta1ned in th1s manual are o
designed to serve as examples for ccoperative teacher-
coordinators in the development and utlllzatnon of tra1n1ng
plans. ' : R ;

. Model Training Plans for Secondary Cooperatlve Home Economlcs
“Education ‘ ‘ e ‘

n

Ind1ana Un1vers1ty -

A var1ety of model tralnlng plans in. Home Econom1cs
- Occupations are provided ‘to serve as examples for Cooperative e
—==Teacher-Coordinators--in. the developmentﬂand"utlllzatlon-of . o8
: tra1n1ng plans., . : C, R Pl




”T‘Model Tralnlng,Plans for Secondary Industrlal Cooperatlve?‘ !

Indlana‘UniVersity

.

~‘The model “training plans contained in this manual are
des1oned as examples for cooperative teacher-coordinators in
the development and utilization of training plans for student
learners enrolled in secondary cooperatlve vocatlonal education.
Etcellent resource. ‘ : DR

Occupatlonal wOrk Experlence Instructor s Manual
1973 ‘ ~ S ST '

Oth State Un1vers1ty ;
‘Instructlonal Materlal° Lab.;_ ; i
Developed for occupatlonal work experlence program use,
tn1s instructor’'s manual covers such areasias safeity education
- in dr1v1ng, using .the telephone, decision making, ways 'to
- apply ‘for and get a job, what the employer wants, and other
work experlence 1nformatlon.~~ | .

[ i

.

R Organlzatlon and Effectlve Use of AdV1sory Commlttees

Texas Educatlonal Agency

T ‘The primary purpose’ "of this bulletln is to provide '
- ~guidelines on how to organize and effectively wtilize adv1sory
i -, committees. Materlal included relates to the need for o
- advisory. commlttees, the nature and functlon of commlttees,‘_ e
characteristics of a good. commlttee, suggesticdns on how to f" i
"‘select members and: organize t¢he committee, and: suggestlons on’”
how to present subjects for committee. consideration.. . .
Bas1cally, .a "how to do it" approach is followed, with ample
- material: prOV1ded in “the. appendix to assist the teacher-
coordlnator in, establlshlng and ut111z1ng an adv1sory
commlttee. nghly recommended., : ; S

Organlaatlon and Operatlon of a’ Local Program of Vocatlonal
. Education : . R ‘ ‘
' 1958

Oth State UnlverSLtv .
Instructlonal Materlals Lab.

- Thiswpubllcatlonmdeals-w;thmestabllshlng» ma1nta1n1ng,,lwmlﬁflw
~and improving comprehensive programs of vocational and ‘ S

technical education. . The publication should prove to be a

valuable gulde for adm1n1strators of vocatlonal and. technlcal

B -5 R




”ueducatlon procramsx super1ntendents of schools, d1rectors, ,: f ff o
1Hcoord1nators,!or deans. The references.at the end: of.each s
“.chapter provide added resource mater1a1 helpful to those who

""des1re to pursue 1nformatlon in- depth.

Personnel Eyaluatlon in Vocatlonal and Technlcal Educatlon o x,.rF

Oth State Un1vers1ty ‘ ‘ : K .
The Center for Vocatlonal and Technlcal Educatlon R @‘ R

Personnel Evaluatlon presents 1nrormatlon relative to. . \- R

- the evaluatlon of personnel 'in vocaticnal education. ~The: y? L CT R

© ' rationale and purposes of personnel evaluation; the planning . o
and development of evaluation criteria; and the collectlon,; SRR

analys1s and reportlng of data are. toplcs covered.ﬁl',‘%. SRR \

ftplanning, Implementlng and Evaluatlng Career Preparatlonjih \
Programs ‘ o : 1 S \

by Joe Borgen and Dw1ght Dav1s, 1974

McKnlght Publlshlng Co.‘. L e : f p : ‘5“v, AR

This management pac&age is composed of five sections for A

e instituting Career Preparation programs. It is designed on a ' .\
i : step-by-step system which enables teachers and adm1n1strators S

. ~ to ahalyze,. expand and improve: their programs. - The package

contains sample létters, forms and survey 1nstruments. N

"' Program Guides .~A Guide for the: Development‘and;gperation‘of>a .

" 'Secondary School: Allied Health Career Program*a‘» o Lo

by Jerome Epsteln, 1972 ED 076825 o R

ERIC Clearlnghouse.‘Bethesda
The prOJeCt descrlbed in th1s document was. des1gned as

~an experlment in career education in thé health field. The’ .
3-year- program offered students an introduction to health

careers in the first year, work experlence in the second,fand
.cooperative or work-study education-inizthe third. In this ., o

gulde,,a brief history of the pilot and . demonstratlon prOJect o

is followed by the step-by- step procedures‘requlredlto . :

< .. ~establish. new programs. Included are documents, 1nformat10n

S sheets, and forms used ‘in the pr03ect.




' Public Relatlons Gulde
= j1‘1972 : o L e
Texas A&M Un1vers1ty

W:Vocatlonal Instructlonal Serv1ces
‘ This text can serve as an excellent gulde for establlsh-
1ng a public relations program. The content includes sections
on the Public Relations Process, Know Your Public, Internal
Publics, External Publics, Commuriications, . The Spoken Word, .
The Written Word and Exhibits and Demonstratlons.' This guide
should be of cons1derable help to the teacher coord1nator.

Resource Manual for 'the Development‘of Cooperatlve Vocational
‘Education Programs Under the Vocational Education Act of 1963,v'
as Amended P. L. 90-576. " (DHEW/DE), Washlngton, D. C. July,u"
1972 ERIC ED 068717 ° P |

“ERIC Clearinghouse; Bethesda‘ 1‘:‘,u‘ ““ “‘\‘ N
Selected facts and suggestlons for the use of State o ;‘ ,? \
staffs in planning for the development of cooperative voca- Lo
tlonal education programs under Public Law 90- 576 are summarlzed
1n this booklet. : : ‘ :

Selected Audio-Visual Materials for Consumer Education \
Rutgers, Kllmer Campus :;“l"“‘wl“t ~ .:“ o \\F

, An annotated b1bllography of selected audlo v1sual v
w,~mater1als approprlate for use in consumer education classes. .

“ This text includes films, filmstrips,- slldes,qtransparen01es,‘

" ~and resource packages appllcdble to instruction at all grade. ‘
‘. levels. 'Also provided are! source and cost information for all
'»\1tems llsted.‘ (Number II 1n a ser1es of . monographs.),l‘ S

Stenogr_phlc, Secretarlal, and Related Occupatlonsgg__
Currlculum Gu1de,\l970 ‘ o .

JWest Vlrglnla:i Coord1nator of Currlculum Development

Job deflnltlons and descrlptlons, as found in the

. dictionary of occupational titles, form the basis upon which

‘this guide was developed.: It incorporates unitized subJect '
.areas and offers suggested patterns for education to meet the
‘ spe01flc career ObJeCtlveS of the . 1nd1V1dual.v ‘

iy iy PR T S b g e TR IR ST it et B
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‘kngkStrateales for Implementlno Work Experlence Programs1d”ff 4
”?g}vbj klmbrell, Grady and V1neyard, 1972 y'ﬂ’jqﬁ:,m_¢];ﬁfn,ﬁ

,‘.
|

McKnlght and McKnlght Publlshlnc Company

The advantages of ‘and strategles for 1mplement1ng work

experlence programs are covered in this text. First, work

experience ‘education is described, and its advantages are
discussed. The qualifications. of the work experience coord1n-

ator are then reviewed, as well as the stages of vocational

development. ' Alsoulncluded are a description of various

~ Federally-funded. sprograms” for which school systems can apply

iy
A

and a discussion,of the legal respons1b111t1es of work
experience programs.:‘ S ) : ! R

Teaching Guide for Cooperative Office Education
Teaohers Guide (Cooperative Training), 1970

V1rg1n1a State Department of Educatlon

: Practlcal suggestlons for 1n1t1at1ng, developlng, oper-
ating, improving, and evaluatlng cooperative office education
programs are provided in this guide.. This well-developed ‘

. publlcatlon should .prove to be an 1nvaluable handbook to the;

_.teacher- coordlnator.

Technlqges of the Coop Method‘j

.1973

Un1vers1ty of Mlssourz .
Irstructlonal Materaals Lab.

The JOO of coord1nator in cooperat1ve educatlon requlres

}the mastery of many specific skills. The author attempts to
‘identify and explain these skills and to describe ‘the concepts
‘and principles necessary for the performance of the coordina-
tor's role.. The author relates the- many "little tricks" he has
found to work from his years of experlence as a coord1nator,
'superV1sor, admlnlstrator, and ‘teacher- educator.

—

-

Tennessee Cooperqtlve Coord1nator s Handbook

72 o

Tennessee

Suggestions for organlalng and operatlng a cooperat1ve
vocational program sre provided in a handbook whic

“that are included are: advantages of cooperative vocational

most aspects .of all cooperative programs. Some of the areas

education, school administrators' responsibility, establlsh- vj‘fﬂlﬁ
ing a program, and duties of coordinators. ' o
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“Tﬁz'Tralnlnv Achlevement Records, Job Corps Occupatlonal Tralnlng ,

# Provrqm, Supplement to. JCH Loo- 15 2 -
U. S Department of Labor h{“‘ E
Manpower Admlnlstratlon ‘ LnQ‘V

"whﬁUv‘ Conta1ned in th1s booklet are 144 sample tra1n1ng
ach1evement records whlch can- be: used: to develop training.
plans. 'Each record includes task statements, a .section on: e
attitudes and professional eth1cs,rand a job physical proflle., :;mlf
The -informdtion can be easlly adapted to the needs of the work R
experience progrdm.v . : e B

r

o

- .Tralnlng Plafis’ for Cooeratlve Offlce Educatlon‘*
"Teacher s Manual (Cooperatlve Tralnlng), 1970 I

Oth State Un1vers1ty .
Instructlonal Mater1als Lab

Tralnlng plans for a var1ety of offlce occupatlons R

,Wﬂfthat are: su1table for a high school cooperat1ve educatlon
w;ﬁprogram are conta1ned 1n th1s manual.a;~ A B

mﬁfmA Tralnlng Sponsor S Handbook for Industrlal Cooperatlve,'
. 'Training PrOﬂramsli e o T e

”@,19/E

e, e

Un1vers1ty of Texas at Austln

~ 'This handbook can serve: as a publlc relatlons tool for
the ICT program. It explains the ICT programs how it works.f‘
" the jobs-students train for, where they train, and what they
-should.. be ‘taught. A sample training plan, rating- 'sheet,. and
‘student introductory card are shown.. As a honus for, the -~ i
. coordinator, the last page is a- tra1n1ng sponsor S cert1f1catev,‘j*
~_printed on parchment. o . o el -

MWhat School . Adm1n1strators Should Know About Coope*atlve
. VYocational Education . - I
p by Roy L. Butler and Edw1n G York, l9?l ED 057180

"ERIC Clearlnghouse, Bethesda‘_

Do ThlS publlcatlon 1s des&gned to serve- school adm1n1stra—h“”
tors interested -in reviewing the key: adm1n1strat1ve concepts

- relative to" cooperat1ve vocatlonal educatlon. The. document
" identifies the various types of ‘cooperative: programs, the

T advantages of cooperative education;  and” “the* major=Timiting= =
. factors rel °d to the admlnlstratlon of these programs.,l;y‘,p;g

Zb




“*fWhat'State Leaders Should Know About Cooperatlve Vocatlonal

"ff'f“‘ﬁv"Education, VT 01 905

ERIC Clearlnghouse, Ohlo

This 22 page booklet prov1des varlous klnds of informa-

fiftlon on Cooperative Vocational Education useful to state -
- ‘leaders as well as other interested individuals. Topics
‘w'include: —~Essential- Elements, ‘Planning, “Implementation; -

"Extension, Improvement, Recrultment, Tralnlng, Promotlon,‘

”J'bquvaluatlon, and a Bibliography.

-

| “fWhat Teacher—Coordlnators Should Know About Cooperatlve

%Vocatlonal Programs, VT 012 907
| ERIC Clearlnghouse, Ohio

Th1s 22 page booklet prov1des a var1ety of 1nformatlon

;3;?f:relat1ng ‘to planning, coord1nat1ng and evaluating cooperative
“.. programs. A bibliography is also provided. : E

dWork Experlence Educatlonx A Handoook for Callfornla Secondarv

" ‘Schools -
"TEby Wllson Riles (Supt. of Publlc Instructlon) 1972

Callfornla State Department of Educatlon

A "An overview of 1nfo*matlon fol plannlng and conductlng
~work experience programs is. prov1ded in this handbook. Elements

" oftraditional coop programs are.covered, as well as an

‘:evaluatlon of new special programs designed to meet the local

“fEneeds of Callfornla. ‘The appendices contain laws, regulatlons,
. forms, and .definitions which the author considered either too.
‘”ifspebif;c for the text or too subject to frequent change.

,fWOrk Study "Program Manual
}by Jack’ Hyde, Robert Smlth and John Travis

B Mafex Ass001ates, Inc.i

The development and control of the Work Study Program

‘fgfln“LaGrange Area schools in Pennsylvania is described in this’
. .'program manual. . The book would be very useful to use as a .
.. guide for other schools: or d1strlcts that are trying to set

f?{up s1m11ar programs.

"The first.section of the book descrlbes the procedures

i to be ‘used' in" establlshlng the phllosophy of the ‘program-and .

‘f-the 1dent1flcation of pupil’ needs. -
‘ “In part Il4a complete copy of. the Cooperatlve Worklng

Agreement 1s pPOVIded.; Th1s 1ncludes the purpose, ObJeCthES, p¥=
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" and the spec1flc goals of the. program. Part III outlines the
individual roles of everyone concerned with the program. Part
IV deals with in-school .work experiences, communlty work

experiences and’ related. field trips.
The rest of the book is divided 1nto flve appendlx

sections. A) EMH Prevocational Program Handbook;'B) Work Study
Forms; C) Follow-Up Study; D) Case Studies; and E) Prevoca-
tional PrOGram for Malad justed Children. ‘

lclassroom management and instructiOh

N \I
This eectlon contaﬁns materials des1gned to aid tne ,
teacher-coordinator in designing and managing an instructional
environment. The information contained in:the sources should
_assist‘the teacher-coordinator in dealing with the wide range
of situdtions and problems that may ‘be encduntered as well as
- to indicate methods and strategies of instruction which have
proved effective. Woreover, 1nformatlon is provided which’
relates to the current emphasis on behavioral objectives,
~accountability and evaluation. An attempt was made . to select
nontheoretlewl, Dractlcally orlented materlal. j :

9ehav1or Modlllcatlon in Applled Settlngs
by  Alan E. hazdln, 1975

The‘Dorsey Press
The purpose of this oook is to prov1de an 1ntroductlon to
behav1or modification techniques. in applied settings. :The |
major focus is placed on the application of operant principles,
1mplementat10n of behavior modification techniques, and =~
" 'measuremént and- evaluatlon ‘of program effectiveness. The =~ o
application includes. a variety of settings, such as schools,
IR ET hospitals, day care centers, and. the home. A large section
S of the book is devoted to a discussion of behavior modification
principles. _For each pr1n01ple,‘d1verse technique options, ‘
limitations and relevant issues are discussed.  .Detailed C L
‘consideration is also provided for applications of self- T
control.. Malﬁuenance of behavior changes after the behavior
modificaticn program is withdrawn is discussed. The last
chapter discusses ethical issues implicit in the use of
benav1o“ change technology. A glos sary of relevant terms is
ﬂlso incXuded. , .

24
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b'Entry Level: Vocational Behav1oral Obwectlves. A Guide feor
Individualizing Instructlon :

~The Westlnghouse CorDoratlon o
|

The' vocational behaV1oral objectives presented in this
packet are at entry -level+performarce and are designed to pro-

vide realistic guidelines'for the development of 1nd1v1duallzed;

'performance based 1nstructlonal programs enabllng successful
__entry into the.work. world..

The objectives presented are broken down 1nto four levels.

1. The student 1is expected to have only a cursory
'~ knowledge of the.task; that is, as appropriate, be
able to. name the tools utilized, identify parts, and
list general s1mple facts about operations and .
materials.

‘iz:“The student has been introduced to the task but néeds

the direct supervision of a teacher to perform it
successfully. Very little independence is expected
and the student should need very close supervision.
3. The student requires.routine supervision. He should
be ‘able to identifysand resolve most problems related
"to the task, select appropriate tools and mater1als,
P ‘and be able tc perform at the entry level.
4. “The student can perform near the journeyman level.
- - He can analyze problems and evaluate and make
decisions relative to the task. He can readily
identify tools and accurately demonstrate to others,
how to perform the operation. '

Some of the entry level jobs included in these packets arezf -

l. Food Service -

2. Metal Trades

. Automotive ,

. Building Trades

. .Business and Office

. Bullding Maintenance: o
. Heating, Refrigeration and Air Condltlonlng

. Appllance and : Vending Machlne Repa1r .

O~ O £

A Handbook of Behavior”Modification'for-the'Classroom
by Abraham Givner and Paul Graubard | 3

Holt; Rinehartvand Winston, Inc.
: Aidescriptlon'of the methods of behavior modification: and
their application to the classroom.is presented in a: handbook

"~ designed "for teachers. It includes -general principles ani

specific techniques and is.designed so as to enable the teacher ..

. has:proved’ effectlve in: changlng student: behav1or and in

fmost frequently asked. questlons about behavior- modlflcaulon

“:Jand isi'aimed at: d1spelllng the m1sg1v1ngs teachers olten can '

‘“‘Whave ahout the use of such methods.~

! yﬂto apply, in the: classroom, the latest teaching technology that

‘éfVipromotlng learning. ' A chapter 'is included which d1scusses theifng

'ﬁféjh‘




How to Use Contlnginéy Contractlng in the Classroom
by Lloyd Homme,\lQ?O ‘

Research Press Co.,

Contlngency contracting is an extremely effectlve method
for motivating elementary and high-school students. It is
based on the systematlc application of some generally accepted
pr1nc1ples of ‘human behav1or._ The educational _background..of .
“the average “teacher prov1des the prerequ1s1tes ‘necessary: for;
understanding and using contlngency contractlng,?regardlessn
- of the teacher’'s subJect of specialization.- This book is
divided into two parts. Part I discusses how contingency
« contracting works and Part II. covers the. appllcatlon of
contlngency contractlng in the classroom.

.Ideas for Teachers-
1973

|
i
|
13
1
\

Mainei’ Depar”»ent of Education and Cultural Serv1ces

‘ This booklet was developed to help teachers motlvate the R
d1sadvantaged._ Such a specific aim should not be regarded as - ‘
a limitation, for this publlcatlon can be useful in worklng
with all students. It is a teacher's guide giving suggested
teaching activities for‘such areas as Entering the World of"
-~ Work, Occupations, L1v1ng With Your Job, Managlng More, and

Mathematlcs.‘

Individualized ‘Instructions = A. Book of Readings
by E.‘Gene’Talbert and Lavry E. Frase, 1972

Charles E. Merrlll

Ind1V1duallz1ng .instruction is an 1mportant concern of
teacher-coordinators. This book can be of aid' inasmuch as it
prov1des a wide selection of readings on'all aspects of
individualizing instruction. Moreover,. the readlngs are
practice oriented. They are grouped under threé main- headlngsz :
Why Ind1v1duallze°‘ Tr acher Skllls, and Instructional Materials. -

Individualized Instructlonz Teachzng/étrategies Focusing
on “the Learner - L L ‘
" by G. Ray Musgrave, 1975 E -

Allyn and Bacon -

Musgrave s text attempts to put . theory 1nto pract1ce.
Thls book detalls aspects of student CPntrlC teachlng methods,




~instructional formations, intra- class érouping procedures,
’indépendent. study methods, student evaluatlon, and learner
obJectlve teacher plans. : .

vt Instructional Design
. by Jerrold Kemp, l9?l

A
Y

_Fearon Publishers . L

L Teachers and curriculum planners w1ll find Instructlonal
.Design useful as ‘they develop and change instructional Pprograms.
. The author stresses .a :systems. approach to instructional ‘design.

- Toplcs include: Student Characteristics, Learning ObJectlves,

. Subject Content, Pretest, Teaching Learning Act1v1t1es and

“Resources, Support Services and Evaluation.

1 Léarning ‘Packages in American Education o
by Philip G. Kapfer and, Niriam B. Kapfer, 1973

Educatlonal Technology Publications - o . ;f°

; The authors: have prOV1ded a comprehens1ve volume of

"wreadlngs on the use and, development of Learning Packages. The
“various forms of Learnlng Packages are identified and. their .

' components discussed in detail. Classroom management procedures

i are also covered in detail, and' the topic of materials for

" individualized ‘instruction is d1scussed. ~In short; the volume

.’ "is a practical ‘and useful treatment of “the topic of- Learnlng

.- Packages and hds part1cular value for teacher-coordinators who
“.rare faced with the necess1ty of dealing with- dlverse student

fﬁgroups. oL . '

ARSEEEROEE p o -

3§f=Manag1ng Instructlonal Problems . ‘
. by Judith Worrell and C. Michael Nelson, l974

McGraw—Hlll Book Co. e L e R

The -aim of this book 'is to help teachers deal with the

. wide raﬁge of problems found in both regular and special

‘¢tlassrooms. ~ The book focuses on the.kinds' of problem behaviors -
. that every teacher can expect to encounter. The major. emphas1s"

ision behaviorally. based decision-making processes and inter- .. o

"y ventlon strategies, including educational assessment, develop- e

" ‘ing home-school programs.-counsellng and behavior modlflcatlon.nrjf o
- ‘Sltuatlons and ‘alternative strategies are presented in‘a- -

i framework conslstent with. the problems likely to‘confront :
Pteachers.- The ‘first two. ' chapters include. the bas1c pr1nc1ples
of ra: behav1oral/educatlonal approach to. problem—solv1ng ‘Later
‘ﬂchapters consist of: descrlptlon and- analvsls of problem areas.l(‘“

‘;followed by 1llusvrat1ve case studles. BTN

7ok
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Motivating Children: Behavior Modificatidn
‘by. Walter Vernon, 1972 - .- : L10

_Holt, Rinehart and Winston, Inc. |

Vernon's book is for beg1nners-—+hat is, persons exper-
ienced -in teaching, but beginners 1in the principles of operant.
.condltlonlng.‘ The style of writing is dellberately s1mple and

"f;communlcatlve, and extensive references to background research
" rare not 'incliudedy ™ The"BooK covers ‘the basic” prlnclples of

'Vto the classroom. A section is: included’ wh1ch discusses.the

"ﬂlncluded. A chapter of programmed instruction- des1gned to

behavior modrflcatlon, and uses, many examples of" appllcatlons>

“specific use of- behav1or modification.in high school learnlngs\f°
situations. ‘Information is-also. prov1ded which w1ll ‘help the
teacher get a behavior mod1f1catlon program . started in his or’ -
her classroom., The ‘last chapter deals ‘with .some; of the argu-"
ments. and I questions that can arise concernlng ‘behavior - '
'modlflcaulon. A glossary of terms is 1ncluded 1n the back of .
- the text. - . . _ 3 . -

ObJectlves for Instructlonal Evaluatlon
by Robert J. Kibler, Donald J. Fegala, Larry L. Barker and '
‘Dav1d T. Mlles, l974 : ) ‘ !

Allyn and Bacon

Th1s book stresses the relationship between ob3ect1ves
and 1nstructlon.~ Dlstlnctlons among types of objectives are :\.: .
made and a . discussion of the analys1s of ‘human behavior is I

teach'readers how to.write instructional ob3ect1ves is alsoﬁ~
provided.: Many examples of 1nstructlonal obJectlves as well "

gas suggestions on how they can:be- used ‘with specific: kinds- of ,
- evaluation: procedures are- presented. ‘The appendlces include y‘; :
-~ a wide varlety of: sample. ob3ect1ves and test items’ draw1ng from‘y“ i
- -actual 1nstructlonal units. > L ) v

e

" Teacher Tactics

" by Robert Canei

"*teacher training (methods). classes.f The booklet is a'part ofﬂv

‘”f; teachers and cons1sts of elght malllngs per year.r*“

"Ohio State University | |

Distributive?Educational Materials LabA 3 S
: o Teacher Tactlcs is a summatlon of ‘the 1deas, resources,
and technlques that a cooperatlve teacher: mlght like 'to consult’.
“as he prepares- his' program. ' The ‘material can be used for '

:'f"Oth s Monthly Malllng" for. hlgh school and ‘adult d1str1but1ve

v
s




1_.Teaching[Disciplinez A Pos1t1ve Approach for Educatlonal
. .Development - : P o
; »by Charles Madsen, Jr., -and Cllfford Madsen

Allyn and Bacon, Inc.

. Teach1ng/D1sc1pllne is’ a three part book written
gv,especlally for the .teacher ‘and’ intended as a .teacher's: gulde
‘~a1n the use of behav1oral pr1nc1ples relatlng to classroom

g[ln a questlon and answer format des1gned to help clarlfy the
“i 'main issues. in’ “teaching and dlSClpllne ‘in'the. classroom.; Part: -
S IT conta1ns a- selected summary of" sc1ent1f1c ‘and. profess1onal
';practlces whlcb ‘are’’ relevant, transferable and d1rectly _
fﬁappllcable %o’ classroom teach1ng. Part III is concerned with
the effect.of teacher responses. on. student behavlor. A
:blbllography of books and" art1cles and a: glossary of terms are
also. prov1ded.: ‘The purpose of this book is: twofold:s to
stimulate greater efficiency in .the classroom and to provide
o yteachers with the opportun1ty to take advantage of.the
‘~”benef1ts ,accrued through sc1ent1f1c research. .

fL‘Teachlng With Feellng
% ﬂby Herbert Greenberg, 1969

Bobbs Merrlll Co., Inc.

LErE The purpose of thls ‘book is to open up for publlc
con31deratlon a s1gn1f1cant area of . the teacher s life--her

flﬁlnner world,'her feelings, ‘her emotlonal be1ng. This | ‘book
‘explores: the subJectlve d1mens1on of teachlng, cons1st1ng of

‘13superv1sors, colleagues, ‘and” parents, .and ‘the. feellngs they
‘'have about: themselves. The book: is: divided- into’ 15 chapters
~.covering’ the follow1ng top1csx lees and, D1sllkes, The

,.Survlv1ng the F1rst Year, The Prlnclpalx Whose’ Side: is ‘He = .
R On°-'Colleagues, ‘Parents! ‘Mood ‘and .the Teacher; The Teacher's
-,Prlvate Hell; Sex in: ‘the’ Classroom'”Race in the Classroom"
Deallng ‘with’ Feellngs- and Unlquenessx The Paradox..of Self—

“ D1scovery.v RO : | .

ertlng Instruqtlonal Ob]ectlvns -
gby Carollne Dlllman and Harold Rahmlow, 1972

Fearon Publlshers

- teacher in: wr1t1ng behav1oral obJectlves.u ‘Since it'is de—u
- signed -for the: practioner, ample 1llustratlons and exerc1ses
: are prov1ded.‘.Sample chapters 1ncludex ertlng the Perfect

:Angry Teacher;: Middle Class Shock; The Guts of D1sc1pllne; T

Thls small paperback 1s hlghly useful for- ass1st1ng the |

" the: private: thoughts ‘and feellngs teachers have about pupils, -




UbJCLtl’ Struct“rlng ObjictlveS Flndlng -the Right Verb,l

Style Technique$ 3ngd Checyoplc ™and-Worksheets. The. authors
also cover the 1mb0rtant nly 2f relating evaluation items to
objective statem®htg, . ng ecommended. o ‘

s

counselmg and Career avvarerl SS

" tion; Getting a

*'3 disruption of °”g°lng PfoviampleS

.decision problem in the Cogr:g Of their everyday work

" experiences. . Th® selecte dlnaubces Provided in this section
‘should aid the t# aoheracooi tltor in dealing with the various
counsellng and g ldanco si” °ns enCountered.

i ;o ‘ .

// . ‘ ( . ‘ o
Carder Developmelt Actlvﬁ1 Gl‘ades 7-12)
by Larry Je Kenneke : T

ITT Educational Pub1¢shlng

Current emPhaSIS on 52 ca educatlon requlres teachers of
all disciplines *9 jntegr? is tbeer deVelopment activities
‘with. ongolna progbams."If{ ona?e lntent of this manual to
. provide teachers and educd .o persOnnel at every level with
.suggestions on hoW o 1nt65tte Qareer development activities

f with traditional, Sub ect mﬂ ion, The activities do.not
. require any currlcular rev}ly but Tather serve as a means
by which teacher? cgn read? ptlmblement career education -
. concepts with miftimg] dlsfpmentn of Ongoing programs. A,
‘collection of cafeer devel om 1 € tivities, this manual is a
tool to be used DY g classfg a t-achel or guidance person
as a first step in achleVlﬂ aree g tallY integrated program
which leads to i"%ividual ¢ has1 awaréness, exploration of -
tentative 1ife: careers, em? n S on Selected occupations,
..subsequent job. sPEciglizat’ ec%land evéntual gainful employ- _
ment. The manual hag ten lltatns containing 124 student
activitiés design®d +o fac? OppS aréer development.

. Contents: Mploymentf pC l‘tunltles,‘Understandlng ‘
Work; Understandlng Yourse artlabeer Profiies; Describing the
Workers; Organlze Labor: {ld ng Bu81ness, Career Prepara—
Joh; and HOT3IN&Ty J

- lﬂ§$££9§2£§~§gggg’ pﬁbb se °f this guide is to
~help teachers efi®ctively Vi~ man. carfér development activities
contained-within he -stud de? Nugj, It -illustrates how.career.
x act1v1t1es and sU%ject matfam _ N pe lntegrd%ed with minimal
. The Buide specifies student.

outcomes, cites .SPecific e of hOw to blend career
esents 3

;'act1v1t1es 'with ¢Ohtent; p and ¥ mpleémentation guidelines,
‘suggests methods ang medlaf'*' descr‘lbes evaluatlon tech--

o nlques.

Students eﬂQounter~ﬂa Y Pergonal- adgustment :and- careernw_u;wgg;;~

o
i
i
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Career DevelopmentehJob Placement

Rutgers, Kilmer Campus

The first thirty-four: pages of th1s text” develop the
concept of job placement. = This development starts with a

‘detailed identification of the nature of the problem of

Awplacement and a rationale for handling that problem.. Sections

- involved in secondary school counseling. It was written for
+-the guldance counselor, ‘but:can be_ ugeful for teachers ‘who
find: themselves in the position - of . counsellng or- guldlng o

three and four go to the very heart of the issue by prov1d1ng

U Ugpecific, concrete suggestions’ fo¥ theinitiation and opera~ -~

tion of a job placement program.:  The last twenty- nine pages '
report some of the information gained in the operatlon of flve
exper1mental job placementmprograms. ‘ ‘

- w:
T

Career Educatlon Resource ‘Guide :
by James Bottoms, Rupert Evans, Kenneth Hoyt and Jack Wlllers,

fl9?2

-.»k‘

General Learnlng Corporatlon' o ‘ - —

M
1,'

Th1s book was written largely by classroom teachers for

classroom teachers. Its basic purpose is to. encourage
'Lnstructors to become actively involved in career educatlon‘
in the classroom. = Its more speC1f1c goal is to prov1de the

e classroom teacher with: examples of how career education can .

be 'put into practice in the’ classroom. The bodk- is. divided

. into three sections: 1) Kindergarten/Elementary, 2) Mlddle/ -
Junior High and 3) High School/Adult. Each-section of the

book includes a number’ of career’ 'education’ act1vﬂ¢1es for
use by the classroom teacher with his or her, students. A
‘general -introduction includes a. d1scuss1on on the ratlonale

..behind career education; the basic assumptlonggof career
educations the nature of career education; "and’ the role of

'the classroom teacher 1n career educatlon. ,

Counseling‘for4career.Development
by E. L. Tolbert, 197% |

‘HoughtonrMifflin Co.

Tolbert has des1gned th1s text for use by persons‘

their 'students. The emphas1s of the book  is'on:practical

“‘appllcatlons supported by relevant theory and- research. .

Illustrative’ cases are: presented and’ programs- are. descrlbed.

- -~~The" framework of pr1nc1ples and:: practlces prov1des a

foundation upon which the; counselor can'build as he: galns

'*experlence and tr1es out new 1deas.3 The book is d1v1ded lnto

ey
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11 chapters, and covers such top1cs asts. understandlng career

aevelopment factors, the information system, finding and SERES

organizing information, dec151on maklng,‘and placement o o
‘wcounsellng. ' BT R j i R i Sl e

‘Counsellng: PhllosophnyTheory and Practlce“wla “v3‘> L
by Dugald Arbuckle, 1970 ‘ R coo

+

Allyn and Bacon, Inc.d

Thls book is an lntroductlon to counsellng. It is
written for anyone who is involved in a relatlonshlp with
another person, .but centers mainly on the educational 51tuatlon
.and the school counselor. The book is-divided into four main
parts. Part 1 is on the phllosophy of counseling. Part 2
covers the counselor as a person and the functions of a S
- counselor. = Part. -3 discusses the nature of counsellng. This N
" section covers theories of counselln the counsellng ‘ AR
process, practical issuss and eth1cal issues. Part & covers
_ﬂthemcounsellng experience: ' the beglnnlng, counselor involve-
ment, and termination. L o

Y

Guidance, Systems: An introduction to Student Personnel Work
by Donald Blocher, R1chard E. Dustln,,and Dugan Willis, 1971

