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This publication in the field of cooperative work
experience represents a significant contribution to the
literature and deserves close reading as well as ,wide
use.

The current emphasis on cooperative work experiences
makes this 4 timelY pUblication. This guide will be-
particularly applicable to the,secondary and postsecondary
levels, where, there has been A.considerable expansion in
programs.:

Dr. Herschbach and his associates have com'Piled in
this publication, an extensive listing of resource
materials along with an aPpropriate 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 Education Department
at the University of Maryland. This publication, re-
sulting from cooperative effort, is in itself an
outstanding example of what can be accomplished when
there is an effective use made of the available
institutional resources of the state. Of course, the
redl 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 corilmend it to the teachers and coordinators as well
as the students in cooperative work experience programs:



The publication of this resource guide was made possible
through a grant by the.Maryland State Department of Education,,
Division of'Vocational-Technical Educaticn, whose support is
gratefully appreciated. A special note of thanks is extended
to Mr. William Machel, Jr., Specialist, of the Maryland State
Department of Education, for his contdnual support and
assistance in developing this guide.

We would also like to thank the many teacher-coordinators
throughout the State of Maryland who suggested instructional
materialS, indicated areas of instructional need and were
helpful in locating 'sources. In particular, Robert Kemmery,
of Calvert County Vocational-Technical Center, imas most help-
ful. Again, ,a number of students'at the University of Mary-
land assksted in identifying materials and writing abstracts.
We appreciate their contribution. We would also like to thank
the manY publishers, and the educational and governmental
agencies whO were so cooperative. Finally, Carolyn Fordyce was
most ,helpful in assisting us with the burdensome task of rough-
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Cooperative Work Experience, is a program area that has
undrgone rapid growth in the State of Maryland. The 1968
Vocational Educational Amendments provided, "in part, stimulus
to this growth. Funds were earmarked fOr the expansion of ;

cooperative programs. Perhaps equally important, school
administrators, teachers, parents and community leaders have I

strongly supported Cooperative Work Experience as a viable
approach to training youth: the training is "real"; that is,
it takes place outside of the school in a training 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 design to deal with
individual student differences. These,,and other positive
aspects of-cooperative programs, have led many to believe that
Cboperative Work Experience has great potential for providing
youth with educational experiences whicli are 'relevant to their
needs as they mature in today's society.,

However, as Cooperative Work Experience has expanded to
include programs for new and emerging'occupational fields and
different student groups, the teacher-coordinator's job has
been complicated by a need for instructional and program
materials. The coordinator must not only provide instruction
td students who,are employed in a wide number of occupations,
blit must effectively relate to the variety of interests,
abllities and occupational goals which are represented within
h1O training section. In other words, thepcontent materi,al
for any one particular cooperative program "is drawn from-the
va0egated occupational world, and, in addltion, is derendent
upon the unique student mix of that program. Then too,' as new
tyPes of programs' are designed, resources are needed tJ help
fabilitate their development. : 1

This Annotated Resource Guide is designed to aid the
teacher coordinator. Current and readily available resource
materials relating to program operation andlinstruction have
been selected and annotated. The identification and selection
of materials for inclusion in the guide waslconducted upon the
basis of relevance and applicability to program op6ration.
Every effort, moreover, has been made to abStract the selected

1

sources in sufficieni detail to assist the 7eader who may be
11 ooking for ideas, information or Instructional aids.

The Guide is organized into three parfs. Part one
Includes resources dealing with program operation. The

l'esourcee in Part one are intended to servelas an aid to the
;teacher-coordinator in the areas of program administration,



(qas.3rooM manageMent and instruction,-,and counselingnand, career
,T.twareness. There is also a section on, selected research:
.re1atin7 to Cooperative WOrk Experience. Part twO ,inclUdes
instructional resources.- for use by the coOrdinator .with
students. The -.material deals with career exploration, job
entry and adjustment, personal adjustment and skill training.
Part -three incl.,udes source information. The addresses-of
publishers are included in part three, along with additional
::-.:ource information.



The job of a teacher-coordinator is complex and
demanding, requiring skills in teaching, administration,
counseling, guidance, pUblic relations as well as curriculum
development, among other functions. The resource materials
inclnded in Part One should aid the coordinator in carrying
out the complex and'varied tasks required in developing and
maintaining quality coopertiye programs. While mariy of the
sources are general and broad7ranging, an attempt has been
made to categorize them into the following sub-divisions in
order to facilitate their use: Program Adminjstration,
Classroom Management and Instruction, Counseling 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-coordinator with
sources of materials which he,can easilyobtain, examine,
select, modify, adapt or draw from to meet his individual and

program needs.

program administration
.

Tne resources included in this section relate to the

many administrative duties the cooper6.tive teacher-coordinator
must undertake. A great deal A the information has been
developed by state organization's, and has been found highly
relevant and practical. There has been an attempt, moreover,
tp- include a variety of resource material covering as many
aspects of program administration as possible.

Advisory Committees:
Technical Education
1970

Organization and U e in YoCationai and

IllinoiS State Oepartment'of Educations,:
, Oivision of VOcational'arACTechnical Education

1

For eacher-c8ordinators interested in establishing and

utilizing dvisory committees, this brief booklet is
recommended reading. Although the guide is only ten pages in
length, it thoroughly explains what an advisory committee is;
types of committees; qualifications of members; /the size and
organization of committees; the roles and functions of the
committee members; suggested practice's; steps in organizing
and implementing a committee; and making an agenda for a

committee meeting.



Agra-Busines"s Education

Indiana University

This handbook is well organized and oriented toward
cooperative vocational training as opposed to administration.
It emphasizes the working relationship between business and
the teacher-coordinator; occupational planning; and curriculum
Treparation. 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 include sales, mechanical,
and "cOnservation-type occupations. They detail the training
situations, hours, .Pbjective, and lesson materials to be
covered.

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

Springneld, Illinois:
and Rehabilitation

Board of Vocational Education

This handbook is a detailed guide to cooperative career
education. It is well arranged for easy, quick reference and
as such serves as a handy general reference on cooperative ,

-work experience programs.
The book covers the various aspects of cooperative

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 summarizes the essential
elements of coop and -serves as a summary of the entire hand-
book.

Basic Coordinator's Guide for Diversified dccupations PrOgram
by Marie Blasingame Snyder and John W. Holmes

ED 089018
ERIC Clearinghouse Bethesda

Such topics as program criteria, determination of student
needs, program planning, program implementation, and program
objectives are discussed in this coordinator's guide. Basic
program guidelines and instructional objectives are covered
in greater detail, giving suggestions for program planning,
finding and using local resources, developing advisory
committees, program evaluation, coordinator qualifications,
coordination, Proposal writing, and 'resume preparation.
Examples of report and other forms are included.



Jusiness and Office Education: Training Plans
Zchool Cooperative Office Education Programs

Indiana University

This manual contains model training plahs designed for
business and office occupations. These examples can be used
by cooperatiye teacher-coordinators in.developing training
plans for their-individual programs. 0

Cooperative Business and Office Education
1973

Washington

In the form of a "how-to" manual, this text is designed
to provide an understanding of cooperative occupational
education. Other topics include administrative considerations,
related instruction, and relevant'parts of the Washington,
State plan for vocational education. Also included are an
appendices, a bibliograpi-iy, and illustrations.

Cooperative Education for Obmmunity College
1972 ,

Washington

. --
This guide."is designed to aid administrators and teacher-

coordinators intere'sted in implementing, evaluating, or
developing cooperative programs in community colleges of the

state. Topics included are: What_is CVE?, implementing coopera-
tive, vocational education programs,--steps Ln planning,
responsibilities of the employer, legal-responsibilities,
initiation and maintenance of good public relations, and
evaluation of a cooperative vocational'educationProgram.
also includes appendices.