‘The Ronald Press Company

- A teacher or guidance ‘worker should be abile to relate
himself effectively to the community and to social systems
- within the school that influence student development. To -
fac111tate -this aim, three major components. of the guidance
program:are - desc¥ibed.in terms of the "Relationship System,*

~~~~~

theY"Communlcatlons Systém*..and the "Information System."

These. guldance systems are descrrbed in llght of modern soc1al
..psychological . research....Separate. chapters deal- with~ aspects -

of human development, the impact oﬁkstudent sub—cultures, ‘and-

the spec1al problems of guidance in inner c1ty\schools. Each

chapter contains a number of illustrative examples that present

‘the kinds of problems and s1tuatlons encountered 1n“£leld
settlngs. N ' - o D T S .

L .

!]\; _ Introductioh to Vocations for the Educable MentallM“Retarded

&Put?ersj’hilmer Campus

L De51gned as an aid for the teacher, this text is,a part
.. of career development for a cpec1f1c group.. It covers the

following topicst yeneral plans; the student as a member of ‘~»%g
soc1ety, economlc aopects of living, exploratory unitson . N
| 3() |

s
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occupational employment.infofmatioa,‘biblibgraphy, information
form,ﬁoccupational‘interest‘form, and jobs for the retarded.

b

L Manpower '‘and Economic Educatioh S :
o 0. by Robert L. Darcy and Phillip E. Powell, 1973

Love Putlishing Company .
Manpower and Economic Education is a personal and social
‘”fWﬁ”““%approach“tb“ééfééf*édﬁ&é%iBﬁTfTWHileﬁi%mis.Suiféble'for'use
Lo by‘the advanced student, it can probably be best utilized by’
the teacher-coordinator as a source of information for prepar-
ing class lessons and discussions.  There are six basic unilits
covered in the text:. 1) Work, 2) the American Economy, 3) the
Manpower Market, 4) Career Opportunities, 5) Decision making
and 6) Knowledge. 'These units also cover the three economic
roles the individual plays-in societyx‘consumer,_worker, and
citizen. ' Highly recommended. . = D |

Occéupational Careers - e BN R - e T
. by, Walter L. Slocum. ; : e C ‘ L

Aldine Publishing Co. o | ‘ ‘ -

- *Occupational Careers is;a:dseful introductibn.to the i
field of occupational sociology. Many topics of importance to” :

i ‘the teacher-coordinator are covered with clarity, while being

"% treated in sufficient depth to provide the level of under-

‘ - standing necessary for adaptation to classroom use. The ma jor

..+ social and cultural factors and processes’'invglved in occupa~ '
;i tional choice, preparation’and achievement are covered. A

- wide range of material is drawn upon, sburces are well.
documented -and ample references are given.

Orientation to Employment: Cooperative Education -
1575 0 — ‘ LS :

Missouri State Deparﬁment‘of Educatiéﬁ

The purpose of this study guide is to 'aid teacher R

coordinators in teaching the general employment information . B
-needed by young beginning employees. Each assignment sheet .
. is devoted, to .a ;particular topic related to cooperative o
- reducation and the world of work. - Included in each assignment
- 'sheet is an' introductory’paragraph delineating the area to

. be covered and its relevancy to both school. and - work. _ .
This ‘is'ifollowed by: an-assignment, which usually requires.the e
student..to read a reference book or the information sheet o
.that follows. A list of suggested reference books is
‘includeéd, a few of which'are to be'chosen as.reading L
]asSignments;v,Questith’berﬁaining'po the reading assignments

B
b




‘ftoplcs the teacner S role,‘realltles of the work world,

come next, requiring the . student to recall and apply the
materials contalined: in the references. Finally, the student
is asked tc: work on’ problems and prOJects related to the sub-
ject matter of the <ectlon.‘ Usually the Drowects 1nvolve
*amqll aroup partlclpatlon._ﬂj T Pl

The Teacher's Role in Gareer‘Development‘f‘ SR
by W. Tennyson, T. Soldahl, and C. Mueller )

Minnesota . B
Department of Educatlon ,

, The aim of 1h1° booklet is to 1ntroduce classroom teachers
 to- the oosglbllltles‘of contributing to .the vocational develop-
ment:of rtudents through the media .of school subjects. The
‘'booklet is ﬁlVlded into 6 chapters covering the following .
forecast of the future,. sources :of occupatlonal 1nformatlon,
relating hlgh school °ubJects to careers, and’ post high school
5 ducatlon., T i : s ,

Various Assessment and Guidance Tools, Tests,. Individual
~Learning Courses and Training Aids ' T ;
bv Educators Ass1stance Instltute

Subs1d1ary of Systems Development Qorp.!

. Thls provram consists of a varlety of dlfferent matexlals
aimed at read1ng/llsten1ng/observ1ng levels ranging from the
fth-to 'the lith- grade. . It contains manuals for teaching’
career dec1s1on~mak1ng, self-assessment ‘surveys, pictorial
inventory of careers, electronic careers technology, risk:
taking att1tude values survey and- career education fllms.

o

“Work Ih Amerlca, Report of a- Spec1al Task ‘Force -to- the
Secretary of Health, Educatlon, and Welfare, 1973

‘MIT Pressjgﬂ;

Work in Amer1ca is the report of a spec1al task” force on
the many facets of work. ' The report is divided into 7 chapters.
The first chapter discusses the functions c¢f work and its
centrality in the lives of most adults. The second chapter
deals with problems of Amerlcan workers and the effects of.
these problems on various segments of society. In the third
chapter the physical and mental health costs of jobs are
reviewed. The redesign of jobs to increase productivity and

partLC1patlon is covered in chapter k4. Work, education and job ;flﬂ

’moblllty are discussed “in chapter S and federal work strategles
~in relatlon to creatlon of jobs, manpower and welfare :are

-
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reviewed in chapter .  Concluding remarks~are included in oo
chapter 7. This book is an excellent resource for the | | e
. coordinator. R L ‘ o ' e

research .

_ As 1nterest in Cooperatlve Work Experlence has expanded, ‘
there has been an accompanying increase in related research. TR A
““While somé of tHis research pertains mainly to theoretical '
issues, a great deal of it has value to the coordinator because
of its practicality. The research reviewed below provides:
1) information relating to writing reports and public information
releases, 2) a source of ideas for program improvement and |
- innovation.and 3) important check points. by wh1ch the teacher-
coordlnator can compare his own provram. "

f%f'1_h"Case Studles of Flfty Representatlve Work Educatlon Programs"
' by Steven M. Frdnkel, ED 081997 c

ERIC Clear;nghouse,.Bethesda

‘Information gathered from questlonnalres, interviews,
and on-site visitation is presented for 50 ‘representative
program sites in the United States at which work educatlon
- ... projects are in operation. A summary of each program's:

. history, organlzatlon, goals, student and faculty compos1tlon,,
P work environment, ‘and mode of operation is provided. Each ‘
.report also discusses the-successes and problems of the program
or of the way it operates, and impressions of staff members who
visited each s1te. Tables of. pertinent data are 1ncluded for
each. project. ThlS report can . be useful 1nasmuch as it pro-.

. vyides a*“ comprehens1ve overview of a variety of cooperatlve
L programs, and can thus serve as a source for 1nnovat1ve 1deas.

Cooperative Work Experlence ‘Education--A Study in Successs
Twenty-Six to Forty Years Later , ‘
by L. O. Brockman, 1972, ED 079555

Callfornla State College, Fullerton
or ERIC Clearlnghouse, Bethesda

Th1s study was undertaken to provide an analys1s of the
o reac+1ons of students toward a cooperatlve work experience Plini
,g‘;educatlon program 26 to MO years“‘after their involvement. Major '
v emphasis was placed on top1cs such as vocational choice; . S
mvgettlng and holding a job, human relatlons, citizenship -
- eddcation,: related 1nstructlon, educatlon ‘beyondihigh’ school,
. jobs. held since. praduatlon, armed ‘services part1c1patlon, and:
‘"glncome range.o The study 1ncluded 423 respondents. el




(An Economlc and Ins 1tutlonal Analys1s of the Cooperatlve ‘ ?f;‘;;\fﬁ
‘Vocational Education Program in Dayton,:Ohio : = . P S
by Ernst W. Stromsdorfer and James. S. Fackler, 1973, ED 083463‘>

ERIC Clearlnghouse, Bethesda : o 7‘;" :f“mafﬁyj‘iw

An - examlnatlon of the economlc and 1nst1tutlonal 1mpact
of cooperatlve vocational education on the. employment,~¢1;“
~ earnings and educational performance of the;: 1966 and 1970 ° ‘,’
; .graduatlon cohorts of Patterson High . School Dayton, Ohlo,,

- is presented in: ‘this study. ' The performance of". the'se groups
“is contrasted with - that of ‘$tudents’ ‘in ‘the” comprehens1ve hlgh
schools for the same. time period. " The results of:this study

‘indicate a mixed picture of performance for cooperatlve L
education, espec1ally when models employlng multiple regress1on SR
are used. However, 'the program is clearly a ‘desirable educa- - ..
tional alternatlve for some:; high school students., ‘A blbll—
ography of the economic analys1s of cooperatlve vocatlonal
education as well as a: survey ‘of “the method logles ‘of these

- studies is included ‘in" the’ analysisa:’ Informatlon from the"
study can.be of use to individuals concerned with: ‘exploring . ;
‘the beneflts and problems assoc1ated w1th cooperatlve programs.u.-«
‘ ‘ : ‘;/,/ o : R P
Executlve Summary: An’ Assessment of/School SupﬁrV1sed Work
Education Programs, Technlcal Memorandum 5195/003/00 ;_g

U. S. Department of Health, Educatlon and Welfare .
0ffice of Educatlon '."t ‘ L U,x;-ﬁu oA

v Th1s document summarlzes the slgnlflcant flndlngs,'OVer-
ST :gViall methodolog gys ‘and pOlle recommendations: for the‘study
Sy MAn Assessment ‘of School- Superv1sed Work Education Programs,"
A " which was conducted’ ‘by' System. Development Corporatlon for the
. O0ffice of: Plannlng, Budgetlng, and‘Evaluatlon of the U. S.

;Offlce of . Educatlon."\‘
' ‘The first 'section: of the dOCUment descrlbes the dlflerent

. ..types.of.work. educatlon programs. dealt. w1th ‘in the study.
~Section two. glves a llstlng of s1gn1f1cant flndlngs.yﬁ“

Part-Time'Employment Study. Class. of - 1973--Lew1ston ngh X
School. F‘ducatlonal Egper1ences’0uts1de the Classroom,‘m‘
ED 087067 ’ ‘ : ey RO I i

ERIC Clearlnghouse, Bethesda

1

Thls study sought to 1dent1fy and categorlze the
u:;responses of’ more than 1600 hlgh school ‘juniors to determine.
. the impact: of emplOyment on’ the\student,*school, and- communlty.y
Hnghose studonts who' were employed were :found to be a potent g
,}force on the local labor ‘market in ‘terms of jobs held, hours‘"ﬂg
fﬁworked, money earned,;and potential for money saved .and spent
““in the:local economy.g The findings: of the study provide- use-; P
. ful information in . examlnlng the 1nteractlonoof the- student v
'Tand local labor market.‘;W‘ L . ~ o




A Reference Blblloaraonv for General Vork Experlence and
“lCooperatlve ‘Occupational -Plans of Instruction
'_gby Peter G Halnes and uawld Hyslop, ED 065732 S

's?RIC Clearlnghouse, Bethesda

SR As a blollovraphv of reference materlals on cooperatrve
Qeducatlon and general work experience. programs, this" text will

" prove useful t6 teachers, coordinators, and administrators 1nj~

g‘flnserV1ce courses and' to graduate students who seek in-depth
“information: The blbllograpny indexes 1tems according to

'ﬁ;operatlonal functions.

‘ 't%_Rev1ew and Analysis of Instructional Materlals for Cooperatﬁve

Vocational Education
*by Harold R. Wallace, 1072

 ERIC Clearlnghouse on Vocatlonal and Technlcal Educetlon,,
Ohio :

The main purpose of this book is to make educators aware

S of developments within the fleld of cooperative education.
»ff;The three learning situations in coop programs, 1) vocational
" course.work, 2) training stations, and 3) related. classwork

“are described. Curriculum materials - -are reviewed for teacher
as well as student.use and are evaluated for validity,

.ﬂjgenrlchment potential and’ student involvement. There are 2
i types of materials reviewed: those concerned with related ‘
~“'instruction and . those.designed for a cluster.of. occupationse . .. i .o
.+ .The booklet ends with-a, br1ef review of eleven periodical

artlcles.

‘”Rev1ew and Synthes1s of Research on Cooperatlve Vocatlonal
Education, Research Series No. 60 ED 0L027%L -
by Harold R. Wallace ' C C

. ERIC GlearinghOuse, Ohio

e Over two'hundred research studies coverlng the period
“from 1934 to 1969 are reviewed. The review is organized into
' the following topics: The Student Learner, The Employmant
" .Community, Educational Technology, Procran Implementatxon and

?} PrlOFltleS, and Problems and Issues. .

to
—,
.
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School, Commuhlty andwYouth. "Statewide Evaluation of"Part‘G
Frograms in Cooperative Vocational: Educatlon in the_ State of

Illln01s, 1971 1972 “ED 066559 ‘ '

ERIC Clearlnghouse, Bethesda

ThlS document represents an evaluatlon of the two typesfr”

.of educatlonal programs that were designed to reach’ the

‘~potent1a1 dropout of 1lh4- 15 years of age and the early. school

leaver. The first program, known as the Work Experience and

- Career Exploration Program (WECEP), was developed to expose

potentlal dropouts to the world of work and to impress upon
them the importance of a high school education. The second

‘program;. the Early School Learning Program (ESL), prov1des an
opportunity to upgrade job skills by exploring the world of

-work . and by acqulrlng g:eater academic skills.

A Studl of the Status and Effectlveness of Cooperatlve Offlce‘
Education .in New Jersey, 1968-69 . ‘
by Carmela C.‘Klngston, 1970, ED 060182

ERIC Clearlnghou* 2 Bethesda

Thl° monograph Jummarlzes a doctoral study, on the
effectiveness and status of New Jersey s cooperative bus1ness

‘heducatlon proerams.‘

v_,wOrk Edhcatien: A T_plcal Blblloeraphy of Programs Procedures‘ o

and Research . S ‘ ‘ . :

- by Trudy, Banta, ED 090414 ‘ f,3 i | ' : .

ERIC Clearlnnhouse, Bethesda

An extens1ve review of llterature relating to cooperative

" "work education is represented in this bibliography. Over 900
“ geparate listings are included.” The entries are organized -
“under the following categories: Development of Work Education
Programs; Operational . Deta11s of Work Education. Programs- o

( teacher-coordinator responsibilities, instructional strategies
and materials, problems); Research and Demonstration Projects

(experimental and descriptive studies, demonstration projects);

..Descriptions of Specific VWork nducatlon Projects (1nnovat1ve
programs, typical programs, teacher preparatlon programs,

programs for deaf and hard of hearlng, slow learners, educable Lo

- mentally retarded, blind, physically and emotionally handi-
capped)s Followup and Evaluation of Work Education Programs,
Career Vducqtlon, General; .and Blbllographles. '



“ Work Ekperience as'Preparation for‘Adulthoodi A Re?ie&’of

“'QilFederal Job:Training, Vocational, and Career Education-
-~ Programs, 'An' Analysis of Current Research, and Recommendatlons
.. for Future Research. ‘

5 Jiby Ellen Searcy, Interagency Panel for R and D on Adolescence,

;“”Nashln”ton, D.°C., May, 1973, ED 079504

ERIC Clearlnghouse, Bethesda"'u

A review and analysls was made of Federal work experience
programs to provide the Interagency Panel for Research and.
Development on Adolescence with information:.ons 1) the effect
- of work experience on adolescent development, 2) the kinds of
‘ learning that occur outside the traditional classroom setting,
3) whether or not experlmental learning in- real 1ife situations
- Yeads to the development of personallty traits and social - ‘
skills that are useful for success in life as well as success
on  the. Job. and 4) areas in need of research. ‘

Hork Experience for Broadening Occgpational Offeringss A
Selected Bibliography for Use: in Program Development o
by Dav1d McCracken, 1969, ED o3u062 A

ERIC Clearlnghouse; Ohio
An older, but nevertheless,;useful blbllography on work
experience programs. S .

,Q‘wOrk Experlence, Research for Accountablllty
~.0ffice of Education (DHEW) ,. Washlngton, D. C., l97l ED 068719

ERIC Clearlnvhouse, Bethesda

Thls extenclve, color- keyed program gulde for general,
exploratory, and vocational work experience . educatiyn programs.
in California was developéd by work experience coordinators,
professors, state and local administrators, and various
‘district teams to pilot test at "the secondary.and university
levels. General, exploratory, and vocational goals arecgiven’
'separately, each 1nclud1ng specific program goals and per-
.formance objectives “ Terminal objectives, student performance
criteria, and. student record sheets provided for pre- and
-post- -assessment purposes are listed separately.. Varlous work
experlence provram forms are. 1ncluded. .

R
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par‘t tvvo
RESOURCES FOR STUDENTS

ag [

I The resource materlals 1ncluded in Part Two are"
‘-f;gdes1gned for student use either 1nd1v1dually or in a group
: *;1nstructlon settlngu These materials, moreover, relate both
‘Q"to in-school and on-the- JOb tralnlng.; A primary goal of
}:‘Cooperatlve Work Experience is to strengthen the linkage
uﬂﬂbetween the "real ‘world* act1v1t1es -0f ‘the~ tra1n1ng station

; and in-school 1nstructlon.d The. resource materials included
.2 in Part Two should a1d the teacher in: developlng an . :

-ﬂg_lnstructlonal program that ‘will coorelate in-school and on-

.~ the-job 1nsvructlon.‘ The.mater1al included in the section

~on Career Awareness can be used.to help students make

~realistic career ch01ces and explore the working conditions,

" employment outlook, job quallflcatlons and training -and

..+ advancement opportunltles of specific occupatlonal areas.

* The material included in the sectionon 'Personal AdJustment
can aid individual students in deallng with the many problems
and adJustments they must make ‘in the normal course of moving
into the everyday work world. Slmllarly, the material

- included in the section®on Job' Entry:and AdJustment should

. be of considerable usefulness to the student in dealing with
" problems and situations encountered in finding and holding a
i Job. Plnally. the section on Job Tra1n1ng includes resource
Cu >ﬂ¥mater1als directly related to acquiring job skills and .
.. technical knowledge in selected occupatlonal fleldS.

PR In. .some ‘cases the resource materlals include content
I relatlng ‘to more than one section. .In such cases, the entry
. 'was either placed in. the section that seemed to relate most
S d1rectly to the content, .or else, was cross- 1ndexed in more
.than one’ sectlon. It is suggested that the teacher-
" coordinator write to the publisher. to obtain a review ccpy
. and price list before order1ng classroom materials. . The’
”publlshers are listed in Part Three. ‘Also included in Part
' Three is:a listing of additional sources of low cost :
:1nstruct10nal materials. : .

g o career awareness

: L Qooperatlve programs can contr1bute to: the general
‘,'; ‘career development of .the student by providing career
" lexploration 1nformatlon or by making that: information readily
SR accessable. ~In the case:of" high school ‘students, making such -
"‘mater1al avallable is essential, since students.of this age
group ‘are_ 1nvolved in making career' ‘decisions; which may well
“have a dec1s1ve 1mpact on their; future. ‘Moreover, the
' opportunlty to work on the “job- enables theyvtudent to compare‘

| ‘.;,"4‘1;..“’,1". e
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Aruitoxt provided by Eic:

ERIC

‘ooordlnator in assisting the student in the process of |

1nformat10n into the revular clabsroom programe.

""Cereer Awarenesa Serles,‘"The*FaSCinating World of Work."

7;“0i“ﬁ‘ L

T

~his aspirations = and prlor conceptlons with a "real l fe"

situation. Thus, the. student is likely to .become more aware

fof the need to be open to new ideas,: to search out alterna-
- tives to once firmly held plans, and tp seek 1nformat10n on:
-‘tralnlne opportunltles. J , ‘

The materials’ 1ncluded 4in this section shOVlﬁ n}dpthe'uw
exploring careers. - Informatlon on the employme”t ouTlovk in-
selected “occupations, de0151on—maklng, career facts and
heneral career explorat1on can be used by the student: A
independently or the teacher-coordinator can” 1ntegrate the

-

hatlonal Career Consultants, Inc.f
o Fifteen major careers are explored 'in a series’
consisting of sixteen cassettes, ‘filmstrips, teacher's
guides, and student work sheets. Geared for the average and
above averase student, these presentations give both the good,
and bad points of a career. Each.career is explored from a
"lifestyvle" perspective. C S ‘ R

"Career Decisions ‘
'.bv Delmont Byrn, 1969

National Vocatlonal Gu1dance Assoc1atlon

‘ Directedvtowards teenagers, this pamphlet descrlbes the
kind of future.they can expect during their wage-earning"
vears. An understanding of ‘one's. abilities, personality,
interests, wvalues, standards, school achlevement and
credentials for work are shown as vital factors in the"
student's self-concept in emerging adulthood. A description
of the working world contains employment and labor statistics,

working: condltlons, and occupatlonal‘outlook.

X

Career Development Activities

th,Larrv ilenneke,. 1973

LT hducaflonal Publlshlng

FThe purpo"e of this mqnuil is to: prov1de teachers and

. educational personnel ‘with suggestions for integrating career

development activities w1th‘traditiohal subject matter. The

- ‘manual is divided into ten sections containing 124 studenb‘»
activities designed to laC1lltate career development.

-




P The ten sectlons present act1v1t1es on the follow1ng
p:'toplcs: Employment Opportunities, Understandlng ‘Work, : -

. Understanding-Yourself,,-Career Profiles, Describing the . .
"wOrker, Organized Labor, Starting Your Own-Business, Careetr -
%Preparatlon, Getting a Job,. and Holdlng a. Job. ;' The
. activities serve: .as a méans ‘by which ‘teachers can 1mp1emcnt

. career educatlon concepts w1th m1n1ma1 d1sruptlon of ongOLn'

1'programs. O ‘ ; . EE ‘ ! - e ‘

"-‘Career DevelopmentuLaboratory

Educatlonal Progress Corporatlon.

Slxty taped 1nterv1ews, 100 ‘'survey forms, 1 teacher s
‘gulde, and 1 announcement poster make. up this lab. It is
intended for use with grades 8 ‘through 13. Forty percent of
the taDed interviews deal with nonprofessional and technical
occupatlons. The program is self- contained, and is 1ntended‘
to be used w1thout superv1s1on. :

‘Career Directions Program

Chanplng T1mes Educatlon Serv1ce‘

At the core of thls flex1ble resource kit for career ‘
{ educatlon is a series of fllmed interviews of people 'in a
»V»Avarlety of jobs: The kit is divided into four sequential
© ' units, ‘each of which is self- contained. - Each unit includes
- 2 sound filmstrips, 30 copies of a student booklet of readlngs
~..and act1v1t1es, 2 transparencles, 2 spirit masters, and & °
' .teaching 'guide. Unit titles aret D801dlng on Your Careers;,
. Choosing  the Kind of Job You Want; Entering the Job Market.
’?Staylng With 1t and Gettlng Ahead. - )

©+ Career Education

National Audiovisual Center,7‘

After brlefly rev1ew1ng 1deas concernlng he need for
change in the American educational system, this film, 111ustrates
approaches to the needed change -as presented ‘in the original :
o filme ent1t1ed "Career Education.’” It explains the fundamental -
i concepts of career. educatlon at the “occupatlonal awareness'
Aphase,fthe'"exploratory phase," "entry job skill-development
phase.u or .continuation phase. Impllcatlons to. the general
v vpubllc, school boards, school adm1n1strators ‘and’ teachers are R
. “'enumerated. Current’ Federal,-State, and Local efforts in the, ’
3 uevelopment and: 1mplementatlon of . the’ career education PR
‘.. .concept are presented... The respective ‘roles &and- approprlate
'“;"actlon steps for State and Local 1mp1ementatlon of the career

“1




,VCareer Education‘inuthe’Environmentr A Handbook

jf“educatlon concept are llsted., Th1s fllm was devdloped to:
. 'bring about.concerted efforts to make Career educatlon an:
'pvlntegral part of the educatlonal system. ‘

Olympus Research Corporatlon' S

This handb°°k is d851gned for use ‘in secondary schools. o

- .Its aim is to: explore environmental problems ‘and solutlons‘_

» - -and to prov1de information. on ex1st1ng and emerging career
}]opportunltles in. this" fleld.r It is designed for use by L
.school adm1n1strators,‘currlculum planners, 11fe science. ‘and
fsoc1al sc1ence instructors, vocatlonal counselors, llbrarlans

" and students. The handbook-is divided into 4 chapters:
Career Education and the Environment, Environmental Careers,
1Env1ronmental Educatlon Curr1culum and Blbllography. :

Career Education Kit .

by A. H. Edgerton

Sc1ence Research Assoc1ates, Inc.

: The Career Education Klt is des1gned to provide
students.‘school guidance. workers and others:with reliable
occupatlonal and educational- 1nformatlon essent1al toz

l. c¢hoosing.a career. - -
2 maklng plans for tra1n1ng and employment.

The materials conta1ned -in the career information klt_
are organized in-an immediately ‘dvailable form by means of

."coded (numbered) file folders. The total contents cover
~practically all- of .the pr1nc1ple employment areas recognlzed
’by the U. S.. Bureau of Labor Statistics. i - -

The filing- system of the kit has been built into two'

;krelated sectlons: (1) occupatlon 1nformatlon, which contains

204 folders: including approximately: 600 pieces: of occupational

" literature on:the overall job picture, long-term occupational
: ‘;trends, ‘and: pred1ct10ns of specific. career poss1b111t1es and

”,requlrements, est1mates of authorities concerning the '+

- employment. outlook for new job opportun1t1es, and detailed’

~information: ‘about specific jobs and' job famllles, as well as

broader areas and divisions of work:and (2) . a collectlon of

'practlcal guidance materials deallng with d ‘wide Trange of
‘problems 1in: educatlonal preparation'and planning, self- \

analysis-and self-adjustment and JOb performance p01nters and =

e related practical suggestions.. R
' : The vocabulary used in ‘the career 1nformatlon kit shouldkv.'

.Unot prove dlfflcult ‘for. the average hlgh .school. student
hlnterested 1n explorlng a w1de range of careers.,fv . o

N
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a;fCareer Exploratlon and Plannlng, Student's’Workbook
‘by Bruce E. Shertzer, 1973 o - o

Houghton leflln Company'

_ ‘ Des1gned to accompany the textbook, Career Exploratlon LT g
.and Planning, this: workbook! can help the -student evaluate hlS i
knowledge of. the textbook and broaden and stlmulate hlS '
fgthlnklng about himself and his future. ‘
o "Two kinds of material are- presented in the workbook.
. For each’ chapter studied, there is-a "Review of Text. Material
Section." ‘Also, for each: chapter, there are various 1nd1V1d-
~rual and: groupract1v1t1es which allow the student to answer
"different kinds of questions, express his- opinionsand
dlscuss his views with other members ‘'of the class. - '
AR A Also included in thé workbook is an. Inventory of Career
o Exploratlon Behav1ors which will" did the student in gaug1ng
S his progress in explorlng career opportun1t1es.‘ ‘ _

A

'A Career 1n.the Modern Offlce, Part 1: Opportunltles in
Today ‘s Offlce, by Dhyllls Morrlson, 1969 -

Gregg D1v1s1on
McGraw Hill Book Co._

The methods of plannlng for a carder are presented in
SRR ' the first chapter of this textbook. Students are encouraged
o . ‘to look at themselves closely, look over the world of work,
; then look.closely at a few careers. . The text looks at
—*~~-~-wwlmportantwstat1st1cs~and~}1sts«gob advantages~and~d1sadvan——~-m»—»~wm-
: tages. + Opportunities. for men and womén, young and old are o
discussed. Several chapters deal with. the advantages and
gdlsadvantages of working in a large. or a small bUSlneSS’
'Iofflce._ The business careers presented in the book.arei
typlst, file clerk, office-machines operator,‘shlpplng and
rece1v1ng clerk, and neceptlonlst. T

Career Orientation, Film

‘ Cvoronet Films

A group of students and their counselor examine:
scholastic achievement, aptitude and interest tests--the
‘basic types used to guide students toward the. selection'of
"a satisfying occupations . :-The basic.groups of aptitudes and
interests are fully. illustrated in scenes. detailing a = -.

variety of . occupatlonal categor1es. Individual tounseling
~and cons1deratlon of scholastic record and extracurricular
"act1v1t1es are stressed as necessary ad}uncts of testlng.

L'LLL" L
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. Career Skllls Matrlx--A Gulde for Occupatlonal Readlness .

1974

« The Westinghouse Learning Corporation

This 1nformat1ve Career .Skills Matrlx enables: secondary -

students to make realistic judgements of entry level jobs.

‘This information-is des1gned for secondary and post secondary
-levels, with a gulde forioccupational readiness in'a new,
"hlghly visual approach to vocational guidance.

Y

-The Career Skills Matrix can be used as a tool for. - -
Career Awareness and Orientation. Each matrix explores in

~K]Ndcpth five jobs'characteristic of one of the 15. job families
oo clusters, patterned after those . suggested by the U. S,
*Offlce of Education. .

l. Job performance relationships.

“™2. Significant worker traits, ‘ -
" 3. Requlslte general and vocational educatlon.
Alpha-numeric symbols are used on each chart to key the

Each of these jobs is’ analyzed in terms ofs ; \x

_ ‘relationships, traits, and educational requirements relevant
- to each JOb shown, and to aSs1st in . readabllltj.u A :

Career World: . The Continuing”Guide‘to'Careersf o

~designed- for'hrgh“school‘studentsw““It‘is —published monthly
durlng the school year, beginning in mid-September and ending . -

Curriculum‘InnoVations; Inc. e
g B ‘ ' . " ‘ . ‘ ' . ‘ ‘_‘“ : ‘ et ‘

Career World 1s a perlodlcal on the Job world that 1s

g

in mid-Maye< ©Each issue includes an overview of one job area,

some spec1a1 interest articles, and a section on ]obs for

students, among other thlngs. - Subscription price is $2.95

.per student‘per school year. An excellent 1nstruct;onal aid.

‘Careers, Fllm

1973

‘Eathescope :Educational Films, Inc.y
B .- Twenty- four careerzflelds are examined in this special
program. Part I’ prOVLdes the viewer with a broad p1cture of
a career area, using interviews with real people working .

the,gob. It stresses the importance of a specific caree to
‘soc1ety and says to the v1ewer, "This is the kind of work

you would be .doing. This 1s how you would do it. This is -

~where you would work. These are the people with whom you.

would be working. Is ‘this career for you?"



rart IT strosses the need for hav1ng the proper
aptitude,-attitude, and academic qualltlcatlons, and helps.
+  to distinguish what kind of person is personally fitted for
that career. ; N
' At 'the end of each manual is a lltgfof books and
~agericies that can be consulted for further information on
that career. . The careers covered are:

A}

SRS Nursing ‘ Construction. ~  Repair Work
o Health"Services . Agriculture - - Government Service
~Journalism | ‘Transportation Conservation
R Computers = » Engineering Leisure Time -
T Business. - ‘ . Community : ' Industry
e . Administration - - Service ~ Social Work |
Sales : Food Service. Show Business .
Education - . Graphic Arts .= Auto Service and
R Letw Enforcement - Fashion and = v Repair
S ' R - Textiles Publlc Utllltle

w, i ' . '
. . . L

"Careers and L1festv1es" Sound Filmstrip
o ~,‘ | Ju1dance Assoc'atesf”

Thls fllmstrlp is- des1gneo to cmphas1ze the relation-

.. ships 1nherent, vet many" times overlooked, between personal

‘adqustments and occupatlonal decisions. It is des1gned to

" help young people conceptualize a career as a flexiblé,
change- centered: aspect of their future lives and llfestyles.

' The eight-part program spotlights interesting individ-*

uals at richly detailed-present points in personal'and

T areer develorment. Autobiographical insights focus on
N dec1s1on making which led to present-point situations;
S ““explore persorial values; and emphasize the powerful relation-
- ship between personality and career choice. | ‘
The prosram emphasizes two important aspects of career
'development: First, that there are no "right angwers" or
‘magic cure-all tvpes of remedies to career. choice problems.
Individuals must find a workable series of answers through
awareness of personal values, interests, abilities, and
- resources. And secondly, that temporary setbacks and.
" conflicts are universal experiences; reallstlc optimism 1s a‘
valuable asset in career‘planningg

3‘Career bv Hoffman

Hoffman Occupat:onal Leqrnlne Systems

Pl oo . The contents of thls Occupatlonal Learnlng Svstemb
Lo ’ consist of cassette recordlngs along with related fllmstrlps
Photonrqphe The actJv1tv is approx1matelv ten'minutes in:
~-leneth; -s0 1hat he averase Cooperative Vocationdl Educatlon
- student will have 1little d]fflculty in maintaining h;s\\\

N
~,




" interest.  Used toeether, the film and cassette explain- the
el partlcular occupation in terms of gualifications necessary
~“ . - for employment, what the job entails, pay scales, and

. possibilities for advancement. The wide range of careers

presented in , this- packet make it useful for the average as
well as the above-zverage high sciool student.
v This is a change of pace type act1\1ty which can be
¢ used by the stufent on an 1nd1v1dual1 zed bas1s.

X

~ Careerss Ayzploratlon ‘and Dec1slon )
%‘b» Jack L. Pe tlg ‘ b ‘

Prentlce hall Educatlonal Book Dlv1s10n

» The main 1ntent of his textbook is to help students T e
make rational decisions affecting the1r futures. Its major:
objectives are to: -

: 1. Help students analyze their own needs.

2. 'Help stimulate self-awareness. - L ‘
3. Inform students of. the satlsfactlon thev may receive
-+ from their working experience. :
4, :Prepare students for-what- they must reallstlcallv
‘expect: to put into their work. - -
A The texttook. is-a 128 page long," paperbound edltlon.
b The vocabulary is geared for grades.?7 through 11 and should
not prove. dlfflcult for the average hlEh school student.

o -

- r‘areers in’ Law Enforcement, Fllm

' Pathescope Educatlonal Fllms,‘Inc.‘~‘3f

. Thls fllm gives a complete overview of the law enforce—
-jment field, examining not only the general functions and
- potential satisfactions of" pollcework, but the problems,
. dangers, .2nd challenges that can arise in the role of
. being a policeman or policewoman. It stresses the need for
-“ . such people to ‘be able to handle a large variety of duties,
emergencies and problems——not all of wh1ch are concerned with
"..crime or violence. ' Police work is presented as a job which |
_combines personal challenge, on and off duty, with a chance |
- to help society. This film also’ descrlbes the professional
. standing of police work--the strona job security, the
opportun1t1es for advancement, and the pOSS1b111t1es for 1n—‘
. C*ervwe educatlon,lncludlng college dogrees. ‘ »

‘uareer in eralr Work, Fllm

Pathestope Educatlonal Fllms, Inc.

S RS Throuah ‘nterv1ews, th1s materlal presents the pcrsonal- e
“:flty tralts and aptltudes needed by people who wish to work 1n U

Ly
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.Catelogue for Guldance and Career Development, Sound

h domestlc and 1ndustr1al repalr work. The satlsfactlons andffd‘ff\

7d1sadvantages of a wide- range of wobs are discussed. . =

Careers Introductlon to the World of Work

1973

Career Discovery Education Program

Th1s program. conslsts of an 1ntroductory unit show1ngt
a'wide range of careers designed to give students insights.
into how’ 1nterests,,goals, and personality affect career

choice. The Unit is based on 8 fllmstrlps w1th records and.. .

an accompanylng ‘workbook containing a chapter on each film-
strip. The fllmstrlps are organized around the U.S.0.E. ‘

career clusters. The paperback workbooks are written on and

are appropriate for an 8th to 1Cth grade reading level.

Careers of the'Paraprofessions: Future and the Present
by Sara Splaver,. 1972 : - o

Slmon and’ Schuster, Inc.

school reader, this book explains the role of paraprofession-
als ‘in the fields of architecture, urban. plannlng, teaching,
law, medicine, forestry and others. The text is 1nformat1ve
readlng for coordinators and students. e

Fllmstrlp : P
Gu1dance Assoc1ates

Detalled descriptions-of the fuIihcolor sound fllm-

- strips produced by Guldance Associates are- prov1ded in this

catalogue. .Included are films on family- relatlonshlps,
health and drug abuse education, hlgh school or1entatlon,
and career development. : ‘ ..

A,

Choosing anocation, Film‘g

Current Affalrs

T

" The . ma1n p01nt of thls fllmotrlp 1s to present the
idea that the unskilled worker is at the low end of the pay
scale, and will probably stay there. The film also attempts

to. motlvate students toward establishing a goal before. they
_Fraduate from school.! The comblned effect of these two p01nts

. -
3 |

53

Recomnended for the average and above average secondarJ o



”‘7fadvancement-

:kls an emphas1s on: the need‘to plan for and tnen obta1n a
'skill-in ‘order: to qual1fy for a JOb w1th the potent1al for

Discovery: A Career Educatlon Program
- by John Freeman ' « RN

EXCS

' Scholast1c Book Serv1ces:h.,937

ku

c D1scoverx 1s\a program that 1s best used ‘on ‘an 1nd1v1d-
ual bas1s., By using the filmstrip and a. career log, students

.~ have a chance 'to. find. out: more about’ themselves and careers

that may be of. great 1nterest to them. | Th1s self analys1s 1s
1nterest1ng -and -viable to most students. wf ,
P The aim of th1s program,is to get students to~ look at‘

. many: differerit careers and to  think. about ‘themselves as much .
C.as poss1ble.j This’ helps ‘them' to- keep an open. mind about many‘

:wfg careers which may have . llttleglnterest to. them nows" "

g‘The Encyclopedla of Careers and Vocatlonal Gu1dance.' o
- Volume. I Plannlnngour Career.,‘ Volume: II: Careers and e
Occupations ~° %" - oL L e e o
by Wllllam Hopke, 1972

J. G. Ferguson Publlsh1ng Co., 1972

. The. Encycloped1a of Careers and Vocatlonal Gu1dance is

"deslgned to 'be used 'by “junioriand ‘'senior: h1gh school students;lt‘ﬁ .

;'thelr parents and‘school counselors who have 'a need for both -
general -and spec1f1c career 1nformat1on and for suggested

~ “approaches to educational and carésr plannlng.‘ The~ encyclo- B
- pedial conta1ns 1nformat1on about major:. 1ndustr1es,'spec1al
“"}~f1elds, vocatlonal guidance’ and 1nd1v1dual as.well as maJor

' groupings of occupations.covering 90% of the occupations :

-classified by the . Dictionary - of Occupat1onal Titles. = Volume"
I 1ig 1ntended to- supply ideas for guidance and to acqua1nt

© the'student: w1th various: areas - of "work." Volume II is a:

,f;reference book wh1ch g1ves spec1f1c 1nformat1on about many
f‘,careers. o . L : S P T

-

'Essentlal Aspects of Career Plannlng and Development 'vil‘j:"fpjb

The Interstate Pr1nters and Publlshers, Inc.wfln
; In- descr1b1ng the world of work.th1s book d1scusses: '
‘how to plan for it, how to work with: others, employer~ .
“employee relatlons, job secur1ty and many ‘other: 1nterest1ng

: subJects for ‘the''student who will be, enterlng ‘the " work1ng ,'“ﬂwz“‘
~world upon’ graduat1on from high school. The text is. des1gned
for a. secondary read1ng level. :

_@fﬂié;;f.




Hizh School Cour"e Selpctﬂon and Youth Lareer, Film ‘

Narvland State Hedla Serv vice Centpr‘,, |

T Thls program shows studpnts how course selectlod can
R R h°lD them 1. Prepare for future training and education and
‘ R Pinpeint their own aptitudes, interests, and abilities.
'Part I empha51zes the importance of English, Math, Science,
. and dlstory toward personal career growth, and discusses the
" values and purposes of academic, vocational and general .
diplomas. Part II. relates elective courses to practlcal
career planss: -language courses, Public Speaking, Mechanlcal
" Drawing, Home Economics, Cultural Enrichment courses; high--
lights- the on-going value of extra curricular activities:
school newspapers, band, sports, career and service clubs.

.If You're Not Going to College

Guidance A55001ates

Part I is de31gned +0 start students thlnklng -about
‘realistic career possibilities in such fields ass the
military, linguistics, fashion, performing arts, landscaping,

~ hotels and resorts, drafting, and photography. It outlines

the first impo*tant stages of career planning, including:
measuring one's own needs and aptitudes, relating them to

.. careers, selecting appropriate high school courses,. mastering

. the job interview, and adjusting to the first job. = Part II w
emphasizes the - 1mportance of specialized non-college ~training. = .
It investigates various jurior college and. technical. school R
programs, znd examines the growing impact of automation and -
the'resulting need: for technically skilled personnel.

vInd1v1dua11zed Related Instruction for Enterlnz the World

. of Work
by Grady Kimbrell and Ben Vlneyard, 1974

.

McKnlghu'uareer Publlshers SRR R
Constructed as a text-activity manual, this book 4s  *
primarily aimed at students who are not enrolled in a job

related class but who are in a work study program. Although
designed for the above, it can be of value in the job related

' class. The following areas are covered.through readings and i
~tactivitiess® Career Exploration, Applying for .a Job," Employer- Co
. Employee Relatlonohlps, and a Self Inventory. The text 1s :
‘easy for students to read and is. 1llustrated with amusing

xfcartoonsy

o
ot
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Job O ‘ N
by Arthur Cutler, Fran01s Ferry, Robert Kaulk, and .
Robert. Roblnett, 1972 B L ! -

Sequoia School Dlstrlct ,Qit‘,_:i “"dﬂ,?
! ‘ T E /}
Job-0 is an exploratory assessment kit a1med at

helping the student find out what he would most like to do,
‘what job best fits his interests, and what skills are needed

to get that }ob. This is done .by having the student answer:
questions about his educatlonal and\occupatlonal plans, and

" about what kind of job he would like.to have. Hisanswers

are then matched against.answers correlated with various
occupations. The objective is to give the student an idea
of how his occupational plans match up with. actual” job"

‘requlrements. Job-0-does not measure ability or apt1tude

and a trained examiner 1is not requlred to administer-it.
Job-2 questions students on very broad. interests only, and
while it might be useful 'in stimulating 'discussion, it is not
a detailed or comprehens1ve occupatlonal 1nterest 1nventory.

Jobs and Gender, Filmstrip and Records , ‘lilﬁﬁ.” o :h o
: Guidance Associates ‘ | |
, ¢The llvelv, in- depth 1nterV1ews in, th1s set. challenge
stereotypes about "men's Work". and "women ‘siwork." Pat

Korbet, a carpent®r, discusses iow she entered her trade,
her relations with co—workero, aznd the ways-in which her work

‘has: affected her respons1b111t1es as a mother. She also
‘makes some general comments about carpentry as a field for

women. Robert Pratt, a nurse, talks about his humanitarian

" motives, notes the increase in male. nurses, and discusses

the changing role¢ in clinical and administrative duties.

- Newspaper reporter Eleanor Kalter explains her start as a

secretary: discusses her training program, and cites’ examples"
of lingering profess1onal dis¢rimination, and the areas 1n
which she ‘feels it is weakenlng. b S Lo

Jobs-—X Prog;ammed Text~ |

by William Anderson E 5‘f¥“fn_ ‘@ﬂf “ii T :‘jf“lffcm

Opportunltles for Learnlng, Ine.t

Anderson has geveloped a set of materials. contalnlng lO
programmed texts entitled "Jobs"; 10 student proflles, The-

lpi,Job Book; -and an instructor's manual. ' The mater1al>1s

L presented in story form around a male character named Joe.
- Content .includes information on attltudes, appra1sal of
o abilities, looklng for work,.and. job interviews. Jobs is
"1ntended for all levels of educatlonal ablllty. T

‘ L3
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Jobs in Your Future 
by Merian Lee

Scholastlc Book Serv1ce

: Some students may thlnk that a JOb is. 1nf1n1tly
‘preferable to staying in school, since a job seems to- brlng
in the money that ‘can lead to the immediate acquisition:of®
-possessions. This text attempis to teach students that many
of the basic skills they should learh. in school are essent1a1
for survival in an automatéed soc1ety.,
The .book aims at taking the student from where he s

now through a sequence which expresses his vocational

' interests, hls,skllls, and his needs. Through stories and

practical exercises, the student learns about eight career
fields and the steps necessary for finding and keeping a job..
- Students on a below average or average hlgh scnool level can
make use of th1s book. ‘

The lerarv of Career Counsellng Fllms

Counselor Fllms, Inc.
Career Futures, Inc.

40 films covering many different careers are the
contents .of The Libraryv of Career Counselirig Films. This
company has also made available a film entitled’ "The World
of Work," which divides the working world into major cate-
gories and shows selected occupations in each.; Students
.are’ encouraged to-examine all career poss1b111t1es and ‘the .
relationship between their ewn talents and interests and the
requirements-of major career fields.

Occupational Exploration-Kit
Sciencé Research Associates, Inc.

This Occupational Exploratlon Klt can be used by thc

average cooperative work experience  student without difficulty. =

The kit contains-an . occupational scanner which enables the
‘student-to answer some questlons about him/herself in terms
of his/her special interests, math skills, educational plans,
and verbal abilities. Based on -this information the student:

" then has an opportunity to choosg¢ from an alphabetical list "$\rfrf

of 200 occupatlonal briefs according to h1s/her needs and

' abilities. .
The kit also contains an Occupational. Exploratlon Kit

.NStudent Record Book which gives explicit and easy to .follow

'ﬁyand counselorsh

‘directions on how the kit operates. A cheokllst of "occupa-
tions 1s 1ncluded in the workbook for the student's use as-
well jas an occudata- sheet which can be .helpful to the. student:

“in discussions about h1s/her future w1th parents, teachers i;3{,¢~




Qccupations ,
ed. by Carollne BlaKely

New Readers Press

The followxng areas are covered in this 9u1de to careers:
service, service in government, paraprofessional, clerical,
hotel and restaurant dr1v1ng,‘and skilled manual occupatlons.

i

Occupations 2 o
ed. by Dennis Schroeder‘

‘New Readers Press

Semlskllled, skllled technlcal clericalland' sales;
and Daraorofess1onal occcupations are covered ‘in' this text.
"This guide also deals with self employed workers and Jobs for
supplementary 1ncome. ‘ . A .

‘Occuoatlons and Careers
.by,S. Norman Felngold and Sol Swerdloff, 1969

McGraw-Flll,‘Inc.f

‘ "Part One of th1s two: part textbook: concerns 1tself w1th
‘the student and his career. It explains the importance of ,
learning about oneself and the . relationship of school sutjects
and careers, preparation for work, the many kinds of educational.
and training.opvortunities open to- the 'student and what it is
. really like to bé a part of the work world. Part Two of this.

‘textbook concerns itself with broad occupational groups,rsuch as:
professional technical occupatlons, administrative and '
‘managerial occupatlons, clerical -occupaticns, :sales occupatlons,
etc. This section lists the quallflcatlons and preparatlons

needed to pursue each occupation,-the earnings of ‘that occupatlon,l‘iff

working conditions and outlook -for a large number of. ..
- individual and océapatzﬁﬁal groups. The vocahulary in the text-

"book should not prove difficult for the average Cooperatlve
.,Vocatlonal Educatlon student. , _

People and Choices ("PAC") career Folios
by Division of Urban Educatlon, 1971

Harcourt Brace Javanov1ch, Inc.~

O0f this serles of ten career clusters, five clusters
. are now available in the Prince George's County Coordinator's
~.media centers. "Teathing-Social Work-—Government°“ "Bus1ness—

. Finance3;" "Science-Technology;" "Communlcatlon Transportatlon Mo

”%and "Creatlve Arts".
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aohﬁcluster is composed of ten fOllOS concernlng an

individual who is successful in a career.. Each folio has some
details of this individual's background and relates ‘how he '
‘came . to achieve job ‘'success. Many examples 'of minority
‘success stories are avajilable. The units .are printed on
extremely durable paper that appears to be as’ strong as oil-
cloth. Each episode is interesting and includes pictures
and diagrams of related iobs. ‘This series ‘is useful as

- optional reading for a career and job opportunity course. .

‘ People who Work in Factories, Eilm
Coronet FllmS'f;

Whlle follow1ng factory workers through a typical day,
a young boy discovers how many people work together, combin-
ing their different skills in order to produce one of his
favorlte thlngs—-a blcycle. : :

.

A Place to Go, Film 'ﬁ
Modern Talklng Plcture Serv1ce_r
, This film .shows three high school students gettlng a .
_complete inside look at the modern trucklng industry. They

are shown the many. job opportunities which exist for young
people in the field. ‘ : _

,Real'People‘at'Work

. - Changing Times Education Service

Slxty t1tles of case studles make up the’ contents of .
this series.. Each study presents occupational information as
‘well as some indication of the person's life style, interests,

. and hoébbies. Sample titles include: 'Pest Controller, Office
Worker, and Industrial Film Maker. - The reading level is for
-2nd and 3rd graders reading on level; for secondary students,
~adult basic ed., special ed. and slow learners who are readlng

well below level.

" The Turner Career Guidance Series
by Richard H. Turner, 1968

'Follett Publishinrr Company

SlX areas of employment exploratlon are dealt with in
thls excellent series' of paperback books (ex., "Wantlng a.Job,: e
"Holdlng a Joo," etca). The materlal 1s on a hlgh 1nterest

L
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w level with a low reading level. The main thrust of Turner's:
‘*work is its appeal to culturally deprived or culturally' '
" different children. The activities and exercises acquaint

‘students with broad Job cla551flcatlons and the-~ occupatlons

within them. ‘ ‘ : :

The. Turner Guidance Series
- by Richard H. Turner, 1974 -

Folietf Publishing Coﬁpany

The six ‘books 1n The Turner Guldance Series prov1de a
:contlnuous story of” the practlcal job experlences of several”
young men and women. Each book deals with a major concern of
occupational and career experiences ‘1dent1fy1ng aptitudes;
skills a@nd abilitiés; taking on Job training; working at
specific occupations; seekirg,a new job through neces51ty,
developlng skills and respon51b111ty, and flndlng satisfaction
in a career. This series provides background and ‘relatced
1nformatlon on the qualifications, education,- training, and
expectations in many occupational.fields. In addition, it
presents information on the fo"ms, procedures, -and operaticns
of the: world at work. S : :

! JOb entry. and ac_ﬂustment

An 1mportant goal of cooperat14e work experience
programs. 1s to dld the student in adguetlng toc a "real life"
" work:environment. A job will often require behavior patterns
.which are new to students. Employerq c¢an have -expectztions
difficult for students to fulfill at first. Interview _
behavior, peer Jnterac+1on, employer—employee relations, Job
:ternlndt¢on. conflict resalution, among other topics covered
‘in this sestion, relate 1o important personal and non-: ‘
" technical skills essenllal in locatlng. securing and
‘retalnlng a job. ‘ cn S

_ Basic Jecb Skills: Handling Criticism, Pilm<
- by Dean R. Malsbary Coad ' Lo

Cororet Films, No;‘3*3l

Different forms of " crltxcﬂsm are presented in this film

‘fffbv using five examples in different occupations and work " :
© isiltuations.” “Students are shown tii2t people ‘can face criticism

' iin a calm; reasonablie mannér-or - in_a negative manrner, and

“?fﬂto the breaklnr off .of communlcatlon.v

‘tha* one choice leads %o prcblem sovang whlle tne othev leads

R
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' Basic Job Skills: Handling Responsibility, Film ““
by Dean Re Malsbary and Richard Zuromskl T

Coronet Fllms, No. 3482

. As role- playlrg\key participants in four different
env1ronments and job 51tuatlons, young people demonstrates
varlatlons on the theme of/handllng responsibility. In each
case, the characters play roles inrolving different- levels . c

- of" respod31br11ty.’ After each presentatlon, a summary is g
*  made of the ‘important points: - ) L L

.

7

Basic Job Skillss 'Working.with Money, Film
by-Dean‘Malsbary K ‘ 3 o “

Coronet Films

Slx young men- ahd women worklng in service JObS and _
retail sales jobs give ‘their impressions of.what working }@;

with money . is like. Each worker illustrates his or her ¥ Qtff%
daily routine, with-special attention to handling cash, NHE
checks, credit cards, reglsters, receipts, and customer NP A
relations. = ‘ , ‘ : :

Farewell to Birdie McKeever, Film . =~ . | : T

Stuart Reynolds Productions ;“}- - : L ;‘;ff

g This fllm dramatlzes how one's expectatlons of others- ol

affects communications, and illustrates how to listen with C
uriderstanding. It.presents a light and entertalnlng story
about a receptionist and her .employers. Underneath the -
humor, however, is a provocative situation. which raises
51gn1flcantvques+10ns about employer—emploxee relationshij
and the whole area of understandlng (and mlsunderstandlng

between people. .

P .

Following DireotionsJ. ST B : : ) .
by Evelyn Jenklns"‘ C SRR IR o o -

Western Tape

FollOW1ng Dlrectlons is a mini-simulation in whlch the
student takes the role of an afternoon employee in‘a real
estate office. The student is. required to perform a  number

- of functions--taking messages, clerical: duties:and general
~office work. The directions are on five 'cassette tapes.

.o Also 1ncluded is a set of forms, a student handbook and a
Y Qteacher s manualf.‘ e

i .. %" Alldirections are glven on- tape S0 that the student )
Lo must llsten carefully and wrlte aown all 1nformatlon. Sklll




is also developed in determining the right kind &f questions
that need to be asked regarding various tasks.. This ’
simulation requires twelve hours to complete. It is
recommended that students be in the1r th1rd semester of

typlng.

‘vGet That Jobs Changlng Jobs, Fllm ﬁf\_,‘ﬁt_“;lwr' R i

Cororet Fllms, No. 3548

This, fllm focuses on a glrl who is contemplatlng
changing )obs. She learns how to objectively evaluate her
present job before making a final decision, how to find new
Job leads, and how to properly res1gn from her old JOb.

: ‘ LA
' Qettirg Along on Your Job R
by Theodore - Shannon,_1973

Ohio State Department of Educatlon

Designed as a narratlve account of 10 incidents:in -
various job situations, this book prov1des the student
preparing for employment with a varlety of thought-provoking
questions. "~ They deal with behavior, work-attitudes, personal .
‘habits, honesty and safety practices on the job. Each “
incident ends in a seéries of-questions that should. 1n1t1ate
self- questlonlng and classroom d1scuss1on.

. Getting and Keepﬁngﬁlour Flrst Job Fllm. with 2-'discs
and gulde ‘ : v

Guldance Ass001ates174

‘ Part I shows students how to select opportunltles and

' make appointments through classified advert1s1ng and public
.and private job agencies; how to best prepare for and succeed -
in the job interview, take, tests, and fit into the new job as
qulckly and smoothly as poss1ble., Part II suggests ways to
gain and hold the respect of fellow workers, accept construc- |
tive criticism from othérs, make just complaints effectively,
present original ideas . the right.way and to the. rlght person,
surmount routine’ job problems, ask for an increase in. wages,
and most important, make the first job a learning experlence
which will benefit every job and career step that follows in o

years ahead.




How to Find and Apply for a Job

‘such toplcs

'appllcatlon.

Soisg \_“~

by Kushner and Keily, 1975
§ South Western Publlshlng Co.‘l"

Des1gngd to help anyone seeklng a JOb, th1s book covers
s. selling yourself,  discovering opportunltles,
the personal 1nterv1ew, the appllcatlon blank and letter of -

o

How to Get That Joo

‘Bowmar.

How to Get That Job is a mult1 med1a program cons1st1ng.

of books, records, and cassettes. - It is: designed for

vocational ‘educational students on a. secondary readlng/llsten-
ing level. An instructor*'s handbook is included, which
contains useful suggestions to help students successfully
bridge the gap between hoping. for employment and actually

TN

‘,looklng for and flndlng a Job.‘na

: The Job Hunt, Fllm o ;[w”;] . ”5\”5‘ff‘9‘ SRR SO A B

‘ L4

CorOnet Instructional Media . o fdf

The Job Hunt is a series of 10 fllms whlch include the

'follow1ng titles: Explorlng Career Opportunltles, Getting

Job Leads; Taking Employment Tests; Building Your Resume; =
Writing Letters of Introduction; Preparing for Your Interv1ew,
Filling Out Job Applications; Following Up Your Interviews;
Wages, Work’ Rules and Benefits; and Performlng on; the Job.
This series provides relevant career information and is a
practical gulde to the skills and procedures needed by the
job''seeker. = The student is- taken through the various stages

. of job huntlng and is acquainted with some .of “the specifics

of wages,. work rules, frlnge beneflts and on the job human o
relations. A L ‘

. Job Orientation, Catalogué No. 2—3;l o

:Milady Publishi/g Corporatlon‘

"Job Orientation (Student® s Manual) is a textbook
covering the following topicsi+ Your: Individual Job Needs;
Evaluating Your/ Own Job Quallflcatlons, Maklng Job Applica-
tions; The: Job Interv1ew' Starting the Job Understandlng

‘Your Job -and Your Co Workers, .and Your: Future on the Job.

Th1s textbook 1s des1gned to ‘help students learn ‘how to.
market their Job skills: more creatively and more realistical-

"le. It also helps students understand how- to" get started

i

=
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:properlv on & néw “jeb. and how to work toward advancement.‘

:Job Orientation (Teacher s Manual) is a teacher's.

“manual- including complete: lesson plans for 12 hours of 3 ‘
'1nstructlon, keys to the:self checks in the student's manual,.

suggestions for the compleulon -of ‘student. prOJects, a final

: examlnatlon, and. answers to the final examination. questlons.‘j»‘
-+ Also 1ncluded is a set of twelve transparenc;es for the K

overhead prO]ector.‘c](‘f

Job Survival Skills Series

ThlS set 1ncludes 13 fllmstrlps and cassettes and

3presents a variety of: top1cs to help students ach1eve success

on the. job. Topicsiof. d1scuss1on Ancludes good grooming,
communlcatlons, self-awareness, JOb att1tudes, and gettlng

,diong with co-= workers and superv1sors.;

e . A '
m—— P
] : e A

Me and Jobs‘, R R A S T A ]”?jf"f

by Dennls Hooker and Almut Flemlng, ]97# o 3f ‘£:“

Educatlonal Des1gn,,Inc.,.f"

Me and Jobs is'a workbook declgned to help students

"' learn about -themselves, 'about jobs, and about appllcatlons'“,
. and 'interviews. Students are taught how to match up their

skills and 1nterests with potential:job areas. Since .this

- manual: is designed as a workbook, it contains many dlfferent

kinds of ass1gnments, examples‘and charts.

.New Knowledge Needed to Obta1n wOrk

bv Thomas J. Jacobson “m?

"‘ Sc1ence Research ASSOC1ates, Inc;

ThlS overhead transparency proaram 1llustrates hOW‘to:'

‘seiect a JOb and apply.for it. : It consists of 64 trans- .

parencies grouped into seven topicss. Selecting a Job, -
Finding Employment Openings, Filling Out an Appllcatlon,
Preparing to Take an Employment Test, Preparing for the
Interview, and Following Up on tkre Job Appllcatlon. >The
accompanying text elabor tes. on. kev statements made on the

transparencxes.l




\Storles emphaslze attitudes and skills for success on -the /
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New Rochester. Occupatlonal Readlng;Serles--The Job Ahead
by H. R. Goldberg and w.‘T Brumber . | ‘ P ~,

Sc1ence Research Assoc1ates, Inc. o ﬂ
! . l

‘ Th1s program prov1des readlng 1nstruct10n and 1nrorma—
tion about the working world for nonacademic students.

~job and in society. The text is printed.at three’ read1ng

hOccupatlonal Essent1a1s _»‘_*‘ |  g o o ; f./

Personality Development>for Business = |

60

levels (grades 2-5).. Each level has the same subJect matter,

sequence,. 111ustrat10ns, and cover. _ /
- 4 f ‘ - ,"/

H. C. Johnson Press, Inc.
Vocat10na1 Educatlon D1v1s1on, AVA

‘ Th1s text is a comblnatlon workbook/reference Wthh
covers the broadest range of employment skills-and ‘attitudes,"

~from initial preparation to advanced training and the real-

izatior of challengirig job opportunities. The book is
comprehenslve and practical, having been proven; effective in
‘hundreds of anpllcatlons throughout the U. S. It is useful
in helplnp disadvantaged persons understand themselves,-then
seek, gain and hold meaningful employment., The ‘book is
designed for a secondary. reading level. =~ . = ‘

i# . . : ‘ ) ‘ ‘ . |
Occupational Essentialss Skills and Attitudes for Employment
by David J. Richter R : ‘ ’

: - ‘ vl‘
H.'C. Johnson Press, Inc. /

Vocatlonal Educatlon Division

/

- The aim of this book is to help students acquire the

i
i

‘skiLls and attitudes necessary for finding and maintaining a

job. It was written in order to prov1de a concentrated
course of study about employment that is a pract1ca1 -approach
to the teaching of career awareness. The book is divided
'into 6 chapters covering the following topics; Awareness, of
interests and talents; where to look for Job,openlngs, how to
secure ‘a job; how to succeed. on the job; selr-evaluation .
(includes grooming and .personality) and cermlnatlng a jobe

Assignments and discussion questlons are. prcv1ded along with

the 1nstruct10nal mater1a1. |

by Russon, 1975 . : ]
_ South- Western PubllshlnF Co. f

P ‘To - Eulde the student toward developlng the viork hablts”'Q;
that lead to success 1n ‘the! business offlce, th1s texthook R

-
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emphasizes such “topics.as human relations, bus1ness psychol-
ozy, and personality development. Follow- up activities+and:
case problems at the end of each chapter give the student
the opportunity to develop practlcal solutions to the

personal and business behav1or problems that can arlse in. the o
‘ bus1ness offlce.‘qg;w Pa e ‘ . . ST L

Singer Job SurVivai:Skills
by Slnger Educatlon D1v1s1on

Career Systems “jf

- %he "Skllls" klt explores in depth those personal and
non- technlcal 'skills required to ‘locate, secure and retain |
a Jobf It is completely organized for a group leader, with
methodolopy and - technlques emphas1z1ng group discussion and ﬂ"
.encouraging individual ‘expression. . 'This system utlllzes i
fllmstrlp input units, reinforced with 42 job-related.
exercises, hoth written and oral. Up to 20 students may
participate, regardless of age, sex or background. The-

class time requlred is approximately 25 minutes. This klt

is designed for a junlor high school readlng/partlclpatlon
level. ‘ ‘ RIS ‘ ‘ {

Social Skills Development, A’ Un1t in Career Educatlon

by Donald Haberman, Julie Pycha and Mary Vellne
Coun011 Bluffs Fommunlty School '

Thls book was des1£ned for use in the classroom and its

aim is to teach high schovl students the social skills needed“

to find employment, learn on the job skills, and maintain
employment, Making use of direct instruction, examples, and -
activities,» the text teaches students the following skrlls:;

"how to fill out an employment application, hdw to.conduct a

job ‘interview, appropriate employment dres zood grooming
and personal care, ‘telephone manners, verbal communication:
and good listening, :letter and memorandum writing, and =
adJustment to fellow workers_and,the work,env1ronment.,;~

Student s Personal Ad]ustment to Work el S
1073 X _ T SRR ST T

Un1vers1ty of Texas at Austln'V”\”

Designed for use by the cooperatlve, trade and/or
industrial teacher in the classroom, this book presents
spe01al information for instructors on the use of group
‘discussions, raudiovisual equlbment, lesson plans, and public

‘relations. Lesson toplcs concerning the student include
'safety, job application, job attitudes and relations,

00 S e
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-pers0qal tralrs, monev and banklna,-and school and c1v1c \
sponslbllltle Flfty three transparencies accompany the

“teft and may be used to strengthen class discussion. The | g V?j
pook jons;sto oI 48 a5s1gnmentswandirs 324 pages in length. ;

K

\.; ’

*o}Tr uble at Work

Guldance Assoclates e ;3z-f“‘
. ‘ Trouble at WOrk cons1sts of 4 fllmstrlps and 2 records
e whlch presentirealistic dramatizations of office-. problems.
b Thev deal’ w1th conflicts involving such’ elements as stern.%
oo)ses, absenteelsm, family problems whlcﬁ affect one S work,-
,am01t1on, ano mlstakes~ : : e ‘ :

i

The Work nxperlence:,fZ'films for guidance' and career
educatlon.“ ;“ Cy IR TN IR .

Sandler Instructlonal Fllms,‘Inc:pq”

8 Sand1cr Instructlonal Films has produced seven fllms
dealing . with the world of work.
R The Women's Pre judice Film explores the place of women
in the. job market and examlnes pre]udlce and stereotypes.
(18 minutes)-
o The Work Prejpdlce Film 1nvest1gates ‘some of the stereo-
. tvpes and misconceptions prevalent: in the working world. It
shows. the kinds of successes that are being achieved. . by a
:.varlety ‘'of ethnic groups. (12 minutes) .
E I Want to Work for Your Company is ar 11 minute film
;xnat explores the first job interview and how to deal with it.
. Your New Job is a ten minute film which takes the. viewer
r.throuah a typical first dav of work.
: Person to Person . ... Making Communications Work for -
fou examines facial expression, body language, eye contact
~and vocal enthusiasm and the role they plav in offlce communl- )
""3‘t10n. © (11 arutes)
©  What Do We Look lee to Others°‘ In this fllm the viewer
isi reminded that he is seen before he is heard. The importance
of: malntalnlna good personal appearance,‘conduct and personal

"heolts in the office s1tuatlon is portrayed. (11 minutes) N
. What is Business. This film acquaints the student with ~

what a business is, how it operates, who operates it, and
who ‘is responsible for maklng short term decisions and over--

all policies. (10 minutes) ‘
" These fllms are obtainable on a purchase or‘rental
pasis. : ‘ :
3 ()l ’“i ll‘. ‘ - :
62 | )




ilVThe World of Work——Gettlng the Job
1969

McGraw-Hill, Inc.

‘ Th1s is a collectlon of flfty Job analys1s s1tuatlons;
'prepartd along the lines of 1nd1v1dual comic books.: Each
‘book. is composed of a three page narratlon followed by a
‘fourth. page for discussion or analys1s of the ep1sode.;fp
AMaterlal is eas1ly readable and should appeal to mosti stu y
..., dents. Th1s series can be used by students lnd1v1dually .or-.
" -in - small groups. A cardboard file 1s avallable to fllesthep
p.serles by eplsode number.‘ ' ; ‘ S R '

‘Your‘Attitude‘Is Showing = R ] | 1"d‘ by ,;f»fﬁ“
- by Elwood N. Chapman. . . S O A

Sclence Research Assoclates"ﬁ,p_

) Chapman's book. deals with a varlety of human relatlonyf R

s ‘problems faced by employees. Various. areas of concern ar

g*jf;",explored through text readlngs ‘and then case stud1es.,‘:n, :

~©  Through the case studies students are . ‘shown. methods ‘of coplng;-r'

with ‘problems as they arise. The book is’ easy to read and: 1s;wﬂ.‘
‘tsultable for students 1in grades 0=12. : : L :

. Your First Week on. the Job, rllmstrlp and cassette,or recordsfff

Guldance AssoclateS-”

The humerous dramatlzatlons in th1s set are de51gned to
-ﬁg,f;help students reduce their: anxious feellngs when conslderlng
RERE-% flrst Jjob. situation. Student confidence is" fac111tated by
...the 1ntroductlon of key. rules of thumb,  common. problems and -
the’ ways. of'finding solutions. ' Part I’ 1ncludes three Ja‘h<f”
"1nd1v1dual segmentss - Prloqltles, Office Manners, and: Taklng
‘a ‘Phone. Call. ' Part II containst Office Groomlng, Taklng a
Break, and Deallng with Complaunts., The set.creates s1tua—f‘ :
‘tions'which actively involve students ‘in analyz1ng strategles,“‘
fusuggestlng alternatlve behav1ors, bulldlng their-own dec1s1on '
_L;maklng processes, and. part1c1pat1ng 1n problem solV1ng o
-experiences. o

. .Your Jobs:- Fitting In, Fllm
"‘beY Daniel Kruger‘;w-

t5; Coronet Fllm -No. 18Ml

i After w1tness1ng the actlons of an employeo who is
cﬁ-flred for doing' "too llttle"”and the actions of an employee
“who is fired. for. trylng to do "to00 much," the viewer is

f‘challenged to dec1de how he would respond to each s1tuatlon.




J‘d;Your'johf‘ Gettlng Ahead Film ;'
‘ p;ﬂby Dan1el“Kruger ; -

fph Coronet Fllms, No. 1844

Experlenced workers, interviewed at the1r JObS, give

a.ﬂ*Lps on getting: ahead--tlps that we see applled by a young

L ooman enterlng upon a .career ‘as a. ;newspaperman. Questions -

R about changing jobsy recogn1z1ng dead-end jobs, picking

'_wggareas for advancement and plannlng for addltlonal educatlon
are answered frankly. . :

"

" Your Job-Interview .

VGuidance Associates

Part L shows students how to prepare for the successfuly

,‘:wlnterv1ew:‘ how to organize and write a resume, research the

company, be ready to enlarge on resume 1nformatlon, and

‘yfrespond to dues+1ons by emphasizing experlence most relevant
to each job situation.: Part II examines -how to dress for: the

‘interview, how to control voice and manner, when to ask
guestions, and how and when to discuss- salary and working
conditions. It also stresses the dangers of faking, show1ng

. off, or "selling yourself short.” Personnel managers discuss:
~common mistakes new job seekers make and point out the inter-.
‘view behavior ‘that impresses them best. "How to" information

‘supplemented with strong motivational content enables students

:to bring valuable new self-confidence to Job ‘interviews. .

i“Your Jobt You and Your Boss, Film

Coronet Fllms, No.‘1842

The relatlonshlp ‘between worker and boss is seen from

’1both points of view. Interviews with supervisors and.
f*‘employees at their jobs help to answer many. of the important
“questions faced by young people regarding: dependability,
~familiarity and authority. . Bosses and employees also relate
‘the qualltles that they expect from each other.' ‘

‘Your Personallty,and Your Job
by Danlel Slnlck

Sc1ence Research Assoclates, Inc.,

: ‘ Thls pamphlet may be secured by wrlting to the Sc1encez
Research Assoc;ates, Inc. and asking for free copies. It
lends itself o a senior hlgh level and, in some instances,

5frequ1res»the teacher's guidance for‘proper r°turns3

-
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Tne’pamphlet is an excellent ch01ce of material for alh

) -human relations unit. The follow1ng areas are. discussed:

.. Personallty

¢ b. Looking below the surface g
c. Exploring- your own personality )
‘de A person is a many-sided thing-and .. s

'e. Satisfactions of work s1tuatlons'
‘ The- DamDhlet also gives™ sevemal charts that studen'ts
may use for self- inventories.  An additional checkllst is
avallable for the summary act1v1t1es.

'
1

personal adjustment

- The resources llsted in thls sectlon can be of ‘use ' as
an a1d to the cooperative: work gxperience student 'in coping
with His everyday problems.’ Materlal on money management,‘
good zroomlng, consumer education= safety. among other. toplcs.
relates d1rectly to ‘situations excountered by students. 1n o

.school, at home and On .the " 7ob.“

TheHAmerlcan ConsumerLQIs sueg and Dec1slons1‘ o
oy Herbert M. Jelley and Robert 0. Herrmann, lQ73 .

- "

McGraw Hlll Inc.;

A -
5

The ma,or ooqectlve of thls textbdok is to prepare'

(
" students to become better ‘consumérs. It can .be best utlllé
l

by the Job coordinator when teaching a consumer unit.
Emphasis is on building the positive.and constructive atti-
tudes which enible the consumer to enter: the marketplace
confident of his-abilrty to make the manv 1mportant dec1s1ons
requlred of him.

The textbook stresses three ma jor areas of. studv:

1, Monev manaeement, 1nclud1ng credit- buylng.

2. Buymanshlp principles. ‘

3+ Consumer issues, .which includes a’ ‘look at the.’

. existing laws, goverhment regulaﬁlons‘and bus1nass

practices that cla1m to protect thP consumer s -

interests.
The book*s v‘rabulary ‘can be handled by the high school”
seniocr without ton mv'h dlfllcultv. An accompanylng workbook
“provides an excellsr?® array of actiwities. This is a good

source ior the curzcnt laws and regulaulons whlch protect the

consumer 1n todav s. marketDlace.

< . . -
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: ”Appointment v/ith Youth,yFilm

Maryland State7Media Services,Center

Thls film shows an experlenced teacher, who is about

to interview . a student interested in preparing for a teach-
‘ring career, recalling what teaching has meant in his own -
* + life. Flashbacks depict his 'first teachlng ]ob and the things
‘he learned from his students. Another scene is devoted to an
experlence in which he has helped a boy alter his dellnquent
ways by providing him with'a school activity. The reformed
boy is the .student to be interviewed. The emphasis on the
teacher as a general counselor of youth, as well as a. subJect
spe01a11st,,1s a strong point. :

7Basic Skills for Everyone‘

Cebco Standard Publlshlng

ThlS booklet glves 1nformatlon onz making a chart,
reading a map, keeplng a record, opening a bank actount,
readlng help wanted ads, finding information in a newspaper,
using a telephone book, filing, addressing an envelope,-
‘figuring time and pay, plus many other interesting and often
necessary proce€sses which will help young people learn about -
the procedures of everyday llfe in the1r communlty. I

BusinessiEnglish and Communication A T
by Marie M. Stewart, Frank W. Lanham, :Kerneth Zimmer and
Lvn Clark, 1972., Uth ed1tlon o ‘ IR :

Grezg D1v181on
McGraw-Flll Book Company

This textbook prov1des the spe01allzed educatlon and -
training that can give the student competence .in ‘all phases
of communications writing, speaklng, listening, and readlng.
The student is 'able to study and. practlce activities on ‘
~ developing’ vocabulary mastery, improving listening and reading
skills, sstructuring messages that contain effective .business
communication methods, and us1ng the various 'tools of a
~writer. A spe01a1 feature in the textbook.is the. emphas1s
placed on writing with an understanding of human behav1or as
~well as a firm grasp of mechanical principles.
The textbook provides excellent application exercises,
student projects, activities, and objective tests. The text-
'may also be used in Shorthand I: and II and Introduction to
Buslness._ It is designed for grades 10 12. : :



R
Vo

. 'Business English in Communications:

ﬁ by William:C. Himstreet, Leonard J. Porter, andiGerald'W}“'ﬁ
Maxwell, 1970. 2nd edltlon _ ) S ‘

Prentice-Hall, »Inc.'

Tnls textbook presents a comprehens1ve coverage of
fundamentals, 1nclud1ng many points: that can cause questions
~on the job. Some of ‘the topics covered are: The Power-of
Speaking and Writing, Using the Language of Business Com-

- munications, Controlling Ideas by Using Punctuation,. Knowing
the Right Words, and Expressing Ideas Correctly. One section .
of ‘the’ book provides: the- student with .abundant practlce ‘in ‘
wr1tten Engllsh.chlefly in the form of the various types of
buslness letters, such as Ingquiries, Requests, Acknowledg—
ments.,App01ntments, Orders, Remittances, Sales, Employment,

. Credit and Collection, and AdJustments.

- .The book contains various end-of- sectlon features that
serve as an excellent review.  An.activities book and test
book are also available, providing excellent training for
~taking Job -entrance tests. The textbook can be used for any

"subJect in which a review of business English may be ‘
S _necessary, such as Shorthand I and II, Introduction to
‘. . Business, Tvpewrltlng II. . The book is designed for grades
©10-12. : S : - oo o R

, Call Me;Mister.lCatalog No. 4-1.1"

. Milady Publishing‘Corporation"‘

Call Me Mister is a Eroomlng p01se personallty text
designed for males. The book is divided into 7 units and
covers the following- topicss Grooming, The Social Graces,
'‘Wardrobe, Personality Development, Speaking Well, On the
Job (Salesmanship and Public Relations), and Phys1cal Fit-
ness.. This. textbook .is designed for all male’ 'students,
regardless of vocatlonal voals. ,

MV”:" Cash or Charee .
by‘Richard Everhardt

5 .
“Ohio State Un1vers1ty ‘
The Distributive Educatlonal Materlals Lab

ThlS manual explalns the importance of retail credlt.
ldentifies several of the more popular types of credit cards,
and describes how to fill out cash and charge sales checks.

~.The manual is divided into 2 parts. “Part one contains simple
examples of cash slips, while part 2 includes actual checks
‘that are used for Bank Americard sales. Because the. publica- .
“tion is intended”as a preventative aid to problems which '
dlstrlbutlve educatloral students mlght face on thelr JObS, 1ts

t
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uoe is recommended in con]unctlon w1th tne student s dally.

’ encountero. Presented in the manual are: 1) methods for:

teachlng the various sales concepts; 2) supportive trans-
parencies, and 3) student handouts. -

Catalogue for Guldance and uareer‘DeVeloDment,,Sdund Film-
strip o - L ‘

Guidance Assoc1ates

Detailed descrlptlons of the full- color sound film-

3;str1p€ produced by Guidance Assoc1ates .:are provided in this
‘catalogue. .Included are films on famlly relationships, health

‘and drug abuse educatlon, high school or1entat10n, and career

\ﬁdevelopment. . B _— o ;@m’

&y

Charm For Miss Teen

by Helen thtcomb‘and Laura Cochran

Gregg Division -
McGraw~H111 Book Companv 5

This book is written to help the hlgh school girl "

develop acceptable standards of grooming, manners and dress

so that she can make a comfortable tran51t10n from the world "
of a hizh school: student into the adult business world., In
addition to deallng with the tangible aspects of charm, the
book also deals with 'such intangibles as manners and
etiguette, human relations, managing your own life and choos-
ing & career. In addition to textual materials on the accepted

‘'standarde, the student is given an .opportunity to evaluate
herself through several self-inventories. This is an excel-
lent book to use in the office -practice class. S e~

Consumer Activities Book B r
by Francis G. lankford, Jr. and William E.‘Qpe

Harcourt, Brace and Jovanovich, Inc. i

The‘;ormat of the Consumer Activities Book”provides thei

“student with ‘an opportunity to learn by doing. -In this ‘book,

actual forn" are reproduced on which “the student completes a

‘car rental invoice, balances a bank statement, writes

deposit slips and checks, completes a mail order form, and

examines automobile, llfe and home insurance pollc1es.

SR



‘7\qunsumér”at Large; Film ‘

Coronpt Instructlonal Medla" e

‘ Consumer at Large is a series of 6 f)‘ms, The L‘tleS‘
ares Budget Blues; Everyday. Shopp_‘g Savvy; Buying t Big
‘Ones; Shopping for Serwvices; Cash or Credit and Nurtur;ng
‘the Nest Eggz. These films feature 2 humorous rnterplay o
‘between the .narrator and Charlie the Consumar co heip. stuaents a
learn the 1mportance of educated buylng. .

Effectlve Fommunlcatlon f

Argus Communlcatlone

g Effectlve Communlcatlon ‘is a set of four tapes deallng
with technlques of commun;catlon., TOplCS discussed are: ‘
‘1) The Art of Llstenlng, 2) Awareness of Feelings," 3) Speech
Mannerlsms and: Body Talk and 4) Attacklng and Defendlng. :

: All. instructions for the various ‘group activities are
given in the tapes. The tapes are accompanied by. a: set of.
masters for use with. various parts of the set.. The tapes
provoke interaction between students by providing subgects
‘that are 1nterest1ng. ‘The set-is designed so that a
part1cular skill is discussed on tape followed by exercises

»that glve the student the opportunlty to test his power in
the various skill areas. This process serves to expand
awareness and improve self- expre551on. -

Family;Financial Management = - | : : R o
by Finch and Roman, 1975 ‘ ‘ ¢ ‘ CoL : 5

South-Western Publishfng Co. .

\;‘} : ' Actual situations concern1ng ‘money management and’
business concepts are provided in the three months' trans-
actions: of a typical family con51st1ng of a man, his wife,

L .. son, and daughter. Materials include a narratlve of “trans-

o actions, business papers, a family reécord of rece1pts and

‘ payments, a checkbook. and a file. . ‘

- . . . a‘b‘ :\, ) ‘ /\
Forms in Your Future . '
by M. GOlty’ 1973 ~
. ) . "' . - ‘ . ! ‘ ‘ -
S Learning Trends - . A LA
! B Globe  Book Company. Inc. - - ‘
SN ] ) |
?ﬁ'ﬁ. ‘”Thls text is'a workbook of 24 forms that most workers.
ARV w1ll.at some. time, be required to fill out. ' Included are
EWEp"'"Appllcatlon for Social Security," "Job Appllcatlons.” etc..
L e S ) SR T S :

ERIC 000 o Ty
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The format for each form explalns the form s use,‘lntroduces

 new terms used in the form and. alves'Helps and : Hints for each

- 3) behaviorally stated learning objectives, 4) resources -

7

|

form. = The forms can ‘be torn out and evaluated 1nd1v1dually.
The booklet is approprlate for all students in cooperative -«
program:, . 51nce the 24 forms cover a broad range of situa-
tions, fromi\initial appllcatlons to such Qpe01al form pro- -
oedures as, t yose used in car loans.. . i

B

Grooming and Beauty Hlnts for the World of Work
by Florence Hudgins, JQ72 ‘ :

Nebraska.Department:of Vocational Education

Pereonal erooml and its relatlonshlp to the worklrg

world constitutes the. maln emphasis of thiis manual. Concepts‘y”

of appropriate dress, work attitudes, self- awareness, groom- S

.ing, and ethics are provided.in learning act1v1t1es, readlngs,:]‘

discussions, and v1sual alds. A list of requlred subgects forgf
cosmetology is 1ncluded. ‘ ;

Grooming for the Job

| by Peggv Slsk Mezaras,,l974

.

‘ Vebraska Department of Vocatlonal Educatlon
Groomlng for the Job is a‘career-educatlon-orlented
guide designed to teach girls basic good grooming techniques
and to emphasize their relationship to getting and keeping a-
job. Cumulatively, 10 individualized lessons are presented,

each includines 1) an pverview, 2) lesson requirements, {
[

needed, 5) learning act1v1t1es, and 6) study questlons and a
post test.‘ ‘ ‘ ‘ _
Individualized Consumer Education Projects
hy Peggy Sisk Mezaras, 1974, VT 100 874

Nebraska Department of Vocat Lonal Educatlon

ERIC Clearlnghouse, Bethfsdo o .
A

Thlq guide conta1ns a serles of 1nd1v1dua11zed consumer
education prOJects developed for ‘use by secondary students.
The lesson- ‘oriented projects are designed around concepts with
behaviorally stated learning objectives specifying exactly

" what the,student should be able to do upon completion of the-

'orO}ectcL The following are some of the titles of projects
for whi lessons are included: 1) .Apartments; 2) Selection
.and Care of Bicycles; 3) Consumer Decision-Making;- 4) Wise

" Selection of Hair Care Appliances; 5) Self- Protection;

L0
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:‘j‘fo) Consumer Gyps,s7) Government protectlon of the Consumer,n'
v 8) Stereos ‘and Recordings; and 9) Personal Budgets.

‘»Let s Go Shopplng

Changlnz Times Educatlon Serv1ce

Let's Go .Shopping consists of two cassette tapes, two
filmstrips, and a guide to- Inquiry for Discussion. It
covers such topics as comparison shopping, how ‘to hunt for
“baregains, how to evaluate services and how to settle d1s—q
putes and grlevances. ‘

. "Mathematios for. Employmefit, Part I and Part II
! Mafex ASsociates, Inc.

P Parts I and II of Matbematﬁcs for E_plovment consist of
-workbook and classroom materials designed for a secondary
readlng level. ' They contaln information on such topics as:
basic arithmetic, computing sales tax, knowing the wvalue of
‘money, ‘mathematics for the department store, dry, cleaners
_and restaurant. A glossary is included containing terms uséd
in various types of work. Each part of this program contains
‘complete classroom workbooks and 1nstructlons for 20 students.

‘ Money Management lerary '
by the Monev Management Inst1tute

n Household\Flnance Corporatlon

The Monev ManaFement Library is a set of twelve book-
lets aimed at helping readers plan, shop and save to get
more value out of} their money. The twelve booklets offer
~guldes for establishing an overall money management program,

ﬂplannlne and shopping for food, clothing, housing, home -

: furnlshlngs, equlpment, automobiles, consumer credit, sav- °
ings and investments, health and recreatlon, and also gu1des
“on teaching chlldren to handle money. The booklets are .

. designed to be used|as references, guides for money manage-
ment, for“consumer educatlon programs, and as supplementary

~texts. i

Individual - Booklets: s

Reaching Four Financlal Goals ‘

It's Your Credit--Manage' It W1selv

- . Children*"s Spending ! ; ‘
Your Fopd Dollar St N
. Your CI%thing Dollar - . "t e e
"Your Housing Dollar ‘ ; . o

Your -Home Furn1sh1ngs Dollar

i 0




' " Your Equipment Dollar -

. Your Shopping Dollar . =
Your Automotive Dollar
Your Health and Recreation Dollar
Your Savings and Investment Dollar

Personal Financial-Planning; Film.-
Associatibn—sferling Films B ‘;fi LT o : -

The' importance of prudent financial habits is explained
in this film. Focus is placed on personal as well as family
financial planning as essential to successful money manage- °*
ment.  This film was designed to be used for junior high and -
high school students. : o

‘Personal Hygiene for Business ? S : “ fi

Milady Publishing Corporation

, Personal Hygiene for Business is an audio-visual
teaching aid featuring 22 full-color slides, a cassette tape,
and an instructor's guide. This audio~visual color slide has
veen designed to assist the teacher in tactfully bringing to:
the attention of =tudents those areas of personal hygiene ‘
‘and grooming that so often mark the difference’ between success
and failure.  This is especially needed when working with
‘disadvantaged or deprived (young and mature) individuals.

Practical Mathematics DR
by Glenn M. Hobbs and James McKinney

'American Technical Society
Because of the many changes that have occurred recently
- in industry and modern technology, this third edition of
Practical Mathematicﬁ—haahgee? ~ompletely revisecd. It still
retains the same format and .- . es of illustrative examples,
: practical problems, self-chiick tests, and final exams~-~-making
up the’'four-step plan of tfaching used in previous editions.
‘The wide coverage ranges from simple ‘addition on up through

© “trigonometry. This text, as the title implies, stresses the

practical aspects of mathematics rather than the academic. .

It serves aptly the needs of the student who wants to use-
mathematics for problem solving in everyday situations-- o
;including those in building, drafting, machine trades, print-.
- inZ, and other vocational and technical fields. It meets the
\ practical needs of today's students and those who seek a

¢ simplified way tobrush up on math. L N -
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L 5Trainigg‘8ranch*of Regional Office of IRS - .

IRS'
Federal Office Building

The materials~which this office has made available
include a color motion picture on taxes and the IRS entitled.
TAX ROCK. ' It can serve as an excellent introduction to a
arib on the IRS and the federal income tax system. The
12 s#fiinute fI¥m covers the operation of the IRS and our system
of voluntary filNpg of returns very nicely. - - - ®

- Other mater i

r als include a newsprint student booklet
which'is provided in classroom quantities, entitled "Under- ‘

- standing Taxes." This booklet is written on a high reading =+~
level, yet selected’parts can be adapted for use with any . -
students- who are working or about' to work. . o

~  Also‘provided are wall charts of the 1040 and” 1040A
forms and a ‘comprehensive teacher's manual. While tax =
information may constitute.a difficult unit, it is one that
should be taught. These materials seem to be-some of the
best available, . o ce o Cart 3

Understznding Yourself and Your Life
New Jersey Curriculum Lab, 19724 =

o ' "’ \ “ ' . ) o
Rutgers, KilmériCampus‘ g

‘ This text presents aspects of human. psychology and -
teenage living in 50 brief lessons under 30 'topics.: Each
‘lesson consists of-a motivation paragraph'("To Think About"),
a brief presentation of information and a generous number of
topics and questions for cléss‘discussion %"To Do-and =+
Discuss"”). Many problems uanue to today's teenage world are
covered along with the more traditional ones. A few of the
topics are as followss = How Heredity Affects You; How
Environment Affects You; What is Masculine-and Feminine?

Who Am I? = Seeking Your Values,  Goals and Standards; Human
Emotionss The Importance of the Family; Understanding Sex
Better; What Is Love? Why Marry? and Making a Marriage Work.

I

Wise Use of Credit, Film
Association-Sterling Films - g
~The main' intention of this film'is to ihtrodﬁcefstu-
dents to consumer credit. It provides information on how
credit is established, types of consumer credit, credit cost
- factors; the amount of credit a family can afford, and -
~attitudes toward credit. I U R 2

oy
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Psychology Tod Monthly Maga ine

Zlff Dav1s Publlshlng Co. :
otudents are. naturally curwous about _psychology, and

this journal presents, in a profess1onal manner without
becoming pedantic, a fine selection of experimental,"
theoretical, cllnlcal, and behavioral /psychological artlcles.
Nearly every issue has at least one artlnle that has appli- -
cation to self-awareness, decision- maklng skills, the effect
of the !'mass culture" on one's life, adJustment to new life-
‘styles, the influence of careers on a/ person, and many more
topics that provide stimulating d1scuss1on and the possi-

~0bility-for-individual-research-or- follow—up study by“a“stu—“’“W““M”

dent on a limited basis. . o
Self Directed Behav1or: :Self—ModifiEation7for Personal
Ad justment ! T ‘
by David Watsin and Roland Tharp, 1972

i ' °

' Brooks/Cole Publlshlng Co.'f?j_

~ This book is des1gned to acqualnt the reader with the

general theory of behavior, and to | /show him how to apply.

this theory to personal adJustment. "The reader is guided
;through exercises, for developing skllls in self-analysis,
-and' is provided with concrete information about how to
achieve his personal goals. . The primary aim of the book is
~to help the p2ader achieve self-management Skllls, and to /-
‘therefore have ‘more control over-his life. Throughout the ‘
. book, the reader is encouraged to,apply the principles to his.
.own ‘self-improvement project. Slhce the content of the text
- does not depend on a formal course structure, any reader /can
use it for self-instruction; no prerequ1s1tes are necessarys
This book can be used by teachers worklng with students, or

‘by mature students ‘on the1r own-, ‘ ,

'[TelAphone Manners, Fllm BMOl }_ :

"‘

IS
oot
3

Natlonal Educatlonal Medla, Incs
Bas1c tralnlng for anyone;who uses the telephone is

prov1ded in this film. It points out that the volce on the
phone is the voice of your organization, then communicates
the vital elements of telephone courtesy: identifying one's
self clearly, identifying the organlzatlon, personalizing |,
-calls, using natural conversational tones, ‘the_ importance of
repetition and note-taking, and the very special™ quallty of
"warmth." It is des1gned to improve both internal -and-.
‘external communication in ‘any organization. Practical, easy\
to-assimilate tips will insure clear communications -that are
free of errors and confus1on, and free of 1rr1tatlon and delay.



The -instructional matérials included below relate to a
wide number of the occupatlonal fields that the cooperatlve
work experlence student might find himself placed in.  The
materialscan be used to supplement on- the job training
either by outside .self-study or in-class related work. In
other words, “hese materials should greatly aid in llnklng
the student's. experlences on the JOb and hlS 1nstructlon 1n

_ Every attempt has been made to include the most current
instructional resources available. O0Of" course, many excellent
x ., older resources are included. Similarly, ‘it is possible to
GRE include only a representative sample of resources publlshed
8 so0 emphasis is placed upon providing a comprehensive and
 balanced listing covering a number of aspects of an occupa-
tional field' or subfield.  The-instructional materials are -
listed by occupatlonal areas and are alphabetlzed by tltle.

@:AGR'ICULTURAL OVCCAUPATIOVNS

- A Career Development Program on AgAlcultural Occupatlons for‘
Advantaged and Lesgs. Advantaced Rural Youth ‘ e
by Floyd Je Lark,‘1973 ‘ i

Bureau of Occupatlonal and Adu,t Educatlon«n

Seven 1nstructlonal unlts cover materlal on self—‘ ,
‘discovery and the following 6 specific-occupational areas in
agriculture: 1) agrlcultural production; 2) agricultural '
supplles and services; 3) agricultural mechanics; 4) agrl—j
cultural products; 5) ornamental agriculture, and 6) forestry
and natural resources. Each unit includes the duties of that’
occupation, working conditions, the method of" entry into the
occupation, demand for workers in Oklahoma, approximate
starting salary and any added characterlstlcs spec1f1c to the
occupatlon. ‘ , :

‘Pareers 1n Agrlculture, Fllm

Pathescope Educatlonal Fllms, Inc;
‘ This fllm empha51zes the 1mportance and scope of
“agriculture in America today. It examines'the wide varlety

of jobs whlch serve to make up the field, dealing with such
occupatlonal p0551b111t1es as. work right on the farm, JObS Bt
' ‘ g

7
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flylﬂ‘aarlcultural business and 1ndustry, and government JObS B
_.deallng with farms, farmers, and ' related. ‘businesses.. Inter—"fjfﬁ
“views with farmers help to show the many different types of S
farms that have the potential of providing employment. Farmers S
alsc demonstrate typical farm activities, discuss the rewards
and drawbacks of farm life, and describe the traits which they
consider desirable for success. Further interviews reveal the:
‘more diverse possibilities in agriculture, such as: the'expand—
ing field of the professional farm manager, the grain handler,’
sales and other pos1tlons in industry dealing with agriculture,
farm equipment maintenance and harvesting services. Govern-
mental possibilities are also discussed, highlighting the
, occupations of county agents and extension personnel.
b it PAPEI T outlines.the..personal.gualifications,. skills,.
‘ aptltudes, and training or further education required in the
various areas of employment, emphasizing the fact that many.
of these: careers do not require.a college degree. . Spe01flc
suggestions are included to explain how students in urban and
suburban as well as rural areas, can work in- agrlculture—‘
related jobs wizile still in high school, such as in on-the- :
farm summer 1ooq._1nlp§twstgreshorWQana9§l”9p;inmﬁ99dw‘wm“.nw;gy‘
”oroce3s1ne plant ' S e ‘ o

T

H,(% )

. Careers: WOrkwng ﬂlth Anlmals

-“ne Humane 5001ety o ‘the Unlted States“
: "mhv: oubllcatlon exolores a w1de varlety of profess1ons ‘
in the field of animal husbandry, protection and conservation.
"It details the educational background and skills needed for
. specific professions and analyzes the prospects for young *
‘ people in selected major career fields.. Among the many. facts
to be found in the book 'are detailed job descriptions, - ‘
. advancement opportun1t1es, salaries, and employment potentlal.
~Data on colleges offering formal programs in animal welfare
and conservation, as well as state and federal government
agencies hiring people within the field, are listed. . The
hook also offers a discussion .of attitudes, emotions and,
;personal philosophies that should be considered when making
a career choice. The publication directly concerns itself
with career guidance and information on jobs in animal
welfare. The text is 60 pages long and des1gned for a secondary

reading: level.

“Exploratory Drafting--Horticulture, SEE DRAFTING

i : \ ““‘
Ei




.'l Feeds: Student Manual
, ﬂby Harry Planks, 1072

e o
ol e '
g i

Oth State Un1vers1ty l;lQ P iy R
Agrlcultural Educatlon Currlculum Materlals Serv1ce

: Planks has complled th1s manual for the agrlcultural

D bus1ness and service student who is. worklng in a’place of
~‘business that prepares.and sells feed, to livestock: producers.i
The manual is. designed to ass1st the student. in’ ‘becoming: S
knowledgeable with the product he is selling. Informatlon 1s"
presented on forms:of feed, nutrltlonal ingredients,” and
legal - requlrements. Student exercises and. ‘examination ],
squestions -are- provided along with. opportunltles to apply" the. _—
1nformat10n in s1mulated as. well as ‘in real. llfe s1tuat10ns.,:m

‘ iFloral Des1gner,
Q1068 » -

Un1vers1ty of Texas at Austln

Lo Floral ké31gner cons1sts of a. study gu*de and un1t
tests. There .arp 46 assignments (8 units of study) that - L
cover an introd: ctlon to the- florlstry 1ndustry, basic 1nfor—“~
mation, corsages, principles of- floral design, flower arrange—
ment, weddings, -and funerals. ThlS study guide was designed'’

to accompany the text Flowerss Geometric Form, by Benz,‘sw,r ~'3‘

1966 San Jacinto: Publlshlng Co.

Garden Center Worker . ‘
by Charles E. Urbanic, 1971

Oth State Department of Educatlon

Students of hortlculture can make use of th1s manual‘:““w“

~as. a. source for practical situations to. Wthh they can, abply
pr1n01ples, theories and knowledge presented to ‘them in =
formal classes. Intended. to be .used-as'a comblnatlon text-:*
workbook, -the manual onta1ns obJectlves, concepts, general
information, and student exercises. for each of its six unrts.

}H Titles of those units ares. 1) Introductlon to the Garden
-Center Worker; 2) Garden. Center Business Practices; 3)

"Identlflcatlon and Characterlstlcs of Ornamental Plants,‘:' R
4) Care of Plants in the Garden Center;’ 5) Chemicals, and
6) Garden Supplies and Related Products.‘ C R
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Grounds Maintenance
by Jules Oravetz, Sr.

ITT Educaticral Publishing =~ = .- e
The maintenance of lawns, gardens, industrial, munici-
pal, and estate grounds is a complex operation calling for -
sxills and e’f1c1ency. -This .comprehensive text covers the
uldlng principles of lawn, landscape, and garden care. -
Students of domestic services and maintenance programs
are exposed to every phase of lawn, garden, grounds main-
tenance;, and associated operations. ,

' iTne contents includer flowers; vegetables, berries,
house plants and flowers; greenhouses; lawns, hedges and
vines; flowering shrubs and trees, shade trees; fruit and
‘ nut trees;. evergreens; fences; 1nsect and rodent control;

- weed and brush contrcl; roads, ‘walks, and pcvements; drain-
1age- malntenance equ1pment, gOlf course plannlng and ma1n-

. tenarice. .

Lawn Care and,Management
by Robert Milter, 1972

Ohic State Unlver51tj : ’ Do
Agrlcultaral Educatlon Curriculum Materlals Serv1ce

. The narratlve that accompanles a color slide series,

‘"Care and Management of Lawns," is presented in this pamphlet,,;jif

?ﬁ:Each sl'ide is reproduced in a column to the left of the |
paragraph describing it. . Slides deal with the follow1ng areas -

. -of lawn managements 1) seed selection; 2) seedings; 3) fer-
~tilizing; 4) mowing;: 5) weed control; 6) disease- control —

;Jv;ffand 7 waterlng and thatch .control.

[

0

{Study Gu1de for Landscap;fcardener
by Parold Blnkley ‘

Kentucky UnLVPFSlty ;-
Lex1ngton Department of Vocational Educatlon
IS . VeS .,..\ :
Elghteen separate lessons concerllng landscape garden-
ing are presented in this gulde, which is designed for

’?31nd1v1dual study-_ Each lesson contalns a statement of *he:

‘Qproblem,‘the given s1tuat10n, dlrectlons, content material

' with references for the assignment, and a student worksheet.»iﬁhﬁﬂ
‘'Some .of 'the lessdn topics. ares 1) the ‘principles of land-" ‘

~scape design; 2) transplantlng trees and shrubs; .3) s0il.

'”:}managpment of' the' landscape,‘4) how to use gardenlng GQUIP-

" .ment; .5} plant d*seases and thelr control, and 6) urf

-nﬂ
3

i
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Color Television: P*lnc3p1es and berv1c1ng o
e oy dowarc and harv1n B*erman - - :

T S R N OO

‘\‘nayden soox Co.;f- o e
‘This text provwdes a worklng knowledge of tk ;tl - f”t N

R -receiver and methods for troubleshovting an “servi - O it
SR }ECTPOHJC equipment. It is quite ‘useful ih finding .. = . :
o 1nlcrmat10n on the tasks 1nvolved 1n e%ectronlc repa1r. IR S

Cw L ; i AP ' ' . '
3 T o ' “p : < . N
i i . . .

An absolatv nePPSSltV in tra1n1ng studehts"Tor the
service occupatlons, this book covers basic pr1nc1ples,, ' ' s
servicing, operations, and repa1rs.rtIt also covers, trouble-- - E:
‘shooting, disas Jewblj, ‘assembly, testing methods, w1r1ng .

, . o ;- ‘ : i
,hbme‘Appllance Servieing. SR § o i
‘by Edwin P. And&rson} ¥ , LA ) o

Ve ITT Educational Publishing o a A
’ ‘ ~2 ' . A
¥ B

diagrams, and complete datia pn, edch appliance... The contents ‘jﬁ
; inciudes - elecorlcity, tcstrng”and troubleshootlng, shop > -
o technquLs, electric irons; toasters, waffle irons; reasters . . {

.and broilers; coffee mzkers ; electric space heaters, e1ectr1c 3o
~-water heaters; gas water heaters, electric ranges, gas < * .. B
,rangeu, fractional-horsepower motors; food mixers; clocks; . T
,fans and blowers, Fgcuum cleaners, floor polishers; washlng R 54%
‘machine automatic clothes dryers; ironers; dishwashers; = R
garbagefdlsposals, refrlgerators, room air condltlonens, )T

dehumid;fler ‘and sump purps. . ) {

4 .
v . . :.

‘How *to Repailr Major Appllances}, S P . S - ;'w.,
by Ernest Trlcoml, 1974 L o P wo T

ITT Educational Publlshlng S B ',;’Hf)

y v

The purpose of this book is to acquaint the reader with
the theory, functioning, electrical characteristics and major
~...components of typical appllances. ‘The emphas1s is on learn- - ‘,
Loing the'"how and why".of an appllance so’ that the reader can S P
~answer for ‘himself '"the what and. the ‘where" of detailed re-’ T
.~ ..pairs and servicing. The book is' d1V1ded into twelve
‘~,fchapters.; The first chapter covers home appllance repairing

“-and the remaining chapters ‘are ‘devoted to) various aopllanQes
'such-as’ washlng machlnes,‘clothes dryers”“dlshwashers o '
- The author assumes no. prev1ous knowledge ofmajor applidnce.
_repdir. However, he does say: that, some degree o;‘mechanlcalﬂﬁ
aptitude is necessary to. do repalrs based on. the mater1a1 :
covered 1in: the book., “ : , 3 e RN

Aruitoxt provided by Eic:



How to Repair SmalilgAppliances Volume 1
Y Jack Darr,‘ 97; ‘ ‘

|
ITT Educatlonal Publlshlng =
."\ - .
Informatlon on tools, service tedhnlques and Dractlcal_
‘tips for use in small appliance repair is presernted -in the
. five chapsers of this book. .Chapter 1 covers appliance
L s construction and the operatlon of 15 small appliances. _
e Chapter 2 covers line cords, plugs and attachments. Chapter
‘ 3'covers heating elements,_and Ahermostats and Chapter 4 '
contains information on small electric motors. Applianece
servicing as a busines discussed in Chapter 5.  Many"
illustrations are inclddtd, as well as step-~ ofrstep instruc-
s - tions on the"various procedures.‘ A glossary of. related
_Tft , terms is provided in-.the back of the texts The book is
S " written clearly, but a good reading comprehens1on is a pre-
requisite for the student to understand the concepts pre—
sented.

How To Repalr Small Appllances Volume 2
by &Tck Darr‘ .

ITT Educatlonal Publlshlng
t 3 : The, operatlons and adefects of the most common small
i : agg 1ances on the market are"described in this, text. Its .
R tents includes trouble diagnosi&; portable electr1c' ,
heatetrs; electric fans; electric. knlves and toothbrushes,“ ’
.~ hair drlers, massage machinesj shoe pollshers, photoelectrlc
- light controls;, portable  table’ ovens, electric vaporizers
o : and bottie warmers, vdcuum cleaners; sewing machines; - -
=+ lclocks and timers; three-way lampsi, and hedge trimmers.’ The
R book is.very sultable for classes 1n appllance serv1ce ~
T, e tralrlng.. : S
“f‘:.\; o .. P . D A
L ,." f»’ S PR L
S Malor Aoollance Repalr \Course No. 08) R R *
' f‘- s - . et
B doffman Ocoupatlonal Learnlng Systems

Hoffmar Occupatlonal Learnlng Systems are’audio- v1sual
courses desigried to allow students “to. progresg at their own
pace. iMajor Appliance Repalr is" d1v1ded into .7 sectlons

'cov“rlng the follow1ng ‘topics: Electrical Fundamentals
‘,’Bu iness- Procedures;. Service Areas; Magor Appllance Repalr,
‘~*Plumb1n *Trouble,Shoot1ng D1agnos1s, .Gas -and - Electrlc, .
Appllances Operatlon, A1r Condltlonlng, and Refrlgeratlon.




"7 Television Service and Repairman - ‘ SR