Cooperative-Education Handbook for Teacher-Coordinators
by Gordon F. Law

American Technical4Society

Gordon Law has designed a brief", but comprehensive
book useful to'the teacher-coordinatolr in initiating and
conducting a cooperative program. H sets forth many practical
methods of providing a variety of tr ining opportunities for
students in many types of work.

hand-



41,

Cooperative Occupational Education-and Vork.Experience in the:
CurriCulum, ,

bYH:RalphHE. Mason and Teter O.:Haines, '!.1972,

The InterState Printer and PUblishers, Inc.'
.1/

The topics discussed in this text are presented in a
logical sequence of educational planning: the strategy, the
structure, and the instructional system. The discussion of
strategy begins with an overview of the emerging needs in the
world of work. This is followed by a presentation of curric-
ulum patterns involving the work environment and a section on
the planning, organizing, and operating of cooperative
occupational education programs. It has been widely used for
pre-service collegiate courses; in-service workshops-and
conferences; as a reference handbook by curriculum directors,
local administrators and consultants for vocational educatioro
and by gradUate students.

Cooperative Office Education

Rutgers, Kilmer Campus

Cooperative Office Education is a volume of ideas 'and
useful hintsl. The first portion of this book reviews the
functions of the Office Occupations Co-op teacher. The reviev/
is quite specific, not just a Collection of generalizations.
The latter half of the book consists of two large appendices.
The first aPpendix consists of specimen forms, letters, and
materials. The second appendix consists of pictures that may
be used with students-as a visual guide to job opportunities.

Cooperative Office EducationRelated Class Manual

Rutgers, Kilmer Campus

This manual is designed to' guide the teacher or coordina-
tor through related classroom aspects of cooperatiye education.
It consists of units, each containing the following six
sections: objectives, materials and supplies, content, teach-
ing suggeStions, evaluation, and reference-materials.

The table of contents consists of: pre-employment, oral
communications, meeting the public, personality development
and human relations, business organization and management,
filing and-record control, adding-listing machines, calculators,
machine transcription, duplicating, introduction to data
processing, typing problems, written communication, mail
records, business math, and reference materials.

6



erative .PartTime:Traininc- in Vodational 4
'Teachers Handbook,',7797O

Texat.AW University*
Agribulture'EduCation Teaching

'1'i,sa'highly useful handbook for ,establi.shi-ng and operat
ing OooperatiVeHprOgrams in vodationai agricultUre, this' text
pUts eMphasis upOn proViding the teacher-coordinatOr with,
practical tuggestions and guidelines.

COonerative Vocational EducationA Basic Course of Study

Oklahoma, State Department of Vocational and Technical
Education

Curriculum and Instructional Materials Center

A bsic ,course tujfor cooperative vocational
educatiorris presented in t is color-coded publication.
Topics covered are: Orientation; Employment and Personal
Development; Employee Relations; Communications; Financial
Management; and Insurance. The self-contained units include
performance objectives, suggested activities for teacher and
students, information sheets, transparency masters, assign-
ment sheets, tests and answers to tests..

Cooperative Vocational EduCation Coordinator's' 14andbook.

by Thomas R-.JAllen, Jr., 1972, ED 063504-

ERIc ClearinghoUse, Bethesda

Discussed in this program guide are the t'ollowing topics:
1) 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
activities, and 6) public relations techniques. Samples of
materials dealing with student's application and placement;
interest questionnaire; weekly production report; and °

inStructor's community survey, training plan, and coordination
record are included.

...Cooperative .Vocational Education Coordinator's Handbook...
. .

Allen,,'Jr.,...1972, ED.063503

'.ERICCIearinghouse, Bethesda

HThe_ major sections of this guide are: lrpIanning
Activities for Cooperative Vocational Education Programs:,

1 3



2) Advisory Committee,-3Y Youth Organizations, 20 Existing
Vocational.YOuth.:Organizations,!.5) 'Adult Education,:6) Federal
and 5tate.Laws, arid 7). Providing for Research in'COoperative.
VOCational 'Education.

CoOperative Vocational Education EValuatiOn Criteria
a972

Pennsylvania Departtent of Education

This manual is designed to be uSed in evaluating coopera-
tive vocational education programs

COoperative Vocational EduCation General Related Theory Class
Outline
1972

Penn ylvania Department of Education

Intended for use in cooperative vocational education
general related the_ory class, this teacher's guide consiSts of
eight units, each including objectives, class activities,
sUggested references and films. 5ome of the units are:
employer and employee relationship, human relationship,
consumer education, and career,and job exploration. This guide
is appropriate for any cooperative class.

Cooperative Vocational Education Handbook
by John H. Madson, 1973

Nevada State
Department of Education

This 1973 handbook has been developed to assist the
teather-coordinator in performing his/her duties in a more
efficient manner. It is meant to be a helpful guideline in
organizing, conducting, and administering cooperative education.

Cooperative Vocational Education Handbook for Kentucky

Kentucky State Department of Education

:he Kentucky Guide is an ex :llent source of information,
Tr7,-idir.4_comprehensive-treatment-of.al1 aspects of establish- ,

lnd maintaining a quality cooperative Trogram. It offers
many practical and concrete examples and illustrations.



:COoperative ,Nbcational,ducation
Guide:for PrOgraM Planning
1972,EDY063069

ERIC Clearinghouse Bethesda

Rural schools encounter unique problems in settin&-up and
operating cooperative programs. This guide can be of great
use to the program planner.

Cooperative Vocational Education Programs:
Information Series No. 70
by Roy L. Butler, 1973 ED 085565

ERIC_Clearinghouse Ohio

Factors relating to recruitment and development of staff
are examined in this publication. It offers suggestions
concerning staff development to school administrators and
vocational education directors involved in planning and
operating cooperative vocational education programs.

Cooperative Vocational Education Training Agreements
1974

U. E. Department of Health, Education and Welfare,
Office of Education

TwelVe sample training agreement 'forms deVeloped and
used by various states'are contained in-thit booklet* H These
saMples are a Useful guide, and this free booklet Caribe of'
help toa'coordinatOr faced with the task of developin& a
training agreement for hiS local'Hsituation.H

Coordination in Cooperative Vocational Education
by Warren G. Meyer, Lucy Crawford and Mary K. Klauvens

Charles E: Merrill

The role of the ,teacher-coordinator is very complex and
demanding. This publica,tion is a broad-ranging treatment of
coordination, and should aid the coordinator in successfully
carrying out his many duties. Since the text was written by
individuals familiar with the problems of coordination, it,
contains many prac,tical_suggestions.. Important_topics
inCludes The Tasks of a Teacher Coordinator, Teaching Work
Adjustment Competencies, Recruiting and Guiding Student-
Trainees, Following Up Trainees, Articulating Instruction,
and many others.



CoOrdinator's Manual--Vocational Office Training
Coordinators. Manual,'1970

Georgia State Department of Education

The basic information needed to aid the teacher-
coordinator in preparing.students for office competency is
provided in this manual. The text also helps in developing
student understanding of the place,of business activities
within a total society. There is information on organizing
and-developing a new vocational office training program,
operating an on-going program,.and evaluating office training.
This additional information includes the criteria and actual
procedures for establishing a vocational office eidcation
training program.