University of Texas at Ausfin

Telev1s1on Serv1ce and’ Repalrman is a study guide with
~unit tests. The full scope of electronics relating to tele-
© vision service and repair is covered in 98 assignments (17
"units). The 4 d1v151ons of the book ares introduction to
. electronic” servicing,. basic electricity, basic electronlcs,
" and advanced servicing techniques. R~ferences_are Grob,
Basic :Electronics, 2d ed., 1965, McGraw-Hill; Grob. and
- Kiver, Applications of Electronics, 2d ed., 1966, McGraw-.
., Hill; Zbar and Orne. -Advanced Servicing Techniques, Vol. I,
- rev. ed., }96& Hayden; and Veeley, et. al., Advanced Serv10-
ing Techn1g4es, Vol. II, 1964, “Hayden.,
> , , ‘ ‘ (U

a

ﬂ;fo*AUTOMOTIVE AND ENGINE REPAIR AND SERVICING

-

©. Auto Bodv and Fender Repalrma ‘ L .
‘ 1972 " . .- _‘-3‘:‘ ) . “‘ N

University“bf Texas at.Austin° ' .

Con51se1ng of a study guide and ‘assignmer : tests, thls
handbook 18 des1gned to accompany How to Contru:l.Auto Body
“'Sheet.Metal, by Rickert, 1968, Chilton, and Automoblle Sheet
" 'Metal Repair by- Sargent, 2nd ‘ed., 1969, Chilton.  The: Asslgn—
ments cover properties of metals, tools and equlpment,
weldlng,l plastic’ fillers, and procedures for: stralghtenlr
sheet metal and body frames.

n‘?J‘Au%o Bod-/ Repairing and Repainting
R by Blll Toboldt, 1975 ‘

Goadheart Wlllcox'

: The ma1n purpose of this book is to help students
quallfy for jobs in auto body ‘repair. All phases of bod3
repairing are covered. The use of modern teols.and- equip~ . .

‘ment and step- by-step. procedures for nandling typlcal jobs
_are dlqcussed in 51mple languave. Chapters on customlzlng :
and bu1ld1ng special bodies are also included. This. book
is su1table for Wigh school and. trqde school students, .
apprent ces, and those now engaged ‘in thls work who want to

lncrease thelr qkllls.
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mirnatlon scope testing; exhaust emlsqlon systems; and review

19 also avaliabla.

"l]Su Oi St%dy Q-_‘"l"f.

i

i

AUTD\hnglﬂe vuﬁé_up ’d; L . - e
~450h3ra S. Roeing/' " & o T ‘

Bed

ITT Educationsl Fublishing

This text giv 3 a3 detailed description of each sys stem
of the automotive engine. It provides the background :
information needed for carburetor ad1uotmants, revrurxna ‘ .
irnition system performance;. and )rlnvlna an engings haok too
top operating condition. It fully details the servicing
of alternators. generators, cooling systems, and the use of
tune<up and diagnosing equ1pment.‘ ” R

The contents include: basic electricity; batteries;
relays-and-resulators; carburetor fundamentals; compressiony

case vpntllatlon, engine tune-up equ1pment and procedures;

ueetronu- . ‘ ‘ . - _ i

Auto Mechanics R ‘ e
by Harold T Glennt 197 0w o S Jo

Benﬂett BOOka . “f“ SR V{ ‘ “‘ P}f;" ;i

.. Along with the fundamentals of the theory and operatlon
of uto mechanics,. this text presents the. practical aspécts”
of troubleshooting and service. Step- by-step illustrations .
ars p*ov1ded, wwth clear pnotos of repairs.and. replacement
pPIoL edures.: Transistorization, dlSC brakes, front drive and
air pollution controli are covered. I”ﬂaréss charts are :

nﬁluded. - An Auto lMechanics Workbook contalnlnF short,
obqectlve quost'ons based on materlal pvﬁsentpd in the tex:

R

.

anice, Workbook

Tﬂliforn:; St.te Department of Educatlon,,1973 - :

x“*pbﬁn for a four-year apprentlce541b tralnlng provram

,"?A. N

in <u%o mechanids, +this workbook. provides the. current 1nfor—-'p‘« 

matlior needed to m°°* the technical demands of- ti;2' auto™
mechanlcs trQﬁe.‘ For-each topic covered ‘in the manual,

Fuide requiring short completlon answers from the studpny.' ,

‘An a551vnmont‘cneckLlst ig ircluded with the- tablé of - contents

to give: ant ‘accurate: record of thé work completed and'to av01d'a@y
fﬂhllra l n of tralqlng.”’v UL ST I N : T £

i“oollng system; carburetors and fuel systems;™ ;gnitionw”ww«\mwmmﬁ;
systems; charging svstemq,_qtartlnv_01rcu1t, positive crank- i

~ent is provided, followed by a study  :>$ffﬁ



»Auto P “§_;3.

.lverslty of Texas at Austln

puto Partsman cons*sts of a- study gu1de and unlt tests

T+ .. are 58 assignments organized into 4 divisions: stock-
roui procedures, merchandising information, master plans’ for
‘handling parts, and effective display. References for auto

mechanics are used in this guide as:well as the Automotive.

""Serv1ce Industry Association’'s Automotive Wholesaler Counter-?

: man's Handbook 1963. | | '

N

Automatic Transmissions--Automotive
by Mathias ‘F. Brejcha, 1974

American Technical Society

Detalled explanatlons and hundreds of p1ctures make up
the contents of a text written-—for .those who will do practi-
cal work in the automotive field. The content covers every- A
thing a transmission specialist needs to ‘know in ‘order to T - Sy
geas1ly grasp and utilize the informa*®ion given in‘manufactur- L
er's service publlcatlonso Many illustrations clearly show

”gf‘all_ types of hydraulic valves and control devices as well as
¢+ "all parts of complex automatic transm1ss1ons. A study. gu1de‘
*» is available to accompany the text.

v}

1‘iautomobile Guidep

“J_:hy_EréderiCk E. Bricker

ITT Educatlonal Publlshlng

Ca A comprehens1ve coverage of automotlve knowledge for
the student, mechanic, .and instructor is provided by this

""fguldeo' The specific coverage of automotive ‘components,:

‘construction,:and’ design enables -the instructor !to provide

‘complete related classroom'instruction. Repalr;procedures_' P L
and. troubleshootlng lists help the mzchanic dlagnOse and. SRR
correct problems that can occur in. any make or model of L SR

'““automoblleo;’

‘The:contents, irs ludez' troubl?fnootlng, englne “tune~ " .
vjup,‘spark plugs; storage batterlE‘ ‘distributors;’ 1gn1tlon
. testing; . alternators, starters, and generators, lighting
“systems; tire- se1v1c1ng,lbrakes, power brakes; front - i i
'suspension;” steering systems; front~ wheel allgnmenf,,PhaSSlS,_qujlff

Ul?sprlngs, ‘and -shocks; fuel pump ycarburetors, cooling systems,f“*‘

engine lubrication systems;" p1ston°1~1d rings; crankshafts: o
and connectlng rods; camshaftss valves; manual™ transm1ss1cns g
and clutches, automatic transmlsslons, dr1Ve shafts and ;hﬂ S

~

ooy
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eic

14

universal joints; rear-axle assemblies; steam power; turbine
power; instrument panel; front wheel drlves, speed control
devices; and air conthloany. : : ‘

-

Automobi le Mefninxcs, Znd ed. . : : e S o
1970 | ' o ST _ : -
“ﬁ/"‘ ' R N i

' University of Texas.at Austin
‘ Automobile Mechanics consists ‘of a study guide and unit
tescts. An answer ook is also available. This guide’ covers ,
careers for automobile mechanics, tools,‘safety; engine prin; R
ciples, "ignitjon system, clutches, transmissions, suspension .
systems, brake systems, electrical systems, ‘and air con-
~ditioning. , Two refeérences, written by Martin W. Stockell
and publlsned by Goodheart-Willcox, are Auto Méchanics
Fﬁndamentalu, 1969 ard Auto Service and”Repair, 1969.

e ‘ I T

Automotive Air- Londltlonlng Mechanlc
1o7u . ‘ \

Unlver51ty of Texas at Austln‘

-

‘ This: manual contalns 33 a551enments which cover all
aspects of qerv101ng ‘the“auto-air-conditioning system,
including: th\ tools, the a/c - ycle, a/c” ‘fundamentals, teetlnb,
+rﬁuh]rvﬁoo “moand charging the system. A glossary of
termz is pro L’ed and a coordinator's gu1de and addltlonal
tests aml wne “ﬂhe*tc can be ‘ordered. - : _ L

IS

Aut om<,}3& 00111;,01 Estimating

by-Leonard Colucci, 1673 LT .

Rut?ers, Kilmef“Campns

. Toonard Colu001 prov1des . uniform and practical agproach
tu pre-determining the costs and applying efficient procedures
irn-order to arrive at a fair price to repair:auto collision .
damage. Thlq hook is designed -for students who intend to work
as Ostlm?tors for Auto Body Shope or as auto damdge app”alsors !
for insurance companies. Since insurance companies usually g
send new employeee to a company school to learn est1mat1ng,~ I
tnis book covers only general information: and not _the Dpe01a1‘T
policies of any pars icular shop or company. The: bookj&s —
divided irto three ‘parts nind covers ectlmatlnp 1nformatlon,3 I
wrlflng the’ ‘estimaté ind es flmatlnv practlce.' Qtudents usfanlw

' ‘ hhuld ‘have completad A courqe irn auto. body relatedﬁ;\

,omg‘experjen e 1n shOp practic




Automotlve DraW1ng Interpretatlon
by Louis Jensen, 1970 :

Delmar Pubilshers

This . study guide and workbook was deslgned to help
students, apprentices, servicemen and others in the automo-
- tive trades, develop the ability to read and interpret blue=-
. prints, charts, instruction and service manuals, and wiring
'.dlagrams. The instructional units are grouped according to
~.four major divisionss Basic Repair Tools, The Englne, The
Power Train and Chassis, ‘and The Electrlcal System. ‘Each unit = .
blncludes several technical questions relating to the function
and" operatlon of each tool, part or mechanlsm covered in the
draw1ng or sletchlng part of the assignment. ‘(Each unlt
" provides experlences which are needed to develop speed in the
_ 1nterpretatlon of service manual data, and skill in inter-
.. . preting draw1ngs and- sketchlngs) This bopk is actually the = - i
. Jrd part in a colirse in Automotive Draw1ng Interpretation,. ! T
.. “Parts 1 anl 2 are contained in a single volume entitled Bas1c
"Bluepriht ‘Reading and Sketching, which 1s cons1dered a pre-
frequ1s1te for thls book. s ‘ : .

‘Automotive Englnes--Malntenance and Repalr
fby Walter E. Billiet

Amerloan Technl al 8001ety

: The conprenenanvo Lth edltlon of this text fully covers.
.- . the basics ana is updated to keep up with many techpical
vgy‘changes in the-automotive field. As an extra feature, much
‘new in format1on iz presented on- emission systemso ‘A whole
=‘fu_new ohapter is included, . deallng w1th emission: controls on ;
. s.cariuretors, 1gn1tlon systems; the’ Wankel englne, ‘and othev T
q;relefed features. ‘Many references 'are given in the, appendlx, ‘ o
inc/ ¥iing metric conversions< This text will prov1de,a ‘
‘student with. a blan for becoming well versed in maintenance
and repalr in the dutomotive field.. It will enable him to
’analyze and sclve problems quickly and systemutically.

q;Automotive:Fundamentals , ‘ A S
by Ernest A: Venk and Walter E. Billiet .

Amerlcan Technvcal Soc1ety

AR AN A complete)course in autamotive funda mentais 1s pro-
‘ﬁffV1ded by this teXt. These. fundamentals are covered inpreat
- 'detail .and- are. de51gned to deal with: everj phrise - utomo-
tive . care. The*coverage COﬂfOfMS”Wlth The tremenQU4s “hanges
that have come’ mbout’ in des1gn and constructlon.s It includes: ‘
all essentlal oaslcs,plnc much new materlal on su\h ¢h1ngs_as_ HE




the aenkel enulne,_alucrnators, tran51otorlzed 1gn1tlon,
front-wheel drive, . disc. brakes, and devices for air pollu-
tion contrcl and safety. “Color is carefully used to.illus-
trate and e{plaln any complex"qctlons and” to clearly show :
relatloneh1pe and functlons of- parts. S :

Auxomotive‘Mainfehahce and‘Troubleéhootigg
by,Leslie‘P.‘GoinFs and Edward D.‘Spicer -

Amerlcan -echnlcal Soc1ety

- In. order to fully develop the mechanic's ablllty to
loglcally dlaﬂnc“* =ny automotive difficulty that may arise,
this U4th edltlon reflects changes and advances made in auto-
motive manufacturing, equipment, and accessories. Typical
changes include those made in electrical systems, fuel
injection, power steering, power brakes, wheel alignment
equipment, emission ccntrols, air, cornditioning, etc. The
Comzin cracves,‘many of which have altered troubleshootlng

and re,xlr procedures, are thoroughly covered 1n thls rev1sedJ

tﬂit._. o

Automotlve Pover Train Mechanic, -
lp73 ; : L

f Un1vers1ty of Texas at Austln

A thorough sfudy of the clutch, manual transm1551o

overdrlve, automatic transmission, drive shaft and rear axle,

assembly is presentéd in this student manual. Information
for each ~:ssignment 1s detailed and illustrated. Also in- -
cluded is the C6 Automatlc Transmlselon. For Motor Co.

Automotlve Reflnlshlngf(Automo%ive RefiniSher)
'f;cniverOity oJ Texas at Aus in
‘ U”hlo manual presents‘d conprehen°1ve study based on
Auxvmotlvo Refinishing by du Pont.and the Ditzler Repalnt

" Mz2rual.,  References are furnlshed in. th0 set and 33 assign-
‘mentv are 1nc1uded. ‘ st - o P

Autowotlve Serv1ce Opoortunltlee, Film
1572 2

Thlewfllm presen+c a reallctlc 160k at cureer oppor~ﬁs*r_
"”for“automotlve mechanlce and technlclan%o “ThP‘fllmf“



is taged on ‘roer }exper’enoeﬁ of éeVOral young men‘
after their 1 on; from an automobile manpufacture’s
mennxnlcjtrnmnin' prn"ram. ’rmph«"l is plmnced’ on™the
importans {. career planping dnd training. This fllm de
he bobrowed;:rrm n» Ford woLnr r‘o. Film lerary S
4 ) ' - . :

.
[Ae

Ivr Autom@?lle he hanlc PrOvramsfﬂ;

Nor*n Dako 1 S*ate Board for‘Vocatlonal Educatlon o IR
' 'J, i , N ) . : .

o A omprehen ive 11st1n of reference ‘sources whlch may
b used in’ fzfomotl"e mechanics. progranms is provided in this
publication.: Entered are a total of 72 books on: the subgect
;all ¢f whichiare 1]“ed 1n alnhabetlcal order by author or -
publlﬁher.“je” : S S U T : ; 5

y

Arake and Wneel AWLvnm n lMeChanic'Q

'3Un1ve“ 1ty of Texas at Austln‘

‘ ’ ‘ﬁrakf and Wheel Allgnment Mechanlch% d831gned as a
- study wulde with unit tests. An answer book is also-

available. . Information on safety, brake assemblxes,\appli-

.cation systems, brake service, the complete brake job, front-

.end suspsnsion ,ystemo; wheel and tires, and wheel allgnment »
factors 1is covered in 39 assignments.  Of the 39 assignments, B
38 are based -on Alley and Billiet, Automotive Suspensions, .
Steering, Alignment and Brakes, tth ed., 1969, American

Technical Society. ‘The assignment on safety is . based on

Glenn, Automechanlcs, 2d pi., 1960 Chas - Bennett.

s Car ReD?LF” you Can Mdke o
by, Bill Hartford and Joe Daffron,:l@b?e

Areo Pu“71»b1hﬂ Co., Inc.;: T N L ‘ o

The purpose bhjs bhook is tao glve the reader a basic
kno-ledge of the 'orklngq of an- automoblle.f‘Sten -by-step
instructions, how-to photos and drawings show how to make

: common ad1u)rﬂentv and . repairs.in-a profes sional manner. - ‘ ‘
:wah.“Moot of the repairs require no major tools. The book is: ... : I
‘ organized to cover the followi. g ‘topicss anine, Tuning; - "
Ignition; Brakes; Tires; Front End; Cooling System; Body /)
'~ and Interior. Several chapters deal with miscellaneous
.- togles such as noise, lubrication and‘tools.g

ERIC

Aruitoxt provided by Eic:



Diesel Mechanic

Univer 1ty of Texas at Austln o
- .This study manual presents a deta11ed and 1llustrated
d1scusslon of-the fundamentals of a diese]l enU1ne, types of
englnes, two-stroke cycle and 4-stroke cyc¢le engines, the
fuel system, the cooling system, the lubrmcatlng system,
- the governors, injectors, 2nd fuel pumps and exhaust system.
" There are 20 asslgnments‘ xcluded. o .

.\ : o I ‘ -
- A Functlonar Approach to 1e Studﬁ;of”English for the Auto
Shop Student oo ‘ iy B ST
Co Do
Lenape Technlcal School

s N o The parts of speech, pundtuatlon, and other elements of
y English language usage are presented in a-manual des1gned

- for auto shop students. The toplcs are arranged 1n unltS‘

: w1th exer01ses for each.‘!/a ‘ : LT ‘ ‘

Z‘Know Your Car T
by Willard A Allen, 197N

Amerlcan Technlcal S001ety

A broad and deta11ed 1ntroductlon to the automoblle,
T + .. covering purchasing, ma1ntenan%ﬂaand use is presented in thls_
S practlcal, easy-to- understand 00 Topics are discussed
“and clarified with many. explanations and  photographs,.and
include servicing, the englne, fueL system, ignition system,
electrical system, chassis and preventive maintenance. A
chapter is-also 1ncluded on buying a new or used. car.  This
.book 'is excellent for any driver, or for anyone employed at
a service station, parts department or othen\automotlve

~  related job.
, , J

“Motorcycle‘Repair’(CourseﬁNo. 22)
! [ :

Hoffman Occupatlonal Lea“nlng Systems

Hoffmar Occupatlonal Le rning Systems are audio- -
visual vocational courses designed to allow students to
progress at *nelr own irate. Motorcygle Repair. covers the
following toplcsz General Motorcycle; Front Forks ‘and Brake
Systems; Theory: of 2.and 4 Cycle Englne ;Introductlon to-
“Power Transm1s51ons énd Fuel Systems;: Carburetlon‘—Types

o of Carburetors: Repalrs and.Overhaul; Electrical” Ignition -~
,jlemlng, System and Schematlcs, General Servicing, Harley
19D1str1butor Overhaul° and Enclne Sex\lclng and Overhaul.‘y




o+orcycle Repalrman:;‘ : Pl et i
°1970 , ““}v‘~w A R T

Unlver51ty of Texas at Austln

Motorcvcle Renalrman N study gulde Wlth unlt tests.

Topics covered in. the 59 assignments. (17 units of :study) are
shop safety, hand tools, fundamentals of intérnaj combustion
engines, types of engines, lubrication, cocling, fuel and
ignition systems and. running gear. - RefererceS are Pipe, :
Small Gasoline Engines Training Manual, 2nd €d., 1969, Howard
W. Sams; Jud Purvis, All Abcut Small Gas Engibszyg 2y, 1963’
Goodheart-Willcox; and Ritch, Mot o"cyele’gggﬂblggﬁggiiﬂg

v Gulde, 1966 Chlltonty, ' ’ ‘ SR

Motorcycle SerViee‘Manual
Howarﬁ f Sams dnd Co., Inc..ei

ThlS manual is d1v1ded 1nto 2 volumeS Whlch prOV1de
detailed information on tune- ups,‘malntenance’ and repalrsg
needed for hundreds. of spe01flc models in popular U. S. and

\ forelgn makes.‘ - RS ; ; : ‘ o

My First Jobs Sefvice Station Attendant, Film
| Coronet Fllms, No. 3436

This fllm shows that there's more +to0- Worklng in a
service station than being a.gas .jockey. A VOUng man re-~
counts his. range of daily activities, from pYMping gas and
'handllng money ‘to spe01al services, such as tlre-changlng
‘and minor mechanlcal work.. ‘ ‘ .

iPhk *ics and’ Chemlstry for the Automotlve Trades
C by - Pobert Worthlng, 1972 . ‘ :

Rutgc> . ¥ lmer Campﬁs o 33“5 R f-ﬁ-,‘

The automobile is a precise, complex M@Chipe .Using
principles from the whole range of physics and chemistry.
" This—-book presents these pr1n01ples briefly, Wity examplesg
from the automotive—field. _The treatment is fept ¢ a
'simple level of mathematics. Likewise,..the. Sclentlflc
+.: principles are also ‘presented ‘in a much simpl 1figq forme..
. . The book is divided into seven units, coverlng the fol70wlng
‘topicsi. introduction to physical science, matler and its =~ _
;pr0p°rt1es, mechanlcs, heat,.electrlclty, %ound and: llgnc.“mmemt
‘uIllu tratlons and dlagrams are: used “to help Clarlfy ‘thel o

i
-




 material. Experiments to be carried out by the student are
provided thropghoutfthe‘bpok;ﬁ‘j ‘ ‘ . L

The Practical Handbook of Car Care and kepair.
by David Wenner, 1971 ‘ PRR AR
“Fawcett Publications, Ihc.‘ﬂ

This handbook covers all aspects of car care and
maintenance. The breaking-in of a new car, and the exterior
and interior cleaning are-covered first.. The reader is then

S w . taught about the necessary tools and test instruments for

Lo car repairs. Maintenance pro~edures such 'as engin=2 tune-ups
and overhauls aré described, as well as major parts of the .
automotive system. Diagrams and pictues are used to ‘
illustrate 'the concepts. R - .

i

! Practical Problems in Mathematics for Automotive Technicians
! by Boyce Dwiggins, 1972 s ‘

| Delmar Publishers S ﬁ%yj' o ‘§?*4;;¢§ .
' © This is a workbook of mathematical problems to be used

in conjurnction with a basic mathematics text. The problems .

' have all been designed sc.as to be relevant to. automotive -

g technicians. The book is divided into ten .sections and -

' deals with whole numbers, fractions, decimals, percentage,

| ' measurement, ratio and proportion, powers and roc¢ts, formu-

. 1las, graphs and invoices.” The book begins with very basic

| .operations, such as the addition of whole numbers, and '

. progresses through more advanced operations such as Lo
 proportions and farmulas. Achievement tests are provided

at the end to'measure student knowledge.. - ; R

. h%"iglated Mathematicsx Auto Body, Volumes: 1 and 2
| by Alvert E. Purroni, 1973

n " Ru%gers, Kilmer Campus:

. Volume 1 covers the basic principles of mathematics

and relates these principles to the "automotive trade. The’

following areas are covered: whole numbers, fractions, :

decimals, percentage, measurement, and ratio and proportion.

i Illustrative examples and problems are presented in each -

b unit after the instructional information. A final:exam is

: . included at the end. of the volume. Volume 2 was designed -

... to give the student a basic understanding.of the terms and i
business:transactions.related—to-the Aute: ody-Trade. -The -




following areas are covered: assets, liabilities and net
worth, lncome-sales, purchases, opérating expenses, and
financial statements. A glossary of terms, :and a list of. the
abbreviations and symbols used in business:’ transactlons are

. -~ -also included. QuestIOng and exercises are ‘provided at the

&« end of each unit, we¢ ‘that there is ample material for dis-

: . cussion, drill, application of pr1n01ples, review, testing

e and remedial inutriu @l“n. ‘ ‘ |

L
PR

Related Science: Automotive Trades
by Louis Jensen and William Brazier, 1958

Delmar Publishers G

This book provides instructicnal materJaT 'n teach—
‘able units for those who need a geod background in scignce
as it relates to automotive work. Ths purpose is to- “reqent

applied science for auto mechaniﬁé‘_ The book 1s divided .
into 4 major sections and coverg “he i‘0¢10w1n‘7 topacsx‘ :
science, matter, and measuremesi; a,:h&nlo\ and- machines; |
magnetism and electrical energiu-~- heat and light energy.
Each unit includes objectives @ . . state the de51red out-.,
comes - of study for the unit, A _:ilerence a551gnment in- each

unlt directs the student to aputietble pages of the refer-"
ence text, Basic Science I bty C. Wﬁom"s Oliver. (The - -
- reference text presents the basiz scientific principles ‘with
. . ~accompanying experiment and r’“’"ﬂﬁ?ﬂt material.) Each unlt
'.. . also includes related technic~1 information which explains:
v ‘typical automotive applications of the . basic pr1n01ple§ under
i study. Trade experlments and trade problems arex- also in= @i
Ej”cluded where appllcable. Lo e

'Serviee‘Station'Training Kit

University-of'Texas at Austin

Service Station-Training Kit contains flve ass1gnment
manuals: An Introduction to the Serv1ce Station, Operation".
and Maintenance of the Service Station, Services Performed.
1n(ﬁhe Service Station, Principal Products of the Service
Statlor\\and Selling in the Service Station. Also included
‘are a Servive Statlon«Tralnlnz Answer Book and thlrteen
separate trade ~e£ir9nces.

v
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% 1T ﬁaws%éérfﬁﬁ;hIféhmeﬁ%““““
M'ov Leonard Collu01,“]973"

Rutgers, Kllmer Campus

“',W lne purpose of thls ‘book is to teach the ,student the
fundamenta;s of “the theory, basic design and adJUstment of -
“the suspens1on and steering.system’ “0f the automobile. .  The

‘goooV is.divided into units of instruction, and these units
are divided- into lessons. Each lesson includes an objective,

,rn?ormatlon and ‘an assignment. Illustrations are provided

o help clarify the material presented, along with achieve-

‘ment, tests to cheéck student mastery of the content. This
‘book was des1gned to serve as a foundatlon for those students

‘who have: had llttle or no prev1ous eyperlence in wheel

? a11ynmentL

ALUEPRINT READING £

. Notet For spe01a11zed blueprlnt readlng, consult the
partlcular trade section. :

naslc Blueprint Reading and Sketching
by Thomas C. OllVO, Albert V. Payne and P. Olivo Thomas, 1974

Delmar Publlshers

. Th1s book 1s the ‘basic text- workbook in a. series which
prOV1des 1nstructlona1 material and practical applications in
blueprlnt reading and- sketching. It was designed to help

beglnnlnDr students; apprentices and technicians develop the:

“‘ﬁklll neaded for reading and 1nterpret1nv blueprints and
‘making. s1mple 'sketches. The book is divided ‘into 2 major
sparts. Part One icovers: the basic ‘principles of blueprint
readvng "4nrd provides the student with” applications of each
new principle. Part Two deals with the technigues of maklng
shoo sketches without' ‘the use of instruments.  An asslvnment
‘series 1is: prov1ded to cover the application of the bas 1
pr1n01ples on the drawings or blueprints for each unlt. The
‘units cover the range ‘of drawings, sketches and prints which
technlclans and mechanics are normally required to read and

1n erpret.

“L;fﬁhfarnylueprint Reading
vothur Ahr, 1970

Delmar Puollshers;

i ‘,‘nlementarv Blueprlnt Reading is des1gned for students,fL:
‘apprentlces, craftsman,jand others 1n the mach1ne and allledje{

Sy . RPN i : R R H U
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S pr1nts w1thout learnlng how . to make- mechanlcal draw1ngs or
- ‘master ‘drafting technlques., The text is divided into 23
‘instructional units: progressing in a logical order of learn-

. 1ng difficulty.  Each unit involves the appllcatlon of 1 :
drafting fundamentals, drafting symbols as recommended by the
"American Standards Association and machine trade terminology.-

‘:‘Study questions are, .provided, as well as drawing assignments,
to give the student -the opportunlty to .apply what he has
Alearned. A review of common fractions and decimal fractions

is included to serve as a reference in calculating d1mens1ons
reqguired 1in the study questlons. .

S Starter Blueprlnt Workbook for Pre- Job Tralnlng
. by Joseph Todd, 1967

Vatlonal Tool, Die and Precision Machine Assoc.

Pre job industrial students can make use of this text
as a first workbook in blueprint readlng. The book provides
an introduction to systems of engineering drawing, and has
lessons on the following top1cs: isometric and end .views,
missing view problems, missing lines, applications to produc-
tion prints: and meanings of blueprint abbreviations. . Numer-
b ous examples of drawings are included to help the student in

o visualization. Most of the lessons are composed of a small
‘ amount of written instruction and many drawings. The draw-
ings further encourage student learning by the inclusion of.
questions aimed at their content. Because of the large
.number of illustrations, this book seems to be well su1ted
for the beginner.

xtraaes“Who*want £5°KROW HOW to ‘fead and” 1nterpret 1ndustr1al"”"m“””

' @BUIIDING CONSTRUGTION . o .. . .o .

Apprentice Carpenter. Lesson Plans, Study Guide and

National Laboratory for the Advancement of Educatlon“
The Aerospace Educatlon Foundatlon o

_ _Created and valldated by the ' U. S. Alr Force, this
:,1nstructlonal package contains texts,.lesson plans, workbooks,
and programmed units. A complete plan of instruction spells
. out sequentlally the- learning objectives for each module ‘in
- the system, including: 'support materials and 1nstructlona1
methodology keyed to the obyectxves.‘“
' The course 1ncludes .an introduction to-carpentry and
;v,f’prov1des instruction on’ the carpenter si'hand, portable power
”V{fand shop tOOloj constructlon and ma1ntenance of wood

1’5«)8- -
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;:§odu1es 1ncluaex“;1ntroductlon to Carpentry, cablnet‘
1gconstructlon, bulldlnp constructlon‘ nd bulldlng flnlsh
. jnror}{. . .

: lh° Art’ of ‘Bricklay 1nv'
by J. Edgar Ray, m7

Bennett Books

The background information ahd skills necessary for:. . .,
brickiaying are covered in a tex? des1gned fr ¢ industrial- °
education students The followinf topics are covered: The . |
Story of .Brick; Composltlon of Brick; Lime, Cement, Mortars; - .
Tools; Spreadlng Mortar; Corners,‘Ra1s1n 4», Raising 8" o L
American Bond, Raising 8" Flemlsh/ ond;. Layout of Corners in .|
Various Bonds;. Suggestions for Apprentlces,‘Walls, Speed
Exercises; Bonds and Patterns in Brickwork; Chimney Construc-
tion; Special Aspects of Brickwork; Arch Layout, Construction;
Brick Details and Construction; AdVanced Problems ‘in Orna-
mental Brickwork; Photographs of EXcellent. Brlckwork laying

‘Cement Block; Scaffolding; and MasOnry Veneer. A glossary
of trade terms and a student S progress chart are also
included.

Basic. Lloctrlclty——Theory and Practlce .
197L

“MNew Jersey :Curriculum ILab.
Rutgers, Kilmer: Campus’

‘ ThlS text is prlmarlly sultea for teaching electrlclty
‘as a related subject. After the units-on safety and tool =~ -
récognition and use, the author presents the fundamentals
of electricity....Thesé_include .0hm's Law, parallel and’
series circuits, meters, batterleav Circuits, relays, and
leéad identification. Each unit haS: an achievement test.
The information is presented in 1nle1dual lesson form..

mlu;prlru Reading and Sketchin g-CaEDentrX Trades
’oy Leo McDonneIl, 1957

Delmdr Publlshers

: Tnls textbook prov1des advanced 1nstruCulonal materlal‘F**
for students,- Praftsmen, tecnnlclaﬂs and others:in-the- :
carpentry or masonry trades who ne®d the.ability to. .. . .
read resldentlal blueprlnts an4‘make s1mple trade skotches.,}gﬁ{

VInstructlonal unlts are provic J which review dlmenslonlngv‘j
and’ the use of scales. Review problems are 1ncluded that

99




o : Bluppcﬁn't Rpadlnﬂ” for Plumbers

h?%@ @a terv of tne 1nfo"matlon prev1ously presenteoﬁlw__;l-;;”
Floor framlng plans and floor plans are covered next. -The. = =
;sectlon of 1nstructlonal units deals ' with deeall drawlngs of
cornices,: walls, windows and doors, dormers; louvers,pﬁ ;

’ﬁatlon on: quant ty and material lists is presented ‘in the

ilast. unlt. A comprchen51ve review of the entlre text is
&‘prov1deﬁ at the end. Co

o

" by Bartholomew D' Arcangelo, -B. D'Arcangelo. and J R. Guest,
: T - 1973 ».;:_—,";{_.:.‘..-;“rl-

" Delmar Publishers

o - Blueprint Reading for Plumbers provides 1nstructlonal
o materlal for plumbing and pipefitting students who must .
= develop the ability to interpret trade blueprints and ‘plan .
" the' installation of the required plumbings The student, ‘upon

3 completion of the text, should be able to interpret all types

of trade drawings, make orthographic or isometric sketches_
- of plumblnv installations, and make a mechanical plan of

g;.plplng for both residential and commer01al constructions The
" units of instruction'are grouped under the following four
':Ttoplcsz Piping Drawings, Isometric Pipe Layout, Interpret-

Loing e31dent1al Blueprints, and Commercial Building Blue—
‘V.prlnts. Each unit includes unit- objectives, illustrations

of +he principles, and assignments. The a551gnments at the fﬁf

b‘end of each unit provide the student with practice, and serve
as a check on the mastery of course content. Sample blue—

'"fy prlntc are provided where approprlate.ﬁf -

s

Brlcxlaver and Stonemason

cuppola,. stairs, fireplace and mantle, .and' cabinets. - Infor—\ ,ﬂfﬁlfg

Unlverslty of Texas at Austin .
Serv1nv as a study manual, this. booh prov1des a com-,
7 prehen51ve and well-illustrated discussion of the tools,
matgrials, and procedures used in the masonry trades. The
te«u contaln~ 30 assignments and is 189 pages in length.

L )
P

) .
v

f_Brlcflaylng Sklll and Practlce

l"f]}by Rodert Putnam

Amcrlca TeCinoal o0o1e1y

d‘~The current and modlfled technlques, practlces, and.’

”‘“lmaterlals now used: in bricklaying are comprehensively pre-

B

REL

~sented' ini this, rev1°ed text. Thoroughly updated—'lt fully :fff=f3
meets the nnpds of todav s apprentlce tradesmen 1n tralnlna Jr;,m}



asg those of the_}ourneymnn,_foremen,aand,superv1 ors
- >d | rofresher tralnlng ‘New.chapters with updated: 1nfor—vh‘
‘ﬂltloﬁ are added on safety,.baclc tools, building materlals T
and mcthods,‘and constructlon technlques. Included is new
lnfo"matxon 0on. epoxy. mortars, pre- -fab panels, brlcklaylng ‘in -
g h,awwlconstructlon, and. use and handllnc of welding: equ1pm°nt—,”'
- plus a chabter on ‘concrete block. All the‘lnformatlon and "
-Tuldellnes conform to the federal :tate, and prlvate standard
Pettlne avenc1es. B ; ! . ‘ L

T

. _-P;u‘ild a‘%sqjtter Life, Film

UModern Talking Picture Service

SRS i

a

et The experiences of young men startlng their .careers:in ' i
R the construction 1ndustry are dramdatized in this film. Their '

E worx, their lives and their= vords serve to give an inside ,m‘ A
vwew of voung people happily employed in this field. The film

ay be borrowed from a Modern Talklng Plcture Serv1ce llbrary.

—

o

‘Building Construction,:Volume I. Instructor's Guide and S
Individual Study Guide, 1973 : R

‘University of Missouri-Columbia

.These two manuals, one for use by the instructor, the.
other by the 'student, deal primarily with residential '
“carpentry. . Contalned in .the first part of ‘the comprehens1ve
instructor’ aulde is'an occupatlonal analys1s upon ‘which: “the
~lesson plans are based. There are lesson plans throughout '
‘the zuide using the following format: 'scope of the unit; .
“behavioral ob1ec*1ves, references; list of: teachlng aidss-

o “'ntroductory statement; lesson outline for. steps of procedure,
— “fL“wmlﬂteractlon‘ltcms, ‘suggested-activities; andsample™ Test- T
oo items. Units included are: orientation, building prepara-

' tion, and preliminaries; concrete and concrete constructlony
[ . and floor and.wall framing. A set of 86 transparencies and
bosoote ll handouts related to this volume may be purchased. R
: o The student’s study guide covers the same units-and
lessons but does not follow the lesson plan format which the
-teacher uses. Nine tests consisting malnly of multlple-: ”
chonce ouestlonc ‘end .each unlt. ‘ :

I~

dL~JDu1ld ing "onstructlon, Volume‘li- Ins tructor S Gu1de and

» PA ontlnuatLon of Velume' I us1nc the samc Iormat for
DObh 1n ructor and 1nd1v1dual ctudv Fuldeq. Unlts 1nclude

ERIC

Aruitoxt provided by Eic:



I.roof_framlng and flnlshlng;;plumolne,_electrloal w1r1ng,
f1nsulat1ng and ‘heating; finishing: exterlors, flnlshlnr
interiors;' and ‘guidarice. ' A 'set of 96 transparenc1es related

Qto thls volume are also purchasable. Lo

i ]Bulldlng Constructlon and Des1dn‘ .
‘3}H} by Harry Ulrey : . R -

R

i doward W. Sams ‘and - Co., Inc;'f S
, The numerous. factors that must be considered when’
des1gn1ng or constructlng any type of bulldlng are covered
“in this book. 'Among these are type of terraln, geograph1ca1‘
' locatlon, access1b111ty, klnds of mater1als and their cost,’
‘and occurrences of nature. : This book will aid the’ builder,
des1hner, or student by oresentlng the information needed to
. “avoid or correct common building faults. Actual examples
"“1llustrat1ng both good and bad building des1gns and con- -
structlon procedures are given. ,

 Building with Steel
by Don A. Halperln

3
: Amerlcan .Technical Soc:ety oo

g IA this rev1sed text, the explanations of the pr1nc1ples
fof des1gn and: construction.arz clear and easy- -to- understand, ‘
‘so that'a minimum of prev1ous training is required. The":
uthor.covers all" prlmary elements of - bulldlngs constructed
‘with 'steel. and gives proper cons1deratlon to secondary’ ele-w.-
‘ments such as prefabricated curtain walls, doors-and door
1frames,ietc. “Current practices in riveted, bolted, and:
~welded  connections are thorsughly” ‘covered. This revision
“includes the use of all new steels, and actual tables from
;the American Institute of Steel Manual are. prov1ded for use
1n solv1ng problems.~ - ‘

Careers in Constructlon, Film‘
107R : : '

Pathescope Educatlon Fllms, Inc.

e Th1s fllm covers the many JObS 1n the constructlon
,‘.industry.¢ Part I presents interviews with’ people in the.‘f .
«fconstructlon bus1ness dlscuss1ng opportunltles in the ‘4 maJor
;fareasz residential building,: general. bulldlng,‘hlghway con-. ..

structlon ‘and: heavy" constructlon.w ‘The' 'available jobs at: all
levels are d1scussed, as well as’ actual work day activities,:
respons1b111t1es, and advantages and. d1sadvantages.” Part 1L = 0
“outlines" the: methods ‘of enterlnp th1s fleld.. Suggestlons are”“
Plven‘for sources of further 1nformat10n. e s




fCarpenfry and’ BLlldln”_:.jfmt_f‘.',;.EJ[“ e
S s i ey e e

Hoﬁgid.;?\éams and Co., Inc.»

A question and answer. format 'is used in this text to
cover’frequently encountered problems in carpentry and:
buildings. Complete description of at least 25 situations
- under each category enable the'student of carpentry and | ,

" building construction to.acquire a comprehens1ve background.‘g

\,

N

Construction Contracting
by Richard Clorigh, 1975

wiley Interscience

In covering topics that are important in the operation
of a construction company, this book' first presents a survey
of the nation's largest industry, then covers major aspects”

of construction contracting. Examination is also given to
management facets of the industry, such: as recent legal
experiences in areas like bidding, contracts,_insurance and
labor relations. The focus, throughout the book, 1s on the
latest practices and procedures and many examples are given 5
to clarify the text. - , -

-4

Construction~Estimating R,
by Raymond. Jonec 967 '

Delmar PuDlishers

, This book is’ intended for those working in construction
who are interested in learning how to. estimate the amount
of. material, time and. equipment required 1to. complete a__
‘construction project. Parts I and II discuss the various
~major fieldsof" construction in terms of. the procedures and
specifications required to construct a small residence.
‘Parts III and IV are built around a complete set of .
architectural plans for a =mall ‘commercial building. This o
book is designed for both classroom use and home study. The
. .package consists. of a. text) architectural drawings of. a“
. reésidential and.a commercial building, and a pad of
Estimating Data sheets.

V‘Construction Learning Packetsi

Continuing Education Publication

150 learning packets dealinghw1th the construction e
7 cluster make" up this program. . Areas: includex mathematicstg“-$
‘*:hand tools' power tools~‘wood properties, concrete,q_;?‘~ *

sll\J




s ;Iasteners. safety,'manaeement foundatlons, blueprlnt read—p,‘ :
—-ee e ingg T Loor sy s cms,jxnsulatlon systems; trowel-‘tracks m1114~#"jf5‘
oo ﬂwprV fltonen cablnets, pipe trades; and finishes. R

Course 1in Carpentry

California" Stafe Joint Appre nticeship'Committee
Bureau of Publishers, Callfornla State Department

of Educatlon

- Serv1n as a. supplement to on the job experlences, +hl%t
book prov1des a tralnlng course for apprentlces in carpentry.

- The text is divided into five units, covering the following
topicst rough framing, roof framing, exterior.finish, interior
finish, and stair building. Eachunit provides instruction,.

A assignments and a study guide. Diagrams and draw1ngs 1llustrate
by the principles and techniques. - .

_ Electrlca; Construction R L
by Pobert ‘Spinti and Tommy Koonce, 1971

Un1vers1ty of Missouri- Columbla

Thls course of study. cons1sts of an analysis of electrl-

SRS cal construction together. with ass1gnment sheets covering the
Sl 'related occupatlonal information to be taught by the school.
' ‘The analysis .of-electrical construction is a breakdown of the.
jmanv tasks the electrical’ construction worker should be able
- to do, and: the related information the worker’ should know.
J_gchach task -1is accompanled by an-assignment sheet. These .

© ‘assignment sheets provide supplemental information, references

. for further readings, and questlons and problems for the .

“"student:to do. This .text 1s to bé used in conjunction with .

on the; job tralnlne and classroon 1nstructlon.

Exploratory Drafting--Carpentry, SEE DRAFTING..

’Exploratory Draftingf-Mésonry, SEE DRAFTING.




“;‘by Louls M. Dezettel

.;by Roland E. Palmqulst

ouse erlng

)

Howard w. Sams and Co.;

House W1r1ng detalls the absolute 1mportance of a good,{j“

‘safe,'res1dent1al w1r1ng job. Suitable for: beglnnlnv."

electricity: students and sdvanced electronics students who.
are not familiar with house wiring needs, techniques, and’
legal codes, this: book covers -the calculations, materials,

“equipment, accepted pract1Cﬁs and technlques, 1nstallatlon,
and des1gn of house wiring. -

How to Design and lnstall Plumbigg

‘celllngs and floors, and door and 1nter10r tr1m.'

'Ebranches of the: bulldlng trades ;are explained- inithis 2 -
'volume set. It glves 1deas, methods and plans from the

o

by A. J. Matthias, Jr., Esles Smith, Sr., and.

"Robert Jr Volland

Amer1can Technlcal Soc1ety

Explanations and 1llustratlons of standard plumbing.

.practices are presented -in a text for students, architects, -

apprentices, journeymen, and other construction tradesmen.
Coverage ranges from explanations of the smallest-details to
complete systems of water supply, pump1ng, dra1nage, sewage,

cand ventllatlon.

T

. An Individualiaed:Learning Systemifor7Carpentrx ‘

Learn Fast Systems, Inc.

‘//' Thls learn1ng system is: des1gned to allow students to “_,H}
‘. .learn.at their own pace.. ‘The learning package system contalnsg,jT
2 parts: 1) the task package, which deals with each 7o
‘performance objective, and 2) " :the unit package, which _ e
“contains a number of task packages related to a g1ven un1t of

instruction. "The package includes .14 unitsy covering the
following topicss carpentry, hand tools; portable ‘power. .
tools; working machine tobols; lumber; fasteners and, adhesives;
plans, Spec1f1catlons and codes for houses; . house footings. )
and foundations; household cabinets; floor framlng, wall
framing; roof framing; exterior wall finishs - 1nterlor walls,

3

Masons ‘and Bullders LlorarM . d‘?éi . L ;?;

Howard W.:Sams and Co.~;h ”Q

‘A

The approved methods of masonry constructlon inall’




practlcal eAperlences of successfulhma onry worker _JThe3 ey
‘'whole science of: modern brlcklaylng and masonry is taught-

in ‘easy: step by step lessons. “Thel"text presents the essenbval
facts of masonry. based on. actual etperlences,'lncludlncz LV
;statlstlcs, rules: processes, deflnltlons, formulas, dlagrams,f

]ftables, and estlmatlons.

' Mathematics for Plumbers and Pipefitters ... i |
+ . by Bartholomew D' Arcangelo, Benedlct D'Arcangelo and -
o Russell J. Guest, 1973

Delmar Publlshers . . ) ,.,

. ' The aim of this text is to te “ch specialized mathe-
matical pr1nc1ples to those in the plumbing and pipefitting
trades. . Thé emphasis is :on the development -of usable skills™
in the layout, measurement and computatlon of pipe lengths.

New materials and techniques are covered. Instruction is

. prov1ded on the measurlng .of pipes and the cuttlng“of pipes -
both on the job and in the shop.. The principlés are first

“reviewed, then followed by . problems prov1ded for each topic.

Modern=Carpentry
by Willis.Wagner

Goodheart‘W1llcox Co., Inc.

Modern Carpentry is an easy-to- understand encyclopedla
1 of basic information on modern building methods “"and mater-.
D ials. Speclal emphas1s is placed on framing procedures. .
" Drawings. and photos show typlcal hotse™ construction details,
.. from bulldlng “the foundation to: completing the roof. Modern
B carpentry practlces are illustrated and described in simple
language. _ Full information:.is..given..on. how-to-use-both-hand-— -
' and power tools correctly and: safely. A spec1al color:
insert.shows color and -grain. characteristics of over 70.
natlve and foreign woods. . Modern Carpentry provides’ basic
- Instruction for students in High School, Vocational School
College, Apprentlce Tra1n1ng, and Adult Classes.

.. Opportunities in‘Carpentry Careers T S AL
‘by Roger Sheldon, lQ?b“”“ ,gyw o S

Vocatlonal Guldance Manuals

o ‘ The work of the general carpenter, the cablnetmaker,l
.“the mlllwrlght, and ‘other: speclallsts of the ‘trade and re-- -

. < related: flelds ‘is examined in-this: book. It describes T
T]remodellng and malntenance,,and seasonal and casual‘work.

i 1

tes -




Plumber Zb ; o i. o B ;':..“ i

""‘“—‘:_\.J 111 ,:l"OOm _t‘/ Tl b | ot
“lnnor,;wnve, nnd frznﬂe benei‘ntc are also dlscussed.»;A.

lOOQ
Un1vers1ty of Texas at AU"tln

Plumber is a studv gulde w1th un1t tests.' Safety,
blueprint readlne, tools, mathematlcs, pipe, connectlons and
joints, materials and equipment, : sewage d1sposal, water «
distribution’ systems, ma1ntenance and ‘repair, and otheri
‘topics are deaIt-with in 65 assignments (19 units). . This
study, guide is based: on Plumbing by Babbitt, 1960, McGraw—

- Hill; and How to Des1gn and- Install Plumbing, by Matthlas
and Smlth, 196L, Amerlcan Technical 8001ety.

- Plumber and Plpefltter
_;197h R

vThe University'ofATexas at Austin .

ThlS manual contalns the baslc 1nformatlon for the
plumblng and: plpeflttlng trades needed by a two-year’ ‘'student;
as related instruction for on the job tralnlng. The| 22 .

' ass1gnments .cover safety, hand tools, fasteners, water -
. supply svstems, waste systems;, -and welded ‘pipe” work.ﬁfA
'required ‘reference is Hand Tools for Metalworklng Trades,

“'1;3rd ed1t10n,\l972 =whlch is. publlshed by th1s deparument. s ?yﬁ

“'_MbJ Jules Oravetz, Sre.

ITT Educatlonal Publishing .

Plumbers and P;pe F1tters lerary \
] " . !

|

!

The books-in this series were wrltten to provide the

N

Enomplete llst of re 1onal apprentlceshlp offlces 1s 1ncludedf”ﬂ

student and apprentice with the related- classroom 1nstructlon_~

necessary to becoming a competent tradesmans  Recently
updated by a profess1onal engineer utiliging the latest
developments in the plumbing :and heatlng 1ndustry. this
seriesiis particularly suitable for ‘use in: comprehens1ve'

'T‘bulldlng trades programs..-

G VOLUME l.; Contents: | Plplng mathematlcs, physlcs for

;plumbers ‘and: pipe" fltters, plumblng materlals; sheet: metal,
L opipes: tools, solderlng, lead  work;: formulas, tables,[;‘
*;calculatlons, and review, questlonsagu Hil IR
b ‘VOLUME 2.’ :Contentss . Water. supply, dralnage. sewage ‘
jdlsposal ‘pipe 301nts, plpegflttlngs, roughlng—ln,‘valves Y
Pend faucets, llxtLres, and r‘Jlew quest onsoﬁg;gn;,_,‘v o




: VOLUME 3. Contentvil Plpe fittings; gas piping; steam -
‘heatlnglsystem ‘hot-water heating systems; ‘boiler flttlngs,“ﬂ““”““
- heating system plannlng,;fuel 0il: tank installation; air
conditlonlng.lbrax1ng and weldlng, and rev1ew que stions.

o Relate ‘fnformatfon: Plumblng l;
‘%“[;by Harry Slater, 1958 ’ : %

Hi
{

Delmar Publlshers

‘ : A competent plumber must not only develop ba ic skllls,ﬁ‘
]but be- capable of" applylng a wide’ range of the technical ‘,?g
;lnformatlon related to his- trade.: Plumblng is the first of
ii-ar three- volume series: presentlng the related: technology i
jLﬁneeded to- supplement the pract1cal work performed by ithe .
;Yﬂapprentlce on‘the job. " .This' book' is: organlzed according .to
Siaiiunit) pattern which. allows -the  instructor to structure the;~f
y;course SO as to meet local tralnlng requlrements.‘ The text: -
is dLV1ded 1nto the/ follow1ng 7 sectlonsx; Pipe: and Flttlngs,1
jt501l Pipe, Cold Water ‘Supplys, Dralnage Systems, Hot. Water
v»Supply ‘and letures.; The 'sections are divided: 1nto units and
..each unit contains ObJectlves,_Related Technical Informatlon,‘
Lo and Suggested References.. Ass1gnments are: prov1ded to give
‘3f»;the student the opportunlty to test his mastery of:the
+ .wcontenti'of’ the unit. Charts, dlagrams and; draw1ngs are . also
-]:"glncluded to help 1llustrate the materlal.»‘ IEAIRE RN A AT

1\dfCﬁRelabed Theory for Palnters and Decorators
“?231975 R S P B PR

o
/.,

Rutgers, Kllmer Campus

.,», 2

AR Th1s is . a rather elementaryj, eatment of the pa1nt1ng
. p:trade, des1gned toi-increase' the. students understandlng of
¢ the materials they: deal with. Under "Tools and Equlpment "
" stress is placed on safety precautlons. Also d1scussed in.
' some detail are: kinds:of palnts,~clear coat1ngs ‘and:
‘jfflnlshes, ‘color, pa1nt failures, and ‘spray painting. i An
.. extensive glossary is 1ncluded The book is~ 1llustrated w1th
',Qgplctures and numerous cartoons. ;

i fﬁResldentlal erlng (House W1reman)“1'$
J1§1970 R L . PR

’ Un1vers1ty of Texas at“Austln
Lo "Res1dent1al W1r1ng is! a study gu1de w1th un1t tests.
’The 34 assignments (8 units’ of study) cover safety, tools,-
- rnughlng-ln,‘urlm out, signaljsystem, appliance 1nstallatlon, .
‘troubleshootlng, serv1ce calls, and customer relations. ° o

Ee
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Sheet Metal Blueprlnt Readlng for the Bulldlng Trades ,
by Claude Zlnngrabe, 1971 R SR IR

Delmar Publlshers

o The purpose of : thls book 1s to teach the, student toi:ll‘;
*1nterpret those" plans which deal with- the" ‘sheet metal :trade’

k‘”rln ‘building construction, ‘and: other trade pr1nts related tov;hﬁ

' sheet metal work., This knowledge will help in the efficient

cfat: ication and. installation of ‘'sheet metal work. “The book’
‘is divided ‘into units of instruction, and. obJectlves and -
'T”ass1gnments are included: along with the instructional'’ S
"material. Fifteen drawings are prov1ded in the back" of the,lf~

book and are des1gned to'be ‘used with certain- asslgnments.

" Detailed instructions for the completion of all assignments .

.are. prov1ded throughout the.text.: A review of measurement,ikf

:[;anvular measurement and draW1ng is also prov1ded., Howeveru“
i a knowledge -of basic mathematlcs ‘and mechanlcal draw1ng is®

‘:assumed.

. Templet Development for the Pipe Trades
by Ro J e JoneS, 1966 i

Delmar Publlshers

Us1ng a loglcal sequence of 1nstructlonal un1ts, this
.,book covers the fabrication of various p1pe intersections:
commonly used in heating, plumbing and power plant 1nstalla-
tidns. Beglnnlng with the simplest form.of pans which may
be used as liners of other containers, the text progresses
_ through the fabrication of roof flanges and, cyllndrlcal
“.objects to the more complex methods involved. in" the develop-

" ment and layout of complicated pipe 1ntersect10ns. Step-by-

.step explanatlons of the pr1n01ples 1nvolved enable the
:ffstudent to .progress- through the various steps of rectangular -
" and cylindrical layouts. Dlagrams and ‘detailed instructions

‘accompany each ‘assignment. Each as51gnment ‘includes a
-~ problem in pattern: develdpment and a series of review ques-

: tlons to insure mastery- of the mater1al.

: j .
;erlng for Your Home, Fllm

Changlnv Times Educatlon Serv1ce

This film provides an artwork presentatlon of the o
~fundamentals of electrlclty and emphas1ses the 1mportance~

: ""o':'f‘ " ad eo ua ‘t"e" z w} r lng,, fus ln g and C lrc u l t S ln the h ome . ..“ MRS S sat AN S et "‘

|

i
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Woodworklng for Indust
by John Felrer ; :

[

Bennett Books

IR AN Thls book prov1des an 1ntroductlon to the field of
«1“’woodwork1ng. It covers:building construction as well as
o oicabinet maklng. “Technological developments in products,
;?]tools and | bu11d1ng techniques are also discussed. The book
“iils wrlt en in direct, simple language.}; ‘ : ‘

| ‘:‘l‘oi?BUIIDI‘NG_ MAINTENANCE A‘ND’ HodS’EKEEPING 3

Bulldlng Care for Hospltabllty Operatlons

<

ITT Educatlonal Publlshlng

- The proper profess1ona1 malntenance and cleaning of all'.
B bulldlngs, restaurants, and public areas in ‘hotels and
motéls is presented in this complete and practical guide.
" This text emphasizes. step by step instruction for the non-
'ﬁspe01allst employee, such as the utlllty worker, handyman,
.~ or custodian. The book also offers a ready reference for
' management concerned with clean, economical - building care.
It serves as an invaluable aid to maximizing contract clean-
: 'ing, since the contents are full of shortcuts, trade secrets,
~and cost-cutting technlques.» Specific topics discussed are:
wall washings; w1ndow washing; floor care; cleaning public
areas; lobbies, stairs, and corridors; lighting maintenance;
washroom cleaning; pest control; cleanability in design; ‘
~care of painted surfaces; maintenance of metal surfaces;
- special cleaning problems, restalns, minor repa1rs. and
f:structural care.;[[ ‘ ‘

":Building Maintenance
by Jules Oravetz, Sr.

'Howard W. Sams and Co.; Inc.

: The materlal for. thls careful survey of bulldlng
jjmalntenanoe Asreas was collected and wri .ten by a professional
. .engineer. Maintenance personnel from many industries were
© " involved ‘in.contributing information, since the maintenance
o oofs modern office, industrial, educational, and public build-
~.ings i3 a complex operatlon calling for many different

“""gpecial-needs programs: ‘because 1t not only explores the
- methods and techniques of . malntenance and - building repair,
‘but stresses malntenan"e cost reduction through preventlve

T 3measures.

'skills.. This text is w1dely accepted in vocational and some‘wgmyy
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. %" The ccntents includes painting and decorating; :
plumbing and pipe fitting; concrete and masonry; carpentrys;
roofinz maintenance; glazing and calking; sheet metal;
electrical maintenance; air conditioning and refrigeration;
. Insectrand rodent control; heating; maintenance management;
- and custodial practices. | | ‘ ‘

3uilding Maintenance Man