Directory of Task Inventories
1974

Ohio State University
The Center for VocatiOnal-Technical Education

A compiled listing of activities performed by workers
on their jobs, this book is of value'to curriculum developers,
training directors, personnel officers, industrial engineers,
vocational teachers, and administrators. The information in
this volume was compiled from a review of documents from state
educatibnal and employment service agencies, 0:.,:,.!:ational
curriculum laboratories and research coordinat units,
armed forces branches, selected private R & D agencies and
others. The information included is helpful in developing
training plans for a variety of occupations.

,

, Distributive Education Training, Guides
by Peter G. Haines and Herbert-H. Tedder1963,,

South-Western Publishing Co.

All major aspects of the study of distribution are
covered in this set of guides. The guides can be used in any
order that Correlates with the topics taught in the related
class.

The.book is divided into six
1. The Marketing Process
2. store Management
3. Merchandising
4; Selling-and. PrOMotiOn
5. Finance and Control
b. The Challeng6 of Retailing



EValUation'Occupational EdUcation'and.Training'PrOgrams-
,by,Tim L. .Wentling and Tom E. Lawsoni

Allyn and Racon

If you are interested in a comprehensive coverage of
evaluation of vocational education, this te-:t will be most
helpful. Written by vocational'educators for vocational
educators, Evaluation Occupational and Training Programs
applies general concepts and practices of evaluation to the
evaluation of specific occupational 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 is well written
and well organized around the objective of relating
theoretical principles of evaluation to practical problems.

The Glen Oaks Simulation
1974

Ohio, Center for Vocational-T chnical Education

The Glen Oaks Simulation is a package of simulation
training materials for cooperative education coordinators. It
is divided into nine modules which represent major functions
and tasks of a cooperative education coordinator. The modules
can be used together or separately. This package is intended
to be applicable to all situations in which cooperative
education teacher coordinators are trained. It is applicable
for both pre-service and in-service programs. In its entirety
it simulates a full year of experience; in fragments it
provides trairking in selected functions.

Guide for Cooperative Vocational Edudation
1969

University of Minnesota, College of Education-
%

This guide was developed by a National Conference on
'Cooperative Vocation Education held in 1969 at the University
of Minnesota, and by "nine regional clinics." The purpose of
the publication is to serve as a guide for individuals involved
in planning and iMplementing cooperative vocational education
programs. The guide is divided into seven chapters: 1) Coop-
erative Vocational Education and What It Will Do, 2) What Form
bIld-TY1)-e-is-Best-fOra Specific SCfiOci-I, 3) Meeting Stud'ent and
Manpower Needs Through Cooperative Vocational Education,
4) Supervising the Participation of Employers, 5) Establishing
Administrative Relationships, 6) Staffing Cooperative Voca-
tional.Education Programs, and 7) Maintaining and Improving
Cooperative Vocational Education. Each unit provides a
detailed outline of the factors which should be considered



,

Pef,oe.:PlaPPing, or.4-thple,rn,enting a .cooperative: vOcational.:
eduCation program., For:example; .the .authors :outline seven
facto7s that should be qonsiaered when determiningHthe form
and type of program, bight,factors When determining the

,

appropriate facilities and 'equipment, and seven factors for
the selection of training stations.

,Guidelines to Initiate and Operate a CooPerative Vocational
Education Program, 1973

Pennsyran'id pepartment of Education-

The contents pf this 81-page handbook deal with 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 contains an appendix
of thirty forms and letters relating 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 following topics are covered in the
narrative: definition, advantages of cooperative programs,

problems; diffej-ent types of programs, program organization
and management, resource surveys, advisory committees, train-
ing stations, student selection, placement and evaluation,
financing and laws-relating to cooperative work experience.

Handbook for Cooperative Programs
1972

Oklahoma State Department of .VOcational andTechniCal,,
' EduCation

This publication was designed to Serve as a handbook
for teachers of cooperative progr ms in vocational education.
Topics included are: Purposes oft Vocational Education; Types ,

of Programs; Responsibilities of he Teacher-Coordinator and
the Advisory Committee; Legal R gulations; Selection of
Students and Training Stat'on Evaluation;and Sampleiorms
to be Used in the,Program.

.Handbook for VoCational TeacherCoordinatbrs' Of BusihesS and
Office Education

,

..by Katherine S. Green and,:Omega Blanton, ED 0.92668

ERIC Clearinghouse, Bethesda

The genera. l objective of the vocational office training
program is to prepare high school and post-secondary students
for initial office jobs.and for advancement on the job. The'
handbook-is designed to assist teacher/coordinators in
implementing a vocational office training program and an



intensive business training Program, based on the intensive
time block concept and using cooperative or simulated work
experience. Guidelines for implementing the programs are
outlined, with copies of'all necessary State and Federal
forms and advice on their use. SuggestionS,are made for
adapting the vocational office.training program for post-
secondary and adult education use. Miscellaneous information
includes: general information and requirements for obtaining
a vocational license, minimum office standards, evaauating the
cooperative vocatiopal office training program, job Opportun-
ities and descriptions, and lists of teaching aids and resource
materials of all kinds.

Health- Occupations kducation Model.:Training Plana for Secondary:
Cooperative Health OCcupations EdUcation
by Thomas F. White a_cl William D. Graham

Indiana University Press

With the assistance bf nine project participants and an
Advisory Commiitee (44 Members), the authors have developed 14
training plans-an health occupations. 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 learning activities
comrcon to many students, and on-the-job for discussion of the
prcAress of student-learner toward occupational cbmpetency.

High School- Work Study Program for the Retarded
by Kenneth H. Freeland, 1969

Charles C. Thomas, Publisher

This book was written in response to the emphasis placed
upon training the handioapped in the Vocational Education Act
of 1963 and Amendments of 1968, and for the teacher who will.-
develop a work study program for mentally retarded studeAS
in secondary 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,
Conducting Your. Program, Reports and Forms for Your Program.
The chapters are logical, readable, and informative. The
author provides suggested sketches-of floor plans and_equipmen
design, a complete summary of the legal requirements and
employment limitations that affect the program, a guide to
different report forms and how to use them, and forty references.



Industrial Cooperative Tra,Laiq-'14

Texas A&M University
Vocational Instruotional Service

Industrial Cooperatave Training is a comprehensive guide
to the job of coordination. Topica.covered range'from the"'
duties of the coordinator ond advisory committees to the
skills necessary in student guidance, classroom management, and
the setting up of training stations. There are also discusdions
on lesson plan development aPd construction of public relations
programs. Abundant sample materials and examples are provided.

An Instructional Resource Guide to EnhanCe Coo erative
Vocational EducationgEisIgIcation Teaching
by.I.Jeroy M. Reynolds,l9,73:,

Michigan Department of Education

The focus of this program guide is upon the occupational
preparation of persons witli Special_ education needs. It is
an excellent resource-intended to be reviewed and used jointly
by concerned teachers and Oministrators as they work collec-
tively td serve students with uniqu6 educational problems.
The guide will serve as an aid for 'the process of developing
or adapting a cooperative program of vocational and special
education.

Journal of Cooperative Ed6oatioh

Drexel University Cooperative Education Association

Journal of Cooperative E ucation is published twice
yearly, and is the only jovrnal completely devoted to coopera-
tive education. AlthOugh its main focus is on cooperative
education in higher education, it is also a relevant source
for cooperative education te achrs at'the secondary level.

A Manual for Coordinators of Cooperative Education
by Charles F. Seaverns, Jr., 19?0, ED 075684 ,

ERIC Clearinghouse, BetheSda

This manual was deve2oPed with two specific purposes in
mind: 1) to present, in some detail, information about cooper-
ative education which shouad serve as a functional guide to
tho-se idVidi whi5-6-äht&V.ate.'Ve-ar6rirrig .c6-6-rd-itCr

, cooperative education, and 2 to stimulate the development of
more effective coordination techniques by-coordinators already
engaged-in the placement, counseling, and guidance of coopera-
tive education students. Ttle manual is directed mainly toward



post7secondary coordination, but a. great deal of the
tionapPlis to secondary level programs.

Manual for Issuing 'Officers of Work Permits

Maryland Department of Lensing and Regulation
Division of Labor and Industry

This manual is designed to assist those .persons author-
ized to issue work permits, vocational-technical coordinators
and supervisors of pupil service. The booklet covers instruc-
tions for issuing 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 with Maryland's
Wage and Hour Law "made easy."

informa-

Model Training Plans for Se0ondarY CoOperative Agri-Businesa
Education

Indiana University

Model training plans in the field of Agri-Business are
provided in this manual. These plans can serve as examples
for cooperative teacher-coordinators in the development and
utilization of training plans.

Model Training Plans for Secondary Cooperative Health
Occupations

Indiana University

The model training plans contained in this manual are
designed to serve as examples for cooperative teacher-
coordinators in the development and utilization of training
plans.

Model Training Plans for Secondary Cooperative Home Economics
Education

Indiana University

A variety of model training plans in Home Economics
Occupations are provided to serve as examples for Cooperative
-Teacher-Coordinators--in the-development--andutillzationof-
training plans.



Model Training Plans for Secondary Industrial Cooperative
Training,

Indiana University

The model training plans contained in this manual are
designed as examples for cooperative teacher-coordinators in
the development and utilization of training plans for student
learners enrolled in secondary cooperative vocational education.
Excellent resource.

Occupational Work Experience
1973

Instructor's Manual

Ohio State University
Instructional Materials Lab.

Developed for occupational work experience program use,
this instructor's manual covers such areas as safety education
in driving, using the telephone, decision making, ways to
apply for and get a job, what the employer wants, and other
work experience information.

Organization and EffeCtive Use of AdvisOry Committees

Texas Educational Agency

The primary purpose of this bulletin is to provide
guidelines on how to organize and effectively utilize ,advisory
committees. Material included relates to the need for
advisory committees; the nature and'function of Committees,
characteristics of a good committee, suggestidhs on how to
select members and orgahize ,he committee, and suggestions-on
how to present subjects for committee,consideration.
Basically, ,a "how to do it" approach is followed, with ample
material provided in the appendix to assist the teacher-
coordinator in establishing and utilizing an advisory
committee. Highly recomMended.,-

..Organization and Operation of a 'Local Program of Yocational
Education
1968

Ohio State University
Instructional Materials Lab.

_ -

and improving comprehensive programs of vocational and
technical education. The publication should prove to be a
valuable guide for administrators of vocational and technical



!Oducation pro.grams: superintendentS 'of schools, directots/I
c'oorOinators,' or deans. ,The, references ,at the .end of:each

, .

chapter provide added'resource,material helpful to those who
desire to pursue information in depth.

Personnel Evaluation in Vocational and Technical Education

Ohio State University
The Center for Vocational and Technical Education

Personnel Evaluation presents information relative to
the evaluation of personnel in vocational ed-tication. The
rationale and purposes of personnel evaluation; the planning
and development of evaluation criteria; and the collection,
analysis and reporting of data are topics covered.

Planning, Implementing and Evaluating Career Preparation
Programs
by Joe Borgen and Dwight Davis, 1974

McKnight Publi\shing Co.

This management package is composed of five sections for
instituting Career Preparation programs. It is designed on a
step-by-step system which enables teachers and administrator's
to ahalyze, expand and improve their programs. The package
contains sample letters, forms and survey instruments.

' !Pi-Ogram GUides',' A Guide for' the:DevelopMent and Operation of,a
Secondary Sch6ol! Allied Health Career Program
by JeroMe Epstein,A_972;!!ED 076825'

Clearinghouse,

'The project described in this document-was designed as
an experiment in career education ih the health field. The
3-year-program offered students an introduction to health
careers in the first year, work experience in the second, and
cooperative or work-study education in..the third. In this
guide, a brief history of the pilot and demonstration project
is followed by the step-by-step procedures 'x'-equired Ito
establish new programs. Included are documents, information
sheets, and forms used 'in the project.



Texas A&M University
-Vocational Instructional Services

This text can serve as an excellent guide for establish-
ing a public relations program. The content includes sections
on the Public Relations Process, Know Your Public, Interna1
Publics, External Publics, Communications, The Spoken Word,
The Written Word and Exhibits and Demonstrations. This guide
should be of considerable help to the teacher-coordinator.

Resource Manual for 'the Development_Of Cooperative Vocational
Education Programs Under the Vocational Education Act of 1963
as Amended P. L. 90-576. (DHEW/OE), Washington, D C July,
1972 ERIC ED 068717'

ERIC Clearinghouse, Bethesda y

Selected factS an& suggestions for the use of State
staffs in planning for the development of,cooperative voca-
tional education programs under Public Law 90-576 are suMMarized
in. this booklet.

Selected Audio-Visual Materials for Consumer Education

Rutgers, Kilmer Campus

An annotated bibliography of selected audio-visual'
materials apprbpriate for use in consumer education classes.
This text includes films, filmstrips, slidestransparencies:
and resource i:iackages applicable to instruction at all grade
levels. Also provided are source 'and cost information for all
items listed. (Number II in a series of monographs.)

Stenographic, Secretarial; and Related Octupations:
Curriculum Guide,',1970

West Virginia: coordinator of Curriculum DevelOpmen;t

Job definitions and descriptions, as found in the
dictionary of occupational titles, form the basis upon which
this guide was develbPed. It incorporates unitized subject
areas and offers suggested patterns for education to meet the
specific career objectives of the individual.



Strategies for'Implementino-WOrk'ExPerience Programs
GradTandyineyard,:1972 '

,

McKnight and McKnight Publishing Company

The advantages of and strategies for implementing work
experience programs are coVered in this text. First, work
experience education is described, and its adVantages are
discussed. The qualificatione of the work experience eoordin-
ator are then reviewed, as well as the stages of vocational
development. glso,included are a description of various
Federally-funded programs for which school systems can apply
and a discussion,of the legal reSponsibilities of work
experience programs.

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

Virginia State Department of Education

Practical suggestions for initiating, developing, oper-
ating, improving, and evaluating cooperative office education
programs are provided in this guide. This well-developed
publication should prove to be an invaluable handbook to the
teacher-coordinator.

Techniques of the Coop Method
1973

,Universityof,Missouri,
InStructional:Materials Lab.' ,

The job of coordinator in cooperative education requires
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 experience as a coordinator,
supervisor, administrator, and teacher-educator.

1

Tennessee Coozerative Coordinator's Handbook
1972

Tennessee

Suggestions for organizing and operating,a cooperative
_vocational program Ere_provided in a_handbook which includes
most aspects of all cooperative programs. Some of the areas
that are included are: advantages of cooperative vocational
education, school adminisirators' responsibility, establish-
ing a program, and duties of coordinators.



Training Achievement Records, Job:Corps
Procrram Supplement to JCH 400-15.2

'U.. S. Department of Labor'
'MahpoWer Adminiatratioh

Occupational Training

Contained in this booklet are 144 sample training
achievement,records which can be used to develop training
plans. Each record includes task statements, a section' on
attitudes and professional ethics, and a job physical profile.
The information can be easily adapted to the needs of the work'
experience program.