1673 '

‘ ”nlvprSLty of Texas at Austln‘

: Des1°ned for use by blgh school students, this manual
is a broad study of the fundamentals of carpentry, plumbing, °
~painting, stuccoing, texturing, paperhanging, screw stud
framing, floor coverlng rooflng, glass work, concrete work, .
electric motor sservicing, and many other trade areas requlred
of maintenance mechani:s. The text consists of 45 ass1gn—
ments and is 378 Dapes "long. A coordinators guide is also
qvallable. ‘ L T

jCleanlng Restrooms Self Tralnlng oursej,
Restaurant Hotel Alds . |

ThlS booklet covers the complete restroom cleanlng
- job in steps and photographs that are ou1ckly read and o
.easily understood. - Included are-53 photographs, 3 review ;
vsectlons and u tear out checkllsts for on- the JOb use.

‘"us+od1al Tralnlng - L "“ ‘:‘nf] g e -
Learner s’ Manual, 1966 ‘ ‘ R

The Ohio State Univers ity
Instructlonal haterlal ‘Lao.n

o~

An excellent aource, th1s manual was des1gned to give
puilding custodians a better understanding of the problems.
involved in providing adequate bu1ld1n£ services. It
presents, in an organized manner, many ideas, practices, andv

,hestlons which have been successfully used. The material

lncluded is adaptable for training custodians for any type

of building, ‘i.e. office, school,’ ‘industrial establishment,
institution, hotel or public building. The following topics
‘are covereds ‘work schedules,. operational tasks (such as
dustlne, cleaning, etc.), different floor types and the1r
“carey fToor malntenance™ naterlals, cares of ‘equipments and
purch3s1nﬂ of QQUlepnuo' | :



fFunctlonal Houseke;plnv in Hotels and Wotels‘ﬁ
;by John T. Fales . : ‘

Howard W. Sams and Co.; Ino.‘

: ‘ The manaeement of the housekeeolng functlon in today S
‘hotels and motels has achieved a high degree of effective-
ness. Its development in recent years has been rapid and
significant. This book will enable the student to reV1ew
- the state of the art of hotel and motel housekeeplng as it
exists today and to ass®®t in its further progress. -~ The -
- book's contents includé: Organization; Staff; Employee
Recruitment, Selection, and Placement; Tralnlng, Human
Relations; Job Study; Work Improvement Organizing, Plannlng,
and Scheduling; Operatlono and Controlling; Fire Hazards;
Purchas1ng, Materials; Floor Care; Linen Service; and
'D1scuss1on Questions. ‘ - ,

L2

‘ Home and BulldlngVMalntenance ‘
by James Woodin and Louis Hayes, 1Q69

MCKnlght and Mchnleht

"This book- supplles the follow1ng 1nformatlon for those
* buying a home or even maintaining an apartment: 1) tvuical
‘maintenance JObS well within the capacities of the hi:x school
student or the average homeowner, 2) basic information needed
in "sizing-up" a job and 3) informdtion useful to custodians"
of large buildings. ‘The book prOV1des basic 1nformatlon on
 the skills and tools needed for many maintenance jobs, along:
“with a general knowledge of the .operation of devices and
isystems. The following topics are coveréd: electrical
_ service and systems, maintenance’ of electrical devices and
‘Qappllcances, the plumbing’'system, heating systems, tools’and
. equipment, care. of floors and furnishings, palntlng and
~interior maintenance, exterior maintenance, and special
" problems and activities. Each chapter has .suggested activ-
ities and a llST of references “for future read*ngs. Many
- pictures and diagrams’ are provided to clarlfy the subject
matter. Tables and charts are included- in the appendlx‘
which supply the 1nformat10n needed to carry out varloqu
malntenance 1obs. i

fThe Nalds Cleanlng the Bathroom, Fllm, H 201

. National Educatlonal Medla, Inc.

r-.-.-:-,:.-m"‘he-—.proper proreduresﬂfor cleanlng -0 oathroom are...
rfiemonstrated in this film. It provides instruction in
.cleaning the wash basin, fixtures, tub, stower, tollet bowl,
floors and: walls. Careful attentlon is pald to prOV1drng ‘

Ly
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'necessary aubplles and to the corPect use of detergents and
~ other cnemicals. The importance Of reportnng malfunctlonlng
- vplumblng or electrical equipment is also stressed. Con-

“scientious. work and thoroughness is encouraged . throughout.”

3

' The Maid: Making Up the Room, Film, H 62"
National Educational Media, Inc;

; This film demonstrates the reSpOnslbllltles ‘of a, mald
" making up.a check-out room, with sbecial emphasis glven to:
_thoroughness in cleanlng.‘ Emphasls is placed on the proper ‘
technique for making up a bed, as Well"as clean-up procedures,
changing of linens, dusting and proper guest relationse.
Also included is disposal of wastebasket contents, replenlsh-
“ing supplies. handling items left V guests and- flnal in-
spection. - . ‘

i

SanltatlonL Safety, and Malntenance Management‘
. by SBruce H Axler ,

ITT Educatlonal Publlshlng

o A comprehen31ve,;1n depth dleusslon of all aspects of
sznitation, safety, and maintenanc® for the: manager ‘is pro- |
vided by this texts It includes Practical suggestions, dis-
cussions ‘of the manager's responsi ilities, and tips on
safety for both employees and the Public. The 1mportance of
maintenance and sanitation is emph@sized, .and methods for
1mplement1n£r the suggested procedul®s are ‘included.

The contents include: ‘1ntr0dUCtlon to the manager's
responsibilities and egonomic 1mpllcatlons, microbiology of
C ‘ food and environmental surfaces; eMployee and public safety;
R T food preservation and conservations food handling management,
e warewashing operations; environmental sanitation; general -
cleanlng practices; general ma intenance. practlces, landscap-4
inz and structural maintenance; swlmming pool maintenance,
sanitation, and’ cafety..personnel Management; day-to- day
management; increasing worker prodUCtlvlty, specification
and purchase of eau1pnent and supp les; appendices of records,’
forms, and checklists; and auestlons- .

~

o~
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- Cash or Charge ‘dvrlljr‘??fffofﬂt. : _“,1:‘§+;i“‘f‘?ﬁifif
j’by Rlchard Everhardt ,L PR R TP A T
| Ohlo State Un1vers1ty S -

The Dlstrlbutlve Educatlonal Materlals Lab

Th1s manual explalns the 1mportance of retall credit, ,
identifies several of the more popular ‘types of credit cards,
,and describes how to fill out cash and''charge sales checks.
The manual is divided into 2 parts. Part -one: conta1ns simple
'.examples of cash. s11ps,‘wn11e part -2 1nc1udes -actual checks -
that are used for Bank Americard: 'sales.  ‘Because the publi-=’
cation is intended as a preven+at1ve aid to problems which
oo dis trlbutlve educatlonal students might: face on:their Jobs, S
,aj‘“lts use: is recommended in: conJunctlon with the student's. ‘
" daily encounters. - Presented in the manual are: 1) methoas
o for teachdng the various sales’ concepts, 2)>supportpwe trans- o
; ’“_'parencles, and - 3) student handouts. D e
‘ ! [ r[ -’
o Checker Cashler i !
by Edlson and Mllls, 1975

South Western Publlshlng Co.n

_ “The fundamental operation of the cash reglster is
~ presented in this-text-workbook. It consists of nine" sectlons
of textual material with a total of 29 worklng projects. The
book shows: the place of the cash-register in store control-
and presents text ual material deallng with such top1cs ‘as
‘publlC relations and the store image. The: workbook will
requlre 20-<25 class hours to complete.

o

f7Q.Checker s Manual
v’{ Natlonal Assoclatlon of Retall Grocers«~

. ‘ The procedures used by food store cash1ers are out-
_11ned in this manual in- the format.of s»ep by - step explana-
. tions. Materlal concernlng dress, .work attitudes, checkout

xnprocedures, ‘and “sales ‘tax are included. Information is =

~‘given on.how 1o handle common errors on the cash register,.
redeem empty contalners, cash checks and answer complalnts.

'HandllngACheCKS and Credlt Cards. Fllm, B 40&

Vatlonal Educatlonal Medla, Inc. |

ST ~This fllm teaches “clerks and cash1ers basic procedures‘”
"‘for handllng checks and credit cards. Methods: for determlnlng
wh1ch checks and cred1t cards -are acceptable, wh1ch should :

[
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D rewncted and whlch should be re?erred to the manager or ', ;
"Credi_:deoar+ment are demonstrated through dramatic’ portrayals, :
of check and credit card transactions. The film stresses R
the points which determine acceptablllty, such as the con-, .

ditions #f the check or credit card, to whom the check is madek'f

out, correct dates, expiration dates, acceptable‘ﬂoney limits,
and other determlnln? factors. . Also included are correct
procedures for ~ecur1ng customers" proper ‘identificatibn and"
many other factors in check and credit card acceptance. There
15 an emphas1s throughout the £ilm on customer courtesy.

Handling Mongx,lFilm. B 404

r"a“\:ionml Educa+~onal'Media, Inc.

Prover. and safe. methods of handllng money are 1mportant
s el protecting. business-establishments’ agalnst .losse...

_ -‘lm demonstrates Jbasic principles involved in the
ftran fer of money’ ‘from one person to another. ‘The film~
emphasizes that such transactions can be accompllshed safely

- znd with -mutual satisfaction. It attempts to create the

attitude in employees of '"treating your money as ‘their own.
Real-life situations 1nvolv1ng cashiers and clerks are used

to presont, in detail; the proper methods of counting money,
making change and avoiding the erragrs commonly caused by _
interrurtions. The film makes personnel more aware of areas
in which mistakes most often occur. Special consideration is
~give: Yto the handling and treatment of large bills, ~iHow to . -
-spot marked, altered. or counterfelt money, and the artlflces
foz the snort change artlst are also d1scussed. .

‘My(Firsf'Joo{‘ Checker—Cashler, Fllm

Coronet Fllms, No. 3437

= A young woman ‘working 1n a medlum size supermarket
+alks«aoout the personal quallflcatlons and the respons1b111- :
»Les of he checker cashler.. ‘ : , | :

by rlrst Jobt -'Drggstore Clerk, Film

Coronet Fllms, No. 34&0

-

A young. woman relates some of her sales experlences ‘and .
© on-the-job training in a medium size drug store. ' Her*job
lcomblnes all three areas of retail work; selllng, cashier

. duties, and stockhandllng. SRS ‘ R
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blfThe Retall Cashler, Fllmstrlps w1th records‘ﬁ
p‘The Chase Manhattan Bank 7?"” , ‘

McGraw-Hlll Book Co.h | L “d ;J:Q'"l

v ~ Des1gned to: 11t any d1str1but1ve education program, o
”,tnese filmstrips dep1ct all aspects of. retail cashiering. -
' Counterfeit currency ‘is the topic of the first filmstrip, i
which students are shown exactly what to look..for when ,
suspicions arises Handling cash, methods of counting, mak-*
ing change, and -sorting bills are: among . the procedures
F described in: the second filmstrip.” Checks'are reviewed 1n
“ 3 the. th1rd fllmstrlp, and students are shown how checks . :
'wy_ﬁgclear, how long: ‘the. procedure ‘takes, as well-as how checklng
'gﬂfaccounts are. ma1nta1ned., ‘The fourth .filmstrip is about. cred1t
. ‘cardst .the dlfferent types, the 11m1ts each carr1es, billing,:
o+ and. "hot. llsts." .The fifth fllmstrlp shows students how to. .
' go about securingi customer identification. ~Here students
are: ‘given: guldellnes on: the validity of the- dlfferent forms
. of ID. - The filmstrips come with a. text- ~workbook that' .fir
' ..encourages student involvement w1th many dlfferent klnds of
-1nterest1ng exercises. : ‘

. ¢

e What Every Clerk Should Know

Natlonal Assoclatlon of Retall Grocers } o 'f‘ e

Beginning retall food store employees may flnd thls
“booklet useful as an aid’ to acceleratlng their orientation to
.. the various jobs for: beginners. “General personal- appearance,
\fmanners, work -attitudes, and work technlquec are stressed.

‘H‘il-Tlps on-how to sweep floofs, clean and restock shelves, build =

. splays, and maintain an attractive store, ‘inside and out,
‘1'are 1ncludeda :

’ 6'_‘CVOMPUTE‘R5>AND DATA "IP'ROCESSING'

‘Lm‘Bus1ness Data Process1ng I
”yby Robert Albrecht B

Dlgltal Equlpment Corp.

i ; De51gned for beglnnlng programmers and data proces51ng
" students, this workbook provides a study of data manipulation,
o l1sts and orderlng. The teacher' s gu1de contalns program"

- solutLons.r

B
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Computer Concepts .

by the Natlonal Data Process1ng Instltute,‘lnc;ﬁlih

ITT Educatlonal Publlshln

K

These 'student- actlon text workbooks can °erve as pre-a

" requisites for any programming’ language and conta1n all of

the computer theory any studert needs. Clearly. and .con-

§3c1sely,.they cover all of the bas1c .computer concepts in a
" logical, easy-to-follow sequence. ~The text of these two’
volumes- is intended to ‘coveir all computers, regardless of'
- the manufacturer. When reference to a specific computer 1s
.. necessary, that referehce is to the IBM System 360.

Computer'Dictionary

‘ ~lComputer Problems for Bus1neSS I
~. - by LeRoy Flnkel :

by Wlllard R Jarchow B

”_:;by Charles J. Sippl

ITT Educatlonal Publlshlng

Thla d1ctlonary covers the’ fleld of data process1ng, asf
well -as the ‘equipment and SJstems in use. ‘It lists. more -than -
5000 def1n1tlons, acronyms, and abbreviations, but is more

" " than - "just a dictionary." It .devotes .more ‘than. 135 pages to x5
- 20 appendlces ‘containimg short, factual discussions:and

listings of" pertnnent information on many phases of electronic:

- data process1ng. Ideal for student use, the dictionary was
“Z~compiled”by author Sippl, an instructor of computer and

related courses, who #nsund that students and others are often

: hand1capped because they do not understand computer terms.

B

" . . P T . L -

Dlgltal Equlpmcnt Corp.:

An assortment of bus1ness problems for computer

solution that are—app ; high school business
" classes. Toplcs include comparat1v

shopplng, truth in
ements, net pricing,

lending, 1nv01c1ng, mortgages, bank st
'svgulde‘

the gas squeeze and budget forecasting..
conta1ns sample problem solut10ns. ‘

Computer Programmlng--Assembler Language

ITT Educatlonal Publlshlng

mh‘s'"sw;“e—clearest~presentat1en ye_—made—oﬁ:the»hlgh~-u:

'112 |

ly complex Assembler Language.. - 'This text-workbook presents

'fthe detalls of. Assembler Language cod1ng through 10 un1que 3'



. programmlnc problems useful w1th the follow1ng th1rd-v"‘
ujp;jveneratlon computer: eqqument famllles: IBN System/360,,
prnlvac 9000 Series, and the RCA Spectra 70. "This ‘book
" 8tresses.the programming needs that arise from managerlal
~and record- keeping functions of business and governmental

.~ organizations. The: student problems, ‘as ' well as the
- programming examples, all relate to the inventory control
application of a fictitious electrical wholesaler.

Lol

 Key Punch Co L e
e ITT Educatlonal Pub11°h1ng e

. .. A full, thorough explanat1on of the program card and
the functions of the IBM 026 and the - IBM 029 is presented in
this text-workbook. It conta1ns 21 real-life Job exércises
~including accounts receivable, accounts-‘payable, payroll
. ..problems, time-cards, 'sales analysis and computer source-
“.problems; plus s1x numeric drills for accuracy and speed.
"Using this texth workbook, a student can-learn through
,‘vpractlcal application at his own pace whlle the instructor
tiis free to provide . 1nd1v1dual 1nstructlons.‘ o

m.-.

Key Punch Klt . v“ u\{;u:"‘ﬂ i S ‘”‘ f“y';

v'~ Contalns the text workbook and a klt of 1500 cards 1n

,a ‘heavy- duty- box... Using the text- workbook and kit, a- :
" student can learn through practlcal appllcatlon at his" own
pace.a Order with Key Punch text (llsted above) S '

kY
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The Art of Halrstyllng
-,by American Beauty Serv1ce, 1966

A

Amerlcan Beauty Career Serv1ce
o The Art of Halrstyllng 1ncludes 1nformatlon on ha1r—
.cutting, shaping and pin curling, finger waving,-hair-
qstyllng, and advanced styling. The 'hair-styling chapter.is
~broken down- ‘into’ three*parts, each dealing with a section
" of ‘the haire  The.first division discusses the side, the
- second the tOp,,and the third the back of the head. The
.. .. student is.given the opportunlty to creaté numerous styles
AV by;@omblnlng the . three in various wayse The manual 1is, well

\\ 1llustrated. ‘ T R o

I R T
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FﬁjCareers 1n‘Cosmetology,‘F11m

Natlonal Career Center o

. A look at the career opportun1t1es in, ha1rdre551ng

- and cosmetology is presented in this fllmrmuit provides ‘
facts on: aptitudes, quallflcatlons, tra1n1ng requlrements.
employment'opportunltles and other career 1nformatlon.1 o

Chemlstry in Your Beauty Shop s - T : i
by Arnold ‘Lowman, 1959 - - A S

Card1na1-Laboratories,'inc."‘ ]‘ ;M;f '''''''

‘ The author has a research“background 1n'the pharma—
ceutical, medical and--biochemical fields, and speaks with

‘author1ty on_ chemlstry in the “beauty. salon.- Many fundamental :
facts.--are™ glven on-the comp051tlon and’ behavior of substances,

—the cold wav1ng process, shampoos, cream r1nses,rha1r tints

~and various other hair products. One chapter is. devoted to

L3

dangerous chem1cals used 1n the beauty salon. Soes

Cosmetology—-The Keystone Gu1de to Beauty

o by Anthony B. Colletti, 1970

: Keystone Publlcatlons

>

Thls basic cosmetology text deals w1th both practlcal
aspects of. the occupation and related theory. The "why" as
well as’ the "how" of the varlous practical occupations is

explained as the material is presented. -A cartoon character‘3

;;gcalls attention to 1mportant points throughout the text,
. providing an interesting and unlque approach to a ba51c
“cosmetology textbook.~‘ ‘ C - ‘

'»f-Men s Halrstyllng as’ Your Career, Film S |
1973 ' r : . C L ST, o

Natlonal Career Centerf;mif“

R Is there a need for barbers and men's. ha1rstyllsts in
today's society? ‘This film. helps.to answer: that questlon by .
stre551ng the grow1ng occupatlonal p0551b111t1es in-the male "=
- hair-grooming field. A view of “in- training activities is
'presented, along with on-location 'scenes of. 1nternatlona11y
renowned halrstyllsts as they dlsplay the1r talents.:‘ g i




Related -Science Cosmetology"
;by Edward Wasserman, 1972

Rutgers--The State Un1vers1ty ‘
Kllmer Campus ‘ | L - e
SR e The purpose of th1s book is to prov1de instruction 1n
‘ _J;(f”the iences associated with Beauty Culture. .The text 1s
o o divided: into 11 units, covering the following topicss
EOERE Hyglene and Sanitation, -The Unseen World (microscopic ,
~‘,organlsms, bacteria, yeasts, ‘etc.), The Human Body (cells,
tissues, nervous system, digestive system, etc. ), The Skin, -
‘. The Hair .and Scalp (composition of hair, hair problems,
el scalp dlsorders), The 'Nail (composition of the nail, nail .
P disorders), The Chemistry of Hair Products, Chemlstry of Tints
o and Bleaches, Chemlstry of Cosmetics, Electr1c1ty in, the
Ly f‘Salon and Light in the Salon. &Each unit has a summary, re-
“../ . view questions and sug‘ested study aids for home and_school.

‘Standard Textbook of Cosmetology -
by Constance Klbbe,‘1972 o

Nllady Publlshlng Corp.‘

- All phases of the cosmetology fleld are presented in o
this basic textbook for students. It is designed for. R
national use and therefore contains more. material than some

- states require.. ThlS 1s probably the most w1dely used of
the basic texts., I L , :

@ DRAFTING

‘nﬂfh~c Bas1c Draw1ng C R
L by Charles Green, 1970 = L

Rutgers, Kllmer Campus

SerV1ng the student as an. 1ntroductlon to“the funda-
, ‘mentals of draw1ng, this book 1s d1V1ded into five-units and.
,‘T covers ‘the follow1ng top1csx an - 1ntroductlon, orthographlc'
proaectlon, working drawings, section. drawings’ and pictorial
" sketching.  Each lesson contains ‘an. obJectlve, related infor-
:-(matlon, a551gnments, and questlons or problems.., Topics for.
‘ “discussion are also suggested. Diagrams. and drawings are.
'€1nc1uded to help clarify the material and new procedures are
taught w1th step by step 1nstructlons.‘ Because bas1c. ‘

; manner, thls book seems su1tab1e for the beg1nn1ng draftlng
: *f}istudent. :
| 120 3
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‘~ﬂmwsll
S ﬁijareers 1n Draftlng
Yo pn;ﬁfyby Abe Lelffer

Educatlonal D1mens1ons Corp.':xyjc]“

Th1s 1s one of an ser1es of career gu1dance klts (2 fllm—gj
strips, 2 records)s Wthh feature working profess1onals SRRt e
telling of their’ experlences and offering practlcal advices
In Careers in Drafting, Leiffer outlines caréers in technical, -
arch1tectural. structural, c1v11 and mechanlcal draftlng.v S

. Draftlng——I A ST f ‘:” ‘ o l“
3by Bruce Folena, 1970 ' o S - .

Rutgers, Kllmer Campus N

. Draftlng I prov1des 1nstructlon in the ‘use of fundamental
udraftlng tools .and materlals for the. maklng of worklng draw- jy‘~

. . : %v .
® ' 'ings,.. :The text .begins’ w1th an 1ntroductlon to. freshman~4‘

;1{"f]vf}draft1ng,«and progresses in a. log1cal sequence of 1nstructlon._‘g
. “The book is divided into lessons,tw1th each.lesson.. 1nclud1ng
‘*obJectlves, related information, and assignments to be " - B
icompleted by the student.A Dlagrams and" p1ctures are. provlded“‘wg
~ to helpr clarlfy the. mater1al.‘ Transparent overlays have e
: been developed for use with this text to- prov1de assistance.
~to students in intérpreting the directions. These overlays
~are available-from Rutgers, and can” be ordered for use with
the text.: This book appears. to provide comprehens1ve"
~1nstructlon 1n draftlng at the flrst year level.

1: . . .
. : . ; . ‘ v >

| Draftlng Technology :
by Elmer Rotmans and Homer Horton, 1967

Delmar Publlshers

. § Slnce it prov1des a well rounded course: 1n draftlng, ‘ v
’thlS ‘book is ready for use w1thout‘further preparation by. the. ...
flnstructor.‘ The beok is divided- into seventeen, unitse. Each s
L unit 1ncludes a progress1ve series; of 1nstructlon sheets to.
St adid the Student in the: development of basic.skills and in° LR
. gaining an understanding: of commonly used drafting: practlces.w 5
‘The instruction :sheets are. arranged in: order: of - learning-. RR
. .’difficulty. “Each 1nstructlon sheet ‘includess. a 'detailed-
- ‘discussion of each new draftlng pr1n01ple, 1llustratlons
and- explanatlons t6 'show how these! practices are applled,~
‘an ass1gnment and step—by—step d1rectlons for: complet1ng the.
assignments "Review. problems are also. 1ncluded to check .the =~ .
‘student s mastery ‘of thé&materlal.' Slnce the book starts at . .
©. 0 'a very  basic level, - and. progresses gradually through more.- o
e udlfflCult materlal, it seems well su1ted for the beg1nn1ng '
“jjg,draftlng student. o = H T -
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Drafting Technologv Problems
by Lawrence Gerevas, 1969 . .

Howard W.‘Sams and Co.'f

year couree for nechanlcal draw1nv technicians in junior
colleces, technical and apprentlce schools and trainee. pro—
gZrams.- Mechanlcal drafting is broadly . covered by these
problems,‘whlch start out with lettering and’ ‘end with machiné

- design. The ‘book’ was 1ntended for use with a comprehens1ve ' h
~drafting text. ' The' problems glve the student experience in

. the selection . and. spa01ng of views, ‘balancing of layout and
maklng scale decisions.: - The appendixi.contains: ’instructional  : .
materlal,‘charts, tables and " formulas- Wthh are requlred for;jff'
the solutlon of- advanced ass1gnments.~;d> SHL , L

“ The problems in th1s book are: des1gned to covzr a two-= T

Exploratory Draftlng--Carpentry
by Leroy Hullln,:]97l o

Rutgers, Kllmer Campus [
o The purpose of thls book 1s to 1ntroduce the student ,
to the drafting room,. and glve ‘him.an elementary 1ntroductlon
to carpentry drafting. | The book is divided into 3 units and
~coverst the use.of basic. draftlng tools, basic blueprint -
.reading and. carpentry draftlng. ObJectlves, information and
ass19nments are provided for each. lesson.:: Slmple‘draWings

sare 1ncluded to.1llustrate the" procedures.‘ The lessons are .
‘very elementary, and are aimed at the student w1th no. back-,jf;

ground in draftlng.' VU - ,_g,ii;_

~ g

o

Exploratory Drafting--Commercial Art = = o
by Leroy Hullln and" Neal Perklns, l97l e ‘

Rutgers, Kllmer Campus

o Whlle serV1ng the student as‘an 1ntroductlon to the
‘ draftlng shop, this ‘text: prov1des spe01al emphasis on draft-

»{x 1ng for commer01al art.r -The" book ‘is..divided into three :

e un1ts.1 Unit-I'covers the use of draftlng ‘tools, Unit II
.covers: ‘basich blueprlnt‘readlng, and drafting for commerc.ial ‘
art is covered in-"Unit IIT.  Each lesson ‘includes objectives,
relaued 1nlormatlon, ‘and the instructional material perta1n— >
ting to that toplc. Illustratlons are prOV1ded to help ‘
clarlfy the. materlal. Ass1gnments are also: prov1ded which
allow students to apply - ‘what. they ve'learned. ' This book '

_..seems quite appr‘ riate-as an 1ntroductlon to draftlng for

" 'high school stud- - R U R e A SO ¥
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. Exploratory Drafting: Horticulture
“afby‘Leroy.Hullin; 1971 Lo

T]‘ln hort1culture.( ‘The book ‘is divided ‘into 3 major unitss
*‘,“rHOW to Use Basic Drafting Tools;, Basic. Bluepr;nt Reading- and_
: Draftlng for the Hortlculture Student. . The units are’ divided

:Vflnformatlon and . step by—step 1nstructlons on- draftlng pro-i

: Exploratory Draftlng——Masongy

Rutgers, nllmer Campus

' - The purpose of this Dook is: to 1ntroduce the student ,
to draftlng, ‘with an empha51s on the draftlng technlques usedij’

‘into. lessons, w1th each lesson contalnlng ob1ect1ves, related

/cedures. Slmple draw1ngs dreiused to illustrate:the: proceduresd"
A551gnments are included, as the student is expected to be- P
ablé to apply what he has learned. This book was written at

ff’an elementary level and assumes no background in draftlng.

.- "l- :

J .

by Leroy Hullln and Neal Perklns, 1971

Rutgers,‘Kllmer Campus

As 1t acqualnts the student w1th ba51c draftlng, thlS'f]i"

;,f.book empha51zes the uses:that can 'be made of drafting. by the:
I masonry student. The. ‘book is divided into 3 uwnits.. Unit I .
‘«“ﬁﬁfcovers ‘the ‘use of " basic-drafting. tools.; Unlt II: 1ntroduces Qﬁ[.‘
i basic blueprlnt readlng.» Drafting for ‘the masonry student
is cowvered ‘in..Unit III. Each lesson has obJectlves, related
iﬁlnformatlon and step—by—step 1nstruct10ns for the tasks.
- presented. Ass1gnments are. also’ prOV1ded to give the stu-,
. ..i.dent ‘the: opportunity  to: apply what-he has: ‘learned. Illus=-:
““Qitratlons and: diagrams are 1ncluded to help ‘clarify the mater-
~7'ial.  This book appears well-suited as an introduction toﬁngrﬁjq
wfdraftlng and masonry for the ‘high’ school student."”‘ Ll

’}i“,Exploratory Draftlng—-Prlntlng :
by Lerov Hullln and Neal Perklns, l9/l

TR Rutgers, hllmer Campus

Alcng ‘with 1ntroduc1ng the student to the draftlng

llroom,thls book points out the ways in which drafting: practlces

are: useful to’ the : prlntlng trade. The book is: d1v1ded 1nto S

. 3 units.; The first: unlt ‘covers the use of ba51c draftlng :
J‘Ttools, Unlt IT provldes 1nformatlon on- ba51c blueprlnt readlngs,f
-~ and* draftlng for the. prlnt ‘shop - student is. ‘covered 'in: Unlt III.
“Each lesson has ohgectlves, related 1nf0rmat10n, and step by—.

l'fstep. 1llustrated 1nstructlons on how to perform the tasks.;ﬁ
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Assignments are provided which give the 'student the oppor-.

. tunity to use the new skills. The book covers basic and
~simple projects which will ‘help the student in the shop, in
:pis hobbies and around the home. The book is written simply
and clearly, and seems very well suited for the high school
student with 1ittle or no background in drafting or printing.

. Exploratory Drafting--Sheet Metal ‘ - .
: _“bwaeroy,Hullin,MLQZlMMMWw%mmwfmm,MWNW“WMWMMWMWMWWwmwwhwwwgmpMw:Ng:

Rutgers, Kilmer Campﬁs

The purpose: of this text is to acquaint the student
with the drafting room, and give him a brief introduction
to gheet metal drafting. The book is divided into three
sections: how to use basic drafting tools; basic blueprint
_ reading; and basic sheet metal drafting. Eac!. lesson has -

‘an objective, related information and detailed instructions
for the assigned tasks. Simple illustrations are included
to illustrate the procedures. This text is written on a
very .elementary level and is appropriate for students who
nave no background in drafting, but are interested ‘
specifically in sheet metal drafting,

Interpretin Engineering'Drawings
by C. Jensen and R. Hines, 1970

Delmar

‘ For students, apprentices, journeymen and others who
‘need to know how to read and interpret engineering drawings,.
this text presents instructional material in'a logical
‘sequence. New drafting conventions: and simplified drafting
D standards are..used-throughout. the.text. .- Written materials
. and illustrations Pprecede the drawing assignments and contain
- “related technical information and principles of drafting
‘necessary to -ihterpret the new material on each drawing.’
Wwhere necessary, shop practices are defined and explained to
. clarify the meanings of the operational notes on the shop
“drawings. Selected charts and tables needed to solve ‘the
provlems are all included. @ '

~

‘stryctural Drawing Manual

'\'f by Leslie Kiray, 1968

* Rutgers-10 Seminary Flace

0 rThis manual was desiened to meet. the requirements of 1 . o
" drafting technicians and structural draftsmen. . It covers the. . ..




duties of the structural steel draftsman in the preparation
of the detailed working drawings for the members of 'steel,
the concrete structures, and the correspondlng bills which
emanate from the drafting room. The drawings for concrete,
steel and roofing structures are covered briefly to aid the
drafting technician in this parallel .work.: However, no
.attempt was made to treat them exhaustlvely. The. purpose of
this manual is to guide the draftsman in the maklng of
~accurate industrial drawings, for production, once heihas.
B '.completed a course in geometry, mathematics and strength. of
o At PiA LS e - Tt s-aimed-at--both-~the- beginnlngwand advanced e e
_structural draftsmen and: technician practicing in classrooms* S
or the profe~Sional fields It Is primarily 'intended for use .
by the student in technical and secondary schools and . .
wherever structural work may be taught. However, ‘it can
also be of value to the~beginning draftsman. in structural
positionsas well as to the practicing technician making :
preliminary design layouts- for the builder .or contractor..

Technical Drawing
by Thomas ‘Mosley, 1968 v

' Rutéers, Kilmer Campus_

Des1gned as draftlng 1nstructlon at_ the first year -
technical level, this book can be used by’ the student as an:
instructional work text and by the teacher as a course of
study.  The book is divided into seven major! ‘units, and °
each unit contains a series of lessons. Each- lesson 1ncludes,‘
ob]ectives, ‘information, ‘and ass1gnments. References are
also included for other sources, such &s newspapers or other
(but not specific) drafting texts.* ‘The material is, presented -
in a:logical teaching order, and- has been deslgned for use
with .any._standard drawing.text. . Illustrations’ have been.. I,
included to provide supplementary ‘instruction for speclally S
related technigues. Charts and tables - containing relevant ) ’
information are included in the ‘appendices.

@ DRYCLEANING

Drycleaning and Pressing
Student's Guide, 1969%

»

Cnrriculum Coordinating Unit, Mississippi

S v Th1s zulde conta1ns an. overv1ew of the cleaning and
\ul'P. pressing fields. It cons1sts of ten ass1gnments that deal T
‘.WIth chemicals, soaps and detergents, fabrlcs and dyes, ggffvz“V




-trece1v1ng, 1nspect1ng, class11y1ng and mark1ng work. . There
1are add1t1onal topics covered in the ass1gnments as well.

fLaundrM and Dggcleanlng
by R. Wlllett and J. Grabner, 1970

Small Bus1ness Adm1n1strat1on

) Look1ng for a conc1se source of 1nformat1on? This RRURR
e ~~pamph1et 4is-designed-for-use-as- a -resource: mater1a1 -for.. e o e
students -on the: secondary level. TOplCS covered are:

.~ laundry, drycleaning, coin- operated, and nonautomat1c washers

'l3and a b1b11ography.

f@pFASHION ”

[t

. Color, Line, and'Design

~

Howard W. Sams and Co..

, Th1s book deals with fash1on drawlng and’ sketchlng for
»t‘the non art1st.; 1t covers color theory,: psychology and
“gappl1catlon as related to, apparel, sales promotion and adver-
I:t1s1ng.‘j A review of the history of. costumes with', text: and -
W1llustrat1ons is-used to teach the concept” of h1stor1cal ‘
influence on' modern dress. The remainder of: the: text dis-
;cusses accessories, ‘basic silhouettes, cloth1ng details, .
© size ranges,‘and categor1es.' A jointed fashion figure and
. full color chart are prov1ded along with the textual 1nfor-

’matlon.

xTH}Fash1on Accessories o | ‘ o
.h;by Leslle Ruth Peltz . MNWW;WMWﬂugwwﬂmwmmlmwmmmmuwmmmc;WMM@;WMQ@QW

ITT Educat1onal Publiching - =

o For fash1on students and fashion teachers who want to B il
‘know Everything About Accessories this new book can serve as o
‘a- good reference., - The topics discussed ares leather,'shoes,
. “handbags, gloves, belts and umbrellas; hosiery;- intimate -
- .apparel; mrll1nery, wigs; furs; jewelry; and cosmetics.
‘v :Each subgect is dealt with in detail. The style of presenta-
v tion isc stra1ghtforward, and easy- -to-read. Illustratlons
kg*are prov1ded to re1nforoe textual content..

ielgi;‘f?é
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g,Instructlonal Materlals Lab, 1975

ifFashlon Merchandlslng Internshlp Prog;am WOrkbook

',the student is employed in-a work/study program.

,v T;Selliﬂg,Fashionaapparel
‘3;by Mulllkan, 1975 A

Il

‘' material wh1ch give ‘an loverview of the world: of - fashlon,;v~tk
‘degcribe the salesperson's creative role:as a fashion = o 0L
. Consultant to, customers, dlscuss pr1nc1ples of fashion' des1gn”fpf

‘ang . textile: character1st1cs, and. present spec1f1c technlquesr""”

Fashlon Fundamentals. Ass1gnment Manual and Answer Book

Un1vers1ty of Texas at Austln

Fashlon Fundamentals is an 1nd1v1dua11zed ass1gnment

‘manual for. students’ ‘career. preparatlon in: fash:on merchan-ﬁ,gf“

diging," selllng, buylng, and entrepreneurshlp. The: format

v slmulates a fashlon magazine,: complete with or1g1nal artwork‘j"-ﬂ
.vnand’ colorful descrlptlve
\ }icover the’ .fashion 1ndustr wand careersy fashlon trends,‘,
j'elements of deslgn,‘color, fabrlcs, line, matchlng des1gn to
’u}lnd1v1duals, cultural 1nfluences,‘selllng, buylng, merchan-:
;vdlSIng. and promotlon. , S P e n

llustratlons.‘ Sixteen-assignments

B

. Howard w. Sam" and Co., Inc. .‘Q

Every phase of retall store act1v1ty is: covered in. thlsi :?

‘ text. Learning is encouraged by the 1nclus1on of charts,"
‘j'forms.‘and ‘questions'to be: filled: out. by ‘the" student.- ‘The
» . bopk contdins explanatlons of the following topicss ‘store
B Dollcles and: rules, employment and tra1n1ng,‘merchand1s1ng ;
.=1nformatlon, organlzatlon, sales promotion and: merchand1s1ng~dg
f act1v1t1es,.superV1s1on,_systems and - procedures. ' The goal is.

i

“o ‘build knowledge,‘understandlng and. confidence: whlle %;;'g‘ggVﬂ

.gv

South Western Publlshlng Co. .yj:p, : ‘ i -3;{ ,_?.‘L”V'

dThls text WOrkbook cons1s»s of s§ix sectlons of" textualf

for" selllng women's and men's apparel and accessories.. A" .’
,cOmprehenslve glossary of: 'fashion apparel terms follows ‘the':

textual material. ~'Six sections of projects: d1rectly related'fﬁ;ﬁ

to the textual materlal prov1de meanlngful experlences 1n‘”

;effectlve .fashion- apparel ‘salesmanship« .. ‘This. book can be’

‘‘used as;ai basicor supplemental text and ‘project’ workbook, forg,f'
& ¢lass studying: fashlon merchandising or. salesmanshlp, for a
Tidlstrlbutlve course’ for 1nd1v1duallzed 1nstructlon, and for
7“Smallsgroup study.-fu L SRR S




F1re Serv1ce Tralnlng._ Textbook, 1964 wzﬁm“t'TWl

The Ohlo State Un1vers1ty : s o
Instructlonal Materlals Lab. 5 ‘f}i i'ﬁ””f

S Th1s well 1llustrated,,rev1sed text 1s deslgned for ,
use 1n bas1c and ‘advanced; flre tralnlng courses., It prov1des;”
1nformatlon for ‘training volunteer and ‘paid- flre flghters;
“rChapter titleg ares” "COMMUnL ty " Flre ‘Défénseg, Chemistry of”
Firej Class1flcatlon and Use of Fire: Extinguishers,: Water.
- +As Used 'in’ F1ref1ght1ng,‘F1re ‘Hydrants, "Standpipe and Hose =
‘:,Systems,‘Sprlnxle Equipment and Automatlc Alarms, Fire Pumps,
m¢jF1re Hose,  Tools" ‘and . Equlpment,,Rope in.the Fire Serv1ce,y?“ .
;,Rescue, Driving Suggestions, Fire Detectlon and Arson’ it
'ﬁInvestlgatlon,.and Inspectlons and Radlatlon Hazards.ffi»“v'

i , i

e

»]Tby Fred M. Stelngpess oo - : PR A

Amerlcan Technlcal 5001ety

P ‘ﬁLow Pressure B01lers 1s a. text 1ntended for practlcal
ljvocatlonal training of firemen for’ 'schools, apartment’ bulld—'
¢ ingsy ‘institutions,’ publlc bulldlngs, etc.y In a detailed: -

©t -study of: each: system that makes up ‘a b01ler installation,”
.3“§essent1a1 information'is glven regardlng: combustlon, water,’
. draft,.and steam.—‘Whlle the 1nformatlon 1s ‘not spe01flcally

> 1re1ated to. hlgh pressure systems, it will be of great vdlue::
'to. the fireman' worxlng in the- hlgh pressure boiler fleld.‘~p3
: j'ﬁThroughout the ltext,: cons1deratlon is given. to technlques for
yf»*‘«use 1n redu01ng smoke and pollutlon.e~¢g‘«“ ‘ ; T

e ~Pump Ope I‘a -t 1 on a ')d ,,,,, 'wa :Lnte nanc @ et riet ,,._ ,,,l;..,,f.,;,,....:_ , ORI R
*iby R01 Woolley and nobert Ely,;l97l ;

Callfornla State Department of Educatlon
Eus1ness SerV1ce Section Lo
Textbook and Publlcatlon Saleslja»‘~

S Des1gned for use 1n the tralnlng of flre flghters,:vi;:¢
_thisistudent: manual focuses ‘on modern flre department pumpers:;
~and. the changes in. their. des1gn,-constructlon and operatlon.
y,fFour units provide information:for. 22 lessons. organlzed ass
-1) Pumping apparatus, 2) Pumplng apparatus and maintenances;. :
- 3). Pumping apparatus tests and- 4) Pumping apparatus opération. -
The appendix prov1des a: glossary, ‘informaticn on heat and ”f,‘”
‘water,, truck brakes, and methods of checking the condition ‘of -
engines through oil analysis. Working draW1ngs and photo—ﬁh“ D e
" graphs of equlpment 1llustrate the text. ‘ ik v E :

1“8 SR EEIEE R 5
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Baklne (Baker)
19 70 '{;‘ L

'Un1vers1ty of Texas at Austln

h,."rruq{t klng cons1sts of al study gulde and un1t tests. An
.answer book is also availables- Ass1gnments cover a safe and
.sanitary: bakery, measurlngmangredlents, -mixing- -bread-and:

- <roll dough,’ maklng sweet.dough: and- spec1alt1es,‘mak1ng p1es
- sand pastries, and maklng cakes and cookies. References are
" Sultan, Practical ‘Baking, 1965, AVI. Pub.; and- Preve enting -
‘~J~tFood Borne D1seases, Texas Department of Health.\;rgm-

f}fBaking:‘ Related 801ence1and Trade Informatlon ?TT
:T“by Cy Sommes, 1974 -«”p R R LTSt A

‘Rutgers,_Kllmer Campus i

_fWhlle;acqulrlng an understandlng of baklng sc1ence, as‘ﬂP
1tﬂ1s”presented in' this text, the ‘student is expected to‘%g‘
‘learn’ . the why rather than the ‘how of baking. = The book is @ "
'cd1v1ded into- 12’ unlts, and each unit covers a dlfferent food * ¥
5product, such as’ flour, starch,‘or milk products. - The related
7 science of:each fecod product :is covered in’ detailsd’ The 0 o’
1a:v"manufacturlng and structure of each product is included, as;
.well 'as its effects in comblnatlon with other: products. A
‘glossary of ‘relevant. terms is prov1ded in ‘each unit, as well
“.as a test, which students are to: complete and ‘grade them-‘“\w i
';selves.. ‘The;only purpdse of. the 'test -is self-evaluation, soi' .
‘that 1t_functlons solely as‘a learnlng dev1ce.gﬂ“”‘ N R

;vRestaJrant Hotel AldS
_fOrder,No.bBBZOOO,

: : Thls t,allows busboysvto traln themselves w1thout
J-supervzslon.w Procedures are: taught w1th cartoons’and "how- |
.. to" techniques. ' -The kit covers busboy duties and: respons1b11
~..ities, proper: methods,‘courtesy, cleanllness, meetlng the i 0y
pv_iﬁgpubllc, salesmanshlp aspects of the busboy 'S JOb, and cooper-jj
Bk‘gatlon w1th fellow workers and superv1sors.“w Ll T T




”Cafeterla Serv1ce, Fllm, FS'129 5 o - ‘ﬂT“

Natlonal Educatlonal Medla, Inc.y

o Demonstrated An th1s fllm are the bas1c JOb respons1b1
1t1es .of . food: servers ‘in cafeter1as. 1t presents 1nformatlon
on’ portlon control, presentatlon of plates, and: proper ma1n-u
‘tenance:and stocklng of serving : trays.' Included are tips..on:

‘ personal appearance, customer relatlons, as well as technlques
’{for keeplng the line moving at maximum: speed. . ~This/ film'is"
Qapplicable to. commerc;al_and industrial cafeter1as,1school,:.,*
hosp1tal and armed forces fac111t1es, buffets, smorgasbords, 5
etc.x-;;‘ R o . . . o S U . ‘

yCareerx Food Serv1ce
Cahners Career Educatlon Ser1es/Cahners Books<

L Careerx Food Serv1ce ‘was des1gned ‘to develop the stu—:
Qdent's competency in each of:'the many ‘job’ 'skills’ requlred for
;successful employment.; Students learn the .basics’ of reach .
. job by d01ng, and’ are’ not’ to ‘move ; ahead until’ they can? perform Lo
" each 'skill. - Careerst . Food. Service is composed of 35 indiv-
oo iduall act1v1ty modules,  each. of which covers a set of skills
”~”wor knowledge required for a spec1f10 Job.g Students progress
~from one module to ‘the' next after’ demonstratlng that they!.
“have ‘learned" the requ1s1te skllls.~ The material 'is; leveled
'”so as to be’ approprlate for secondary, post secondary and;’
: techn1cal students.; The: ent1re program.is. designed:’ to extend
“?~over a three -year: perlod, ‘with the 'student’ progress1ng at his'’
s;own pace: through the,"career ladder,"‘from the:least: demand-jw
ing’, vocatlonal JObS, such, as’ d1shwash1ng, through the more. . -
complex JObS, untll vocatlonal competency 1s atta1ned.._r--:"

o j Commerc1al Foods ﬂathematlcs l
R by Blanche Dornfleld ‘fffﬂ

_,\ E
sl

Rutgers, Kllmer Campus o
RTINS The bas1c ar1thmet1c pr1nc;ples as the -are - applled to
i ijobsofh the foods ‘trade are covered in ‘this "texto.  The book = -
-sﬁls d1v1ded into six .unitsiand covers:. the follow1ng top1cs,f,»>“
stress1ng their™ relevance “to*the foods trades . whole numbers,{w
. fractions, dec1mals, percentages, and measurements and ’ ik
accounts.g Each unit first: prov1des a basic. review of the
-concepts: covered," and then: 1nstructlon more: pert1nent toi the
" foods trade. Exercises and assignments are prov1ded to. give
_.the student experience w1th the-concéptss, Each unit ircludes"
‘an achievement test to insure’ mastery of the skills presented.“g ‘
A general review is provided at the end’ of - the text to test S
student: knowledge of the course content. Pl b T L e e
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‘Ql‘Convenlence and Fast Food. Handbook
‘wby E.: Thorner o o it

Restauran+ Hotel Alds

‘ Th1c book exniﬂres 1n depth many technlques related to

. thes fast food ‘service drea. It prov1des 1nformatlon related .
”wto the present and’ future proolemc ‘and’ trends in fast andf?;ﬂ

' convenience food serv1ce., The. contents are.as . follows:  The

'lz}Preparatlon Systemn; 'Storage. Areas;. Productlon Areas, Mlcrowave
"Cookery, Deep Frylng, Quality Controls; EfflClency Foods; @ '+

?,ﬁConvenlence Foods Convenlence Desserts and’ Beverages. ,

The Correct Waitress -
'by Susan D1etz, 1952

Th1s book was. wr1tten as ‘a practical manual for both
new:‘and - experlenced waitresses.. “The book is. d1V1ded into®13
chapters and. covérs . various- aspects of food’ serV1ce. ‘Man-*.
agerlal as . well ds, personal topics are d1scussed. The follow—“'

- ing topics: are’ covered: quallflcatlons, restaurant proflts,x,

‘ 'jmerchand1s1ng,‘sanlvatlon, ‘planning,: service,“and morale SR

Q?,bulldlng. ‘The' bock is-clearly. and s1mp1y ‘written, “and" 1n—‘gL
;crudes 1llustratlons to help relnforce the materlal. T

T CullnaryyArts l’”or}\:bookz Part T
o by James Palr and Erlc Lahr, 1972

Callfornla State Department of Educatlon
Bus1ness Serv1ce Sectlon g i

;;1ndustry, thls workbook conta1ns 9 un1ts of ’nstructlon w1th

“..oasvarying: number of topics w1th1n ‘éach’ un1t._ ‘Each toplc S ',‘1‘
" presents: the main 1n°1ghts ‘of the lesson,: supplementary LT
© reading: materlals, study assignments, and questions for the 7"

PRI Vstudent. " The following units_make up ‘the course. contents:

£ 1) The! ‘Apprentice. Cook - and His Trade; 2) Government, Labor

‘ " and: Management,, ) ‘Review of Basic Mathematlcs, L) Bas1c S

fnyltchen Rules,_5) Cullnary Informatlon, ‘and. 6)" Food Statlons*'*-‘-i

' on'the-Job. Photographs of. equlpment used 1n commer01a1 '

1‘_‘__kltchens are found throughout the text. S S pu.,g«gj




?gDining.RoomrService
by Lewis Lehrman, 1971

' ITT Educatlonal SerV1ces, Inc;:

o Many aspects of d1n1ng room serv1ce, ma1nly from the Lok
‘manager s. point of view, are discussed in ‘this book.,jPlannlng,ﬁ
"management, equ1pment, human relatlons, personnel,’°e vice ‘of
guests,vand showmanshlp are’ all covered., In. addltlon, there '
“1s ‘one chapter on’ speclal serv1ce s1tuatlons ‘and: another on -
,counter service. - The book'is: written in.a readable manner.
-with: chapter subheadlngs 1ncluded 6 make tHe materiall
'clearero A summary and. questlons for’ d1scuss1on .are’. also: P
1ncluded in-edch" chapter. Though: much of ‘the mater1al seems S
. to.'be .directly. relevant to the restaurant’ manager, there is.
much»of interest to the wa1ter and wa1tress. ‘An appendlces e
1ncludes a list of:wines of the world, flfty ‘common. cocktails .

”i,u and a glossary of menu terms.

D1shwash1ng bv Hand and by Machlne
by Carol Troutman, 197h , v ‘ iy

Rutgers, Kllmer Campus

V‘“~ : lhe purpose of th1s manual 1s to provide. the student
“With the skills: necessary to wash dishes both by . hand iand by
mach1ne._ The manual s d1v1ded into six- parts ‘and covers the
. follow1ng areass: Vocabulary,vHand D*shwashlng, Machlne Dish-
‘”;wasnlng, ‘Problems and. Checks,;Speclal Treatment of Various .
l*D1shes and Safety TlpS.~ ‘Each part has'! ob3ect1ves,.1nstruc~
‘tional material;, ‘student. act1v1t1es and a.review. .'The. e
sectlons‘also contain a: worksheet wh1ch glves the student the -
opportun1ty to demonstrate mastery of the mater1al.; : P

{;Elements of Food Productlon and Baklng ‘ww;lﬁlm;;lgmgwllwmem;wﬁl
_jby Aaron Kaplan : T TR

ITT Educatlonal Publlshlng

LT Almost nothlng enhances or detracts from the reputatlon
P of -any food hosp1ta11ty operatlon more, than. the productlon >
‘_gl of its food. ' Without the carefully: controlled quallty
;,“preparatlon of cu1s1ne, ‘alll other anclllary serv1ces are
‘ : usually 1n va1n._ This: text not" only helps the’ student s
L develop a flrm 1n1t1al knowledge of food- preparatlon, but o
./ also serves:as. a valuable addltlon to thl"cookbook"‘ S
“» reference shelf. The follow1ng toplcs are discussed: o
ﬂ‘sanltatlon ‘and safety,‘kltchen tools ‘and’ equlpmentm basic: . .
cooklng methods, stocks*‘soups, sauces,*and gravles:-‘eats,

. ;‘312"‘7




seafood poultry and . "ame, vegetables,“starchy products, and
fruits; eggs and cheese; salads -and dressings; hors 'd'oeuvres,

. canape sandw1ches,fp1es and pastrles,.cakes, cookies, and _ -
‘101ngs,_desserts, coffee ‘and tea; convenience foods and- m1cro-rbg
wave ovéns. = Questions for d1scuss1on are also prOV1ded R

within: the text. L , !
:‘ i

_['

JPast ‘Sandwich Maklng, Fllm, FS 108 ;',

ﬂgkh?ﬁmj.-h f~ hatlonal Educatlonal Medla, Inc.’

The 1mportance of plannlng and the methods for organlz-‘
G, Ang fast action in'cold sandwich productlon -are! emphas1zed
=" ... 'in this film. “Time and labor -saving approaches and- teamwork
b are’ stressed. ' Efficient sandwich- maklng ‘me'thods that: do not
L sacrifice’ quallty for quantity are demonstrated step ‘by-step. ¢
,Included are. proper technlques of us1ng sandw1ch maklng tools.‘ B

»FOCUS ON o o« Breakfast Cookerv
Oy Bruce’ Axler, 197h

ITT Educatlonal Publlshlng | k . o ‘i‘;’ﬂﬁ

natlng breakfast away from home is a popular Amerlcan
‘practlce. Breakfast: operatlons can be a-profitable source
e+ of income for food service! operators.. Breakfast Cookery .
oo offers suggestions on. purchas1ng breakfast foods,: cooklng S
2% ... breakfast items, plannlng menus, merchandlslng,‘and develop—;w~“
‘ing d1st1nct1ve and prof1table oreakfast operatlons. The::
~ book also .contains new. breakfast d1shes and new markets for
=fﬂoperatlons with current. breakfast ibusinesss " The book is ] o
‘written in an. 1nterest1nﬁ ahd readable form, ‘and step by-.,‘a?ugﬁ
step 1nstructlons are. proV1ded where ‘new,’ procedures are .
introduced. . The emphasis iis on' prof1ts,-proven methods, and it
© industry tested technlques. ‘This- approach:would be relevant ,ﬁp
' to.amnyone in food.service,. and. especlally to. those interested ..
in the manaeerlal aspects. - B

Focus ON o o o qu ing and Us1ng Convenlence Foods
by Bruce H. Axler, 97h S

3
a4

ITT Educatlonal Publlshln"

‘ ThlS book d1scusses all aspects of conven1ence foodsx'“
'_the 1mpl1ca*10ns for: purchas1ng, rece1v1ng,_storage, 1ssu1ng
~and productlon procedures. Types: of convenience products
“dand c0nven1ence systems are d1scussed from the restaurateur s
© point of views. Purchasing 1nformatlon, spec1f1catlons,%'~ L
qualltv standards, vuloeﬂlnes and evaluatlonc are also




presented. 'The‘basic questlon'towards'whlch this- bookvis-
. aimed iss "“Make, or Buy°" The book is‘'written in a. readable
.. manner, with good organization and charts and 111ustratlons

to supplement the material. . N

‘E,Focas on'ov. . Pract1ca1 Wlne hnowledge . : o
by Bruge. H. Axler, 197F = o

ITT Educatlonal Publlshlng

o TW”Practlcal'WlnexKnowledg;;1swa“coﬁpilationmofMWEnemiWWW“"W”WWMM”
information -in a readable form, and was written for anyohe
who wants to know more ‘about wine. It offers a guide for

" the restaurateur who, is interested in getting a wine list to

offer his customers that is within his budget. The
“book also provides 1nformatlon for the consumer on purchas1ng o

'”~§w1ne, ‘storing and carlng for it, and serV1ng it. The follow-

ing topics are ‘covered in a manner. that is: sultable- for'.

Mf,beglnners in the field, as well‘as readers with some knowl-
g?edge: perspectlve on wine, guide to purchas1ng wine, gu1de~
7 "1ines for evaluatlon, gu;dellnes for storage, serving wine,

" wine and the. menu,‘w1nes ‘'of France, wines of Italy, wines .of

Germany, and wines of the ‘United" States -and other countr1es._

v o

‘Focus on + « . Showmanshlp in the Dlnlng Room
| by Bruce Axler, 1974 '

ITT Educatlonal Publlshlng

T The restaurateur can consult th1s text for hundreds of - ..
;deas des1zned to ‘increase proflts with m1n1mal cost by ' :
”1ncreas1ng repeat bus1ness, and: by maklng ‘the dinner a

gmemorable experlence.‘ Some of the 1deas requlre some
investment, while others do not.; Some requlre well- tra1ned

‘ufﬁfstaff, while others make the work for service personnel ,
i easiers - The- follow1ng four-areas “of " showmanshlp ‘are.- covered

in<'some detail: 1) ‘special effects, such'as: dramatic salad’
bars, ‘hors .d'oeuvre. wagons, customer cooking, and. unlque,
‘beverage. service, 2) carving in the d1n1ngroom,_3) ‘flambeing
.of all cooked dishes, desserts and beverages, and 4) table- .
.side preparatlon of main courses, appetizers, salads and - L

yﬁfﬁdesserts from the raw 1ngred1ents. Each of these toPlCS are. -

x'covered thoroughly and ‘include dlagrams, necessary equlpment

”rffand step by-step procedures.

”'?bbd”@ﬁd‘se%efaée Cost‘Controls A | N
by Bruno Malzelf 1971 g ' R : | L P ah

,.:’

fTTT\Educatlonal Serv1ces, Inc._ ©

NEREREN The purpose of thl text s’ o help studen1s understand i
‘ managenent‘s att1tude toward cost‘controlsvthrouﬂh analysls i




; of all aupeots of a. food service" operatlon. The book is .
“divided into ¢l chapters. Among those topics 1ncluded for
discussion’ are._control of food sales, menu costing and '
pricing, purchasing controls, control sys tems, 1nventory, and
budpetlng. Each chapter has 1llustrat10ns and charts to,
supolement and clarify the written mater1a1.3 A summary is.

. .provided at the end of each chapter, as well as queetlons for
.dlscusslon. - : , L,

ST

- Food Preparation for Hotels, Restaurants, and ‘Cafeterias
”””*”by R. G. Haihes -

Amerlcan Technlcal Soc1ety

- Designed for vocational training in professional,
commer01al food preparation, this practical text on CUllnary
. arts. covers all phases of the field and has been revised and
“. updatéd to insure a thoroughly modern content. " Two new
" chapters ‘fiave been added,”one ‘on Breakfast Preparation and .
another on-Specialty Desserts—-desserts of ‘all kinds from
creamed pudding to baked Alaska and flamlng desserts.
' Vundamentals covered start with career-opportunity informa- .
‘tion, equipment, safety, and aanltatlon--followed by clear, |
“step-by-sitep illustrations and explanations on professional
"wfmethods——from assembling 1ngred1ents and equipment to the'.
.. point where the prepared .item is ready to serve. . Extra: ; c
- features 1nclude quality: control, menu preparatlon, manage-rgfsh
..~ment, and a revised and expanded glossary of culinary terms.mﬂjwv
"This text is a highly practical one, since it ‘provides. hE
*;thorouvhlj tested tralnlng for profe551onal ach1evement in"
,"this fleld. . .

.Food Science- S ;
by Nicholas Poplak, 1970

. Rutgers, KilmeruCampue‘

In order to prov1de the otudent with a baelc knowledge»g-
and understanding of the science of foods, this manual beglns»
“with the fundamental concepts and pr1nc1p]es of science and
is comprehensive enough to serve as a basis for the study of
the oacterlology of foods,. nutrltlon,‘and chemlqtry of foods. "
The, book is divided into ten units and covers the fo]low1r£ i
tOplC° as related to food- r'c1ence"the body and food,-x] iy
phvclcal and chemical chanees in food,' comp051tlon of" foods, SR
© léavening agents, ‘food qp01laee and feood: preservation. Each‘£~
‘vyﬂlesqon includes- ObJPCthGS, related 1nformatlon,u"ugves+ed e
- activities and ‘an assignment. Achlevemenu tests are: prOV1ded:f
for each unlt.; A glousary is 1ncluded W1th all relaued term:;“
ﬁand deflnltlonq O e ' IR R R




~\?3Food Serv1ce T S R S DU 5 s
:jﬂby Barba a Furnelsen and Charles Sochem, l97l

Rutgers, Kllme*F

Vs How do you r ate 1nformatlon to a student who cannot
3hear°\ The: spec1f1c ‘aim - of this book is to teach deaf students

‘. skills ‘in food serv1ces.~ 'The book 'is written in a very s1mple

“;manner, and conta1ns many 1llustratlons and demonstrations, Ain

. order .to facilitate: learnlng by the.deaf student. The" book . ‘
‘was des1gned ‘for use. as a_ tool_to. ald _the student as he gains’ . _ . _
pract1cal experlence, and. should be supported by - visual aids o
‘and - demonstratlons., Textual ‘content is divided into 11 units
which: cover. food: preparatlon, and related’ top1cs.- Each lesson
31ncludes bJectlves, 1nformatlon, vocabulary and- ass1gnments.~
A p1cturp glossary of 'small equ1pment is included in the back,
.ias ' well as a- vocabulary section.: Achievement tests aré pro- -
vided. for each.unit to. evaluate the student's knowledge of the
j'“]course content.w, T : cRE LI

EThe How To—Make It Bakery Book, k-”
‘by Cy Sommes, 1970 Lo

‘*RutgerszKllmer Campus 7ﬁ17§5”7

S5 .;*‘ﬁThe purpose of th1s book is to teach the student the
" special - skills involved, in handcraft baklng.' Thé book is
'divided into: un1ts, with each unit coverlng a different
bakery product.l General information is provided for each
. product, as well as detalled, step-by- step instructions on
- how to bake various creations, such as pies,. cookies, cakes
“iiand bread.- F1n1sh1ng and decorating are also covered in S
,Qfdetall.t Illustratlons are provlded to clarlfy the procedures..“
. 4 A recipe section is 1ncluded in the back 'with rec1pes for a .
o liivariety’ of - baked goods. Because of the step-by-step instruc-
L tions) and many dlavrams,wthls book seems well su1ted for the
V;L]beglnnlng baker.f,‘w_l_ R SETI T I TS M ‘ P

~kffHow to Plan and Operate a Restaurant, 2nd ed.
T|by Peter Dukas o : R IR M

Hayden ‘Book CO., 1 e

Whlle 1t is: a comprehen51ve treatment of the organlza—
tlon and operation. of ia restaurant, the content ‘of this text =
is approached from the view: of management tralnlng.A The . axfa
chapters are informative- and: comprehensive, and- include suoh
top1cs as organlzatlon, plannlng, equ1pment purchaslng, ' -

-~




o ; ; ; » ‘ EERINES - )
‘J‘merchandlslng. motlvatlng the labor‘force,‘selectlng emploj-w
ees, cred1t, and record keepvn Th1s book is’ su1table for Q]

lfhmature, 1ntere‘ted studentsyg;

2T H bl'. N

"rIntroduotlon.to Professlonal Food Serv1ce

' 3be James Coffman, 1971

Rutgers, Kilmer Campus.

rundamental‘information,~in lesson form,is provided

- for people interested in enterlng the food ‘service field.

The obJectlve of the. course is to give the trainee a founda-

~tion in related food. service subjects,; as a basis for the .
study of actual food preparation. ‘Successful completlon of .

-the manual indicates that the student is quallfled to under-

- take advanced courses in food service, or to go out into the .
©. field with a good basic knowledge. The book 1is d1V1ded 1ntoh'ﬂ¥f
-‘lessons. with each lesson coverlng an 1mportant area of food ..

" service.,  Each lesson has a preview which serves as ‘an over-

“view of ‘the: material to be discussed before the lesson itself
‘' begins. “Bralnteasers" at the end ofeach lesson are: pro-
vided for the student to evaluate “his: ownyknowledge;of the:

‘sfj content. -Progress: tests are provided throughout the manual

tofcheék‘the student's mastery of the material. . .

| Jackson's Tree, Film, 1962

Jeneral Mills,” Inc.

The purypose of th1s film is to attract young people to

. a career in the food 1ndustry.‘ ‘It tells the story of a

- father who. is d1sapp01nted in his son's decision to work in
. a supermarket. After checking out the facts, the father

. finds that they point to a rewarding career and chanves h1s
mind aoout. the prospects for his son's future.

[
~

Veatﬁutter, 1973
Un1vers1ty of Texas at Austln

‘ Thls:study manual presents a thorOugh discussion of the'}f
‘ameatcuttlng trade. The following topics.are. covered: safety,j:f
‘tools and equipment; careers in meatcuttlng, a- ‘short history

'h:of the cattle 1ndustrv~ how to break down the carcass of beef, '

lamo or. pork; cutting. reta11 cuts from wholesale cuts; trade"ﬁf
mathematics; prlclnn, storlng and dlsplaylng meat, and other St

H“‘ aspecto of the trade.




 Meatcutting -
‘J~by Warren Auld and Duane UlrlCh, 1972

Ca11¢orn1a State De artment of Educatlon
Bu51ness Serv1ce Sectlon ‘ L

PR DeSlgned for use by apprentlce meabcutters,.thls book
."~.gerves ‘as an introduction. to.the meatcutting trade., It '

. provides the background information as well as technical -
~know-how needed by the apprentice meatcutter. The follow1nb
topics are covereds the apprentlce meatcutter and his trade;-
applied mathematicsi tools and equipment; weighing., packaging,
- and making change; meat and fish as foods; meat from farm
'to table; inspection, classification and. grading; and meat
salesmanship. . Each topic includes suggestions for discussion

“and a study guide.  Most of the related information for each
‘toplc is contained within the workbook. However, at some

©. polnts the reader is referred to other texts for additional

" “infoyrmation. A glossary of relevant terms is provided in the

.. back for the student's information. An-examination is also
e provlded which covers the entlre course content.

":;az-iﬁo,fle\rﬁ\’S,uaer;me;Ket QeeﬁratLOn _hlt |
1974 ‘

The UnlverS1ty of Texas at Austln
Thls kit contalns a series of ass1gnment manuals on:
modern supermarket operation and food store housekeeplng.
. Also included is a reference manual. trade literature, and
- an answer book, \

' Mr._ Busboy, .Film, FS 120
'Vationai Educational Media,ﬁlncfu"
This orlentatlon film ‘on the dutles and respons1b111t1es

. of a bugboy can also be useful for waiters and waltresses.
It demonstrates a- busboy-s duties bpefore, during and after.

. the meal. Such: topics as setting up a table, assisting ”Wﬂ_mwnjw;,g

. 'gervers, pouring water and coffee,‘enptylng ashtrays,'and :
-ﬂf“<remOV1ng -and stacking: s01led dishes, are discussed. The
21" ipportance of the busboy as a valuable member of the food
b eerv«ce team 15 stressed : :

13




‘slﬂu‘by Nlcholas Poplak and Burr Coe, 1972;”\’

‘ﬁutrltlon, Part I

Rutgers, Kllmer Campus R 'tQ e

- A general analvs1s of nutrltlon and. dletetlcs is pro-ff ‘
‘vided in order to meet ‘the needs of vocatlonal students in '
related foods occupatlons.- Although there are'no prerequ1s1tes
for this course, 2 knowledge of food science may ‘be: helpful..

It is designed for students on a highischool level who may be
entering fields of baking, commercial foods, practlcal nursing
and publlc health occupations. Each lesson is simple and =
concise, and can be used for 1ndependent study or. classroom
groups. = The manual is intended for use as a workbook,.- _
-information book and-a planned activities book. It provides -
basic mater1al for planning, preparing and serving nutrltlous.
meals. This manual has been divided into two volumes. Part.

I includes sections of basic nutrition, and Part II 1ncludes
the sections on home economics. The 2 volumes together are
‘consideredr as .a single course.

The Professional Chef | ~
Edited by Leroi!A. Folsom . -

Inst1tutlons Vqlume Feeding Maga21ne
D1str1buted by Cahners Books' :

" qerv1ng as a comprehens1ve gulde to profess1ona1
cookerv, this text contains 550 tested formulas, along ‘with '

“"full-color illustrations and. supplementary black-and-white
photos. An 1nternatlonal cuisine-section is included,

which features menus and recipes. Topics of interest to the
veteran chef and the trainee include:s how to buy, the
requlrements of food service occupatlons, ‘how to run a
profitable kltchen, hyvgiene and sanitation, tools and equlpment,
- and safe ways to oonvert quantlty reclpes to greater or

~ lesser amounts. .

‘N_Professiohaleestaurant Service N - - '
by Ellen Adeline Harris,* 1966 : ‘

McGraw- Hlll Co.

" Deslgned for ' ‘use by the walter and waltress both durlng
tralnlna and for the. cont1nua1 improvement of: techniques and-
attltudes, this book ‘can also be used as a source of reference:
for supervisors 1nterested in 1mprov1ng ‘the efforts: of: thelr
staff. The manual completely outlines the technlcal aspects

of food - serv ce as well as the more personal aspects, such as Q[

.



>dea11ng w1th the publlc.: There are 10 chapters, wh1ch cover®
-the follow1ng areass. meetlng the publlc, personal appearance,n
“general duties, the menu,: taking ‘orders and serving,: types of
‘serv1ce, ‘fountain: serv1ce,‘costs and profits,: legal rlghts‘;;
.and respons1b111t1es ‘and. applylng for-a- pos1tlon.; :Each ‘
jchapter includes questlons for: review, and a glossary of
‘terms is prov1ded 1n the back .of the text.~ :

%Sandwich‘PreparatiOn“andoPresentation, Film, FS 107
" National Educational Media, Inc. |

. This film demonstrates the artistry and techniques
‘involved in making high quality sandw1ches. Preparations of
colorful open and closed sandwiches are shown by a master ,
chef. Procedures are fully described from the layout of the .
work area to the final sandwich preparation. Emphasis 1s‘"
also placed on the value-of appearance by 111ustrat1n° a.
‘variety of garnlshments.

fSanltarfoood Serv1ce. Instructor s Gulde to be Used in
Tra1n1ng Food Service Personnel

U s. Department of Health Education and Welfare

o The Public Health Service and the Departments of the

. Army, the Navy and the Air Force have’ prouuced a joint- publi-
..cation deslgned to assist in setting up and conduct1ng food
- service iclasses. Topics includes: Importance and Magnltude of
A (- Food-SerVTCe“{ndustry*~MIcrobroiogywand“Foodborne~D1sease°-~--~
B Personal Hygiene, Self- Protection, and Salesmanship; Proper
it iMethods 'of Washing and Sanitizing Utensils and Equipment;
~.. . Insect and Rodent Control; Housekeeping ‘and. Waste Disposal .

- - Practices; and Follow-Up. Training and Appllcatlon of What Has
‘Been Learned. A section-is also included. on manavlng the . SRR T
‘_tralnlng program. "The content material 'is organlzed in lesson"]f‘
... . plan form, thus making it easily adaptable to classroom uses
. " Evaluation questions. are provided for each: topic.: “While the .
' guide is developed for teacher use, it is, nevertheless,”

,su1tab1e as ' a resource manual for the 1nd1v1dua1 student.

-

\

‘Short Order Cookery; Film, FS 137:
hatlonal Educatlon Medla, Inc.
e ‘ 'The short order cook can have dlfflculty 1ncrea31ng his.
. efficiency and product1v1tv since”he 'is-faced with the part1cu~‘=iw
... lar ‘problems of . organ171ng ‘work with the added challenge of:

.~ performing his duties in the public eye. The film stresses.
‘~,wayq of coplng w1th trafflc and stavlnv ahead of the rush.w?

N__@”th‘;,fﬁ{tnx,ruﬂ.;xrdxi;‘




‘w}{It deals w1th the varlous foods that must be prepared, and
. Eives detalls on griddle-use-and maintenance. Emphasls is
- placed on the personal’ appearance and cleanllness necessary

ﬂ‘g;for exhwb tlon cooklng.;‘m"‘ ‘ : L

u”%ﬂ\  So You Want To Start A Restaurantr> ;thrf‘V”"tﬁ‘;i"‘ SRS
R bv Dewey A Dyer S ‘ S T SR B EORE

Cahners Books

A comprehenslve treatment of the toplc of starting a -
food service business is prov1ded by this- text. *Five cate-
gories ‘of establishments. are covered, ranging from the,
gourme t’ restaurant to the fast food shops The book is wrlttenv ;

. 'in an easily understood style su1tab1e for high school stu= . . =
"dents. This would be an excellent resource book for the
R Serious:’ cooperatlve ‘student contemplatlng a career 1n the
S ‘Food service 1ndustry. ‘

B 4

" TabieserV1oe[Techn;§kest
. By Bruce Axler. 197&

ITT Educatlonal Publlshlng

TableserV1ce Technlques was wrltten for both the gﬁxw.
,‘Droprletor and dining room employee. . It was ‘designed- as a
“tralnlng guide “to: help the’ proprletor to. 1ncrease profltsgi- L
and the waiter, to increase: 1ncome.‘ The main emphasis in the:
R ‘book 1s on procedures 1nvolved in'a variety of serving s1tua-ﬁfvl
L T wlons--Included~amongathese aremﬁastwﬁoodmservacenmbanquets,~~Wf{
gourmet restaurants, prlvate parties. and ‘room. serv1ce.1“,‘ Y
'Thorough d1scuss1ons are ‘also presented on: technlques in-" -+
volved “in French,,Russlan, Amerlcan and: buffet serv1ce.,:‘
T Informatlon is presented on- service personnel duties,.
/1 .ordering procedures, tablesetting, and guest relations. S
N & Guldellnes for serving specific types: of. foods are:.also" pro;w~
~ Vided.. Step- by step procedures for each’ skill are outllned.
- Taple settings, “taking the order,”dress and . behavioricode:
~for service. personnel, motion economy in the dlnlngroom and
‘dlfflcult serv1ce situations are all covered. BT

‘jfgnéﬂﬂaiter'and waitress Training‘Mahuai
‘sby sandra Dahmer and Kurt Kahl, 1974

f Instltutlons/Volume Feedlng Maga21ne
Cahners Books -

A N Thls manual is'a pract1ca1 gulde for those who want :
o to learn the proper methods for serving food in a: restaurant.
L fﬁTnls boox can be used by potent1a1 and’ actual wa1ters and




,(waltresses, as’ well as by managers or. superv1sors who tra1nf¥
the 'servers 'in restaurants. The manual is divided into six
chapters. wh1ch cover: .the: respons1b111t1es of a walter oro
waitress: ‘and the’ techn*ques of proper service.: The follow—;;ﬂ;@’,-
‘ing top1cs ‘are. discusseds the" waiter. ‘and. waltress, types of o

. 'table service- and sett1ngs, s1dework, 1n1t1at1ng the -service, . .- o

. serving the meal," and wine ‘and bar-service. . Questions and:
fﬁprogects at the end of; each chapter ‘help the 'trainee reV1ew
“and, apply’ the" mater1al presented. “Also-” 1ncluded are ‘a’ qulz,*“ b
a-glossary of - terms and an 1ndex of spec1f1c serV1ng pro— N
{cedures.; e T S KA SR S T Lo

HQ:Walter Wa1tress-—A Suggested Gu1de for a Tra1n1ng Course_ S

S- Department of Health, Educatlon and Welfare

s The purpose ‘of this tra1n1ng gu1de 1s to prov1de
‘tﬁa551stance to teachers, superV1sors and administrators in
_fﬂpreparlng capable persons in becoming: quallfled for employ-
.. ment in food service. "A" person completlng this course in a
,[ﬁﬁsatlsfactory manner would: qualify. for initial employment as. R
- ‘'an advanced learmer. The main aim. of. ‘the course 'is to: pro-nfl-f~y
"7 videlitraining and. practice in food- service. The training e
“'should eliminate the need for basic: tra1n1ng on the.jobe: A
~Tne course is divided into nine units’'and covers 'the follow- =
gjlng top1csz or1entatlon, meohanlcs for serv1ce, tuble clear-;

" ing services, ‘menu.and: orderlng service, preparatlon and" .
Jgpresentatlon of guest check, bas1c ‘English, business ar1th-n‘54~
j;*metlc,‘safety and sanitation, and duties and worklng rela—ff‘*"}l

‘“tions. “Reference materials are included with a glossary of ..

wenw»m—merms~and~sample~tests—and*revaews.'

‘f‘pWhat EveryABaker Needs to Know
*;by Melv1n Bogdany,‘lQ?h o

Rutgers, Kllmer Campus,f

SR Th1s text prOV1des a program of related sclence and
trade 1nformatlon for the student baker. ' The aim of theFj |
»program is ‘to: prov1de the student with ‘the basic. information ‘
.~ to'solve . problems. The course is programmed——the material R
iis presented in small steps and the student progresses ST
© according. to: his comprehenslon of the materlal. cItlis NI
. suggested by :the” authors ‘that th1s ‘course be: used ‘to supple-.
ment classroom, teach1ng.; The.. program includes 11 programmedﬁh
" borklets. The booklet titles'ares: . Flour, Yeast and’ Fer—~y;ﬂﬁ“
.,..mentation, Chem1cal Leavening, . Salt,‘Water, Sugar and .
Formula Balance, Eggs,.Shorten1ng and Other Baking . Fats. .
Milk.and. Milk Products;  Bakeshop- Vocabulary, and Safety in
the : Shop. ‘THe 'structure of this’ workbook, ‘as well as the:

¢+ ‘content, suggests that it ‘is -quite appropr1ate ‘for high e T
fschool students requlrlng 1nformatlon on the bak1ng trade.,,ylh‘
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Careers 1n Graph;c Arts

Pathescope Educatlonal Fllms,_Inc._f‘

The a1m of th1s fllm is to p01nt out the many pOSSlbll—w j”

: w]1t1es in the'field of graphic. arts., InterV1ews.w1th graphlc
. artists in-different fields show how some started right out

"Qﬁpof high school while others went to college or‘art school, .
“aﬁ”but‘how all® recognize: the value of on-the-job tra1n1ng.u

‘dfduties and responslbllltles ‘of graphic artists in- specific
v -jobs, from-the creativity of formulatlng ideas tothe. detail "
ot des1gn1ng layouts and mechanicals.  How the work contrlbutes

Intérviews throughout ‘the ifilm . highlight some: of the37"‘

o society, .the satisfactions. ga1ned as well as: the d1ff10ul—g~~ﬁ‘

‘zszrinter

| *u5197o

‘ties"and’ d1sadvantages encountered, and the. personallty

B itra1ts,”1nterests .and aptltudes needed are also’ d1scussed to-
o give students a realistic appraisal of ‘the- graphlc arts fleld
‘ ﬁand the1r poss1b111t1es within 1t. o ‘ I

‘}“ .

*:xaEkpiorafoﬁjgnrafting;;Printingg sEE‘DRKFTINGf )

The Unlverslty of Texas at Austlngf‘ﬂsg

- ﬂfrzlntez H5aT study”gu1de ~with Wit HEEtE T lt contalns'

gj”82 assignments . (7 units of study) which deal’ with hand ”"‘,
‘Qw-compos1tlon,‘llnotype compos1tlon, 1mpos1tlon and ‘lock- up,M,
i platen letterpress. operatlon, and . planning and: photo-offset:
.. printing. : The references are ‘Cleeton, Pitkin and Cornwell, ' i . ®
" General Printing, 1963, McKnight and McKnight; Karch, Graphic " ©
- Arts. Proceduress Basic, 1966, American Technical Society; - . |
*‘Llnotxpe Keyboard Operatlon, 1957, Mergenthaler Llnotype Co._fj‘”

‘::,v' T :
B

_ ] Prlntlng,Layout and Des1g4 @ e ST

"‘]_;Delmar Publlshers T
‘ R AT

The purpose of thls course is- to prov1de knowledge of

"the bas1c pr1n01ples of pr1nt1nv des1gn and to~ develop Sklll

o in their application. The material is organlzed into unlts.3f

-, Bach unit presents a principle of- des1gn and uses 1llustra-.
tions to- show both good and. poor. practice. 1n its appllcatlon.

ij?Each unlt has an ass1gnmeht 1n layout Wthh requlres the

| i v e

P



g

{student to apply the pr1n01ple d1scussed.; The layouts become

H:lncreas1nglv ‘difficult as tra1n1ng progresses. ‘Review ‘tests’

"~ are provided . to! insure: ‘mastery of the materlal.u A sectlon ‘on.

'Eappllcatlons conta1ns jobs. for the ‘student. to do.. These JObS
- 'serve as both'a review and appllcatlon of the course. content

- and- offer ‘the 'student: the! opportunity of des1gn1ng layout ‘jjf':i
1 and carrylng 1t through to completlon. ' : AR

:4‘TééhhiéélfcraﬁhiCé"l EOEE T S R . |
‘k_by.George Collict,,l97l R S

Rutgers, Kllmer Campus

For the bevlnnlng student in draftlng, th1s text can

: ,JvfserVe as an introduction to: graph1cs. _The book is divided
" “into nine units, and each unit is further divided into ‘
‘~_lessons. Each lesson has step-by- step instructions on the

various procedures, with d1agrams and examples for demonstra-

*jfjtlon. ‘Assignments are 1ncluded to help the student apply
+iwhat he has learned. - A llst of useful formulas is prov1ded
oine the back of the teit, along with' 1llustratlons. There is.

”falso a glossary of pert1nent definitions for student uses

THEALTH OCCUPATIONS

i . ; S o : 4

; *BasicANursinggProceduresl"
- by Grace Hornemgnn, 1972

Delmar } ‘;ﬁ . . S SR

. 7
The procedures chosen for inclusion in Basic Nurs1_g

:F?fProcedures ‘provide a comprehensive "course for the: practlcal
. .onursing student.‘ The purpose of the text is to provide the-
~..beginning nurs1nc student with the information and: skills

'necessary for: eff1c1ent bedside nursing. Thé procedures have
“been presented-with common modifications in order to.accomo-
date the differences in hosp1tal procedures around the.

‘fcountry. ‘They have also been broken down in:a careful step-

. "by-step fashion to give the new nursing student a complete

,fknowledge of proper techniques “Each- topic area includes
“related .information on the med1cal pr1nc1ples underlv1ng the -

g;“kprocedure to be learned: ‘and- necessary scientific 1nformatlon.‘;fjvl
MY‘W;Suggested activities and ass1gnments ‘are “included. for each .. °
uv;‘toplc. Achlevement reviews consolidate and reinforce the .

“materlal learned in each un1t of related toplcs. ot

Sl e e e
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SN Bodv Structure and Functlon'
'Wy by Esther Skelly and E1v1ra Ferrls

oy

Delmar : . .45‘ | g "g St R v";"ﬁgﬁ

RO Th1s text survevs many aspects of the structures and
functlons of “the’human body.r ‘The ‘book ‘is divided" 1nto 11 ,

‘1sectlons, and” presents 1nstructLonal material on: the skeletal,

. c1rculatory, resplratory, digestive, excretory, reproductory,w

© glandular: and/nervous. systems." The: structure and: functlon =

o of each system is reviewed, as well as d1sorders ‘of each’

s system.‘ The ‘last section covers. -care of. the . body systems. .
- The - sectlons are ‘divided. 1nto units. “Each unit -has unit. SIS
ob]ectlves, instructional material, and suggested act1v1t1es.“,'y
A review,is included at the end of each unit to check ‘mastery
of course content, as well as to help 1llustrate concepts.’

]
o)

The Dental‘Asslstant
by Paullne Anderson, 1970

E}

Delmar Publlshers o
Des19ned for use in- tra1n1ng dental ass1stants, th1s
book prov1des instruction in both the basic information and
. techniques that-are necessary for a: comprehens1ve prograne
ﬂ Instructional 'units are provided which cover orientation,
dental anatomy and physiology,: dental h1stology, cha1rs1de
’ techniques,. laboratory techniques and ‘dental radlology.
oo Topics contain both ‘theory and procedure on the premise .that
" ~a combination of knowledge. and’ practice will facilitate

—-m~~~"»~acoursrttonmof»themneoessary -§kidlse——EBach-unit—includes-
. illustrations ‘of the material presented and ass1gnments for
the student to complete.f , . B

‘ Dental Assistant Techniduesv
' by‘Betty-Jo Lorenzen, C. D S.

I ITT Educatlonal Publishing.
SR The 1ntent of th1s worktext is to present dental .
ass1st1ng from the point’ of view of the dental assistante
- Information is provided to supplement procedures that are

7_common to most offices, with practical suggestlons for
PO RN adaptlng these procedures to"individual preferences.f The,

v #7 +7; purpose of including this backeground information is to help

Bl - the reader learn the "why" as well as the "how," and,. most

1mportant,‘+o ‘learn when to act. That is, it prOV1des the -+

*{means for the dental assistant to develop into an aware and = = |
‘ iskllled aid- who possesses: the 1n1t1at1ve to ant1c1pate the 0 = o
' doctor's needs, to be wheré sheris-needed.at. the right time . .
and place.¢ Some un1ts conta1n cons1derable 1nformatlo“ e

wo I e




*fi;whlch is” beyond the ‘scope requlred solely for performance of 5'§'ffhu
‘procedures. These supplemental materials; will glve the reader
" (instructor, doctor, or dental ass1stant) freedom to select ' .
“lthe: procedures and-activities that are best suited to part1cu— :
~~lar needs.and' to -facilitate adaptlng the 1nformatlon to o .
v‘v1dent1f1ed requ1rements.: i ‘ P o

e

'leQDental Radlology
‘;fby Paullne Anderson, 1974

“];f,‘ 1 Delmar - 1
Ry In. order to prOV1de 1nstructlon in dental radlology 7&?i
»'ffor students who are or will be working in. the dental field o
' "as auxiliaries, Dental Radiology.covers the following topicst
"History and Principles of: Dental Radlology,,Radlatlons,
- Production of Radlographs, Analys1s of Radlographs, and
vPreservatlon of Radiographs. ‘Included in the 11l ustratlons
is. a series of photographs that show dental anatom1cal
R structiires which can be easily identified by numbers and an
P Afaccompanylng legend.‘ Also discussed is the Updegrave tech-
Lo ‘nlque for film and. cone placement. To aid in self-instruction,
review questions and- suvgested activities have been placed S
. “throughout the text. It is'recommended that the student have
.completed an introductory text for the dental assistant and
" have some knowledge of physics, as prerequlsltes for the '
.. book. : o . :

”i,Emotlonal‘Adjustments to Illnessyi
by Karen Ann Noonan, 1975:

¢

Delmar

T In deallng w1th the emotlonal and personal well- belng

! of the physically ill ‘patient, this book examines in detall

i the: spec1allzed nursing care required by the intensive care .*

“patlent khe sick child, the" dylng pat1ent,.the ‘aged person
‘and’. th%;druz abuser. Emphasis 1is. placed on the patient 'and .
how his famlly and the nurse can affect a recovery from '

illlness.,~

- Ger1atr1c Nursing . -
byMEsther Caldwell and Barbara Hevner, 1972

Delmar p

‘s

RN ‘ The purpose of this manual is: to, acqua1nt students w1th
g‘;‘varlous aspects of geriatric care. Four ‘general topics are
)-}ﬁcoveredz progress1ve development, older people and’ commun1ty

3z
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l1fe, Sp901al Eerlatrlc needs and condltlons of 1llness.f"“‘w"
- Each unit has unit objectives, a summarys@f the material
TR presented suggested act1v1t1es and a. r‘ ew to.be completed
Cols 7 by the student. Pictures and dlagrams are -used ' to help L
3 *larlfy the materlal. o

v

' health Ass1stant .
. by hsther Caldwell and Barbara Hegner, 197? SR

Delmar
L : An overv1ew of the respons1b1l1t1es of a. health Tt
’ﬁ ass1stant, an introduction to the basic procedures and tech—lll
“Aiques which . he ‘may be required to perform or assist 1n, '
and. background knowledge to- facilitate understand1ng of -
‘these tasks are prOV1ded by. this book. ~The’course is B
divided into six sections.: Health assistant. respons1b111t1es,g‘[
"basic ;procedures in bed-side care, determlnatlon of vital e
‘signs, special.comriunication and skills are’ covered in the-
first .four sections...Section.5.ig -an- introduction to medlcal'”‘
science and section 6 presents an overwview of body systems 7;‘
"and ‘disorders.’ Each unit has objectives, a summary, suggested
act1v;t1es and an assignment. At the end-of each section, ‘
there is an achievement rev1ew to t°st the students retentlon

of the" mater1al. I } e o \

»

. . ' |

Human Anatomy
by Charles E. Tobln, Ph. D.‘

{;;{f;;;wyw_yj__ ITT Educatlonal Publlshlng d ‘ ' '-‘f,,:tf» SR

: Serv1ng as a prlmer for those seeklng an 1ntroductlon ;.
. to basic anatomy, this: textbook is specifically directed to i
hmthe allled health student. It forms ‘the basis for. all health-ﬂ
" related 'sSubjects because a: knowledge .0of the. normal human . gﬁgf
T .structure, and the changes that’ take place in it as a result R
T of d1sease, are essent1al to ‘the understandlng of all‘ v
o ‘ branches. of ‘health care. The -subject is presented in an
nterestlng, stra1ght -forward style that. makes read1ng easy.
The many ‘simple d1agrams and 'drawings relate 'to gthe  text and-
nelp the 'student learn'and understand- the structures and
their fUnctlons. Learnlng techniques are built into the:
mtext ‘and rev1ew questlons at - the end of each chapter help
.~ the student measure his progress. The'. contents includes '
Anatomy, ‘The bas1c dtructure; Anatomic: planes. :and d1rectlons
" of reference;’ The skeleton and: bones, The joints; Thei'skin;-
s The muscles,.The circulatory system, ‘The blood vessels, The
“heart; Lymphatlcs. The 'nervous system' “The. men1nges, The
S autonomlc ‘nervous: system,‘The .sense organs.,The d1gest1ve
e system. The resplratory system; -The urinary: system, ‘The....-
i reproductlve system; The: endocrine, glands; Some cllnlcal
“anatomical. cons1deratlons, Head and’ neck Abdomen, Back,
Ax1lla and arm; and an. 1ndex.;;j A A




“fMedicalumathematics
”oy Tho...ae J Taylor

*v;n~j&ﬁ;jk ITT Educatlonal Publlshlng

i Medlcal Mathema ics: pr°sents a’ progress1ve develop—" ST
-AQment of The mathemztical skills needed by allied health T
i fipersonnel.u From zimply” counting items, the stext. progresses Pk
- . -.tola.glimpse:: of differential”calculus. - Emphas1s is on: the
‘»*vW»speclal needq of technlclans .in ‘the health flelds.‘ ‘This - . , o
o worktext deals with’ more than merely the how to"" ‘of matiiew -;7*Jgg
"matics;.it dttempts to indicate- the "why" ‘so that" readers; L
" 'and students will 'appreciate the role and the functionof RERERIN
‘:mathematlcs in:theory and practlce._ Nonessentlal top1cs are .; :yﬂ*
“'excluded; but, the book' still points the way to further study
‘and development.g ‘The- contents includes - Sets;" Number,,v .
. Arithmetic: operatlons..Algebra° Exponetlal and. logar1thm1c
,g,‘funCtlons, Geometry, Functional - trlgonometry, Vectors, ‘
- matrices, and ‘determinants; Statistics .and probabilitys: and ",
. Computerss Illustratlons and problems are provided: at the o
- ‘end of each chapter.: An 1ndex is 1ncluded at the back Qf the

’%5f: texte.

p;'Medical‘Terminology of the Organs of Sight and Sound
- by Minna Gosman ‘and Geraldine Dallek, 1973

UCLA o
L . This manual is part of a program des1gned to help the
;;student acquire: the: knowledge and. skllls necessarypto.producef
“Vln final form- the reports’ dictated by phys1c1ans.l The manual .
.1 isdivided: into two parts. :This manual is devoted entirely
3Hto termlnology associated; with the organs of s1ght»and]sound,ﬁ
“".Part . one ©of the manual presents .the.terminology in a narra-
‘.tivestyle, descrlblng anatomy, physiology, pathology,:‘~."~‘
pfhospltal procedures in'laboratory ‘tests,  radiology and oper-i
" ‘ations:-concerning’ the ear and eye. ‘After ‘each sectlon aré . .
" exercises, such-as. identification of illustrations and Q‘
-~ matching. . For each” segment of written materlal ‘there is ‘an
."“'audio exercise which requires the student to type a d1ctated
© list of ‘new:words, and then a’ short paragraph in wh1ch the
lnew_words,are used. . .

o Medical Terminology of the Respiratory System o
“by‘Minna_Gosman,jl972 ' o S S

UCLA
Lo ThlS program ls des1gned to help ‘the student attaln,‘f
m]che SklllS and, knowledge. necessary. to produce in final form
x”Vthe reports d1ctated by phys1c1ans.‘ ThlS text 1s devoted




- system, : The course is d1v1dedw1nto 9*halus. ~Part One .
. presents. the,uermrn0logy ina; descrlptlve narratlve stylev”*‘
© which explalns anatomy;, . phys1ology, ‘pathology," hosp1tal

by Elv1ra Ferrls, 1967

entlrely to term1nology assooiated w1th the resp1ratory

procedures. in laboratory tests,.radlology, and surgical. -

~operations. Common abbreviations are’ also used.’ Follow1ng

each narrative are exercises:. that 1nclude the: 1dent1flcatlon

- of illustrations and a variety:of review questlons.; Part: o
_two follows the written work. For:each segment: of. the, wr1tten]]h

material, there"is an audio exer01se which requlres the stu- -

dent to type a dictated list of words.- This is followed by e
Cal dlctated short paragraph in whlch the ‘new words are used.ﬂ¢»

Medlcatlons and: Mathematlcs for: the Nurse
by Esthetr Shelley, 197.0 ' L

Delmar

\\

nurse with a knowledge of medlclnes whlch might be requlred
in, her work, and to provide information on administration:
of drugs, their purpose, and the resulting favorable. and
undes1rable effects which might be expected from . their use.
The course is divided into" 5. unltsx Unit 1 presents a basic
Rev1ew of Mathematics; Unit 2 reviews the Arithmetic of
Solutions and Dosage; Unit 3 covers the Administration of
Medicines; Unit 4 presents Special Considérations .in Drugs -
and Therapy and Unit 5 covers Medlcatlons for the Body-

- Systems. | Each topic has ob]ectlves, suggested activities:
.and a planned assignment. An overall review is provided at
the end cf each un1t to assure mastery of -the content. :

»o\
i
'\

Mlcroblology for the Nurse

Delmar

Mlcroblology for the Nurse 1s a study manual for

‘hsoudents of practical nursing. - The purpose. is to prov1de5,

.",studentc with a knowledge of how infection-causing organlsms

“exist, grow, mulblply and cause disease.’ This knowledge 1is

units. of instruction:
- orgdnismg; ‘A .Detailed
01" Destruction of Bactbrla, Infectlon and Defenses Agalnst
“'It; Environmental Conﬁrol Against Bacteria; and Hospital ‘'
.fSanltatlon. An- appendlx prov1des laboratory preparations; -
,“sucﬁested demonstratlons, and a summary of diseases trans-"

'jnltted bv organlsm fEach unit prOV1de° 1llustratlons of1"

1

fundamenta]\to an understanding of the cause,’ prevention and

An Introductory Overview of, Micro-
tudy of: Pathogenlc Bacterla, Methods’

ﬂ"wcure ofi:infectious dlszases. The manual is grouped into’ six

,x -~
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"?assignments. Laboratory“experlments ‘are provided,'in
ﬂapproprlate places, to further 1l'wstrate content.

f:mhe Nurse As51stant in PSYChlabrlC ‘an d neral Hospltals
*ﬁby Mary Crowther, 1970 ‘ - ‘ ; v

Rutgers,«Kllmer Campus 7..ﬁ

LR wlth 1ts des1gn for. belng used in. conJunctlon w1th R
. {‘other texts,:thls manual dims at preparlng students to- work IR
~“in either . a general or mental hospltal. The course’ is -
 divided .intonine:units," overlng the follow1ng toplcsx
.+ .-Introduction to Nursing;: Introductlon to Hospltals,:lornlng
+ . Cares Treatment Time; Meal: Tlme, Afternoon Responsibilities;
Patients with- Speclal Needs; Caring for Mothers and Infants; .= . .
- and- Carlng for -the Mentally Ill. Each unit is. d1v1ded into it
fplessons. The lessons each have ob]ectlves, a preparatlon o .
“jsectlon, ‘a presentatlon sectlon, an assignment, and suggested ...
- jaudio- -visual aids and where they can be obtained.. ‘Many. of. T
“ﬂthe]ass1gnments refer to other texts. 'By the time the unit *°
sion -Morning Care is: completed, the student should have enough -
.. basic skills to start ‘a superV1sed hospltal experience. ‘
-1 After the completlon of the unit on' the mentally ill, the
‘,‘Q.student w1lI be . prepared for: superv1sory psychlatrlc LR
S experlence. - . R A T

“}lﬁhexNurs1ng SklllS for. Allled Health Servmces Volumes l and 2 SR
W ,jfby Luc1le Wood ‘ 3 SRR R N T

B.,Saunders Co.‘“'

IORTI Nurs1ng SKills for Allled Health is. a comprehenslve' ‘
<ﬂW31ntroductlon to nursing which covers. the activities of entry-
‘j;level personnel in several nurs1ng occupatlons.» The mater1al o

in each.volume is presented.in a series of, un1ts.‘ The = .
.~ 'sequence. ‘of units was established on the premise of. progres- ,
“.sion from “the general and s1mple to the more specific and ¢
fcomplex subJects.. A successful completlon of the text »
-~ indicates that: the “student’ should be a competent practltloner
‘... who:can function as'a nursing assistant. = It should also .
. .provide a basis: for mastery of the complex skills and
;Wrtheoretlcal4knowledge requlred in succeeding levels of
‘gj_nurs1ng practice., "The materials are designed: for use 1n‘ o
“..'a variety ofiteaching settlngs. They can be used for. on- -
-ﬁgthe job tra1n1ng through the Assoc1ate degree in nursing,.
" 'as.well as for adult’ educatlon and ‘staff development pro-
. . grams for nursing personnel and ‘other health: professlonalsj“'u-"
., wwho require:" the skills.  Each unit includes directions to
. the student,.a: zeneral performance obJectlve, specific per-.
.@jformance obJectlves,;vocabulary,_1nstructlonal mater1al,‘ "
'quuestlons and post test.j“ﬁye o SRR AR




" .provided in this book. . The first .4 sections covers elementary

."nutrltlon and Diet Modlflcatlons for the Nurse
by Carolvnn Townsend, 1972 ' .

Delmar Publishers

LT An 1ntroductlon to nutrltlon, and an. overV1ew of the“”*“
:plannlng, purcha51ng and preparatisn of spec1al dlets are

\

‘”ynutr;tlon, meal planning, meal preparatlon, and food for .

',';Obstetriés5forsthe Nurse

‘mother and baby. The fifth section covers a varlety of " . ‘
_speécial} diets, such as the ‘soft diet, the bland diet, pro- ,
~ tein diets, etc. - The sections are d1V1ded into units. Each
;.unlt has 1nstructwonal obJectlves, topics for. dlscu°s1on and

" suggested” ‘activities. A review is provided at the end of .
"-‘each unit-to check the student!’ S ‘mastery of the material. _
'”harts and pvctures are 1ncluded to help illustrate concepts.}

r, * . :’(

pyﬂBarbara Anderson, 1966

Delmar s S

. Lhe necessary instructional mater1al which is provided

‘bv this text will, with continued clinical instruction,

enable the. nurce o become a valued ‘member of the obstetrlcal
“team. The materlal is divided into-4 main sections: {The _
*Beglnnlng of Life, Pregnancy and’ Prenatal Care, Labor and E e
"Delivery, and Postpartum Care. Each unit is 1llustrated, and K

7fyr1ncludes suggested.activities along with' the instructional
- information.. Where specific.procedures are related’ to t‘he~ =
“lesgson content, such step-by-step procedures” have' beeng

‘included within. the wunite. The units conclude with 'an assign-

"fment in which the student applles the information she "has

{learned. ‘An -achievement review is-provided at the 'end of
. each maJOr section. -An instructor's guide is available
o wh1ch lncludes a llnal exam*natlon coverlng the entire course.'”‘f

r,"'—" '
RN -

Patlent Care Technlques' ' :
:ov Dorothy J. Hicks, Louise Shores, and Barbara Sue Innes

!

IlT Educatlonal Publlshlng

A

JIn- offerlng both the phllosophlcal concepts of patlent
care and the speclflc procedures involved in that care, this
;textoook is designed . as a medium for the training (e1ther in-=
vservice or in ‘the school classroom) of such subprofesslonal
- groups as. llcen sed practlcal {or vocational) nurses, nurse's.

u}i{alds, and:: orderlles.‘ It is also well suited to the: teach—‘

G ingof entry level nurs1ng students. The student is’ IIrst

Tf‘ﬁglven a“‘overv1ew of 1llness ‘and its meanlng, the.. organlza—
" “tion vof ‘the health svstem, the roles and- functlons of. all.

‘"ﬁfmembers—of the health team, and the 1mportance of good \“fﬁ:jﬁkfi




| communication among the members of the health team and
;-between the health team and the patients and their
families. The introductory mater1a1 is followed by detailed
explanatlons of basic areas of nursing care, and. concludes
with the basic concepts of emergency care. The contents
includes Illness and meaning; Health system organization; A
Health team: roles and functions; Communication with patients o
" and their families with team members; Body mechanics; Pre-
2 paring patients for examinations; Medical and Surgical
. asepsis; Sterilization; Drugs and Solutions; Emerﬂen01es.‘
" An index rs provided in the back of ‘the text. ) AR

7.

Pediatrics’for the Practical Nurseh
by Catherine Brigley, 1973

)/; Delnar . fh | Lo o j t 1 ‘f“, ;,‘,ipgiph 'hQ‘ -

i " The purpose of thls manual - is to prOV1de the practlcal
e nurs1ng student with the background knowledge and skills
“ .« necessary to work in pediatrics. The first part of the book.
v covers background materia. and instructions on care of both
=Y . thé.sick and well child and the newborn. Part two provides
' detalled instructions on a number of procedures. that the
‘practical nurse: in: pedin trics “wowld be required to carry
“out. The manual is divided into units. Each unit has an
" objective, and instructional material with illustrations for | -,
‘clarification. There are suggested activities and an ass1gn9 S
ment.at ‘the end cf.each’ unit, and :an achievement review aftdr

each section.of units. ~ ‘ ‘ S S /
' : - . . A ~ ' . :
. ‘ -

-

s Physxcal lherapg Alde
- 1971 ‘

2

Un1vers1ty of Te\as at Austln

Lo Phys1cal TherapxﬁAlde is.a study @ulde w1th un1t tests. o
. . The #3 assignments. (9 uni%s) cover such areas as introduction
- to phys1cal therapy, role of the student, clerical dut1es,‘
‘assisting the patient in act1v1t1es of daily living, body
requirements, assisting in the treatment area, phys1caI‘ ‘
therapy treatment and structure, and maln ance of the fund .

tions of the’ human oody .

Practlcal Nurs1ng WOrkbook _
‘by- Claire Hoffman and Gladys Llpkln,-luéo .

J. B. Llpplncott Co. N

’

oy . An, outllne of the ma.jor areas of nurs1ng31s prOV1ded in
th1s workbook with the. ‘purpose of supplementlhg a more compre-
hens1ve textbook.; The a1m of the authors is to present a




- student mastery of the course content.

" core of knowledege that is indispensable to”bedside nursing.

The workbook is composed of multiple choice, completion,
matching and true or false questions. More challenging

essay questlons are provided for the advanced student. ' An
.appendix is included -which covers the effects of drugs in

the body .systems, nursing history, commonly used laboratqry
tests and centigrade and fahrenheit temperature equivalents.
The workbook covers family .living, the human body, nutrition,.
nursing as an art, conditions.of illnesses and maternal and
Chlld care. It was de51gned for use with any oa51c nur51ng
texts ' ‘ ;

-

.Related Studles for the Dental A551stant
oy\Margaret Volpe, 19?3 .

Rut&ers, Kllmer Campus

The first sectlon of this book prov1des 51mp11f1ed

J 1nstructlon in" the anatomy of the -oral structures, morphology
of teeth, and the physiology of the oral structures. - The ..

second section provides instruction cn dental pathology.‘
Each section is divided into units, with several lessons per
unit. - The lessons have objectives and diagrams to illustrate
-the toplcs.‘ Lessons are kept short and to the p01nt, includ-
ing only those terms and that information essential to the ~
proper performance of the. dental assistant's job. - Achieve-
ment tests are provided for each unit in order to check

Stanaard First Aid Training Course by Department of Navy
Bureﬁu of Naval, Personnel 1965 :

jU. S. uovérnment Prlntlng Office
Superintendent of Documents
Order #0847~0070

: .Desiened for uce on the- secondary level,. thls reference
cok‘conualna the followineg:information: -first aid, : '
homorrhagn, asphyxiation, shock, p01son1ng, wounds,wanurles,"
andi rescue. [llustrations are included. ‘ :
v : . . i :

R




Stud1es for the Dental Assistant: MlcrabiaiagngHa”"”
'Sterilization, Pharmacology and Termlnology
by Bertha Mexner, 1973

Rutgers, Kilmer Campus

A A competent dental ass1stant needs background knowledge i
1n "a number of fields.. . This book: prov1des instructipn in &= e
three such related fields: m1croblology, pharmacology and -

o terminology. [This book'is divided.into 3.sections. The .

.. ‘first section covers mlcroblology and sterlllzatlon.; -The

: .second section provides instruction on pharmacology as re-:

. la'ted” to dentistry--i.e. what drugs dre’ administered 1in-the

s : denta offlce, why and how. The last sectlon, term1nology,

acqua1nts the ‘'student with dental terms necessary .for. good

communication between dentist and assistant. Each section’ is
d1v1ded into units. -Instructional: obJectlves and dlagrams ‘
are included in each unit. Reviews are provided throughout
the text -to insure mastery of the course content. -

s

Workbook for Dental Records N
by Corinne Carpenter ‘and’ Margaret Volpe, 1973

Rutgers, Kllmer Campus

- Th1s text was prepared SO that samples of various
dental records, tax and banking forms might be included in.
" ‘one. workbook. . Each unit contains basic-infermation, pro—
cedures to-: follow in. completlng the ‘forms,: questlons,‘
ass1gnments, and -an, achievement test. The ‘purpose. of the'
workbook is to -give students pract1cal experlence in:
complet1ng the’; forms, dnd:an-effort was made to s1mllate
'~1s1tuatlons as they occur.in ‘2 dental office. - The book. is:
‘designed so.-that, once the mater1al has:been presented, the
1nd1v16ual student can work at his'own rate. This workbook
‘may also be used as a reference durlng actual employment.

X-= Ray Technology (X Ray Techn1c1an)
1966 -

L University of 'Texas at Austin

- This manual is a study guide w1th unit tests. The 76
assignments (11 units) cover such areas. as general office
procedures, operation: of. X-ray: mach1nes, darkroom procedures,»
technlques, pos1tlon1ng and making radlographs, “the lower
extremlty, ‘the, trunk and. vertebrae, the’ skull,‘contrast
examlnatlon, the ur1nary tract, and spec1al procedures.’j




f‘;f{@_-ﬁMA'RINE oCC LJPATIONS

1h'?ﬂants Need People, Film‘ _
_;:1969 N .

Natlonal Assoc1atlon of: Englne and
Boat Manufacturers Fllm L1brary

- Thls fllm explores the employment opportunltles ) RS
- availadle to. Yyouth in the recreational boating field. It . =
'“shows the many year round jobs available  in boat,'englne}m" R
~and’ accessory manufacturlng plants, in; mar1nas and boatyards;ﬁ}uj

lnd in retall operatlons. ‘ : “ , , S

-,

“Motorooat Mechanlc"
1970 L

' Univérsity of Texas at*Austin:

Motorboat Mechanlc is.a study gu1de w1th unlt testsaﬁ‘«
The 32 ass1gnments (9 units: of. 'study): deal w1th ‘the " funda-f
o mentals of’ motorboat engines, and hull: repa1r. References
W for: outboard motors are Audels Outboard Motor and Boatlng
i . Guide, 1968, Howard W. Sams; and'Outboard Motor Service .
= i Manual, l967, Abos' Marlne D1v1s1on Technical Publlcatlons.
’;;ln'References for hull’ repair.'are Chapman,,Boat Maintenance--
' “Afloat and Ashore Part: II, 1963; and du Plessis, Flberglass
4_'80atS——Flttlng Out, Maintenance and Repalr,vl966 Aldard
v Coles in; assoc1atlon w1th John deGraff.ﬁ"wu o

wff‘The Ocelns and You R
= by ASO Informatlon Klt,‘l97l

Amerlcan Soc1ety for Oceanography

‘ Seven booklets are’ 1ncluded in:the Oceanographlc L Ly

‘ ‘Informatlon Kit' to. prov1de the: follow1ng information:s a RN
-+ igeneral- overv1ew of "the’ nature of oceanography and the" study{f
',jw‘necessary ‘in/ preparing for: a- career in.this field;” pOSSlble '
‘oceanographlc employment opportunltles with the federal "

= government as described by the different: government agenc1es:__
iinvolved in'marine ‘activities;: descr1pt10ns of employment: L
SCRLN ~poss1b111t1es in private industries; un1vers1ty employment, R
S jgla readlng llst, and a llst of other 1nformatlon sources. '




) E’KQOutboard Motors and Boatlng o o PR AR T
3:_:by Edw1n Anderson and George USkall, 1972 N L e *ﬂ>,-w: D

'v‘?ii;b}{oward w. Sam ;and Co.,~Inc. R

IR Th1s text prov1des up to-date 1nformatlon on many b
.wpﬂaspects ‘of . safe . boatlng,lncludlng motor constructlon, oper-pf
" ation,: ma1ntenance, and basic safety factors. Other 1mportan
...topics. are also: covered, such ‘as the rules:and reﬁulatlons
“that are ‘to be ‘used. while. on'the waters All englne adgust-
~ments. and serV1ce operatlons,'lncludlng malntenance and--re--
" pairs’ essentlal to. outboard : boatlng, are" covered in detall.
“‘¢[;Add1tlonally,;functlons of ‘the: various: englne parts and - ’
vaw[;haux1llar1es, such as; carburator,y gnltlon,rcoollng system,.;'
- ‘etc.are explalned and 1llustrated in'order to glve the
.reader. an understandlng as: to why and 'when: certaln repalrsfu"
"and serV1c1ng ‘must be made..  The text’ contalns serv1cc;‘>; o
ﬂchapters which- prov1de full" 1nformatlon on: the’ proper. oro«iv
“ycedures used in maklng all klnds of magor repa1rs.~,A;. '
Q;glossary of~nautical- terms ' is included in crder ‘to: famlll-
“¢ar1ze the reader w1th relevant terms and phrases. : ‘

-

_”}u;}Outboard Mo o*s and Small 'wglnes, Course No. 18

Hoffman Occupatlonal Learnlng Systems ﬂ

I L Hoffman s audlo vig ual vocatlonal courses 1nd1V1duallze IR
;,a systems approach to teachlng so that each tralﬂee may IR
{;pr sgress-at his own' pace while the entire class remalns ‘with- -
“:in' the management of “the- xnntructor.m”mhl, is' done” by reluc-;w.u
' ing the course "ia%o:the 'smallesi’ 1nstructlonal unlts--or i,
j?7modules._ Clogely relat ted modules Are grouped 1nto clusters.
" Qutboard Motors ard Small Exigines i< ‘divided into.I4 clusters,; ’
" "with each cluster divided into several: modyiless. Cluster: areas[_p
are as follows: ' Power ‘Mechanics ‘Fundamertals,. Principles of - B
P Ignltlon Systems,‘Magnetlc Ignition Systemsj;. Distrikutor .
‘Ignition: Systems; Capacitator Ignltléu Systiemss;: Carouretlon, ‘
Fuel Pumps; Fuel Tanks; Power Heads; Lower End Units; - .
‘;Starters,‘Geperators, Alternators a:d. ReCtlflerS, and Mcto;~
Trouble: Snootlng,_Malntenance and Steerlng Assembllec.‘ g
;;Installatlony?'* Co i [ : S B '

IOutboard Motor Serv1ce Manual, Volumesll and 2 °

Abus Marlne Publlcatlons DlV‘alﬂﬁ;, S
; Intertec Publlshlng Corpa,‘jw s _‘Zf ;fflg;

e ‘ These twn volumes are deslmned as- serv1ce manuals for
‘ oqtboard moto*s@; ‘Volume' 1 covers motors that are below 30 ‘
‘horsepower and Volume 2 .covers motors, that are above 30 horse-
powerc- Each volume has a Fundamentals »ectlon and a Scrvlce

“'misl,




s

1

'Sectlon. Under the Fundamentals Sectlon there are 2 parts:
”l) des1gn fundamentals, which covers operatlng pr1nc1ples and
drive unit fundamentals, ‘and- 2) ;service: fundamentals, wh1ch
covers trouole shooting, general ma1ntenance and general

‘i(repalrs.v ‘The 'Service Séction covers. d1fferent brand namel

x‘rholp cl

i"}MET'AL- FA BRICATION[AND' MACHININ,G

. motorssy ‘Many' dlagrams, draw1ngs and charts are 1ncluded to(E
o arlfy the’ material, ‘The books are des1gned as’ serv1ce;
" ‘manuals and not: spec1f1cally as ‘classroom texts° However,

. they: can be used 1n the classroom. : :

;Blueprlnt Readlng,for Mach1n1stsx '‘Intermedidte, Volume 1
“by Arthur Ahr, 1971 ’ I :

Delnar Publlshers-

: The purpose of th1s course in blueprlnt readlng is to.
provide supplemental. tralnlng material to those 1nd1v1duals

~ who have a basic understandlng of" draftlng pract1ces and can

read simple draw1ngs but need advanced instruction to prepare:
for Dosltlons requlrlny greatcr skills'and technical- knowledge.
‘The text is'divided into 20 instructional un1ts.~ Each unit’ ‘

s divided into three parts: a .theory" cheet, an 1ndustr1al-

,;type print and a set of study. questlons.4 Most of ‘theunits
~are followed by a draW1ng assignment. Emphas1s is: placed on ..

x._develonlng an ablllty to. read drawings.with- ‘the same- degreefm'
~of speed and.accuracy: found in 1ndustry and to apply ad-”h

W'hﬂvanced pr1nc1ples of design. Charts, tables and formulas .

necessary to solve the study questlons are found throughout

~the book.. .
- Blueprint Re@dlng for Machlnlst Advanced, Volume 2,

a continuation of_ Volume 1, and is available from: the. same ‘
qubll herc S - PR S o

E iqlueprlnt Peadlné,for Machlnlst, foolfand,DiefMaker'and Mold

- Maker Apprentices - - ’ B R

by William Hardman, 1973

Natlonal “Pool, Die and e
Prec1s1on Machlne Assoc1at10n )

‘ Th1s book was des1gned to teach the fundamentals of
hlueprint readlne ina rapid and practlcal ‘manners After

i"completlon of the text, the student should be skilled in: the

:‘fﬂhtermlnology,zaberV1atlons,-and v1sua11zatlon, as well.as. ]
f~wbluepr1nt readlny itself. Sample blueprlnts are. 1ncluded,"'
~alone w1th related ouestlons for the student to answer.: Thls.

' reading of blueprints. . The text covers such baslc toplcv as fo..

xchbook appears  to be 'a zood - 1ntroductlon to blueprlnt readlng
5gffor‘the‘5e91nn3ny student. i : T SR &




fBraz1ng and Solderlgg. Fllm
i»l974 ' v _

L1brary Fllmstrlp Center

SR A craftsman should be fam111ar w1th all. phases of h1s
chosen, vocatlon.ﬁ Slnce commercial . weld1ng shops also :do .

4 braZ1ng ‘and solder1ng, this fllmstrlp presents bas1c tech-
“jnlques necessary for bronze surfaclng,kbraze weldlng, braz-
”1ng, and silver solderlng (whlch should be’ correctly S
1dent1f1ed as s1lver braz1ng) T ‘ R

iay

,gh¢_Careers in Weldl_g, Filmi

‘f‘ Library Fllmstrlp Center

L The w1despread use of weld1ng in farming and 1ndustry
ﬁprov1des a congtant source of employment for qualified young
‘men. = Job. opportun1t1es occur each year,vas a result of re-

ftlrement and ‘new industries. .
' Welders f1nd work in: f1elds ‘such as automotlve manu-

o factur1ng, aerospace 1ndustry, manufacturlng, structural
'work, sh1p building, and many. others.; ‘This fllmstrlp is a
“capsule look at 1ndustr1es employ1ng welders. o

| Castlnngrocesses?"» R ) . L )
by Joseph Kovaco, 1973 » . S

”Vé Rutgers, Kllmer Campus ' )