Training Plana for Cooperative Office Education
Teacher's Manual (Cooperative Training), 1970

Ohio State University
Instructional Materials Lab

Training'plans for a variety of office occupations
that are suitable for a high school cooperative education
program are contained in this manual.

'A TrainingSPOnsOr's HandbookfOr Induatrial Cooperative
Training PrograMsH:i,

University of Texas at Austin

This handbook can serve as a public relations tool for
the ICT program. It explains the, ICT program: how it works,
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 bonus for the
coordinator, the last page is a training sponsor's certificate
printed on parchment.

What School.AdminiatratOrs Should KnowAboUt'CooperatiVe
Vocational Education
by, Roy L.:-BUtler and, EdWin G. Yor, 1971,, ED, 057180

ERIC learinghouse, Bethesda

This publication is desdgned to serve school administra-
tors interested in reviewing the key administrative conCepts
relative to cooperative vocational education. The document
identifies the various types of cooperative programs, the

-advahtasges of cooperative education, and the-major-limiting
factors re: ed to the administration of these,programs.



WhatState Leaders Should Know About Cooperative'Vocational
Education, VT 01 905

ERIC Clearinghouse, Ohio

This 22 page booklet provides various kinds of informa-
tion on Cooperative Vocational Education useful to state
leaders as well as other interested individuals. Topics
include: Essential Elements, Planning, Implementation,
Extension, Improvement, Recruitment, Training, Promotion,
Evaluation, and a Bibliography.

What Teacher-Coordinators Should Know About Cooperative
Vocational Programs, VT 012 907

ERIC Clearinghouse, Ohio

This 22 page-booklet provides a variety of information
relating to planning, coordinating and evaluating.cooperative
programs. A bibliography is also provided.

.WOrk, Experience Education: A Handbook for California Secondary

.:Schools ,--

byWilson Riles (Supt. Of Public Instruction), 1972

California State Department of Education

An overview of information for planning, and conducting .

work experience programs is provided in this handbook. Elements
of traditional coop programs are covered, as well as an
evaluation of new special programs designed to meet the local
needs of California. The appendices contain laws, regulations,
forms, and definitions which the author considered either too
specific for the text or too subject to frequent change.

Work Study Program Manual
by Jack Hyde, Robert Smith and John Travis

Mafex Associates, Inc.

The development and control of the Work Study. Program
in LaGisange 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 districts that are trying to set
up similar programs.

Tte first section of the book describes the procedures
to be used in establishing the philosophy of the program and
the identification of pupil needs.

In part II a complete copy of the Cooperative Working
Agreement is provided. This includes the purpose, objectives,



-
'and the spe,tific goals of the program. Part III outlines the .

individual roles of everyone concerned .with the program. Part
Iy deals with in-school work experiences, community work
experiences and related field trips.

The rest of the,book is divided into five appendix
sections. A) EMH Prevocational Program Handbook;'B) Work Study
Forms; C) Follow-Up Study;'D) Case Studies; and E) Prevoca-
tional Program for Maladjusted Children.

c assroom management and instruction
This section .contains materials designed, to aid the

teacher-coordinator in designing and managing an instructional
enVironment. Theinformationcontained in, the seurces should
assist 'the teacher-Coordinator indealing with the wide range
of situations and.probleths that may 'be encOUntered as well as
to indicate methods and strategies of instruction whith have
proved effective Moreover, information is provided which' "'-
relates to 'the current emphasis 'on behavioral objectives,
accountability:and evaluation. An attempt was made ,to select'
nontheoretic7d, practically-oriented material.

Behavior Modification in Applied Settings
by Alan E. Kazdin, 1975

The 'Dorsey Press

The purpose of this boek is to provide an introduction to
behaVior Modification techniques,in applied settings'. The
major focus is placed on the application of operant principles,
implementation of behavior modification techniques, and
measurement andevaluation 'of program effectdveness. The

_ _

application inclUdes a variety of settings, such as Schools,
hoSpitals, day care centers, and the home. A large section
of thebOok is devoted to'a discussion of behavior modification
principles. :For each principle, diverse technique options,
limitations and relevant issues are discusSed. Zietailed
censideration is also provided'for applications of self-
control. Maintenance of behavior changes after the behavior
modification program is withdrawn is discussed. The last .

chapter discusses ethical issuesimplicit in the use ,of
behavior change technelogy. A glossary of relevant terms is
also included.



Entry Leyels Vocational Behavioral Objectives. A Guide for
Individualizing Instruction

The Westinghouse Corporation

The vocational behavioral objectives presented in this
packet are at entry level performance and are designed to pro-
vide realistic guidelines:for the development of individualized,
performance-based instructional programs enabling successful
entry into the work world._ .

The objectives presented are broken down into four levels.
1. The student is expected to have only a cursory

knowledge of tlie task; that is, as appropriate, be
able to,name the tools utilized, identify parts, and
list general simple facts about operations and
materials.
The student has been introduced to the task but needs
the direct supervision of a teacher to perform it
successfully. Very little independence is expected
and the student should need very close supervision.
The student requireqroutine supervision. He should
be able to identifyeand resolve most problems related
to the task, select appropriate tools and materials,
and be able tc perform at the entry level.
The student can _perform near the journeyman leyel.
He can analyze problems and evaluate and make
decisions relative to the task. He can rea:dily
identify tools and accurately demonstrate to others,
how to perform the operation.

Some of the entry level jobs included in these packets are:
1. Food Service
2. Metal Trades
3. Automotive ,

4. Building Trades
5. Business and Office
6. Building Maintenance
7. Heating, Refrigeration and Air Conditioning
8. Appliance and Vending Machine Repair

A Handbook of Behavior Modification for the Classroom
by Abraham Givner and Paul Graubard

Holt, Rinehart and Winston, Inc.

A description 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
to apply, in the classroom, the latest teaching technology that
has Proved effective in changing student behavior and in
promoting learning. A chapter'is included which discusses the
most frequently asked 'questions about behavior modification'
and is aimed at dis'Pelling the misgivings teachers often can
have about the use of such methods.



HOw toUse ContingenCy COntraCting in the'Classroom,
by Lloyd Homme,z1970

Research Press .G.o.

Contingency contracting is an extremely, effective method
for motivating elementary and high school students. It is
based on the systematic 4Plication of some generally accepted
principles of human behavior. The educational background of
-the:average teacher provides the prerequisites necessary for
understanding and using contingency contracting, regardless
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 application of
contingency contracting in the classroom.

,Ideas for Teachers
1973

Maine:
_

Depar.ent" f Education and Cultural Services

This booklet was developed to help teachers motivate the
disadvantaged. Such a specific aim should not be regarded as
a limitation, for this publication can be useful in working
with all students. It is a teacher's guide giving suggested
teaching activities for 'such areas as Entering the World of

'Work, Occupations, Living With Your Job, Managing More, and
Mathematics.

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

Charles E. Merrill

Individualizing .instruction is an important concern of
teacher-coordinators. This book can be of aid inasmuch as it
provides a wide selection of readings on all aspects of
individualizing instruction. Moreover, the readings are
Practice oriented. They are grouped under three main headings:
Why Individualize? Tiacher Skills, and Instructional Materials.

IndiViduallzed ,Instructioni Teach,Yng Strategies FObusing
On the Learner

°by 'G..Ray ilusgrave, 1975

Allyn and Bacon,

Musgraves text attempts to put theory
book details aspects of student-centric

into practice
teaching methods,



instructional formations, intra-class grouping procedures,'
independent study methods, student evaluation, and learner
objective teacher plans.

Instructional Design
by Jerrold Kemp, 1971

Fearon Publishers

Teachers and curriculum plannert will find Instructional
Design useful as they develop and change instructional programs.
The author stresses a systems approach to instructional design.

' Topics include: Student Characteristics, Learning Objectives,
Subject Content, Pretest, Teaching Learning Activities and
Resources, Support Services and Evaluation.

Learning Packages in American Education
bY Philip G. Kapfer and Miriam B. Kapfer, 1973

Educational Technology' Publications

The authors have provided a comprehensive volume of
readings on the use and development of Learning Packages. The
various forms of Learning Packages are identified and iheir
components discussed in detail. Classroom management procedures
are also covered in detail, and the topi-c of materials for
individualized instruction is discussed. In short, the volume
is a practical and useful treatment of the topic of Learning
Ftckages and has particular value for teacher-coordinators who
are faced with the necessity of dealing with'diverse student
groups.

-Managing-InStructional:Problams .

-by Judith Worrell- and C. Michael Nelson, 1974

MOGraw4iill Book Co.

The aim of this book is to help teachers deal with the
wide range Of problems found in both regular and special
61assrooms. The book focuses on the ,kinds of problem behaviors
that every teacher can expect to encounter. The major emphasis
is on behaviorally based decision-making processes and inter-
vention strategies, including educational assessment, develop-
ing home-school programs, counseling and behavior modification.
Situations and alternative strategies are presented in a
framework consistent with the problems likely to'confront
teachers. The first two chapters include the basic principles
of a behavioral/educational approach to problem-solving. Later
chapters consist of description and analysis of problem areas,
followed by illustrative case studies.



MOtivating Children.: BehaVlor.ModificatiOn
by:Walter Vernon; 1972

Rinehart and Winstoni Inc.

Vernon's book is for beginners--that is, persons exper-
ienced in teaching, but beginners in the principles of operant
conditioning. The style of writing is deliberately simple and
communicative, and extensive references to background research
are not included. The bodk covers the basic principles of
behavior modi,fication, and uses.many examples of applications
to the classroom. A section is included which,discusses,the
specific use of,behavior modification in high school\learning
situations. 'Information is also provided which wiIi'help the
teacher get a behavior modification program started in his or-
her classroorri. The 'last' chapter deals with some of the argu_
merits and questions ihat can arise concerning behavior
'modificaiAbn. A glossary of terms is included in the back,of
the :text.

Objectives for Instructional Evaluation
by Robert J. Kibler, ,Donald J. Cegala, Larry L. Barker and
David, T. Miles, 1974,

Allyn and Bacon

This book stresses the relationship between objectives
and instruction. -Distinctions among types of objectives are
made and a discussion of the analysis of human behavior is
included. A chapter of programmed instriaction designed to
teach readers how to write instructional objectives is also
provided. Many examples of instructional objectives as well
as suggestions on how they can be used with specific kinds of
evaluation procedures are presented: The appendices include
a wide variety of sample objectives and test items drawing from
actual instructional units.

/.

Teacher Tactics
by Robert Canei

Ohio State University
Distributive Educational MaterialS Lab.

' Teacher Tactics is a summation of the ideas, resources,
and techniques that a cooperative teacher might like to conSult
as he prepares his program. The material can be used for
teacher-training (methods) classeS. The booklet is a part of,
"Ohio's Monthly,Mailing" for high school and adult distributive
teachers and consists of eight mailings per year.



Teaching/Discipline: A Positive Approadh for ,EduCational
.13evelOpment
.-1)3rCharles Madsen, Jr.:, and Clifford Madsen

Allyn and Bacon, Inc.

Teaching/Discipline is a three part book written
especially for the teacher and intended as a teacher's guide
in the use of behavioral principles relating to classroom
-disdipline-and subject-matter-presentation.--Part I-Ls-organized
in a question and answer format designed to help clarify the'
main issues in teaching and discipline in the classroom. Part
II contains a selected summary of scientific and professional
practices which are relevant, transferable and directly
appliaable to classroom teaching. Part III is concerned with
the effeot.of teacher responses on student behavior. A
bibliography of books and articles and a glossary of terms are
also provided. The purpOse of this book is twofold: to
stimulate greater efficiency in the classroom and to provide
teachers with the opportunity to take advantage of the
benefits,accrued through scientific research.

Teaching With Teeling
by Herbert Greenberg, 1969

Bobbs-Merrill, Co., Inc.

The purpose of this book is to open up for public
consideration'a significant area of the teacher's life-'-her
inner world, her feelangs, her emotional being. This book
explores the subjective dimension of teaching, consisting of
the private thoughts and feelings teachers have about pupils;
superVisors, colleagues, and parents; and the feelings they
have about themselves. The book is divided into 15 chapters
covering the following topics: Likes and Dislikes; The
Angry Teacher; Middle Class Shock; The Guts of biscipline;
Surviving the First Year; The Principal: Whose Side is He
:,On?; Colleagues; Parents' Mood and the Teacher; The Teacher's
Private Hell; Sex in the Classroom; Race in the Classroom;
Dealing with Feelings; and Uniqueness: The Paradox of Self4,
Discovery.

_ _Writing Instruc,tional Objectives
by Caroline Dillman and Harold Rahmlow, 1972

Fearon Publishers

This small paperback is highly useful for assisting the
teacher in writing behavioral objectives. Since it is de-
signed for the practioner, ample illustrations and exercises
are provided. Sample chapters include: Writing the Perfect

3 3 27



Objectivp, StructUring Db41t1., Firldinvthe Right Verb,
Style TechniqueS-nd Checica.nd-Worksheets. The-authors
also cover the 11 °t relating evaluation items toyobjective stateMentsio eommended,

Icounseling and career awareness
-,anY-PR'Students ene,:

,I.Inter wou rse
-rsonal-adjustment and career

decision problems in the o reso of their everyday work
e)cperiences. The ,selectedv,uinaIlrces Provided in this section
should aid the taa6 her- CO -gl'alatiftor in dealing,with the various
counseling and g ri-11,ance s, ns encountered.

-,

ie
Career Del51.2.2Mqfg,Actiya.S.---= rades -12Y'
by Larry J. Kenne'te

ITT Educati°nal Publ

(3areez,
Current eMPIAsis on -.. education requires teachers of

all disciplines t° integra is ter development activities
'with ongoing Programs. I-Gionals intent of this manual to
provide teachers 4hd educa

how
per5°nnel at every level with

suggestions on to inte
rate

5tter r
.
oaree development activities

rIsion,' :

with traditional Illbject The activities do,not
require any curnielllar reV:1, i, but rathe r'. serve as a means
bY which teacher5 ean readl'ui;ti"IPlement career education
concepts with mi nirl ipme4ial d of ongoing programs. A
collection of cale

5n
, r devel000m activities, this manual is a"g

tool to be used L'Y a ola55s :t'eacher or guidance person
ir,11 achi eyias a first step otallY integrated program

which leads to in'41viduai -hasi awareness, exploration of
tentative life caree Ts, emfon, on selected occupations,
subsequent job sPeiali%atracti'-nd ev.e-ntual _gainful employ-

e,;las ten .1,1ita'()tns
containing 1.24 studentment. The manual

activities desig;-;,4 to fac; e career development.
Contents: EqliployMen'f:''g)rtunities; Understanding

Work; Understand 1,4-n. Yourseartireer Profiles; Describing the
Worker; Organizel-:, -Labor; Lldin ,e a Business; Career Prepara-
tion; Getting a 0°1); and n- a. job.

activities and sLi'ject mat-ta.'rl be integrited with miniMal

5she
Instruct...arides Pose Of this zuide is todse th

help teachers efee÷LtivelY "At career development activities
-contained-within .(ie studever c,Ual. It-ill4Astrates now career

disruption of ong°Ing proci_ The guide specifies student
outcomes, cites 5Pc1f1c ce'Sesgn of how,to blend career
activities with °° anutAtent, 0. A imp]:ementation guidelines,'

,A

suggests methods arid medial ,4.escribes evaluation tech-

niques.