j o The purpose of th1s workbook is to fam111ar1ze the
ﬁstudent w1th, and' to glve him a. work1ng knowledge of, "the
ﬂvarlous cast1ng processes.g Emphasls isiplaced on the‘f;A
q»lfcapabllltles and’ the limitations: of the castlng processes as
¢ .+ related to. the: select1on of a. cast1ng process in- the des1gn
| of:a machine part.. The book is divided.into units. of
,‘1nstructlon."Each unit-has an 1nstructlonal obJectlve and’
- related information. . Assignments. and review problems to be
completed by the" student are prov1ded for: groups of: un1tsa
A glossary of foundry terms!' is 1ncluded in the back: of ‘the:
‘texts  This ‘book.: seems approprlate as an- 1ntroductlon to
S cast1ng processes.u A knowledge of: very - bas1c math (such"
~&ywas the ability to" make measurements) is: necessary.; The
draftlng and des1gn 'student should be ableito use this work-
"book, after it is completed, asia’ reference on. costand .
des1gn factors 1nvolved w1th each cast1ng process.‘;‘*@ FENE TR P




' Electrical Discharge Machining

by C. M. Montgomery, 1973
Rutgems, Kilirer Campus

- “The purpose of this book is to. prOV1de an 1ntroduct10n
fo electrical dlscharge machining, as well as:to ‘teach the:
student some of the methods and procedures 1nvolved in such
operations. ¢The book. is divided into 1nstructlonal units,
~and each unit is. comprlzed of ‘lessons.. Lessons: include an
ObJeCthG, 1nformat10n, vocabulary and an assignménts . The
following topics are covereds the electrical discharge =
machining process, basic components of electrical discharge
machining, operating procedures and methods; and machine o

parameters. = Diagrams and other illustrations’ are 1ncluded
" to help clarlfy the mater1al.

] i} ‘

Exploratory Drafting;—Sheet Metal, SEE DRAFTING

Intﬁoductlon to Oxyicetylene Weldlgg
197 ‘

Library Filmstrip Center:.

‘ ThlS filmstrip is a resume of the development and scope
of the oxyacetylene Tlame,; beglnnlnn with experiments: by the
French chemist ‘Le Chatelier in 1895. Fusion-welding, flame
cutting, flame gouglng,_flame deseamlng, profile cutting, ast'
well ds braz1ng and" heatlng operations, are some of. the
.:processes delineated in the fllmstrlp. It is 1mportant for

the student to understand the wide scope of appllcatlon for = .

the flame processes., '

Jlg and leture Des1g_ -

a by Ewald Witzel

Delmar‘

- Jig and Fixture Des1gn descr1bes 1mportant aspects of
elementary design and some: of the technlques used by tool
’deslgners in ‘planning and deslgnlng jigs and fixtures. The

text was designed for use by those persons.who have a
reasonable amount of sklll in mechanical draw1ng and an .
‘understandlng df. machine tools and’ processes. . The material
is presented in a 'manner which: ‘allows the prospectlve de-
‘as1gner to. learn ‘how' typlcal toollng problems ‘are solved.,u

. Part drawings, production plansj complete ‘tool drawings and ¢

“explanatlons of ‘the deslgner reasoningare; 1ncluded. Prln—ﬂ;f"
‘ciples; and pract1ces ‘common- o all branches of Jlg and A
4F1xture des1gn are covered 1n an 1ntroductory sectlon.Ihx: L

i q,'l H

RETERE



* Topics discussed include: Introduction to. Tnol Design,
‘Functions of Jigs and Fixtures, How'Designs of Jizs and
Fixtures are Planned, and Tool Drawings. Five complete
.. industrial units are also included which provide instruc-
tional materials and assignments for the student.

Mathematics I--Machine Shég
by S. Poniatowski, 1970

“Rutgers;‘Kilmer Campus

: In presenting the fundamental principles of mathematics

. to shop students, emphasis is placed on making the material
relevant to problems ‘ericountered in ‘the machine shop. In- .
struction in arithmetic is contained in the first half. of the
‘book. The remaining units provide further practice in calcu-
lation, teach students to handle simple formulas, and provide

SR some ‘information on the principles of machines. The exposi- e

IRTE tion of the principles involved, the solution of" many prac-

3 tical problems, and the presentation of problem work, teach

5 SO the student the. general methods of driving solutions which
. can be applied to all shop problems. R

- MechanismsQ-Linkages o ‘ ‘ v
by L. P. Robertson, R. W. Tinnell, T. G. Watts and
D. A. Yeager, 1972 Lo 3

Delmar

Mechanisms--Linkages provides an introductory treat-
" ment of mechanical linkages, combining the elements of
' mechanical théory with those of practicality. The topics
‘covered include: various levers and four-bar configurations,
and selected special -topics. 'The material is geared for
technology students with little or 'no background in practical
applied mechanics. The purpose is to expose the student to
the practical skills of mechanical assembly and® to the prin-
L ciples of operation of a variety of mechanisms, rather than
i+ - to cover the material in fine detail. Instructional ‘material
is presented in the format of an experiment. Each experi- -
ment contains an introduction, a discussion presenting the
background, theory and techniques needed for the exercise,

‘2 materials list which identifies all necessary items, a
procedure with step-by-step instructions, an analysis. guide
for interpretation of data and problems for review. "It is
" sugeested -that, for best results, the student be concurrently
. enrolled in a course in technical mathematics (introductory
7 ecalculus)o ' » 3 - 5 '

160




" Mechanisms:  Machines ‘ j
. by Larry Teel, 1972 : ’ i j.

Delmar A . | ]

_ An 1ntroductlon to the toplc of modern mach1nes is
. presented in this text in a manner which'is: des1gned for -
“students: with no- backgrownd in practlcal applled mechan1cs. A
‘It combines mechanlcal “theory, draftlng skills ‘and practloal
: appllcatlons.» The top1cs d1scussed 1ncludex graphlcal \

* ‘“:analysis of machines in the areas’ of veloc1ty and acceleratlon

polygons:'and: the .dynamics of cams,; gears and - 1nterm1ttent ‘

“motion’ mechan1sms.r Since this book is 1ntended for use by A
1nexper1enced studentsy no - attempt i's made to cover the
‘material in finé detail. The main-: emphas1s is’ placed on-the"

. practical skills of graphical analysisand the dynamlc prin-
ciples of operation of a- variety of: mechanlsms. ~Each ‘topic
includes instructional material and:an. experlment to. be
conducted by the student. Experlmental procedures are 11sted
in detail, along with all the information.needed for the
student t»o carry. out the experlment. ‘The ilast experlment
covers a summary of:all the techniques covered throughout

....the book. ~Forms for .use in writing up the experlment are.

f‘1nc1uded in the back of the text. g .

|

o : i A
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Metallurgy--Oxyacetylene, Fllm ' R .
197& / ‘

,
.

/
lerary Fllmstrlp Center /

s
/

, It is 1mportant for the craftsman to know Some. of the
S phys1cal or mechanical. propertles of the metals he works
[ with. 'If he knows the strength propertles of!a glven metal,
he cdn then make a weldment strong enough | for any jobe - \
.. This fllmstrlp will d1scuss and. 1llustrate the. phys—"
ical properties of average weldable metals. ’Stress,;straln,
elast1C1ty, elastic limit, -tensile strength,,tors1onal
strength, shear sprenuth,,and fatlgue strength: are ‘among- the
factors iricluded.. Classification.and 1dent1f1catlon of"
" metals such as low carbon steel, high carbon steel, and the
various.-alloys are included in this fllmstlrp. _Spark- and
, temperlne character1st1cs -are also descr1bed.

Modern Metal Working ' , S |
bj John Walker g ; i

Goodheart Wlllcox Co., Inc. -gp

e Bas1c 1nstructlon on. hand and machlne tools and
S materlals and procedurec used in: metal—worklng occupatlons
' are supplled 1n thls text.; Instructlonal mater1a1 SRR




. presented in short.units and in simple language, along with
.many photos and drawings. This book introduces the student
.to shaping and forming techniques applicable to space age
metals such as chemical milling, powder metallurgy, electrical
discharge machining, electron beam and inertia welding,
chipless machining, numerical control and quality.control..

' Sheet Metal (Sheet hetal Worker)
- 1668 - ' '

ro.

University of Texas at Austin

‘ ‘ 7 ‘

Sheet Metal is a study guide with unit tests. Safety,
tools and equipment, pattern development mathematics, fabri-
cation, and installation_are covered 'in. 55 assignments (14
units .of -study).. B ; : LR |

Sheet Metal Blueprint Reading’fof‘the Building Trades, = = ...
SEE .BUILDING CONSTRUCTION I T

MSheet<Metal Pattern Dfaftihg and'Shop”Problems' .
oy J. S. Daugherty, R. E. Powell and,H. Foster, 1975

" Bennett. Books

. This book covers the following areass drawing equipment;
practical geometry; .practical pattern drafting; heating, '
_ventilation, and air conditioning pattern development; E
““'parallel ‘line developments; practical cornice and gutter
.. % problems; radial line developments jtriangulation; triangu-
' lation,-simplified method; special problems and sheet metal
Y. . math,” Tables/ are included which show the conversion of .
. English to the metric system along with sample problems worked
' both ways. Shop tables -are provided with such information
" as circumferances and areas.of circles, weights and gauges. -

Strength of'Materials—;Machinists:
by Charles Green, 1971 . o

‘Rutgers; Kiiméerampus

- ~ The purpose of this book iz to provide the student with

" the knowledge necessary to solve problems involving strength

“of materials. The book is divided into 17 units, which cover .
' the ‘production of materials, properties of materials and the 3
tructure of materials. - Fach unit includes an objective, =~ .. .. .
~elated information, and questions. = There are also many Sk
demonstration activities throughout the ook that are to be

'~ff1Jx5V§, :  ”7 :,j7*:fb fc;1§?ffb




RN

ﬁ‘nroperbzoe and 1dent1flcatlon, oxvacetylene welding and;

'faarc weldlnn, special welding processeq and appllcatlons,:a o

. carried out by the student .Achievement  tests are prov1¥ed

for each unit, with matching, multiple ch01ce and short answer -
questions. A glossary of relevant terms is included, as well
as a sheet. of formulas which are relevant to the information

and problems presented in: the "text. ‘ ,

-quorv 1 Maohlne Sh

bv S. Angoqul, 1968

Rutvere, Kilme* Campue

Theorv I Machine Shop is designed as an 1ntroductlon to‘
the machine shop, 3ts. tools - and machines, and its technlques.
Thére are ten major units, coverlng the following: toplcs.

‘theory of” ‘machines, simple machines, friction, shop tech-

niques, manufacture of iron.and steel, foundry techniques,
heat treatment, manufacture and application of grinding
wheels, electr301iy, and the sclence of measurement.

! vy
5

TurningeTechnology}‘ Engine-and Tgpfet Lathes
by Sa P'a }\I‘ar, 1971 o '

Delmﬂr

Studente Wlll find this,book useful as an 1ntroductlon

to turning technology as applied to engine and” “turret lathes.v
* The book is -divided into S sections and covers the following .

tobicss lathe construction, tools and accessories; machlnlng:fy“*
_oe#ween centers; machining in a chuck, special operatlons,
and»the turret lathe. Each sectlon 1s divided 'into 'a. series"

of instructional units. The-units contain illustrations and"
pictures to- help clarlfy the material. All of the lnstruc- -
tional information is provided in a style which is easy to under—‘
stand. ihen new procedures are taught, they .are 1a1d out . o
in a step-by-. trp.manner that is conducive to rapid compre- -
hencion. Revinw guestions and problems to-be- comp;eted by o
the wtutlent o1 11cluded in each unlt. . T

‘Weldln

University of Texas at Austih 3

Welding is a study guide with unit tests. The 43
assisnments (14 units of study)-deal with safety, metal

cutting, alterﬂatlnﬁ-current ‘arc weldlne. dlrect current‘”Vt

cas thnldeﬂ arc weld1n9.¢:f;,>




QNEEDLE iTRA‘D‘E\)S‘ o

fvThe Art of Sew1ng *"‘5 : ‘
“]by Yvonne Hllllnger and- John Oss1, 1970

€

Rutgers,;Kllmer Campus

it . The: purpose of thls manual 1s twofoldz 1t is deslgned
“:;to g1ve the student a knowledge of all. ‘the: bas1c skills

: .necéssary. for fashlon sewing, and to: serve as.a ‘helpful

“ reference; source.t The text covers bas1c 1nformatlon, hand

ﬂysew1ng, st1tches, seams, hems, bias: b1nd1ng, facings, inserts .

.;and. appllques, ‘buttonholes," pockets, -and’ plackets. Each unit "
fcontalns 1nstructlonal mater1al, as- well as a list of ass1gn—‘

,Iments.u,Many draw1ngs have been: included. to. help the student

{,vlsuallze and ‘imitate the: steps that must be followed in order

to acqulre the 'skills ' needed in- ‘the ‘trade.  Cartoons. have L
‘alsd been included to arouse: interest and keep the tone of .
:the book 1nformal. SR SRS e DR TE

L Draper'y Mak 1ng—_1 =« A Lo

Rutgers, Kllmer Campus"

i Drapery Mak;;g——l is & bas1c 1ntroductory text for : SN
?‘students entering: drapery,maklng as a:vocation. Since the:' -~ -
‘book was written for use at'the Marle Katzenbach School for

- the Deaf, communlcatlon problems are .given prime consideration.
?Thel uthor considers a wide-range of detail often left out- of
inst uctlonal texts.; ‘The vocabulary is keptias simple as -
fposs1ble and each technlcal term is: deflned in the vocabulary
;sectlon of the lesson in whlch itiis’ “introduced. There is an:
assignment. at the end of each'lessoniand an achlevement test
5ﬁfor each unlt of study., A glossary of terms ‘is. also prov1ded.;v

! P

= /).A“‘A‘lr

i?ﬂ¥¢fLearn1ng to Sew
tg,.‘by Mary Funarl and Charles Jochem, 1970

: Rutgers, lO Semlnary Place

S The two purposes of thls manual ares to acqualnt the

m_;student w1th the equlpment and tools found in the. .sewing

" iroom, andto teach the. student how to construct a simplé
-garment for herself. The book progresses from-. the simple to
;3the more . complex, follow1ng a standard step by step method
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-vforﬁeonstructlon of . ?arhents.» The manual isg de1ded rnto tenjn

’-[units, with each unit divided into lessons. Each: lesson has

ob]ectlve, 1nstruct10nal 1nfcrmatlon, a: voeabulary sectlonj;

gd‘and an ass1ﬁnment. .Each ‘unit has an achlevement test to.
e ‘check the student's mastery of unit content. Diagrams.are:
" “included’ to- 1llustr1te the Dronedures, and’ a Flossary in’ the
‘~back is supplled for the student's reference. :

’

‘Mathematics‘I-—Needle‘Trades

Rutgers, 10 Semlnary Place -
Mathematical ablllty is a valuable asset-to the needle
- trades worker. -The purpose. of this book is fo provide the
‘student with a basic knowledge of mathematlc and to develop
skills in solving mathematical problems relevant to the:

needle trades. The book stresses the appllcatlon of the ‘
practical rather than the theoretital aspects of mathematics.
Wherever possible, problem situations and terms common to the,
‘trade are used to familiarize the student with practices in
"the field. There are a variety. of lesson types. Some areé
designed. for class discussion ahd to serve as.a background N
in. the special dpplication to the needle trades field; others .
prov1de spe01flc practice in the kind of computatlons needed;
still other lessons are designed to teach students how to-

. select pertlnent ‘facts, how to judge whether a, result is

;reasonable, and how to estlmate. Each lesson includes an
owwectlve ‘and ass1ynments, along with the instructional
maferlals. Pre-tests and- achlevement tests are prOV1ded to

test mﬁstery of ‘content.

The ‘Probleri Flgure Dress Des1gn Related Art II
by Marle Lenahan and Stephen Ponlatowskl, 1970

' Rutvers, Kilmer Campus :

_ As a sequcl to the flrst volume’ of Related Art for
"Dress. Deslgn, this book was compiled to give the -student
Dractlce in designing clothes, taking into-{ccount any figure,
proolemc she may have. The book is divide? into six units

| ‘-‘and covers the followlng topicss the fashion fleure, prin-

ciples of denign, lines and the figure, designing for the
ploblem figure, textured fabrics for. the problem flgure and
desiening for the ‘iAdividual figure. "Each lesson includes
an objective, related information, ass1gnments and questlons.



~ 'Diagrams’andpictures are includedntd‘illuStratewthe pro-
© cedures. .A comprehensive test.at the back,df the" book pro-"
~.vides a check of the students mastery of the.course contents

© . 'Related Art fér Dressmaking Desien Students - e  , ¢{ * |
- by Marie Lenahan and Stephen PoniétoWski, 1966 A H¢f;jzi

. od - .
R%ﬁé@rs, 10 Seminary Place
' Students will find this book -useful for acquiring a
basic knewledge of art:as related *to dressmaking. ~ The-book
is divided into five units. The first unit surveys color as
related to-dressmzking. Unit II provides instruction on the
drawing of ‘various dressmaking details such as bows, pleats
and sleeves. -Textile designs are covered in Unit IIl. Poster
k design is covered in Unit, IV, and bulletin board design is*
St covered in Unit V. Each.lesson includes objectives, assign- |
‘ ments and questions as well as the instructional materiale -~
Diagrams and pictures are included as a%fs in skill develop-

AN
1

- ment. All art techniques are accofipanipd by Step-by-step

- instructions. An achievement test is included for each unit. -

“‘thén You Go To Works: A Book for thevNeedle:Trggg;
by 'Yvonne Hillinger’and Charles Jochem,_l973 ’

s

" Rutger$, Kilmer Campus oL ; . R

... . This book™¥s a sequel to the tekt Power Sewing. Tre.

i first book was desIlgned to teach. students the skills they
would need as power-Sewing operators. This book 'presents .the

~-non~technical "informaticr. that the student will need in.
order to get.and -hold & job. -The book is divided into six L. )
unhits and covers the following ‘topics as they are related to e
the employee: the factory, 2 good worker, the job, shop e
mathematics, clothing. for women and clothing for men. Each
lesson includes an «iiective, a vocabulary list, related -
information and_ an v ignment. Liberal use is made of
drawings and cartoc:. to help illustrate the concepts.

o
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. @ OFFICE OCCUPATIONS o R

 "ttQi,.giA Career in‘ihe‘Modern“Office_ R -
©o . by ‘*hyllis Morrison, .1969 ‘ SRR e

k " Gregg Division SR _

McGraw-Hill Book Co. S e

.~ Four paperback béoxsgare included in-a set which comes = * -
with a teacher's . manual and key. . This 'set places a strong -
‘emphasis on building the basic "language, number, clerical;
and sorting skills- 'that are needed for. every entry" level

: & ‘ .clerical job in business. It strésses'ithe importance of the
‘. .- . 'personal skills and social, attitudes.needed in-businéss. . It
Pk 'is a highly motivational course that .ihcludes mature subject -
AL e cmatter, yet is designeq on a 7-12th grade readigg"ievel.“
' vV - - : i . E ) . . . " A "‘ ‘ --’VP - ~ .. », ‘: i P - ! “\ '
* Careers in Business and Office Occupations, Film "
1970 ?"Q | - “. ; . . 0 ‘ T L g
‘ ,Uﬁiversity of'Soﬁth;Cérolina“ ‘J“ » - ;f:-”
’ E e : . B ‘1 N ) : \“ "~ x 'v ,:“\- i
~++' The variety of career opportunities open to.the sty .. -
dent in the field of.business and offide tcupations is * v - -

Heécribed_in<this 16mm film. It runs®lthe gamut: of positions, '

- from cashier to computer programmer, and discusses the out-
look,'educatioh;’train;ng; earnings, and’ work conditions of
each. The personality ¢haracteristics nec¢gssary for success
and the personal rewards gained by those #h this career ° .

field are shown and discussed. f’}ﬁﬁ el T
* ‘Careers in Business Office Skills, K Film-" | R
R ] Pathescope Educétionai Films, .Inc. ,%"f _ Ju”‘

This film delves into the world of the modern businegs =
~office and talks with the people who perform the daily. jobs " - ..
SR that keep a business operating efficiently. ‘The‘program out<
SRR lines and discusses the various occupations ‘within an ' . ;
N - " office. . Interviews with people at work explore the oppor-": . -~ .
e tunities as well as the drawbacks.‘and‘thewpersohal~skills;.
: . and training that are needed. Specific suggeStions'sth hd%l

il

‘employment agencies, and temporary or part-time employments ~*. o

f ‘ S S o L o
. . ' - . ' ¥ .. , i &

o
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students’ can learn more about this.fieid from school, e i



fj‘m_jClerlcal Occupatlons
"‘y197o :
| Oregon Board of hducatlon

,Division of Communlty Colleges and Vocatlonal
Educatlon S ; , o ﬂ‘

i Th1s gulde outllnes the bas1c skllls and knowledge
fnecessary for entry-level competen01es in: clerlcal occupa-,"
. . tions or. for entrance :into. 4, post high- -school’ or un1vers1ty
i . program.  The areas outlined are occupational and instruc-

) ~tional data, clerlcal currlculum, and occupatlonal spe01alty
*course : : :

nCooperative Office Education, A Course “of Study," developed
by the Curriculum and Instructional Materials Center for the
. Division of. Business and Office Educatlon, Vlctor Van Hook,

gOklahoma State Superv1sor, 1972.

4

! 7,h o Oklahoma State Department of Vocatlonal -and
5 ‘ Technlcal Educatlon : .,

- - The magor goals of th1s course “of study are to aid- -
L ‘the student in developlng the knowledge and skills: that will
S fa01l}tate his work in the office and’ ‘prepare. him for entry
fos T level employment in a gariety of jobs. These mater1als are
' desiened to instruct_Xhe student in the personal qualltles ,
S and JOb cqmpeten01es necessary. for employment as an office SR
L ‘worker.' It includes seven topics, with each topic’ cons1st1ng1 :
~ of one or more units of ‘instruction. Each instructional wunit
.0 “inc)udes behavioral. objectives, suggested. activities for ..
S, teakher and students, information sheets,: ‘visual aids, tests,_

.and answers- to the tests.. Topics inciude an awareness’ of ‘the i )

. “world of . work, career. de01s1ons, personal development,
“;,bus1ness behavior, communlcatlons, money management and
leadership. ‘Each-unit in each topic,contains a. terminal
objective,.specific objectives, suggested. activities for the
. instructor and students, 1nstructlonal materials and
‘1llustratlons.

‘nngllsh at: Work——Volume I
197E7 ' ‘ ‘
Rutgers,‘Kilmer‘Campﬁs_." ]

Vo ‘This is a text written for the high school student

” who plans to go to work upon graduatlon.' The format and

~f_exampleﬁ are ‘designed to'motivate the vocatlonal ‘student.”
‘The table of contents Iists ten. un1tsx} The Role of
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’Language, The chtlonary,:The Sentence, ertter Express1on,:“w
Common Mlstakes, Readlng,.the Newspaper, The lerary, :
-‘Express1ng Yourself, and Spelllng.: S

‘f”YfEﬁinSh Style Skillo Bullders
ooy Joseph B. Cleary, 1987

R A Gregg D1v1Slon " ‘ Jl :
:Qdurmp‘,f_} McGraw Hlll Book Co. ';f

e Engllsh Style Sklll Bulldersfls a k1t whlch prov1des‘*”
;‘materlals thatiare. self—lnstructlonal. The- k1t ‘helps: stu—f.‘
g»dents improve their :skills .in those areas of. language usage

‘and offlce procedures that- employers and. experlenced offlce
~workers most frequently label as problem: areas. - The kit may
be used for- general classroom 1nstructlon, or on.an 1nd1v—«ﬁx
“idualized basis in.'the classroom orias a homework ass1gnment.‘
The kit contains booklets in:the: follow1ng areass Type—g
ﬂwrltlng Style and Word Divisionj chtatlon—Transcrlptlon
“Procedures; - Punctuation. Style; Spelllng Improvement; Cap-
italization, Number and ‘Abbreviation Style; Proofreading;
and Tests. Each booklet in the kit'is organlzed arobund’ the
_mastery formula: preteést, ‘teach, retest, and’ reteachs -/
N The kit may be used by students enrolled: in. Type-
~,~wr1t1ng II.and..III, Shorthand I and. 11, Transcrlptlon, and.
% ' possibly Introductlon to Bus1ness.“ It is des1gned for
- grades 1l-12. |

£ .}-"‘

ﬁlllng,Bus1ness Namess Learnlncr Act1v1ty Package II(_H‘
Bv Duchan and Schulthels, 1975 . u PR

lf South Western Publlshlng Co.'f

, ThlS text workbook teaches low—ach1DV1ng students to
“index. and alphabetlze all kinds of business. and government
names follow1ng the--successful acqulsltlon of. the basic:
S filing skills.found'in LAP. I,  LAP II is: ‘self-instructional.
% and needs little teacher d1rectlon.f Students -are.motivated

by vocational Jnformatlon and "illustrations: which work to U

tie in the rules for each part with a job. that requlres that
s ‘particular type of .learning. .- Average completlon time is
"ﬁ'ﬁt“ five weeks with additional, t1me requlred for supplementary
' L probleMs'and,examlnatlons. : o .

Flllng Personil Namess: Learnineg Act1v1ty Package I
‘ bv Duchan qnd Schulthels, 1975 -

' SOUbh Western Publlshlng Co.

e

- . A vocatlonally orlented teyt workbook that has as 1ts_§
‘fnurpose the” development of baslc flllng skllls for o ‘

i g ._} e
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ok lOV—aChlfVIHF student . Studenﬂs are. tuugnt to index and. .
o “aliphabetize personal namﬂs using self-instructing materlals
' whloh reguire minimal, teacher dlrec*'ﬂn-, LAr 1 Hroceedc from -
. the- very slmp # rules of filineg firzsi names to filing full
. ‘names with mifdle ‘initisls, prefixss, and titles. Average
‘completion’ time is ‘three ‘weaks with additional time required
Por supplnmen1ary pfoblems ang’ cxaxlqatlon C o ‘

i

. Filing Procedures in_ Bus1ness, F1]m
bv Dav1d ‘OOdman i

Coronet Fllms, No.jlé@j

G A step bv-ctep breakdown ‘of the procedures of record

8 keeplng in.a typical modern business is+<presented in this,

" 'film. Various types of filing equipment are used to
“demonstrate preparation of" records for flllng, actual Tiling,
‘retrleval and referral to storage. The film also shows the'
dlfferent methods of file organization, such as’alphabetlcal,‘
numer;cal peograohlcal and subJect. _ ]

Lo~

Introductlon t0 Offlce Occuoatlons o .
by Carol M. Troutman, 197h EER

Rutgers, Kllmer Campus
¥ As a workbook deslqned for students: 1n\spe01al educa- -
. tion classes, this text prov1des a step by step 1ntroductlon ,
‘ ~:to the. types of office jobs requlrlng minimum training. Nlney_:
2; clerical functions are presented in simple language and work- ..
‘book. activities are.provided for ‘individual 1nstructlon., s
Numerous line drawings 1llustrate -the . materlal and 2 short
. q* OUl”ZeS ‘are 1noluded. ‘

.

Masnetic Tave Selectrlc Tvpewrlter | o 7; S
bv Pavmond Pieslak, IQ?Y‘ . ' 1

Rutaers, kllmer'Campus L .
| The purposze of this manual is to provice students w1th
the basic knowledre and skills ‘necessary to operate’ the TBM:
haqnctlc Tape Selectric Typewriter. The manual was deelpned
~.for:-use as @ tudent text while tudents are being instruc-
tnd in the use of the Masnetic que Selectric Typewriter.
tudents are ins tructed ,,op bv—step, with each new step
ln1d1 LT towqrd the final stare of a omplete knowledé&e of

- ﬂ@ the rncn;xe oPnratlon. Dlarram (are\prov;ded to help.

Hoo- y : :
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‘La*?q'clarlfj the Jnstructlons and ass1gnments are 1ncluded to g
. give “the tudent practical experience. The lessons have:
. loeen: ‘written for easy read1n and comprehens1on by ‘the hlgh :
< Jnhoo7 student. ‘ '

ah Nall Clerk k‘.‘ - »E d o ; ,_ﬁ | ;}b;‘i‘ff

Gre?g D1v1s1on "
McGraw Hlll Book Co.'
Mall Clerk is a. tralnlng manual w1th accompanylng
e resource materials. It is one of a: series. of 15 sequences
-u_jprov1d1n se11 paced tralnlng for entry level offlce JObS-

ot A Modern Anproach to Bus1ness Spelllng
.bv Annie DeCaprlo

CITT Educatlonal Publlshlng Lo L,

An extremely practlcal text workbook, this book is ‘an
invaluabvie teaching aid that .stimulates the individual
student's interest .in and ‘concern with correct spelling.
SpelelC helpful hlnts are hlghllghted throughout -the book .

~ for. students whose backgrounds may be deficient in English ;

- usage, .grammar, or pronunciation. The contents include:
,‘d1ctlonary entr1es,.d1ctlonary respelllngs, d1ctlonary :
.definitions; roots; suffixes; doubling thé final. consonant,
dropping ‘the final e; . preflxes, prefixes: and double; lettersw‘
silent letters; some sounds with two"common spelllngs,ig ,g/‘
.compounds and hyphenatlon, piurals, less ‘common plurals,? s
apostrophes and possessives; apostrophes and contractlons,‘ ‘
spelllng demons, proofreadlng\\ : ‘ L

: Number Flllngfon the Job B
b/ Wood, 1975 ‘ .

‘ﬂfﬂh[d'f S South Nestern Publlshlng Cos

. , ThlS self teachlng +ext workbook is. a complete voca-“
“tlonal unit that is'designed as a supplement to ex1st1ng
tructlonal programs. It provides needed- materdal in
number handling skills“and in number: filing systems. The
student checks ‘and evaluates his own work and” can proceed
through the course at his own pace. The low reading level,
. ... convers atlonal tone, and numerous 1llustratlons make itan
%51d° 1 workoook for low- level students. ‘ : . :

-




“ﬂfOfflce Machlnes

‘ “gf".bj harcella Hill, 1971 B
Rut?ers,_Kllmer Campus :: - a

R The dual purpose of thls manual is to give studentS'
" an overview of ‘the variety of clerical posltlons which exist,

iﬁf?end to prov1de them with an idea of the machine. skills,
ijgknowledge ‘and: attltudes ‘that. will be expected of them for any

given posltlon in bus1ness. ‘The book was: deslgned for use

}qﬁln both ‘individual and- class prOJects. There are eleven :
;ﬁﬂunlts,‘coverlng the follow1ng topics: the. "Office Practlce"'
.o:class, typewrlters, mimeographs, flUld dupllcators, the flex-
“owriter,. photocopylng machines, adding machines, calculatlng

“titles. 'Lessons include objectives, instr

“f ‘O?;1ce Practlcez\ Your Attltude, Film-

- posfure. ‘"It shows\in the way ‘you speak and. listen, by the

fﬁmachlnes, ‘bookkeeping machines, and the vaﬂ1ous types of :job
Wetional materials,

ﬁﬁqass1gnments and vocabulary lists. Each uni} contains an
;-ﬁachlevement test and prOJects to be carrled out by the
' students. :

f'dffice Practicez'fManners and/Customs; Film

Coronet Instructlonal Naterlals, No. 3221 S

Students may find this film a useful introduction. to
office manners, and customs. It portrays the. proper reception
of visitors, telephone courtesy,_rorms of address for co-
‘workers, taking, break periods, and flttlng into the office
communlty. ‘ , P v

\
Coronet‘Fllms, No. 3220

., T ‘ " B T

Your attltude ie- show1ng--1n your grooming, dress and \f

“?;questlons you ask,‘and the 'way- you use your own' initiative.
“ Different office wormers reveal that attitude is a matter of

}‘*eettlng along wizh people-—your superv1sor ‘and co-workers--
- and vourself.. " .

| 0ffice Procedures
Mlladv Publlshlng Corporatlon .

Offlce Procedures is a completely 1llustrated textbook/
workbook in two parts. . Part -One--Basic Offlce Procedures,

. contains 17 chapters. of 1nformatlon that all offlce education

©and secretarlal educatlon maJors should have.‘ Included in

N



_ Part One are such personal development/publlc relatlons
“oriented chapters ast The Office Worker, Developing an

Effective Personality and Good .Human Relations, Your Part on ;Tj

the Team, and The Future is Up To You. ‘

X Part Two--The Secretarial Specialist, contalns six

- chapters of information espec1ally désigned for secretarial

majors. Two important chapters in Part Twc are: Public

Relations and the Secretary, and Plannlng Business Travel.
Each chapter contains a behavioral learning obJectlve

for students and a listing of job-related vocabulary uséd’

in 'the chapter. Student projects are included, as well as

questions for review and dlscu551on. W

k‘Reference Manual for Office Personnel
by House and Koebels, 1975

South-Western PubliShing Co.

Although it.is de51gned for students who are preparing
for office positions, this manual can continue to be of use
to them after they have become stenographers, secretaries,
or general office workers. Reference is made to such vital
tonlcs as tlps on typing, ;letter placement, letter mechanics,
tabulation, grammar,. punctuatlon, spelling aids, and word
division. Lo : o AR -

: Secretarles on the Spot : ”}‘ S
ty Fred S. Cook, Editor, l967 f o o

The National Secretar1es~Association

‘ Secretaries on the Spot-contains a collection of some
of the actual problems faced by secretaries and includes
suggested solutions to each problem. It serves as a. useful
resource when presenting the case method approach to refining
numan relations skills and to ana;vz1ng and solV1ng "people;l
caused" problems.’ o ‘
[

Seoretarvx“A Normal Day, Film
Coronet rllmq, No. l?OO

Thle fllm portravs typical secretarlal respon51blllt1es ‘
© such as making appointments, greeting visitors, processing N
incoming wail, supervising files, organizing a business
trip, taking dictation and transcribing. The film emphasizes .
the personal qualities of self-direction, tact, willingne'ss
to learn, judgement and entnuelﬂsm as those needed for =
becoming a vocd eocretary. ‘

173 | ;-



i D SR S :
Standard Handbook for Secretarles
‘lby o01s Hutchlnson

'McGraw Hlll~Book Co.

_ Thls reference book may be used in any business class-

" room. Since its resources are too numerous to totally list,
“examples of the-topics covered are as follows: .

a. cap1tallzatlon and punctuation

b. letters and letter wrltlng

c. postal 1nformatlon

d. legal papers

e. _government 1nformatlon

f. bbrev1atlons.

_ Thls book S readablllty level is for senior high school.
- Teachers may find this book an extremely valuable asset in
P answerlng questlons for transcriptions Sectlons of the book
““'can ‘be 'used in Shorthand and Typing: to glve “the students a ‘
wider range of business knowledge for a better saleable skille.
" The book may alsQ\be placed 1n the classroom as a reference o

'source fo” students. ‘ :

‘\ o

‘ S N T ‘ ]
Telephone Manners, SEE SECTION ON FERSONAL MANAGEMENT

. @PHOTOGRAPHY

b ‘Phoi‘,og"[‘é\phyxi ‘ S o \ |
- 1969 o ‘ \
mhe Unlverslty of Texas at Austln

o Photography is a study gulde w1th unit +ests.‘ The 47

' ‘assignments (10 units of study)’deal with the nature of

- photography, tools and equlpment, making photographs,
o ~...developing and- printing, and scope and limitation of photog-
../ raphy. -This study guide is based on" Feininger, -The Complete
: ‘ﬂviPhotographer, 1968, Prentice-Hall; and McCoy, Practical
V]?Photozraphy, 2nd ed., 1959, McKnlght and McKnight.

@I\REVFRIGERATION,‘ AIR-‘-CONDITIONING,‘ AND HEATING

Alr Condltlonlng
‘" by Edwin: Anderson, 1969

I 0

Theodore Audel and Co.

Alr Condltlonlng was designed as an elementary text
for those who need . to acqulre practlcel 1nformatlon on the

ST dr i e




VQV1nCtallatlon, operatlon and serv1c1ng of air’ condltlonlng
~.equipment in’ the home and in 1ndustry. The material 1Sf“r‘*?*W
presented in‘a nontechnical manner, but is complete enough =
to enable ‘the student to dlagnose and; correct problems. The -
book is organized to provide a practlc :understandlng of
'~ the construction, operations and fundamentals necessary for
the diagnosis of operating faults in jan air conditioning
system. The purpose and functioning/ 'of each operating
componnnt is covered as well as a des crlptlon of refrlgerants
used in various applications.’ The. oook is divided into :
chapters, each of which contains 1llustratlons, a summary and *-

- review questions. Troublechootlng oharts are provided to

" assist in the proper diagnosis and repalr procedure to use
' when needed. A glossary of related terms is also 1ncluded.

i

%a ic oomfort‘Heatlng
N Fhalmer Iempter, 1968

}:
I

Rutgers,jlo Seminary Place /
o : | |
Thn‘ourpose of this Yook isito provide the” student with
the lnformatlon necessary to understand the basic comfort
heatdng portion of the sheet metal trade and to supply the.
student with practical experlence'so that he can become
fdmvllar with the process of determlnlng heat loss for aver-
agas structure=.. This text was wrltten as a beginning book for -
vocational students, and. does. not cover all the information
.needed by the heating and air copditioning man.  The students
are presented with the basic principles, and the opportunlty
to work out practlcal prob]ems relevant to these bas1csr
‘ ‘ | ‘ .

| o N L : i
. Commercial and Industrial Refrigeration L S

by Wesley C. Nelson, 1952 / ‘ : e

MeGraw-Hill Book Co. - . .
/

A nractlcdl approach to the study of refrlgeratlon as
applied tc commerical -and 1ndustr1al fields. . This book was
deslvned for use in courses in ‘technical, trade and other

schools which emphasize the practlcal rather than theoretlcal
'Slde of refrlgeratlon.. It can also be used as a supplement
to a theoretical course to acquaint the student with the
various types and functions of equipment and controls. Each
‘chapter has a large number of review que'stions which test the
‘ctudnnts Knowledge of the 1moortant p01nts. A 1arge number
of 1llustratlons are 1ncluded ‘

1
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~Commercial Re‘fri‘ger:at\ion‘v-“'igi":'v
““by Edw1n P. Andersoné :

ITT Educatlonal‘Publlshlng

- Start1ng w1th the fundamentals of refrlgeratlon, this
"textipresents the most comprehens1ve coverage of commer01al
- ;refrlgeratlon to date. The book was written to: ass1st the
"¥“student: of commer01al—refr1geratlon ‘service and repairmen in
the construction, operation, and servicing of modern. ‘
irefrigeration plants. The principles of refrlgeratlon, numer- "
. ous. illustrations, and details. of the various control devices
;‘;iw1ll materially aid the student . or. apprentlce in the diagnosis
w0 and, remedy - of any service. compla1nt .that may develop.; This -
., .:text also. contains review questlons, charts, and. tables.
. Topics of discussion includes: Fundamentals of refrlgeratlonf
f1ﬁconpressors,.combressor lubrlcatlon systems,\commerlcal :
. refrigeration principles; orlne systems, ice-making. systems;
wgﬂcoollng water requ1rements, commer01al appllcatlons,—spe01al
nmqappllcatlons, ‘control deV1ces, electrical systems3 absorption
.7 ,systems; circulating .pumps; ‘fans and blowers; refr1gerat10n~
L ipipings installation and ‘operation; heat transfer,;load ‘
“calculatlons,.and refrlgerants. A glossary of terms 1s pro—
vided at the back of the text.

Electrlclty in Refrlgeratlon and Alr Condltlonlng,Parts I
‘and II ‘ ] v
by Kanil Farls, 1973

Rutgers, Kilmer: Campus

, The theory and practlcal know-how of electrlclty and

; electrlcal components used with refrlgeratlon and air .

-,gcondltlonlng systems constltutes the emphasis of this text.
/The book .is aimed at" helplng the student observe and solve
~‘various’ problems that can prevall after system 1nstallatlon.
”Toplcs dealing with this ares. serv101ng, repalrlng; maintain-
"ing’and trouble- shéotlng., Each lesson includes’'an, .objective,
related information and ass1gnments. “Pictures and: dlagrams
~are included to help illustrate the conceptse The ‘text is.
“:divided into nine units, and-each unit has an achlevement '
{test to evaluate the student's mastery of the materlal.

T ;Electrlclty in Refrlgeratlon and A1r Condltlonlng—II
o ‘Students Manual, 1568 ‘

Rutgers, lO Sem1nary Place'

I Part II of this student manual is composed of 11 units,
“.twhich have. the following titles: Temperature and Pressure




L

Controls. T1me Controls, Solen01ds, Safety Sw1tches, Magnetlc
Starters,lwlrlng C1rcu1ts,:Three Phase Wiring, Electrical Tests,
-Termlnal Identlflcatlon, Trouble Shootlng and Instruments.vdg‘w f

ExploratorMAcourses Stationary Englneerlng, Env1ronmental Y
‘ Control, and Refrleeratlon, Student Manual, l972 _Qalaﬂ“

4

o Rutgers, Kilmer Campus
: ThlS study gulde introduces the student to 3‘areas of .
studyt 1) stationary engineering; 2) environmental: control,‘cyu o
and 3) refrlgeratlon. The contents of: the manual are . divided.
~into 11 units of study: 1) Trade Information, 2) Shop: Safety,
3) Basic Tools, 4) 801lers,~;) Boiler Parts and Fittings,
6) Feedwater Accessories, 7) Combustion:Accessories,. 8)
Boiler Operaticn, 9) Ventilation, 10). Refrlgeratlon, and ll)
Fundamentals of Electricity. Eaeh unit contains a-lesson.
- objective, subject matter’ information, readlng Lelcrences,
shoo and classroom procedures, and ass1gnments. E :

;f‘?v - Home Refrlseratlon and Air Condltlonlng
- ‘ by Edwin P.- Anderson o /

‘ITT Educational Publishing

. Organized to prov1de the student with 1nstructlon cover-
ingz all phases of modern household mechanical refrlgeratlon
and air condltlonlng, the material in this book is carefully
arranged to insure a sound understanding of modern elactric
and gas refrlgeratlon unitse. _The book covers spec1allzed
tools used in serv101ng refrlgeratlon and air condltlonlng
equipment, plus trouble charts for diagnosis of common
problems.  Topics of discussion include: fundamentals of. S
refriceration; refrigerants; compression system of refrlgera-«,
tion; absorption system of “refrigeration; compressors;: .
control devices, defrosting ‘systems; operatlon and service;
‘cabinet malntenance,,1nstallatlon, service tools; room air -
condltloner,- automoblle air condltloners, motor control; and’

,er‘v:Lcm’r ‘ﬁ‘

Introductionmto*Boiler Operation: A First-Year Text .
by villiam E. Green,: 1973 N | ; . \'

Rutegers, Kilmer Campus

‘ The information in this manual will enaole the beglnnlngj
‘student to galn a working knowled*e of boiler room functlons.

Jrow
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Topics. dealt with 1ncludex basic b01ler room: plplng, valves, g

“boiler parts and attachments, meters, gauges, water treatment,,;j
" fuels, and .combustion. ' Units 1nclude ass1gnments and- ques-‘? L
"vtlons 1n each lesson area.‘i BN - L

e

”if;Oll %urners '
: “by Edw1n Fleld, 1974

dowarde. Sams and Co., Inc,,‘LV

SN _ For tnose ;nteiested 1n 01l burners, th1s book can be a
‘V_}useful aid in gaining an: understandlng and practlcal worklng
g;.knowledge of" the: theory, constructlon, 1nstallatlon, opera-

i tion,  testing,’ servicing and’ repair . ‘of: all types of 0il
" burners >,whether domestic ‘or 1ndustr1al. :Much~ emphas1s is’
; placed}on how' the - 1gn1t10n system works,,such as transformer
i action, hlgh ~voltage" transportatlon and the- operatlonal . :
. Bequences, of 1imit: controls, thermostats and various relays.. s
, Several. other ton1cs,'such as’ combustlon chambers, drafts,
chlmneys,iand ‘fuel pumps, have been covered to provide the
‘ maximum. amount :0f 1nformatlon.3-Steam and . grav1ty hot- water.
'_svstems have also ~been 1ncluded ‘along ‘with forced’ and’ gravity.
‘warm-air systems. Step- -by-step detailed" 1nstructlons are ‘
given for the new procedures, and- trouble charts.are: lncluded
throuehout the book to ass1st in. d1agnos1s and repalr.yr“‘- !

Refrigeration--1 and 2 .
‘by kamll Furls, 1973 S

-

Lot ‘ Rutgers1 Kllmer Campus -
N The bas1c pr1nc1ples of refrlgeratlon fge\%mphaslzec A
S in thl“ introduction to shop and: related refrigeration- L
jvoractlces.' The book is designed to teach theory and: tech—'w'
‘;ffnlcalltlec to. the’ ctudent through related basic and. shop .
:uw«up”actlce ‘The" book is divided into’ lessons.: Each lesson .
' “~has an obJectlve and related Anforma*ion. ~~There. are . ass1gn‘j;f
. ments to glve'the student an’ opportuw1ty to evaluate hlS e
ff:knowledee, anc "JObS" which give. the student practlcal
“ experience Wluh the material. . The course - is actually~
“divided into. two booFs, but 1s 1ntended as one course of r**

~
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Shert Metal and Air Conditioning Contractorsz‘ Manual for the

Balancing and Adgustmen of Air Distribution Systems
1-I\) ) Co o : i . ‘ e -

Sheet 1etaf and Alr Condltloplnv ContraPtors
‘.qtlonal As 001atvon, ‘Inc. ‘

This manual is ‘part of a serles of manuals deslgned o
establish proper standards for the construction of air

distribution  gsystems. ' The purpose of this manual is to
~indicate the scope of balancins and adJustlnﬁ for which the
contractor is responsible. Instruction is- prov1ded on’ the
- procedure to follow, metrcds of reporting, instruments that
‘may ;he. used and beslc knovledge necessary fo: ‘competency.
. The methods and principles described in the manual will =
" enable an air balancing technlclan to properly balance' any

\

y%’t"m. . N
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@ SATETY -8
: o .
‘Safe LlVln” e ; O A e N : :
bv Hereld T.rGlenn7 EORRA (E R R R ‘ y/

Bennett Books, 3975‘

S This text provldes clas room 1nstructlon in safety.
S Chapter topics includes Why,We Study Safety, At School, At .
Home, On Vacation, On the Job, In Agrwculture, Training for
(IR At Emerr~ncies--First Aid, Fire, Storms, You're a Pedestrian,
w1l . So You Want to Drive: A free teacher s guide is included

| with the teAL. :

i
t

' : * .

Safety Practices nind Procedures in School Shops

. . : : : i . . . :
. . ‘ ) .,

Ruteers. Kllmer Campus'

A basic safety'text.; This book can be used as a class-
room group text or as an individual reference.- The book ;
presents’ the material in 42 top*cs. The topics range from
oafetv squddc to 1nd1v1dual pleces of safety equlpment.

51“t”Ups and Downss The Bas1o\PT1n01Dles of Ladder Safety
””debv Josenh Gllem, 107? , o

Ohlo State Un1vers1tv

Agr:"ul ural‘Educatlonal'Currlculum“Mate‘1als Serv1ce'

Des1 ned as”a reference fdr use in’ hlgh,school vocatlon—
q 1cultural‘classes,_th1s text can help students select*

‘ : a:l
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and~usp l dderg sa ely and le qrn to Drevent wwurj.‘JThef M
- “\ﬁasual prow*dﬂe tudenf b] sctives; ven AIﬁlnformatlon on K e
1addfr~p°rts,\uqe' 'positidring and ma nance, anu. a- ladder‘ S =
safevv sHhe The vuxd@ contdlns many hotograbh “’v"ramv

arid drawinqbg- SRR B

@ SALES %, a0 oo

Basic Salesmanship .- s
by, John.Exnest, 1969 |
. S 6%‘-‘ L )

M -

S McGraw-Hill Book Co.- _

In order tg-equip students with. tha basic skllls needea
-in a selling job, bh; tﬁxt workbook provides.an intensive .
trazn;ngjcourse Vo De cnvered over a short peﬁlod of tlme. ‘ : T

‘Bagic 5ellmr'E P T T
InStTUCtlona-”W“ erlaic Labozar Y‘”‘

- b The Unlvbrsliv of meaﬁ at Austln
. .. Divigion of: Exterision
el :FquoatlonaL‘Depdrtment
‘ - - P ‘ : e ‘
‘ Jasic Sel71nﬁ is a “teachers’ - manual on sales attitudes
and teChHIQdPu. - It comes complete with a good set of visual.
‘a*d de51gned fnr reproductlon or for use with‘an overhead
« . pmojector. o
' The organit at‘nn of this manual_w1th its visual aids
lends itself to an excellent mini-course pofenblally valuable
Fo any cooperatlve program. S . ‘ ‘ . e

Careers in Sales, Film

S Patnoscope Educatlonal Pllms,,Inc. ‘ -
/ “ . . "

. - Thr fllm demonstrates the vast var:ety and scopn of
careers in sales,: recountlng the role of salesmen in cur ‘ ;
'hl°LOTVﬁ and assessing the prestige of sales in today's ‘'world.
According to the film,  ‘the character and quglities of the
Qld Yankee . peddier still make the- rood salesman. Discussions

. of de Lrable personagltv traits and of the opportunities,

':cnallenrev and rewards of sales careers are included. 1In

‘wlnterVL'vs with a retlred sales manafcer, a. snokeqwoman for

‘Avnn, endb*ho owner of a nelphborhood otore—~+he film

up the, tr dltlon of andencndenco and’ perseverance,_1
( 'lthe yood oaleq person.» ‘
sat1 chflons,

O
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- B 'M L ) . L ' : ' - | H ’ - !
T K interviews with people w0 sell products,, concepils and ideas,
. and ,cervices., . Those interviewed include an artist who is -

;d7ﬁ(w1 manufacturer's ”eprosnntaf&ve, 2 musician whe is alsn
manaier of a‘wu51c instrument store, a regional sales manager,
“an Pdve“t151nv space salesman with a magazine, an insurance
and.secyrities salesman, and zn account: executive with a
craphic ‘arts companv. These interviews su?véaf some ways of
entering this field; outline oualnzlcatlon <kills and
knowledse needed; tand stress sales as. a carper of freedom,
reativity and. op b;{ynltv

oMo

?loq;gﬁrv~gg‘"ﬂﬂ"d sing and Se”v10°0

The Unlversity of Texas at Austln“

‘;‘

I : Desiendd for‘the retall fl izt tr4¢nne,“ﬂﬂls text

L ' all aspects of buving, sélling, merchandising, display,
are of flowers and plants, designing, constructing

s and preparation of customer orders. The book -
nm nt"»and ‘is. 06 pages in . length.3' SR .
v T ' [

iturs for the Home . .

The University of Texas at Austin
R . o
iture fdr the Home is a new, individualized SR
nanual for students training ih home furnish-.
« 12 dssrvnmentﬁ cqver sales and product -infor-
) n studying and c1 ‘Jf”lnb furniture; woods used in
furniture; metals, plasti:.s, and other materials used 1in
furniture; unhplsterv Faoles, padding, and ,filling = .
naterialsy construction; ‘embellishments and ‘finishes; -
W”urn1tu”9 istyvles and.periods; identifyiny'individual
furnitur & items and .their uses; beddingj learning why ’ S
cﬁ:tomoro buy; and helping customers. An 'illustrated ‘ ‘
‘”1n”°1”v is included for clarification of furni‘ture terms. . .
This manial is well illustrated, and can help prepare

she bhginning sales trainee for hls role in the marketplaca.

-
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Jntt1n~ Lercnandlu- Peady for aaln._ Rece¢v1nr _Checking

< o “ﬂ”nl Moffett, 1060 o X

i

MeZraw-Hill BbokﬂCo.

T ”ﬂ'»f\P“T-NO“khoa iz ds nod To Drcpdrpf. | :
‘ “"“FY-l’"Clﬂ}Ob; : clerﬁqglh rgcalv1n*‘rooms and. ware-,
' 5 po*ﬁ:pnt include’ % he follOWLnr tonrc g What
,mO Vou, Whevu - Pcta;llnv

ERIC
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Starts, What Follows the, Purchase Crder, The Receiving Record,

Why the Bother About Records, See for Yourself, Planning Store

W Yisits, Receiving Wkerchandise, Eoulpnent for koving Merchan-

", . dise, Safety. Receiving in Action, Checking Merchandise, |

2 Checking in Action, Markihg Merchanolse,~Mark1nz in Action,

Your Future in Retailing, Apprylng-zor a Job, The Job Inter— -
view, Rec91v1ng RCM, and Here's to ’ou' :

Household Appliances and Radio-TV Selling and Servicing
py #illiam Fleuellen, Jr., 1966 . A

Small Business Administration' ' ‘ CoLot

De 1qned as a résource material, this: pamphlet is
in-ended for use on a secondary -level. The contents include:
household appliances, radrp=TV, selling, servicing and a = .

‘ olbllography. - o . N

“Know Your Mérchandis SR
oy W1n03*e, Glllesple, and Addlson, 1964

fe?g Puollshlng Co.

: " . This thorough revision of a widely used textbook on

};merchandlse informdation is composed of two main divisionss

* Part I+ Textiles, and Part IIt A Non-Textiles., "The intro- -
ductory chapter discusses. the importance .of merchandise -
information .to the sales- person and to the consumer, Ziving '’

“;‘the reader the. .various oo\cepts 1nvolved in. buylng pract1ces.~ .

¢

My First Job: Department Store Clerk, Film
| ~ i 4 ) . . : :
+.Coronet Films, uo;~34484 . S ‘ ‘

)

. In th1s film,”a young clerk in a department store ““lls

about the opportunltles for sales of a wide range of proaucts.

He describes different ways tn learn bpehind-the-scenes aspects

of- the retail business and cites tec ‘nigues that can promote

good customer r°latlons. o v : 8 v

v

. Mystery of Selling to meen L “ N Vi
[i’ﬂ;bv Elizabeth Toth- ‘ R PR
8 }Ohlo State Unlvers1ty
‘The Dlstrlbut’ve E

(

PR Constructed to ibe, appllcaole‘to both classroom teacnlnz e
~and- self instruction, thls manual-of salesmanshlp empha51zes1' co
the ‘technijues uged-for selling . to women. . -The many gelf- i
,“jdevelopment raterials contained in the. gulde can be .ugeful ~to

- ‘isuperV1sors an4 executlves as well as to salespeop]e.; mhe»*fﬁ»
e

l_-d ! it : “ .
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Il

cearae offcghs susgestions for the ﬂnpllﬂatlnn of modern tech-
niques of motlvation communication, an human englnperlng to

>t

retail =melling. Re! toed materials cn sales .pethodg are -,
appenided along with a gloﬂqarv of < terms and a - blbllHUY'phy.
_ . |
trincipnles of-Personal Selling -
IT? Educational Publishing . B : 4
. ‘ ‘ ‘ o /
This text isra ')aleq training manual for junior )
executive tralnees. It provides role playing situations to jo
. speed the. learning of the best selling procedures. The book. /|
also defines the roles of the salpsperson and discusses." Jo
personal selling in fashion distribution. The contents S
; incluuez retail sales; salesmanship; - qalespeople, job. cate—j,‘"
gories; salespeople characteristicsj;.customer psy~hology; /
retail "erchand101ng knowledge; customer relationships; Qalﬂs
zhrﬁ szntations and approaches; -review jguestions and student /=
ac }Vltl”, ‘ : L '3" i /,ﬂ
. . : N / :
Jo*q‘1 Sﬁleuman<h1px A PrOﬂrammed Text - o /
v F. E. Hartzler, 1970 . : Lo

. WGIraw-Kill Book Cov
! >
- The basic skills needed in retail sales constltutes bhe
main topic of this text- worhuook. Instruction is prov1dpd
the essenttal features of a sales presentation. 'The’ conter
- include: selling, buying motives and. selling benefits, the,
wmales Drooentatlon; suggestion ‘Plllnh’ and selllng blg
tirket items. ’ .

- and°Buying Merchandise | !
and-Pimer, 1074 Lo

Sauih-Western PUblishing Co. ‘ : S
vselaocting and ¢ Buv:ngﬁhevchandlse consists ol six
sections of textusl wnd j1llustrative material and six sec-