Career Development,--Job Placement

Rutgers, Kilmer Campus

The first thirty-four pages.of this text develop the
concept of job placement. This development starts with a
detailed identification of the nature of the problem of
placement and a rationale for handling that problem. Sections
three and four go to the very heart of the issue by providing
specific, concrete suggestions for the initiation and opei-a- =
tion of a job placement program. The last twenty-nine pages
report some of the information gained in the operhtion of five
experimental job placement programs.

Career Education ReSourceHGUide
by James Bottoms, Rupert Evans, Kenneth Hoyt and Jack Willers,
1972

General Learning Corporation

This book was written largely by classroom teachers for
classroom teachers. Its basic purpose is to encourage
Instructors to become actively involved in career education
in the classroom. Its more specific goal is to provide the
classroom teacher with examples of how career education can
be put into practice in the classroom. The book is divided
into three sections: 1) Kindergarten/Elementary; 2) Middle/
Junior High and 3) High School/Adult. Each-section of the
book includes a number of career education activ4ies for
use by the classroom teacher with his or her studepts. A
general-introduction includes a discussion on the rationale
behind career education; the basic assumptionAlof career
education; the nature of car'eer education;-and the role of
-the classrooR teacher in career education.

Counseling for Career Development
by E. L. Tolbert, 1974

Houghton Mifflin Co.

Tolbert has designed this text for use by persons
involved in secondary school counseling. It was written for
the guidance counselor, but can be u6eful for teachers who
find themselves in the position-of counseling or.guiding
their students. The emphasis of the book is on.practical
applications supported by relevant theory and research.
Illustrative ,cases are presented and programs are described
,The fraMework of principles and practices provids, a
foundation'upon Which the counselor can build as he gains
experience and tries out new ideas. The book is divided into



11 chapters, and covers such topics as: understanding career
development factors,''' the informationsystem, finding arid
organizing infOrma:tion; decision making; and placement'
counseling.

Counseling: Philosophy, Theory and Practice
by Dugald Arbuckle, 19?0

Allyn and BaConijnc.

This'book is an introduction to counseling. It is
written for anyone who is involved in a relationship with
another person, but centers mainly on the educational situation
and the schCol counselor. The book is-diwided into four main
parts. Part 1 is on the philosophy of counseling. Part 2
covers the counselor s a person and the functions,of a
counselor. Part 3 discusses the nature of counseling. This
section covers theories-of counselirig, the counseling
process, practical issues and ethical issues. Part 4 covers
the counseling experience: the beginning, counselor involve-
ment, and termination.

Guidance. Systems: An IntrodUction to Student Personnel Work
by Denald Blocher, Richard E. Dustin, ,and Dugan Willis, 19?l

The Ronald Press Company

A teacher or guidance worker should be able to relate
himself effectively to the community and to social systems
within the school that influence student development. To
facilitate this aim, three major components of the guidance
program.are-desEiqbed_An terms of the "Relationship System,"
the,t"CoMmundcations Sys1r0.-aad.'the "Information System."
these guidance systems are desCri-b0 in light of modern social
psychological. research.. -Separate clpt.e'rs- deal with.aspects
of human development, the impact og,stu'derit sub7cultures, ard
the special problems of guidance in inner city,schools. Each
chapter contains a number of illustrative examples, that present
the kinds of problems and situations encountered iri'-f.ield
settings'.

Introduction to Vocations for the Educable NentallyRetarded

,Rutgers, Kilmer Campus

Designed as an aid for the teacher, this text is,a Part
of career development for a specific group. It covers'the
following topicsl general plans; the student as a member of
society, economic aspects of living, exploratory units on

3



occupational employment inforMation, bibliOgraphy, information
form, occupational interest form, and jobs for ths retarded.

Manpower:and Economic Education
ty Robert L. Darcy and Phillip E. Powell, 1973

Love Publishing Company
,

Manpower and Economic Educailon is a personal and social
approach to-carder eduaatidn. , While it is suitable for use
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 units
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 society: consumer, worker, and
citizen. ' Highly ,recommended.

OcCupational Careers
by, Walter L. Slocum.

Aldine Publishing-Co.

-Occupational .Careers is a useful introduction to the
field of occupational sociology. Many topics of importance to'
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 major
social, and cultural factors and processes invglved in occupa-
tional choice, preparation and achievement are covered. A
wide range of material is drawn upon, sOurces are well
documented and 'ample references are given. .P

Orientation to Employment:
1?73

Cooperative Education

Missouri State Department of Education

The purpose of this study guide is to 'aid teacher
coordinators in teaching the general employment information
needed bY Young beginning employees. Each assignment sheet
is devcted,to a particular topic related to cOoperative

,

education and the world of work. Included in each assignment
sheet is ari.introductory ,paragraph delineating the area to
be covered and its relevancy to both school and work.
This is followed by an assignment, which usually requires the
student to read a referehcb book or the information sheet
that follows. A list of suggested reference books is
included, a few of which are to be chosen assreading
assignments. Questions pertaining to the reading assignments

,



CoMe next, requiring the_student to recall and-a_pply the
materialscontaihedin,the references. Finally,'the student
'is asked te,work, onprobleMa and''"projecta related to the'aub-
j,ect matter of the aection.:H USual,ly thetprojecta involve'

'sPIE04 groUP partiCipatich.H

The Teacher's Role in,Career'DevelopMentl
by W.. Tennyson, T. Soldahl, and C. Mueller

Minn9.PPta,
Department of Education

h The 'aiM Of this book.le.t ia to ,introduce-classroom teachers
to,Jsthe possbilitieS of COntributing'tO the vocational deVelop-
ment,Cf 'StudentsHthroUgh the media of school, subjects. The '

booklet us divided intO 6 chapters coVering the following
topics: 'the' teacher's' role," realities of the' work world,
forecast of the 'fl4ture,';:sOurces 'of occupational information,' :
relatinglthighschOolaubjects to careers, and'post high school
education.

Various:Assessment and 'GUidande Tools. Tests,-IndiVidual
LearninE, Courses and Training Adds
by Educators Assistance Institute

Subsdiary OfHSystems Development, 0,orp.

Thi'S -program consistsHOf a varietk of different materials
aimed at' reading/listening/Observing levels ranging from the.
Cth-to the l4th, grade. It contains manuala for teaching-
career decision-making, self.-assessment !Surveys, pictorial
inventory of careers, electronic careers technology, risk'
taking attitude values survey and,career education films.

'1

Work In America, Report of a Special Task-Force to the
Secretary of Health, Education, and Welfare, 1973

MIT Press

.Work in Amerida 'is the report of a Special task'force on
the many faceta of work. The report,is divided into ? chapters.
The first chapter diacusses the functions cf work and its
cantralitkin the lives of most adults. The second chapter
deals with problems of AmeriCan 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 Thcrease productivityand
part.icipation,is covered in chapter 4 Work, education.and job
Mobility are discusaed'in chapter " and federal work strategies,
in relation to Creation of dObS, manpOwer and welfare axe



reviewed in-chapter 6.. Concluding remarks'are included in
chapter 7. This book is an excellent resource for the
coordinator.

research
As interest in aooperatiVe Work Experience has expanded,

there has been an accompanying increase in:related research.
-While-Some 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 providess
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 which the teacher-
coOrdinatOr can compare his own program.