fl”ﬁu ot projects thi* ar: directly related to the content
ofi the textual material. 'The text and projects are drawn_\
”row a variety of retail.stores w1th differing sizes and
;>rpanr zatioral sfructurps.‘ Thls ‘Book pr‘esentc the: funda—fﬂ
.'Mﬁnral pLJn01Dle of buylnﬁ consumer goods for: rebaleiand
‘p"ovxdﬁv mnanlngful pr ]CCu ﬂu+1v1t1esvfor tna

ERIC T
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| @ SMAL. 3INESS HANAGEMENT - ‘
" Zusiness Manasement‘ oA )‘*
llllam Halles, 1965 ,

Delmar Publlshers

n Smal‘ Buslness Management presents unlts of 1nformatlon;'ﬁ
=fnegessary for the .successful operation- cf ‘an, 1nd1v1dually ol
“owned small-businessi - Fifteen work unitsare presented wh1ch
@relate to  success in. bustneéss ownership. Each unit: contains -
na selles of toplcs and act1V1t1es su1table for the classroom.

(placed on’the practical rather:
.of - the 1nformatlon presented.; A glossary of essontlal terms
iis, prOV1ded.p Fictitious case: problems based ! on true. s1tua-~w_
tions,. end 1llustrat1ve examples are jused where approprlate., L
AT summary ‘and  topic quiz is’ prov1ded‘for each toplc, and .- . o
’“gﬂf1fteen major unit tests are also availabled ‘This book. can o
. gerve not only" as-a textbook, but asa reference manual to- a1d SRR

)

‘*,;ﬁ;n the start of a small bus1ness. R

-l

f[fStartlng and Managlng a Successful Buslness, Part I and II,, L
‘,Fllm o _ K

_B"reau of Audlo Vlsual Instructlon =
% University Extenslon R .
!;Unlvers1tv of Wlscons1n

" L .Th1s fllm tells the story of the growth of 2 successful

”W‘ﬁsmall buslnesses. The men who' have “started" the buslnesses are
.Tirst 1nterV1ewed.g A professor of' bUSlneSS and a representa-j
tive of an:investment firm 1nterpret ‘the varicus, stages of ‘

ﬁbuslness growth and commént on why' these businesses e
“were. successful. /A panel of businessmén then discusses the
igeneral pr1nc1ples ‘of successful bus1ncss management at the

'hﬂclpse of" the fllms.';f“

ci oy

@ S'MA‘I;L? ENGINE; REPAIR ‘fbio, MALTENANCE

Small Gas‘Englnes e L
by Alfred C.HRoth and Ronald J. Balld, 1975

p;vGoodheart-wlllcox

Th1s book was deslgned for use by studonts and appren—f“"
tices.g The- purpose of the text is to provide baszc -

R 179 .




on .nmowers, outboa”d chain saws, and snowmoblles. The book
contains many:- 1lluatratlons and is wrltten in non-technical
langsuage. It ¢overs 29 and 4 cycle 'engines, rotary engines,
fuel systems, . carburetion, lubrication, tune- up,'and engine

performance.  -Information on career opportunities,is -included,.

Aalong w1th a refprenoe sectlon and. & dicticnary

v

Small Gasollno EnFlne Repa:r
1065 -

University of Texas at Austin

of terms.

.

'*-'

. Thlq manual is a study guide ‘with unit tests. The 53
assignments (14 unlts of study) deal with fundamentals of
1nuernal combuqtlon engines, shop safety, hand,tools,‘typeS'
of engines, lubrloatlon, cooling, igrition and fuel systems'
servicing, troubleshooting, and main :enance of small gasoline

engines. References are Audels Gas “ngine Manual,,l963,',

Howard W. Sams; Purvis, A1l About Small Gas. Engines, 3d. ed.,

19673, Goodheart<Willcox; Small Engines Service Manual, . 7th

ed., 1084, Technical Publications; and Stephenson, Small.

Gasollne Enzlnes, 196#, Delmar.

Civi. Lrviice Exanm passbookx Warehouseman .
Dy tIuLt \udnkan = o

Vatlonal Learn1ﬂ5 Corp.

Rudman s book contalns past civil serv1ce

and anowers for warehousomen.

Effective War: housing o
bv Je A._Burton, 107h P

Internaulonal Publlcatlons Serv1ce

exam questions "

Effectlve War~h0u51nv’xs a urvey of the whole fleld o1

instruction iﬁ”fundamental,j operating principles, and trouble-
3,hnnt1ng on small 2 and 4-cycle fFas engines such as are used

warchouq1r ~and the management of materials. It 1ncludeq man- ¢j "

*reeour09 mana ement a. pect of warphou 1ng.

?dﬁéékihg;

e

Get%iﬁéﬁMéf&hnﬁd'se?héﬁaw foffSé1ek‘;hébéi?i@g,

ERiC***%
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‘Modern Warehouse Management ‘ »f 2 ‘ E ~ SR
by Creed Jenklns, 1968‘ ] ; . : ‘

McGraw-Hlll ‘Book, Co.

The respons1bllatres. functlons, technlques and tools
2 of nodern warehousing are presented in this tex%t. -The book
Lols d1v1ded into: chapters covering the following: top1cs: The

‘;Role of Warehous1ng in Business; Warehouse Evaluation and

‘Requlrements. Warehouse Construction and’ Finance; ‘Warehouse
‘Layout; Efficient: Operations; Equlpment pvaluatlon,‘Equlpment
Selection and Maintenace; Transportation; Accountability ané
. Basic Warehousing Procedures; Cost and Administrative Controls,
“‘ﬁData Process1ng in Warehous1nF, and Safety. :

o fMyoFirst‘Jobx Stock Clerk, Film

| Coronet Fllms. No. 3439

: Thls fllm protrays the duties of a stock clerﬁ by us1nv
. "Doug" as an examp of aTstock employee.r Doug*s _entry JOb
mf*dutles in an electﬁgnlc hlgh fidelity equipment sﬂore include
,vrece1V1ng items from the wholesaler; marking, price tagplng
and: storlng “them; replaclng stock 1n the store and 1nventory

i fupdatlng. S

fStockkeeping _ .
*l969, | ;"

he Un1vers1tv of Texas at Austln

L - Tnformatlon for students on stockkeeplng, its: functions,
S “and fow it relates to the basic merchandising and distribution
sg“leCTqu is prov1ded in this basic manual for! every. DE student-
-~ trainee. ‘It contains 22 ass1gnments,‘and is 145 pages .in
© length. , . | A A .

3

Warehouse Management
':by John Warman, ig7L

Internatloxal PUb]‘CdthHa %erv1ce

Tl ' The fol]ow1ng aspecta of warehouse functﬂonlng and ,
“Jﬁmanagement ar covered in this books! siding and: construction, =
building, care- of' premlses, plannlng,_super vigion, seoads .
W}movement and reception of. goods, equipment;: deELg e handa‘

‘ling, mechanization,. racking, work measurements, ‘stock;

-—~——centrol»andwstock takl«gwmflnance andfpersonne].ﬁyzzi_;'-1””:'.,’f”"




Harehousing
1074

The Uniyersityjef‘Texas at Austin YJ~
- Intended for students training in any warehouse '
operation, this book covers all aspects of materials handling,
-storage, receiving, shipping, control, security and safety.
A Warehousing Answer Book is also available.

WOODWORKING AND FURNITURE MAKING

Bench Voodwork
by John L. Feirer

+ Bznnett Books.

Bench Woodwork gives a complete coverage of the basics
of woodworking plus a good 1ntroduct10n to industry and 1its
related concepts. The importance of project. planning and
completion, hand skills, and safety are given recurrent stress
throughout this easy-~to-understand text. Respect for tcols
and wood in its many farms is encouraged with new units on
power tools, ‘mass productlon, buy1ng wood products and buylng
tools and machines. ‘Attention is also given to safety,
consumer values and careers. There are cver 500 photos,
drawings and charts. in th1s 255 page book, - as well as 2=-color
prlntlng, and 65 projectse

Bench .Wood Student Guide 1s coordlnated with the text tosy:f

reinforce learning. ‘Questions are. obJectlve in deslgn,whlch
facilitates ‘ease of completion and checking. The guide iz .
.62 pages in length. . B

- Cabinetmaker
1974

I]‘ .
University cf Texas at Austin

: This manual presents a .complete study of cablnetmaklnr,
including cdreers, materials, tools; safety, shop. math,
. ..joints, .furniture’'and.cabinet: constructlon, and a-.glossary.
Twenty-four asslgnments are based on the ‘reference Tools’ for
ﬂoodwor<1n£ Trades, the Un1vers1ty of Texas at: Austln, 1972.

; ~Furn1ture Flnlshl_g

1 Unlversity“of Texas at Aust1n

PR ‘Furnlture FlnlShlgg 1s a study gulde w1th un1t tests. f,‘
There are 51 ass1gnments (13 unlts of study) based on 4 i

: 18 _._—.;,:,i» | ‘ . ~| - ‘
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~references: Newell and roltrop, Colorlna ‘Pinishing and

Painting %Wood, 1961, Chas. A. Bennett; Marsh, The Easy Exp~rt
in Coll..tinz and Restoring American Antigues, 1959, J. B.

.~ Lippincott; Scharff, Complete Book of Wood Finishing, 1956,
- McGraw-Hill; and Soderberg, Finishing laterials and Methods,
1‘1952, McKnight andxMChnlbht. o | ' :

-JFurnlture Repalrman and Upholsterpr
:lrvo

'UnivérSify of Texas at Austin

Furniture Repairman and Upholsterer is a study guide
with unit tests. There are 48 assignments (14 units of study)
dealing wlth careéers in the furniture repair industry, :safety,
tools and machines, furniture frames, replacement of parts, ‘

" regluing icints, |rsmoval of old finishes, refinishing, fabrics,

and‘construction materials for upholstering.

‘Modern Woodworking
‘ by‘Williv H. Wagner, 19?4

G odheart Hlllcox Co., Inc.

Up-to-date information’ about wood and wood products, and

““instruction in the use of hand and power tools 1s presented

-~ sin this text. ExploratO‘v experiences are provided to give
‘students insight into major areas of wood working, including

~furniture and cabinetwork, laminating and bending wood, wcod:

, dﬁflnlshlnF, upholstery and plastic laminates, Datternmaklng,

' Upholstering :
i by James E. Brumbaugh

»;narpentry, and boat building. 4 special-full- color.section is
'1ncluded which shows the typical color and grain character-
‘istics of 71 different woods. The book was designed for

senior high school, vocatlonal hl”h, college and adult use.

i
N

Howard W.-Sams and.Co., Inc.

'Upholstering discusses the tébhn1dues of modern uphol«'
stering, and includes up- to-date technical and practical .
informations on the subject. The text covers the mechanical

“skills of. upholsterlng and recovering and presents an intro-

. duction for an appreciation of d: ign, fonlShlnE cosmetlcQ,

f,[and furnlture decor.




( l ‘ !
Hlood Finishing
by Harry R. Jeffrey

i

Bennett Books - f

ThlS is a concise handbook on- the processes, methods,
~ . and materials needed in, preparlng and flnlshlng old and' new
~woods. For qulck technlques, A chapter is included:-entitled |
;s"If you are in. 'a‘hurry." Tne book . also. shows the rewarding
';processes available to those\who are not in a hurry and want. o
" to work with wood as an art and a craft.” The" contents 1nclude:“_
preparing the wood for- flnlshlng, staining, fillers and sealers,ﬂw
finishing materials, varnishing, lacquers, wax .polishing, oil =
polishing, french pollshlng, penetrating wood flnlsh,
L ~enameling and glazing, refinishing old furniture, spe01al
SR - treatments of woods, specaal problems in flnlshlng and
BT decorat1ve flnlshes. P
' ‘i;f
Wood Furniture: Finishing, Reflnlshlng, Repairing
by James 'E. Brumbaugh j

Howard W. Sams: and Co., Inc.:

The bas1c technlcal 1nformatlon needed .for complete

wood finishing is presented in th1s book. It includes the

fundamentals of furniture repair, both veneer:and solid

-‘'wood, and compleue rerlnlshlng procedures, Wthh Jnvolve o
\istrlpplng the o0ld finish, sanding, . selectlng the. flnlsh, and'“f*'*
Musing wood: flller Complete step-by-step’ procedures for: .-
wanthulng, pa1nt1ng, staining, . flocklng,.lnlay patterns and . . “
"gold- and silver-leaf finishing are. included. Various' woods,'ff*
along with actual. grain photos, are: dlscussed as to -their
moharncterwstlcs and thelr reactlons to varlous flnlshes.

-

‘Voodworkl_g,for Industry
;by Joohn Feirer

i
|
i

‘. Bennett Books j‘

This book provides an introduction to the field of
woodworking. It ‘COVers bulld’ng construction as well as .
‘cabinetmaking. Technologlca developments in. products, ;
tools and building techniques: are also dlscussed. The book
is’ wrltten in d1r°ctm s:mple language. : F

£
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part three
IRESQURCES

L ' There are- two kinds of. 1nformatlon 1ncluded in Part
,ijhreex addresses of publlshers and film dlsﬁrlbutors and
u;‘f,sourceofof addltlonal resource; materials. . The. addresses are
.-fj;alphabetlzed by company. The listing of aud:tlonal resource
‘;materlals should greatly aid "the resourceful teacher in
locatlng information no, lncluded in this gulde.:~

lpubhshers and _film, dnstrubutors

“Abus-Marine. Publlcatlons Division
Intertec Publishing Cerporatlon
1014 %Wyundotte St.

Kansas City, Missouri -64105

'<

Acoustifone Corporation
;Chatsworth, California

TAldlne Publlshlng Co.
529 South Wabash Avenue .
‘Chlcago, Illln01s 60605

. 'Allyn and Bacon, Inc. : | o f%}
oo . Lk70-Atlantic Ac. - L L PR
31‘ {QBoston, Massachusetts 02210

wi’wAmerlcan Beauty Career Service
‘V@fSalt Lake Clty, Utah

v[“]”jAmerlcan 5001ety for Oceanography

" ASO Information Kit j

.173C M St., Northwest, Suite 41 | i
o }Washlngton, D. C. 20036 | oo o Lo

e,Amerlcan Tev -  c07 L 8001ety
o 848 East 58ty ¢ get ‘ S L
“Chlcago, Illinois 60637 : Ll ‘ 3

”‘_tArco Publishing Co., Inc..
;1'219 Park Avenue South
ew York, New York 10003

: fArgus Communlcatlons |
+'3505 North Ashland Avenue
‘;Chlcago, 1111n01s 60657 el

Association- Sterllng Fllms f‘v :
600 Grand Avenue PR
Rldgefleld, New Jersey 07657'1Ju
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" Bennett Books '
Chas. A. Bennett Co., Inc.
809 West Detwelller Drive
Peoria, Illinois 61614

- Bobbs-Merrill Co., Inc.
4300 . West! 62nd. Street.
Ingianapolis, Indiana 46268

‘Bowmar - Publlshlng Co.
622 Rodier Drive
-Glendale, Callfornla 91201

‘Brooks/Cole Publlshlng Co.
- 10 -Davis Drive.
TBelmont, Callfornla 94002

Bureau of Audlo Vlsual Instructlon

:Unlver51ty Exten51on :

Unlver31ty of ‘Wisconsin :

1327 Unlver51ty Avenue : S o S :
P. Q. Box 2083 - ;o o C

Madisor, Wisconsin 53701 ' ; . ;
7+ Bureau of Occupational and Adult Education '
SR Office of Education :

S P '-Washlngton, D. C.

X Cahners Career Educatlon Ser1es

MCahners Books - | . o
-89 Franklin Street C ‘ j
:Boston, Massachusetta 02110 : . o

*Callfornla State CoL1ege:
Fullerton, Callfornla

o Callfornla State Denartment of Educatlon
.t Bureau .of. Publlshers '
921 Capltol ‘Mall
*Sacramento, Callfornla 95814

‘Callfornla State Department of Educatlon
Business SerV1ce Section

‘Textbcoks Publlcatlon Sales'

CoP21 Cap1tol Mall ™~ . ,

: Sacramento,;Callfornla 95814 N \
fCallfornla State J01nt Apprentlceshlp Commrttee '
‘" Bureau of Industrlal Educatlon LN
1" 721 Capitol Mall: .
SSQMSacramento,_Californlaw 5814

w191




Cardinal Laboratories, Inc. - Y
9649 Rush Street f
South Elmonte, Callfornla
‘ Career Dlscovery Educatieon Program
‘,-;“_{;Scholastlc Book Services .
# . 904 Sylvan Avenue -
CoL Englewood Cllffsjp New: Jorsey 07632

- Career Systems
i 3750 ‘Monroe Avenue .
'Rochester, New York 14603

.f*'Cebco Standard Publlshlng
o Pu0. Box' 31138
’ ;’C1n01nnat1, Oth 45231

behanglng Times: Educatlon Serv*ce
- 1729 H: Street,'Northwest'
'Washlngton, D C. ?OOOO

’,i4Charles A. Bennett Co.; Inc.
©. o 809 West Detweiller Drive T :
. Peoria, I111n01s 61614 RV .

‘CYCharles C. Thomas
S 301-= 327 East Lawrence’ Avenue»
:ﬁjSprlngfleld, I111n01s 62703

: fCharles E. Merrlll Publlsh1n~ bo.
“oe 13000 ‘Alum Creek Drlve}'kw
“;»Columbus, Oth 43216

";wConnectlcut Currlculum Comm1ttee for Blueprlnt
- Reading: for . the. Bulldlng Trades e
*“State Education’ Department ;
i Hartford Connectlcut

‘-f,Contlnulng Educatlon Publlcatlons

;‘JFC}fExtens1on ‘Annex.
“**_,‘jjgwgcar“vai\hs,‘Oregon 97331

fﬁf?Cooperatlv\\Educatlon Ass001ation
©...-Drexel University~. ’
‘;“Phlladelphla,:Pennsylvanla 19109

ffCoronet Inatructlonal Medla (Coronet Fllms)
”‘65 East South Water: Stree+ L
Chlcago, Illln01s 60601
Coun01l Bluffs Communlty School
Council Bluffs,}Iowaw ,




Phlladelphla, Pennsyltanla 19103

IrV1ne, Callfornla 92707 o

}Current Affalrs
24 Danbury Road
“Connecticut 06897

fCurrlculum Coordlnatlng Unlt
'P. 0. Box DX
“afState College, M1ss1ss1pp1 39762

FCurrlculum Innovatlons, Inc.

wPublloatlons and Subscription Offlces

:501 Lake Forest AVenue .

ﬁﬁHlvhwood, Illinois 60040
‘ﬁfDelmar ’

Vocatlonal/Technlcal and Industr1a1 Education.

50 Coolf 'Road

;Albany, New. York 12205

fDlgltal Equlpment Corp.

- Software Distribution Center
‘Building. 1- 2

146 Main Street -

:3¥Maynard, Massachusetts 01?54

“lestrlbutlve Educatlonal Department
“§D1v1s1on ‘of7 Extens1onf
‘The University of Texas at Austin
g ustln, Texas : N

{The Dorsey Press, Inc.
1818 Rldge Road .
fHomewood, IllanlS 60430

[mDrexel Un1vers1ty

“.(Cooperatlve ‘Education Ass001at10n)

S \Stewart Colllns o

BRI xecutlve Secretary
"]Phlladelphla, Pennsylvanla

iERIC Clearlnghouse on: Vocatlonal and Technlcal Educatlon
‘The.. Ohlo‘State Un1vers1ty
Columbus; Ohlo

)
i
i
I
I
t
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Y ERIC Clearwnghouse (Bethesda)

ERIC Processing and Reference Fa0111ty -
0’4833 Rugby "Avenue. :
*1fBeThesda, Maryland

: ;Educatlonal De51gn; IHC.i
© 47 West Street .and 13th Street
. . New York, New York 10011

‘Educational Dlmen51ons Corp.‘

Box 488

Great Neck,.New York 11022

Educatlonal Progress COrp,
4900 South Lewis Avenue

"a'Tulsa, Oklahoma 74145

Educatlonal Technology Publlcatlons

140 -Sylvan Avenue

ﬂEnglewood Cllffs, New JerSey 07632

“Educators Asalstance InStltute

‘Subsidiary of Systems Devejopment Corporatlon '

. +2500Colorado Avenue
Santa Monlca, California 90“06

-leawcett Publlcatlons, Inc,
1515 Broadway ,,,,,

‘New York, New York- 10036

'Fearon PubllsherS'» PN -

i

6 Davis Drive

“7;fBelmont, Callfornla 94002

'TﬂﬁFollett Publlshlng Company
~-1010-West - YWashington 3lvd,.
- Chicago, Illinois 60 07

- Ford Motor Co.
~ Film Library
! The American Road
“"Dearborn, Mlchlgan 48121

“uj;'General Learnlng Corp-
250 James Street .
\Morrlstown, New Jersey 07960

v General Mllls,‘Inc-Q,GV
!»fOZOO Film Center’

. Post Office Box 1113
uM1nneapolls, Mlnneso’ca 55#40

,E»Q;QQ;L‘vM



Georg, - Stat D partme !
; jOfIlce ‘of" Instructlonal Serv1ces
. .State Office Bulldlng s ¥
",Atlanta, Georela 3033#

The Goodheart WlllCOX Co., Inc.
123 West Taft Drive .

South Holland Illln01Q 60473

f Gregg D1v1s1on ‘ ‘ .
McGraw Hill Book Co.

1221 Avenue 0of the Americas
Vew York, New York 10036

Guldance Assoc1ates
© 41 Washington Avenue ‘
‘vPleasantv1lle, New York 10570

: H. C. Johnson Press, ‘Inc.
‘Vocatlonal Educatlon D1v1s1on
 P. 0. Box 5566 _ .
2801 Eastrock Drive

. Rockford, IllanlS 61125

Harcourt Brace Jovanov1ch, Ihc.‘
757 ‘Third ‘Avenue ‘

. New York, New York 10017

'!Hayden‘Book.Co., Inc.,'

- Career Institute :
50 Essex Street

. ~Rochelle ‘Park ..

- New, Jersey 07662

. Hoffman Occupatlonal Learnlng Systems
4423 Arden Drive -

;mel Monte, Callfornla QLI

"mHolt, Rlnehart, aﬂd Wlnston, Inc.
- 383 Madison Avenue ‘
; New York, New York 10017

e Houghton leflln Co.~
2 Park Street
‘ BOSton,‘Massachusetts 02107

'kaousehold Flnance Corporatlon
Prudential. Plaza - :

3;{Ch1cago, 1111n01s 60601 o

w‘Howard W. Sams and Co., lnc.

. ITT Educational: Publishing
. '4300 West 62nd Street..

A;ffLIndlanapolls, Indlana h6206

N 19) T



The. .Aumana 8001ety of_.the Unlted States
01604 K Street, Northwest o ‘
‘ *inashlngton, D C. ?0006

*rIRS B T :
- Federal OfZf 1ce Bulldlng
-1 31. Hopkins: Plaza
L Bal t1more.'Marvland 21?01

| %5ITT Educatlonal Puollshlnv
‘ 4300 West 62nd Street:
Indlaoapolls, Indlana 46206

;I111n01s Board of Vocatlonal Eduoatlon and Rehabllltatlon
. ‘Marcia:Donini

;VMaterlal Resource Center

100 Morth First Street

' Alzina ‘Building '

:jSprlnEfleld, IllanlS 62706

wIllanlS State Department of Education

" Division of Vocational and Technical Education
171035 Outer Park Drive P
”‘Sprlnpzleld, Illln01s 62700
‘QIndwana Un1vers1ty

“Vocational Education Program Area

'School of Education - . '

fﬁBloomlngton, Indiana 47401

‘:fIndlana Un1vers1ty Press
‘ 10th and Morton Street
uloomlngton, Indlana 47401

1Inst1tutlons Volume Feedlng Mavaz1ne ’
"Cahners Books;” S A
89 ‘Franklin Street

”’gBoston, Massachusetts 02110

xInternatlonal Publlcatlons Serv1ce

114 East: 3°nd “Street - :
VNew York,_,u York 10016 ka -

JThe Interstate Prlnters .and Publlshers, Inc.
o 1Ge 27 North Jackson Street
‘*:Danv1lle, Illln01s 6183&

“1@J.23.:o1pp1ncott Co. |
East Washington: Square .
‘Phlladelphla,‘Pennsylvanla 19105

7lsJ‘ G. I“erguson Publlshlng Co.f‘
’-1Chlcan, Illln01s ;




\Job”Corps Occupatlonal Tralnlng Program
:U.,S;ﬁDepartmentxof Labor : :

Manpower’ Adm1n1stratlon

601D Street, . Northwest -

washlngton, D C.:20213

‘»;Kentucky State Department of hducatlon -
QFrankfurt, Kentucky

“f;JKentucky Un¢vers1tv‘ ‘
Department :of Vocational Educatlon

LeX1nvton, Kentucky

Keystone' Publlcatlons»‘
1650 Broadway

'New York, New York ©10019

'tkKung, Inc..-
207- 209 ‘East Patapsco Avenue
‘Baltlmore, Maryland 21225

u:'Learn Fast System, Inc.
“ . R..D. No. 2, Box 429
‘“Q:Yardv1lle, New Jersey 08620

o ﬁLearnlng Trends

-+ Globe Book Co., Inc.
00175 Fifth-Avenue
"f[New York, New York

“;Lenape Techn1ca1 School
2215 Chaplaln Street

Ford Clty,-Pennsylvanla

;;_Qlerary Fllmstrlp Center
3033 Aloma’ Street
W1ch10a, Kansas 67211

‘ '7:LovemPub11sh1ng Co.

6635 East Villanova Place
Denver, Colorado 80222

MIT Press
28. Carleton Street

kk‘Cambrldge, Massachusetts 02142

“fmﬂﬂMafex Assoclates, Inc.
.- 111 Barron Avenue . - -
- Johns town, Pennsylvanla 15906

1Ma1ne Department of Educatlon and Cultural Serv1ces
%Augusta, Malne 04330 : e

‘Qi§7pjg;rap"




Division .of Labor and Industry
'203 ‘East: Baltlmore Street
‘Baltlmore, Maryland 21202

‘Maryland State Department of Educatlon
’State Media Service Center

P...0. Box 8717 ,

s .~Fr1endsh1p International A1rport
’N,Baltlmore, Maryland 21240

[ McGraw Hlll ‘Book Co.
. Order Services '
... Princeton Road.
'nghstown, New Jersey 08520

1.'McKn1ght and McKnlvht
“gﬂBloomlngton, Illln01s

~,M10h1gan Department of Education
7+ Central Michigan University
' _Mt. Pleasant, Mlchlgan

_,Mllady Publishing Corp. i
3839 Whlte Plains Road
Bronx, New York 10467

3LaM1nnesota Department of Education
.%.Commissioner of Vocational- Technical Educat1on
. Capitol.Square Building : ‘
;. '550: Cedar Street .
_St.:Paul Mlnnesota 55101

W :LM1ssour1 Instructional Materials Lab’

. +Amon Herd, Director ’

.~ 8 Industrial Education Building

,;TUnlvers1ty of Mlssourl--Columbla
?xColumbla, Mlssourl 65201 L,

| "”lfMlssourl State Department of Educatlon
.. Box 480" Jefferson Building
'*LJefferson Clty, Mlssourl 65101

‘fﬁiModern Talklng Plcture Serv1ce
i Suite

. .2000 L~ Street, Northwest
7ﬂ5;Wash1ngton, D. G .. 20036

‘f'Natlonql As3001atlon of Vnglne and qoat Manufactures
i "Film Library - s : o :
[JfDepartment of. Creat1v1SLon,‘Inc,
295 Vlest uth Street N
T#jNew York, Vew York 10014

’neif)8,l" : ‘.’

:Vlaryland Department of L1cens1ng ‘and: Regulatlon‘95’“J““”“ﬁ“"”¥”




'Tho Natlonal Ass001atlon of Retall Grocers’w“'”w“"WMM“m“W
~\;Su1te 620

12000 Spring Road . _
~.Oak Brock,. Illinois. 60521

‘National Audiovisual Center o S }
~Distribution Branch St : ’ o
Vla hln 'tOr'l, D. C-' . 20“’09 . - P ) . - t‘\

National Career Center
) DeDartment FF

3239 White Plains Road
“ronx, New York 10467

| atlonal Career Consultants, Inc.
9078 ‘Monroe Street Lo
Dallas, Texas

National Educational Media, Inc.
Order Department

15250 Ventura Blvd.
wSherman Oaks, California 91@03

Natnonal Labvoratory for the Advancement of Educatlon
The Aerospace Education Foundation :
1750 Pennsylvania Avenue, Northwest

Washlnaton, D. C. 20006 .

National Learnlng Corporatlon
?O Dupont Street’
Pla1nv1ew, New York. 11803

" The Vatlonal Secretarles Ass001atlon Internatlonal
2440 Pershlng Road

v Suite G=10... e R U )
Kansas thJ, Mlssourl 6&108

National TooI, Die and Pre01s1on Machlne Ass001atlon
9300 Livingston Road : - R <
Wasnington, D. Co =« o - ‘

‘National Vocational'Guidance'Association
1607 New Hampshire Avenue, Northwest
Waohlnston, D. C. ?0009 ‘ ’

Nebraska Department of'Vocatlonal Educatlon
i 2233 South' 10th Street :
S Llncoln, Nebraska 68508

Vevada State Department of Educatlon
r‘D1rector ‘of Vocatlonal and Technlcal Educatlon

: Carson CltJ, Nevada 89701
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;%'New Readers Press i S

‘ thVlSlon of ! Laubach L1terary, ‘Incs

P. 0. Box 131 i
‘Syracuse, New York 13210

;North Dakota State Board for Vocatlonal Educatlon -
c/o Carrol E. Burchlnal, D1rector and Executlve Offlcer g

‘}ﬁfState Office Building - | 5
.'900:East Blvd. & =~ g \ o gy
Blsmark, North Dakota 58501 B i . - AR

,‘EOCcupatlonal Learnlng Systems
o4423 Arden Drive -
Elmonte“Callfornla 91734

Oth State Department of Educatlon
Vocatlonal Education

65 South Front Street

Columbus, Ohio- 43215

thlo State Un1vers1ty

, Agrlcultural Educational Currlculum
.§Mater1als Service !

“Room": 201 ' -

12120 Fyffe Road ; o ‘ S
‘DColumbus, Ohio 43210 o _ S o

LthlO State Un1vers1ty ’ , o
~ Center for Vocational and Technlcal Educatlon ;

~Product/Utilization Section ‘ » ;
‘Tyv‘,l960.Kenny Road - | : P f
‘Q~gTColumbus, Ohio 43210

; _
Oth( tate Un1vers1ty o ‘ ‘ /
Distributive Educational Materlals Lab S

,41885 Neil Avenu€
.J115 Townsend Hall .

Columbus, Ohio- 43210

The Oth State Un1vers1ty i ‘ - |,
Instructlonal Materlals Lab o /;“ . ,
. '1BB85 Neil Avenue IR N o L S
ffColumbus, Ohlo 43210 L S . IR e

};Ohlo Trade and Industrlal Education Serv1ce

~The'Ohio State: Unlverslty ' / . o
College of Education,' =/ /A BT

Columbus, Ohio: 41210 [ -] ;%, Y

Oklahoma ;mate Department of Vocatlonal nd Technlcal nducatlon ;

Currlculu and Instructlonal Materlals Center S
11515 West 6th Avenue ; R ._yu.r- ’ S
‘ St:llwat 0klahoma//74074 S A S Ly




. North Hollywood, Callfornla 91601

_¢%Olympus Publlshlng Corp.
- Salt Lake Clty, Utah ‘

‘ Opportunltles for Learnlng, Inc.
5024 Lankershim Blvd., | ‘

1 /"
\ !

Department C4!" - \

1 o
Oregon Board. of Educatlon

ﬁ‘;3 Division of Communlty Colleges and- 'Vocational Education
=i Public Serv1ces Building, : S

Salem, Oregonf 97310

Pathescope Educatlonal Fllms, Inc.
71 Weyman Avenue T
New Rochelle, New York 10802

Pennsylvanla Department of Educaplon
Office of Information and Publlcatlons
P. 0. Box 911 '
Harrisburg, Pennsylvanla 17126
Prentice=- Hall Educational Book D1v1s10n
Englewood CllffS, New Jersey 0763h '

Research Press Company . ‘ f

2612 North Mattis-Avenue i

Champalgn, Illln01s 61820

. Restaurant- Hotel Alds ¢
2120 Girad Avenue ;
Mlnneapolls,_Mlnnesota‘,55405

The Ronald Press Company
79 Madison| 'Avenue
New York, Vew York 10016

Rutgers i
Kilmer Campus——Bulldlng 4103
Department of Education
Vocational-Technical currlculum Lab o e
New Brunswick, New Jersey o T ‘ IR s

J

Rutgers/ I ' e . o
10. Semlnary Place "/‘ . o
‘Vocational- Technlcal Currlcalum Lab
New Brunswick, New Jersey J/

/

?SandlerJInstructlonal Films, Inc.
1001 Nortn Poinsettia Place
Hollywood, Callfornla 90046

i /
S




'“.‘Scholastlc Book:: Serv1ces SRR
/. Division.of Scholastic Magaz1ne
50 West: Lith Street - .

:;New York, New York 10036

“N501ence Research Ass001ates, Inc.
~ 259-East Erie ‘Street : :
*;Chlcago, I1X¥linois’ 60611

f?Sequ01a School D1strlct . ‘ :
+. .. ¢/o Director of Vocational Educatlon ,
. Redwood City, . California

Sheet Metal and Air Conditioning Contractors
.~ National Association,  Inc. . :

~P. 0. Box 3506 : o

3Washlngton, D. C. 20007 .

?Slmon and Schusterh Inc.
- 630 Fifth Avenue '
: ?New York, New York 10020'

Slnger Career Systems
. 1828 L Street, Northwest
.. Suite k02
v”quashlnvton, D. C. 20036

'C)

“f'”ﬁSmall Bus1ness Admlnlstratlonj

" "Room 3930 :

126 Federal” Plaza AR R '_ _ ‘
~jNew 'York, New York WlOOO? ) - o

vﬂlnyouthwestern Publishing Co. :
~.'925 Spring Road St | ;
“Pelham Manor, New York 10803 : C Lo | j

\wiﬁStuart Reynolds Productlons;wwﬁ_.‘ : ro L s
9465 Wilshire Blvd. — .° TS sy e
“Beverly Hills, Callfornla oL L ' o |

“xT

"‘Subs1d1ary of Systems Development Corp. ;
. .2500 ‘Colorado Avenue R ST -
Vﬂ'Santa Monica, Callfornla 90406 o S

" ‘Tennessee ’ o E o
#iv “Vocational Currlculum Lab
o Box 1114 e o S o E
‘"_;Wurtreesboro,uTennessee 37130 SO o ‘ ST

ETexas A%M Un1vers1ty ‘ . o

- ‘Agricui :ire ‘Education: Teachlng ‘ o ‘ y

© 0 Materiais Center. = ' - . e
"»iCollege Statlon, Texas 77840 S S

lggyg e f e L




! .‘fTexas Educaulonaergency7vf ‘ SOL L
Occupatlonal Education‘and. Technologv

MinneapOlis, Minnesota

'./

’“i“Auctwn,vTexas 78712

198

Vocatlonal Industrlal Educatlon
Austln, Texasva.

Theodore Audel and Co.

" Bobbs- Merrlll Co., Inc.

4300 West 62nd Street: | :
Indlanapolls, Indlana 46268 L : ' .

UCLA o : . , ‘ ‘ R
‘Director’ of Allied Health Profe551ons Progect H ‘ R
‘Division of Vocational- ‘Education
‘Coilege of "Education -
1003 Wilshire Blvde .

Santa Monlca, California 90401

~Ue Se Department of Health, Educatlon and Welfare
‘0ffice of Education '
Washlngton, D. C.o

S Department of Labor
Manpower Admlnlstratlon
Washlngton, D. C. 20210

\r'

“U. S, Government Pr1nt1ng Office .~ . - o

s Superlntendent of Documents

Washlngton, D. C. 20402

Unlver51ty of Illinois
‘Vocational Agrlculture Services
434 Mumford Hall

‘Urbana, Illanls 61801

Unlver51ty of M1nnesota

College of Education -

“University of Mlssourl Columbla
Instructional MateriAls Laboratory

Department of Practical Arts and Vocational- Technlcal Education Pff

Columbla, Mlssourl - 65201

Unlver51ty of -South’ Carollna

" Project WERC

Columbla, South Carollna

The Unlver51ty of Texas at Austln
(D1v151on of ‘Extension)
'Educational Department




‘“iqu.,Harrv Smith:

HNV1rF1n1a Staie Dep'rtmlnt of. EduCatlon

s Dlrector of- Publlc Tnformatlon and PubllcaﬁJons
P 0+ ‘Box 6-Q: e ‘u"f,, o '\JE;V‘W'W
'*lechmond Vlrglnla 23216 “fﬂ_,'“'V::‘Qi?“rﬁ

“”ffVocatlonal Currlculum Development and Research Center ‘l'"r”‘i

””leatchltoches,iLou1s1ana 71457 s ‘1'p

7620 South Fifth' Street - . i
”*jLou1sv1lle, Kentucky 40202“

_;gflg;Texas A&M Un1vers1ty
S }‘College Statlon, ‘Texas' 77840

'7fj218 West Washlngton Square

:ffiwlnqulrles tos o - ,Ti B AR
".ijeRoy McCartney, Dlrector;‘g AR
+ Distributive 'and ‘Office Educatlon;

‘f‘EEOlympla, Washlngton 98504

‘N”Room B-2473

. 'P..0. Box 4569
o a}Grand Central Statlon o
‘Q‘New York, New York‘\10017fw

erocatlonal Guldance Manuals

‘EQVocatlonal Instructlonal Servlces \ SCEEE & SN R A

‘B. Saunders Co.
3Ph11adelph1a, Pennsylvanla l9105 T¢3?

-‘Washlngton:_ Ior teacher s resource publlcatdons,‘send B

216 01d Capitol Building

¢3West Vlrglnlaz'; ' L :
~U?Coord1nator of Currlculum Development C e
“ Bureau of: Vocatlonal Technlcal and Adult Educatlon

;.jBulldlng 6, Fapltol Complex Lf{"
“gCharleston, VWest V1rg1n1a ?5305

;(Western Tape
P..0. Box 69"
‘1Mounta1n Vlew, Californla 9404?

ﬂThe Westlnghouse Learnlng Corporatlon
2100 ‘Park. Avenue - -
New York New York lOOl7"“;

'leley Intersc1ence

: Zlff Dav1s Publlshlng Lo.#i;ﬁl
One Park Avenue j?_ .
: New York,‘New York :lOOléff



sources Ofad‘ditional __resource materia

. mhe 1tems llst0d below are veneral sources of 1nformatlon;]

‘and 1nstructlonal materials useful to the teacher-coordinator. .’

Tre companies, educational and governmental agen01es are Very
'\'cooperatlve 1n respondlng to 1nqu1r1es. o :

‘f”EDEpAL SOURCES FOR EDUCATORS

oy wAbstracts of Inetructlonal Materlals for Career Educatlon, 1972,‘
..;.and Supplement to Abstracts of Instructlonal Materlals for
*‘Career Educatlon, 1973

’ ‘“hese blbllograohles prOV1des 1nformatlon on a’ w1de
’*varletv of career. educatlon and related materlals. Avallable

‘.from'
Product Ut111zatlon,t.-' ' 1& ‘ '
The Center for Vocatlonal and Technlcal Educatlon

1960 Kenny Road :
Columbue, Oth h32101

',Alds from the Amerlcan Bankers A55001atlon

The Amerlcan Bankers. A55001atlon B
1120 Connecticut Avenue, Northwest
Washlngton, D. C 20036 ‘

P The catalog llsts more. than 400 banklng related aids
:l.rﬂavallable from the American Bankers Association. Some' of the
' ‘materials are free; others are: not. Most:are in the form of
;}'bookleto, but the range extends from forms to color motion
. pictures. A great deal of ‘the material listed has direct ,
. appllcatlon to work experience programs. The material is cross
o 1ndexed to help in the rapid locatlon of 1nformatlon.

~A3q001atlon for Superv151on and Currlculum Development
National Education Association ;
ﬁlZOl Sixteenth Street, Northwest : i
Hauhlngton,vD C.o: 20036 > : . : g

‘ A The' association prOV1des 1“formatlon on recently developed
ourrlculum materlale. : J .

TR 205 T
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- Educators Guide to Free Films -
Mary Horkhelmer and'John'Dittonv‘

Educators;Progress SerV1ce, IanA;&?‘ﬂ
Randolph,\W1scons1n 53956 T

L T The Guldeyto Free Fllms is a comDrehen31ve listing. of
‘_;;fllms on a:wide variety of Topics-of ‘interest to students. -
‘Entr1es are 1ndexed by t1t1e and subJect for easy locatlon.»

1W( EnCyClQpedla of Assoclatlons

Sale Research Company

. ThlS publlcatlon prOV1des a comprehens1ve 11st1ng of
, »assoc1atlons, -many .of ‘which- w1ll supply useful 1nstructlonal,g-
’:“materlal and answer requests on SpelelC top1cs.

"The Vocatlonal,Technlcal lerarv Collectlon

Bro-Dart Publlsnlng Company
Wllllamsport, Pennsylvanla

This collectlon is a very comprehens1ve 11st1ng of ,
source material relating to vocatlonal and technical education

and career educatlon. ) . ‘ ; . ‘ S

Catalog,of Bus1ness and Vocatlonal Educatlon Materlals

o Thompson M1tchell and Assoc1ates

. 2996 Grandview Avenue,’ Northeast
'Roberts Building .
-‘Atlanta, Georgla 30305

- This catalog proV1des a 11st1ng of commerc1a1 films,
'tapes and’ audlo Visual equlpment.

:fSuperﬂntendont of Documents
U+ 'S. ‘Jovermment Printing. Offlce
*Washln”ton, D.:C. 20“02 =

S _ GPO Has a- comprehens1ve collectlon of publlcatlons useful
ge,to the teacher-coordinator. . New titles are announced. through
“a-bi-monthly flyer entitled “Selected U. S. Government' Publlca—

"tlons.“ Subscription  to .the flyer is free upon reques‘ ”In .hb;;;uﬁgwg

%”ft*;“addltlon, toplcal 1ndexes are avallable upon request.»

d2{jﬁ"’“v R
S o 2(}1




o cbwmiERc'IAL- ORGANIZA‘TI‘O”NS,

el ; The organlzatlons and companles 11sted bﬂlow are sources\f”ﬂy

‘;~‘of a.variety of educational aids. A catalog of 1nstructlona1 '

.~ materials .can be obtalned by wrltlng d1rectlj to the :
‘Torganlzatlon.”

”Amerlcan Arbltratlon Ass001at10n
fEducatlon Department

477 Madison, Avenue .

New York, New York 10017

: Amerlcan Broadcastlng Co. TV
1330 Avenue of the Americas
New'York,.New~York 10019

AFL-CIO Fllm D1V1s1on'
. Bls Sixteenth Street, Northwest
S Washlngton, D. C. 20006

kAmerlcan Forest Products Industrles, Inc.
1816 ‘N Street, Northwest
Washlngton, D. C. 20008

- AerO Chemlcals and Plastlcs
150 East 42nd ‘Street
- VeN York, New York 10017

. Amerlcan Economlc Foundatlon ]
" 5], East Uan Street .-
New York, New York 10017
ﬂr,\fAlumlnum Company of Amerlca
' . Motion Picture Sectlon
"7 1501 Alcoa  Building j
' :Plttsburgh, Pennsylvanla 15219

‘Amerlcan Management Ass001at10n, Inc.
“Film Department . o - e

’ 135 West' 50th.Street’ N :

o New York, Vew York 10020

f‘fAmerlcan Iron and Steel Instltute
'~ 150 East 42nd Street- :
VNew York, New York lOOl?

jﬁ;AmerLcan Petroleum Instltute ﬁﬂﬂﬁﬁgmmwemaﬁwmgsw¢sewwmMwwfgqaﬁrnwmw

. Committee on Publlc Affalrs ' o ; , T ‘

..1271 Avenue of the Americas. .
- New York, New York 10020 Lkt




Dearborn, Michigan 48128

"- Boe1ng Company
'Attentions. Film EdltO”

 3¥Eastman Kodak Company

Amerlcan 5001ety for Metals

‘».“Metals Park, Ohio uuo73

Amerlcan Cdn Company
lOO Park Avenue M ‘
New York, New York 10017

L ;‘Automoblle Manufacture% Assoclatlon
. New Center Building '
S Detr01t 2, Mlchlgan |

‘ ”31A55001at10n of Amerlcaﬂ Rallroads
Transportation Bulldlng
,Washlngton 6, D. C. *

-

‘iAmerlcan 8001ety of Tools and Manufacturlng Englneers

Publication Sales Deparftment B-1
20501 Ford Road

News Bureau

M. S. 16-41
{Seattle, Washlngton 9812“

t“fBrlggs & Stratton Corporatlon
2711 North 13th Street o
.Mllwaukee, wlscon51n 53201 i |

  Chamber of Commerce, U S. f‘
" ‘Audio-Visual Departmen?t ‘

‘1615 H Street,,Northwezt

o Washlngton, D. C. zooo

Coca-Cola. Bottllng Company

515 Madison Avenue[‘;

; New York, New York 10022 o R

The Comm1551on on Englneerlng Educatlon

Ty g:‘1501 New Hampshlre AvenUe, Northwest
‘_Y3uWash1ngton,-D C. 2003 L

mj‘Chrysler Corporatlon
© 341 Massachusetts. Avenue
< ]Detr01t, Mlchlgan u823 '

Information Fllms Dlvlslon S

T3k37State Street . ,
Rochester, New York 10033 e

908




‘jy Douglas Alrcraft Company : ‘
" Film-and: Telev151on Communlcatlons, G ~-83

3000 Ocean:Park Blvd. = S ) P
- Santa Monlca, Callfornla 9040o ' R

D. I, Dupont De Nemours & Co.
Advertlslng Department '
Moiion Picture Dlstrlbutor
l907 ‘Market. Street .
Wllmlngton, Delaware 19898

Encyclopedla Brltannlca BT P
+Educational Corp. = ' o .
1150 W1lmette Avenue

Wllmette, Illln01s 60091

VR Federal Av1atlon Admlnlstratlon o
ﬁjyi CUFilme L1brary,‘PT 921, .
s Aeronautical’ .Center
P.:0. Box: 25082 S
Oklahoma Clty, Oklahoma 73125

General Anlllne and Fllm Corp.:'
Photo Education’ Serv1ces ,
140 West 51st. Street

New York, New York 10020

LR F1restone Tlre and Rubber Co.. The S A S
o Department of Public. Relatlons R ) o T T
1200 Firestone: Parkway : L ' T e e

Akron, Ohlo 44317

Ford Motor Company :
. Motion Picture Department
LAt < The American Road . i
RS Dearborn, Mlchlgan 48120

o] General Motors Corporatlon
\w”x ‘Public Relatlons‘ﬂa‘ﬁf‘

N\ e Film L1brary “h
"..Detr01t, Mlchlgan 48202

Ford Serv1ce Publlcatlons‘] ol Lo
Detr01t, Mlchlganm_kﬁeg“*i‘,w;,v”‘ A

N
: ‘

Goodyear T1re and Rubber
Audio Visual, Department
l144 East Market Street

Jam Handy Organlzatlonrb B T T AN AT SR KRN co
- 2821 East Grand Blvd. oo T S EO
’._Detrolt, Michigan 48211 R L E At

’ ‘w5204utfd




‘]]Hughes A1rcraft Company
" Mr. K.G. Brown. N
" Public. Relatlons and’ Advert1s1ng S
~ Building 114 : ; R '
. Mail Station’ 13
'w“j,P.VO.mBox 90515 . B 3 o
(¢f_Los Angeles, Calltornla 90009 _‘* Lo

{yInternatlonal Harvester Company
.~ 4101 North Michigan Avenue
5 ChlPagO,‘IllanIS 60611

‘A}Kalser Alumlnum and Chemlcal Corp.
", Kaiser Center wh;” e e
300 Lakeside. Drlvexﬂgf

jjOakland Callfornla 94604

“L1tton Industrles A ' ’ ‘ g
“fQ‘Broadcast/Motlon Plcture Serv1ces Department
;.. 9370 Santa Monica i i
‘«,“Beverly HlllS, Callfornla 90213

"ﬂ]West Coast Lumberman S Assoc1atlon
.. 1410 Southwest Morrison ol : It T
"u:Portland, Oregon 97200 R ) e . ) SRR EE R
‘uMasonlte Corporatlon :
‘Public Relatiuns: Department
tChlcago, IllanlS 60690 ‘

£ Monarch Machlne Tool Company 1 ‘v‘tj
. Advertising: Mana%er ” e
“,Sldney,COhlo 453

“Natlonal Soc1ety for the Previntlon of Bllndness, Inc;:ﬁ
16 East:40th Street T e o
New York,_New York lOOl6

' Nat onal Assoclatlon of Manufacturers ff
2 East 48th Street . PRI i K )
lNew York, 17, New, York v P '
"ffNatlonal Aer onautlcs and Space Adm1n1stratlon PR i
L'ﬂNASA Lewsslﬁesearch Center . l : ‘ v TR
* Office of qucatlonal Serv1ces T T T P S T S
“ ‘Cleveland, Oth h4135 ;;:;p S LRI T FE T RPN AN FEL S
B Natlonal Cotton Council’ of Amerlcanff’
o Audio-Visual Service . et
: P. 0. Box 12285 - > L
Memphls, Tennessee 38112 n
SUm e 20 e 205 7




'gﬁf*Publlc ‘Relations Department
4anStratford, Fonnectlcut 06&97

‘pJTStnnley Tools
- .600 Myrtle: Street

“’Natlonal Educatlon Ass001atlon

‘*jE;lZOl Slxteenth Street, Northwest
@,Washlngton, D. C. 20036 o

f[Norton Company ;‘

. Advertising Department

h'hWorcester, Massachusetts 01606

3fPratt and Wh1tney Alrcraft ......

ffhaOO ‘Main Street . - i
_‘,East Hartford COnﬂeCtlcut 06108

TRockwe11 Manufacturlng Company

040 412 East N ~rth Lexington Avenue
“}QJ:Plttsburg, Pennsylvanla 15208

'vﬂRepubllc Steel Corporatlon

1013 'Midland” Bulldlng
[Cleveland, Ohlo hthI

gRaytheon Company ' .
Mr, ‘Martin B. .Curran, Manager S
'“Corporate and Government Advertlslng

121 Spring Street

Le>1ngton, Massachusetts

;S*eel Founder s 8001ety of Amerlca

. 21010 Center- Rldge Road

'yRocky Rlver,.Ohlo hhll6

; u51korsky Alrcraft i
"“Division of United A1rcraft Corporatlon

"‘Slmonds Saw and Steel Company Co
. '470"Main Street. x Lo
fFatchburg, Massachusetts

: New Br1ta1n, Connectlcut 06050

South Bend Lathe, Inc,d‘ '

425 East Madisor’ Street

'wMSouth Bend, Indiana u6622 g,:p §

Shell 011 Company i
50. West 50th Street .
New.. York, New York 10020

TR

,’__,

”dThe 8001ety of the Plastlcs Industry, Inc.ngdﬁﬁvkhl

"+ 250 Park ‘Avenue

New York,‘New York 1001?




_1w¢Sunoco S G R _ o

"7 Sun Oll\Company ” -~““4'i' 5
01608 Walnut Street ' : '
:g}Phlladelphla, Pennsylvanla 19103

L Standard 011 of Callfornla

. Public Relations Department TS , e
7225 Bush Street , A SR
[vSan Franc‘sco, Callfornla 94120 - i} ' R
‘;;Stuart Reynolds Productlons

.. 195.South Beverly Drive:

‘ m’Beverly Hllls, Callfornla E

“,f°M Company
Visual Products?
2501 Hudson’ Road. - .
~uSt. Paul, M1nnesota 55101

‘j}Unlted Alrcraft Corporatlon'“ ]

...Attentions Mr.. Ralph Villers
.+ Public' Relations Department
r‘g*East Hartford Connectlcut

,ﬂUnlted States Steel Corporatlon

~ ‘Chicago Fllm Distribution Center

/208 South La Salle Street. B : S
'uChlcago, IllanlS 60690 A I

i‘{\Unlted Steel Workers o*,Amerlca :
Ce kot 15000 Fommonwealth Building S
A.Q]fPlttsburg 22, Pennsylvanla
‘J[}Unlroyal, Inc.lf‘u‘ S
. Public Relations Department
©. 1230 Awvenue - of the Amerlcas
o New York, New York 10020

‘w{Unlted States Borax and Chemlcal Corporationja
:‘M2075 Wilshire Blvd. .. = Loy ‘
Los™ Angeles, Callfornla 90005 o g ,
U, S. Plywood Corporatlon 1- . o . KN f“; .
Sales Promotion Department o L ' r

" 777 Third Avenue .
*f;New York,‘New York 10017

t“‘PaterpllLar Tractor Companyf'

. 600 West Washington Street |
ﬁ:.;‘;wPeorla.,1111001s 61611';;7 e -
"“ ‘ i \/ .
oy ‘11. ~:_ - ‘}




:‘thSﬁRANCEZCOMPANiESj. | f.,' BRI RIS

The 1nsurance companlss llsted below have avallable o
Lo “materials useful in dealing with a varlety of toplcs pert1nent
S " to. the 1nterests of cooperatlve work experlence students. / .

) ‘ 3 C/
L L _ /
‘ Ae+na Llfe and Casualtx‘ ’ . /
 Public Relations and Advertlslng Department S 7
151 Farmlngton Avenue’ - ) S /
* 'Hartford, Connectlcut o | o : 7/
‘quu1table Life Assurance Company of the Unlted States Jb-Lf'; B
-~ 1285 Avenue of. the Amerlcas SRR P 7 R RIS
 New: York,_New Xork LUOlQ SR f: B ' ] ,/
. p}John Hancock Mutual Llfe Insurance Company ‘fi‘;f
200 Bendey Street . , . Lo
Q*Boston, Massachusetts 02117 I ’
o ,3:;Metropolltan Life Insurance Company ’
.o Madison Avenue .- : :
‘ ‘ fVew York, New York LOOlO
;New York Llfe Insulwnne Company
‘51 Madlson Avenue . ‘ . o o EEE TR R
New York, New York 10010 7 = 3 oo e

’”‘,Prudentlal Insurance Company of Amerlca‘
" Education. Department . o .

... “Box -36, Prudential Plaza. . , o
“Vewark, New Jersey 07101 .~ " : -
o Sun Llfe Insurance Company of Amerlca

" One North LaSalle Street

‘Vi,Chlcago,‘Illlnols_60692"

3.}fVoUiDANCEiiNFORMAinN %
The references 11sted below are good sources of guldance

Aﬁlnformatlon., A perlodlc check - w1th the agency w1ll usually
fproduce worthwhlle results.‘*

:"TVocatlonal Gu1dance Quarterly o
National Vocational:Guidance. Ass001atlon

“' 1607 New Hampsh*re Avenue, Northwest ‘fwg“n:‘ — ‘ ,.‘vwgﬁw** S

ngWashlngton,‘D C.‘20009 ,‘f“,4_‘, S
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A' Career Resource Blbllography/and Inforﬂatlon J' :
£ ;Natlonal Lareer Informatlon7Center oo ,,/./.‘
1605 New/Hampshlre Avenue./Northwest / R S
-"Washlngton, D.,C.‘7OOO9 N '/ :

D N 4

. 7 / A ‘
fAmeryban Guldance Serv1ce VAR /, ;/‘/
? J AR /

' Publashers Building. . . FARL Y
Clrcle P1nes, Mlnnesota/5501h yﬁ@];/‘

R
A, Amerlcan Personnel and Gu1dance'Assoc7
) 1605 New Hampshlre Avenue, Northwestf‘

b Washlngton, D c.zzooog S ¢

Do i oy e C
i . 7 /‘, K
S Occupatlonal Outlook Serv1ce / e /.

‘N~Bureau of Labor Statidtics . /ﬂ‘,;;
U+ S Department“of Labor»Q*/ﬁeﬁ*;
Washlngton,‘D.nC. ZOZLQ/‘.4/ / A

U- S Government F11m Serv1ce‘/;

U. S. Office’of Educatlon ! B

Du Art. Fllm’Laboratorles ,

245 West 55‘th Street 4(»‘ ' i P
e

Career InformatlonxV A'Dlrectory of Free Materlals for‘
. Counselors_ and Teachers. , - IR JQ'/’ L

. Sextant Systems, Incyvinf

-
Mllwaukee, Wlscon in g b

e T @ B Ny

PR SN A'varlety of c'our‘ce mater1a1 can be obtalned from the :
Department/of Laborlby sending. d1rect1y to ‘the. Washlngton, D C.
offlce or/to the Reglon JIIT offlce,‘U Se: Department ‘of . Labor,» e :
P.\O Box 13309,. Phlladelphla, Pennsylvanla 1910& "The iy o e
sources ‘are organlzed below accordlng to the 1ssu1ng sub— T At

d1v151on w1th1n the Departnent of Labor.

‘ ERNRE
B . : ! JRI LN L k sl B - K At LT
R I R ‘Wﬁ-“ G R R
¢ R : | K] Y . . L " o

f7ou;;s. DEPARTMENT OF LABOR PUBLICATIONS

,/H
L

~uﬁ”'Bureau ‘of. abor Statlstlcs B N RN

'tﬂfPubllcatlons’of the Bureau of Labor Statlstlcs g‘ff,f_ﬁ

ffo Counselor s Gulde to Manpower Informatlon, An Annotated -
‘J;lBlbllography of Government Publlcatlons ‘ o

\-’

v;‘Occupatlonal OutlookaHandbook“

5

tr“}?rJobs for‘theAZO s

;'f.Monthly Labor Rev1ew ﬂ“efftfft




Occupatlonal Outlook Quarterly

Ma1or Program, 1974
‘Manpower Administration ST P R _
- Washington, D. -C. 20210 oy .

Index to Publlcatlons of the Manpower Adm1n1stratlon,‘v
January 1969 through June 1974

D1ctlonarM;of‘Occupatlonal<T1tles
Manpower Magaz1ne'

Lo

Manpower Report of the Pres1dent

Occupatlonal Brlefs Gu1de for Young WOrkers

Job Gu1de for Young Workersff

o -

"Women's'Bureau R ; A
Washington, D+ C. 20212 . . 7 - . o I

Handbookfof“Women1Workers

;Job Rinding Techniques for Mature Womenh- g

iy ;'EDUC"ATIONA'L‘ RESOURCE INFORMATI’OHN': CENTER u(E'"RIc)

The Educatlonal Resources Informatlon Center is. des1gned 3ffi
to prov1de educators accegs ‘to. educatlonal literature ‘which lsiﬁfﬁ o

%%‘not generally available. A"network of clearlnghouses, each. .. ./ .
‘*\hav1ng an-area of specialization, was established to. acqu1re,jﬁ”' I
. select and process documents. . Each speclallzed ‘data center: /
*publlshes indexes announc ing processed documents and prov1des'

opaes of | those documents.vﬁy,p_,knn L Qm“,élmy u~74ﬁ‘5 ;

[
LT

The ERIC System announces the documents processed by 1ts‘:'
Clearlnghouses through .two publicationss . RIE’ (Research/&n
Educatlon) for research reports and. other documents, and .
~CIJE, (Current Index to: Journals 1n Educatlon) for art1cles from
perlodlcals. g?»n , ,_\_M“,5‘,¢ ‘1 i ‘_‘Vv/r“‘ o i

: The clearlnghouse for vocatlonal educatlon ;s the B e A B s
Center~for Vocational and. Technical Education (CVTE) at The . ‘W;MQQQ

W“”Ohlo“State ‘University. . In addition to conducting research and
development activities 'in vocatlonal technlcal and career . +*
~education, CVTE publishes two quarterly indexes of documents - 7/
.containing information relevant to career and vocatlonal- R
techn1cal ‘educations : L , . LA e e

- . . -




v N l“ “‘ L 8 N PN L N . i B
L Abstracts of Insﬁructlonal Materlals 1n Vocatlonal and
Technlcal Education (AIM} ‘

!
] }

/ThlS 1néex lists 'a w1de varlety of 1nstructlonal mater1als
~of us e 1n cooperatlve ‘work experlence programsu

I
T

‘fy‘, Abstracts of Research Materlals in Vocatlonal and ;echnlcal
B Educatlon (ARM) - R - _/

! . ‘ !

‘ This 1ndex 11sts and abstracts research and related
‘ materlals/ln the vocatlonal and techn1ca1 educatlon fleld.

S A , S .v; y_.;".fr ﬁ S l/ ‘3,j£; _
~) /o Thé Center also issues an annual 1ndex to AIM and ARM.
/ In addltlon, Centergram is: perlodlcally released, .and reviews .
toplcal publlcatlons. The Center is also, helpful in: answerlng ‘
d1rect/1nqu1r1es on specaflc top1cs.‘/ju/..a u; . ‘ e

/The other clearlnghouses in | thq EREC system process
broad ranglng materlals of fluse to’ teacher—coordlnators. A
llsﬂ of the clearlnghouses in the 'ERIC system 1s given below:
' / g ' N ,‘/ ’, ,‘, {

W{L[ff/lv‘ e / ERIC Clearrnghouses / 2
‘ ‘ﬂ}ERIf Clearlnghouse/bn Adult Educatlon ; e //“
o ‘yracuse Un1vers1ty //3 ‘ VA _ ‘!/*w / :
i Syracu e, New York 13210 : . -;f ‘/_5
Tel?phones (315> u76 55&1 extﬂ‘3b9} S 3 /
l . \" i !

. f /"
LR fog b
Ann Arbor, Mlchlgan UBIOUVJ; e P
Telephonez 313) 76U/9U93j .7V{ AT
/ ’.‘/ . , H LR L T ; i
;ﬂj ERIC Cleaf&nghouse on the Drsadvantaged //
Tl Informatgon Retrievajl. enter onfthe Disadva ntaged
/A Teachers,College o/ /U5 X a,ﬂ y/;
off .= Columbia Un1vers1vy4/' '/Jfgﬁ‘“ AR ;
}ji' R ! Box L}.O TR ‘// // /: / // / j
Pl 1258 Amsterdam Avem 5./, }' / //» /
/ // , ’/

‘New. York, New Xork@iOOZ? VA
Telephone: (212) ?70_ 808 V 17 ;/;,

I3 /

S ERIC Clearlnghouse/on Early Ch11dhood Educatlon

.Colleseiof Education ! el NN
sUnivergity ofy IL11n01s j IS . '
/805 West Pennsylvanla Avenua
fUrbana, IlllhOlsﬂﬁlBOl ‘p

/
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1_'»ERIC C]earlnghouse on Educatlonal Management
w7 University of Oregon -
. Eugene,. Oregon 97403
.Telephonez (503) 686 5043

ERIC Clearlnghouse on Educational Medla and Technology
Center for Research and Development in Teachlng
School of Education - . ,

Stanford University"

Stanford, California 94305

Telephone: (415) 321- 2300 ext. 3345

ERIC Clearlnghouse on Exceptlonal Chlldren
CEC Information Cehter on Exceptional Chlldren
1411/ South Jefferson DaV1s nghway T N T e
Jefferson Plaza No. lm v ‘ : D I R S LA
‘.Sulte 900 - . | ) TN : B BRI
a It _‘ .Arllngton, Vlrglnla 22202 o . P S L
L ‘Telephone: (703) 521 8820

]iERIC Clearlnghouse on ngher Educatlon
‘The George Washington Unlver51ty
.One Dupont Circle
Suite :630. :
. jWashington, D. C. 20036
',#Telephonez (202) 296- 2597

S ERIC Clearlnghouse for Junlor Colleges
/" Room 9% ‘
...+ Powell lerary
/+ University of Callfornla : o
" 405 Hilgard Aveniue - o
Los Angeles," Callfornla 90024 ‘ -
-Telephonez (213) 825 3931

Jlﬂ.‘frngRIC Clearlnghouse on . Languages and L1ngu1stlcs SRS SR
w7 Modern: Language Ass001at10n of Amerlca . S c

62 ‘Fifth Avenue’ |« , ; T ' )

‘ New York, New Yor? lOOll

"Telephone: {212) 601 3200

‘ggERIC Clearlnghouse on lerary and Informatlon 801ences
ﬂ,‘Amerlcan Society for Information 501ence B B IR R F
L 11800 Connectlcut Avenue, Northwest LI AR ot
Suite’ souL” R o LT ! P {
gt Washlngton, D Co 20036 j” T S
L Telephone: (202) 059 3778 o R S -

‘j“ERIC Process1ng and Reference Fa01llty -
‘4833_Rugbv_Ayenuem; : : : :
e Bethesda,-Maryland 20014 SRR e T e
”fsTelephone: (301) 656 9723 C\f,;f?:i'¢f} ‘“w“f‘g,%ﬂfht“iiru “
‘?Thls functlons as a central document reproductlon sectlon R

‘for all ERIC Clearlnghouses.-l _— ‘ .

*i(212,'




- ERIC Clearlnghouse for Readlng and Communlcatlon SklllSr
' National Council: of Teachers of anllsh ‘ o
So1111 Kenyon Road . SRR S
i QUrbana, Illinois 61801 vﬂ

-H*Telephone: (217) 328 38?0

,,‘ERIC Clearlnghouse on Rural Educatlon and Small Schools LT e
- Box 3AP A ‘ : ‘ . o ,A”“_UfV‘ﬁﬁf R
. New: Mex1co State. Un1vers1ty : ‘ o V“.;" SRR TS TP
:".Las Cruces, ‘New Mexico 88003 " ’ e L e
‘ﬁTelephonez (505) 646 2623

0 lERIC Clearlnghouse on Sc1ence, Mathematlcs and Env1ronmental R N

_# e Bducation! - ‘ A | o LT

.- The'l Oth State. UnlverS1ty ‘ fﬂy; SN
1460 West Lane: Avenue,‘2nd Floor SR

+7 Columbus, Ohio 43221 . - R
‘f.Telephone: (614) 422 6?17

‘_[

*ERIC Clearlnghouse for Soc1al Stud1es/Soc1al Sc1ence Educatlon_
.. ‘855 Broadway. . PR : L SRR ;
. Boulder, Colorado 80302 .*7~W ‘

’R"ETelephone: (303) 443 1383 ext. 8434

‘,A‘ERIC Clearlnghouse on Teacher Educatlon ' - S :
‘. Oné Dupont’ C1rcle", , L _ o e e
- Suite 616 . SR R R TN L
.~ Washington, D.”,. 20036 : - o
”‘Telephone: (202) 49? ?280 : S R

vfp;wERIC Crearlnghouse on’ Tests, Measurement, and Evaluatlon
“ “Educational Testing Service .~ . S T
. Princeton, New- Jersey 08540 f:“‘ , S e
iTelephone: (609) 921 9ooo ext. 2691 ‘-“35,%5 “g :

Z‘ERIC Clearlnghouse on. Vocatlonal and Technlcal Educatlon
'~ - The Ohio:. State: Un1vers1ty ¥ S ,
. 1960“Kenny Road* G

~~.Columbus, Ohio 43210 o

T_Telephone: (014) 486 3655

\*?;STATE CURRICULUM CENTERS j}7¢r:#‘”" T e
Co The seven state currlculum centers llsted below are a -
- source of 1nformatlon and. instructional materlals. .These -

“‘1centers serve em.al reglonal clearlnghouse.r~5; S LR

- Callfornla Stat )epartment of EducatlonW
=105 Py Street” IR
Sacramento," Callfornla 95814 A B AL
Servess Arlzona, Callfornla, Hawall, Nevada;@Utah‘




i

i D1V151on of Vocatlonar and Technlcal Educatlona
- 5oard of Vocational Educatlon and Rehabllltatlon
o -1035" Outer Park Drive D

Sprlngfle;d ‘Illinois . 62/06 _ ' ERRRE
Serves: Ill*n01s; Indlana, Iowa,'Mlnnesota, Mlchlgan, Wlscon51n

g Instrucvlonal Naterlals Laboratory ‘
UnlverSLty of‘Kentucky
' Résearch‘Fouhdation = . '

- Lex1n°ton,‘hentucky L0506 . : S e o
aervesx Kentucky'y Ohlo, Tennessee, Vlrglnla. West Vlrglnla.nt“”“”mt”

‘ Washlngton, D C : : o

¢MlsSlSSlle State Unlver51ty
“State College, MS 39762 . R ; LA T
VServesx Alanama, Florlda, Georgla, Loulslana, MlSSlSSlppl, T
ERTPE North Carollna, South Carollna ’ .

N

New. Jersey Department of Educatlon .

‘Division:of . Vocatlonal Educatlon -
;225 VWest State’ Street 5 ;
“Trenton, .New:' Jersey: 08625 S : o s i g
‘NServes. Connecticut) Delaware, Malne, Maryland Massachusetts,‘

L New Hampshlre, ‘New Jersey, Neu York, Pennsylvanla“:;,v.:,.,,}j

Rhode Island,‘Vermont : Sl e T e |

State Departnent of Vocatlonal and, Technlcal Educatlon o
1515 West 'Sixth: Avenue,,.I Lo ! O
"Stillwater, Oklahoma 74074 ‘ S LU SRR
yServesz ‘Arkansas, Colorado, Kansas," Mlssourl, Nebraska,:,i;

’ ﬁ New Mexlco, North Dakota,‘South Dakota,‘Oklahoma, Texas

M"

."~¢1

NS
‘

916 01d. Capltol Bu1ld’n9 : ,ﬂw
‘0lympia, Washington 98504 | M,;X”,u AR B N | =
Servesx Alaoka, Idaho,lMontana, Qregqn, Washington,;Wyoming , ,fcf
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