CaSeiStdies of Fifty Representative Work Education Programs
by Steven-M. Frdnkel, ED 081997

ERIC ClearInghouse, Bethesda

Information gathered from questionnaires, intervieWs,
and on-site visitation is presented for 50 representative
program sites in the United States at which work education
projects are in operation. A summary of each program's
history, organization, goals, student and faculty composition,
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 site. Tables bf pertinent data are included for
each project. -This report can be useful inasmuch as it pro-
vides a'comprehensive overview of a variety of cooperative
programs, and can thus serve as a source for innovative ideas.

Cooperative Work Experience 'EducationA Study iA Successs
Twenty-Six to Forty Year's Later
I-3y L. 0. Brockman, 1972, ED 079555

California State College, Fdllerton
or ERIC Clearinghouse, Bethesda

This study was undertaken to provide an analysis Of the
reactions of students toward a cooperative work experieme
education Program 26 to 40 years'after their involvement. Major
emphasis was placed on tOpics such as vocational choice,
getting and holding a job, human relations, citizenship
eddcation, related instruction, edubatich beyond high school,
jobs held since 'graduation, armed services participation, and
income range. The study included 423 respondents.



An Economic and Institutional Analysis of 'the Cooperative
'Vocational Education Program in Dayton,,,Ohio
by Ernst W. .Stromsdorfer.and Jams_s_$. Faclaer, 1973, .ED 083463

ERIC Clearinghouse, Bethesda

An examination of the economic and institUtional impact
of cooperative vocational education on the empldyment,
earnings and educational performance of the 1966 and 1970
gradua:tion cohorts of Patterson High School, Dayton, Ohio,
is Presented in this study. The Performance of these groups
is contrasted with that of students in the comprehensive high
schools for the same time period. The results of this study
indicate a mixed picture of performance for cooperative
educatiOn, especially when models employing multiple regression
are used. However, the program is clearly a desirable educa-
tional alternative for some high school students. A bibli-
ography of the economic analysis of cooperatiVe vocational
education as well as a survey of the methoalogies of these
studies is included in the analysis.. Information from the
study can be of use to individuals concerned with exploring'
the benefits and problems associated cooperative programs:

Executive SumMaryi AnHASSeSSment o'ISchool-Supervised Work
Education ProgramsTechnicaI.Nemorandum 5196/003/00

,

,

U. S. DepartmentHof Health, EdUcatiOn ancl Welfare,
Office OfHEducaton,

This docuthent summarizes the significant findings,, over-
all methodology, and policy recommendations for the study
"An Assessment of School,-Supervised Work Education Programs,"
which was conducted by System Development Corporation for the
Office of Planning, Budgeting, and Evaluation of the U. S.

office of Education.
'The first section of the docUment describes the different

_types ,of,work.education programs dealt with in the study.
Section two gives a listing of significant findings.

Part-Time Employment Study. Class.of 1973--Lewiston High
School. Educational Experiences'Outside the-Classroom,
ED 087967

ERIC Clearinghouse, -Bethesda

This study sought.to identify and categorize the
.responses of more 'than 1600 high school juniors to determine
the impact of employent, on the, student, school, and:community.
Those students who were employed were found to be a potent
force on the local labor market in terms of jobs held, hours
worked, money earned, and potential for money saved and spent
in the local economy. The findings of the study provide use-
ful information in examining the interaction,of the student
and aocal labor market.
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H./eference:BibliograbhV for'General WOrk Experience and
Cooperative-OcCUpational::Plans of InstrUttiOn
by PeterHG'.''HainesandDavid HyslOp, ED 065732

Bethesda'

.As a bibliography of reference materials on cooperati,ve
education and general work experience programs, this text will
prove useful to teachers, coordinators, and administrators in
inservice courses and to graduate students who seek in-depth
information. The bibliography indexes items according to
operational functions.

Review and Analysis Of Instructional Materials for Cooperative
Vocational Education'
1)y. Harold R. Wallace, 1972

ERIC Clearinghouse on Vocational and Technical Education;
Ohio

Thp main purpose of this book is to make educators aware
of developments within the field of cooperative education.
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,
enrichment potential and student involvement. There are 2
types of materials reviewed: those concerned with related
instruction and those-designed for a cluster of, occupations.
The booklet ends with a brief review of eleven periodical
articles.

Review and Synthesis of Research on Cooperative Vocational
Education, Rosearch Series No. 60 ED 040274
by Harold R. Wallace

ERIC Clearinghouse, Ohio

Over two'hundred research studies covering the period
from 1934 to 1969 are reviewed. The review is organized into
the following topics,: The Student Learner, The Employmont
Community, Educational Technology, Program Implementation and
Priorities, and Problems and Issues.'



School, Community and Youth. Statewide Evaluation of Part G
Programs in Cooperative Vocational Education in the State of
Illinois, 1971-1972, ED 066559 =

ERIC Clearinghouse, Bethesda

This document 'represents an evaluation of the two types
of educational programs that were designed to reach the
potential dropout of 14-15 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
potential dropouts to the world of work and to impress upon
them the importance of a high school education. The second
ifrogramr the Early School Learning Program (ESL), provides an
opportunity to upgrade job skills by exploring the world of
work and by acquiring gr.eater academic skills.

A Study of the Status and Effectiveness of
Education in New Jersey, 1968-69
by Carmela C. Kingston, 1970, ED a60182,

ERIC Clearinghou Bethesda

Cooperative Office

This monograph ammariZep a doctoral study,on the
effectiveness ancLstatus of New Jersey.'s cooperative business
-education programs

Work Educationr A ,opieal Bibliography of 'Programs Procedures
and Research
by TrudyiBanta,. ED 090414-

ERIC Clearinghouse, Bethesda

An extensive review of literature relating to cooperative
work education is represented in this bibliography. Over 900
separate listings are included.' The entries are organized
under the following categories: Development of Work Education
Programs; Operational Details of Work Education Programs
(teacher-coordinator responsibilities, instructional strategies
and materiale, problems); Research and Demonstration Projects
(experimental and descriptive studies, demonstration projects);
Descriptions of Specific Work Education Projects (innovative
programs, typical programs, teacher preparation programs,
programs for deaf and hard of hearing, slow learners, educable
mentally retarded, blind, physically and emotionally handi-
capped); Followup and Evaluation of Work Education Programs;
Career Education; General; and Bibliographies.



Work EXperience as PreParation, for4idulthoodi ARevieW of
Federal JobTrainin6'Vocatibnal,- andHCareerEducatiOn-
PrograMS,'An'AnalytiS of Current Researdh,and RecOmmendatiOns
for'Future-:Research
by:Ellen "Searcy, InteragenCy Panel 'for R and b on Addlescend'P,
:r6.shingtoni::D. C.; May, 1973,, ED 079504

ERIC Clearinghouse, Bethesda

A review and analysis was made of Federal work experience
programs to provide the Interagency Panel for Research and
Development on Adolescence with information on: 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 experimental learning in real life situations
leads to the development of personality 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.

Work Experience for Broadening Occupational Offerings: A
Selected Bibliography for Use in Program Development
by David McCracken, 1969, ED 034062

ERIC Clearinghouse, Ohio

An older, but nevertheless, useful bibliography on work
experience programs.

Work Experience; Research for Accountability
Office of Education (DHEW), Washington, D. C., 1971, ED 068719

ERIC Clearinghouse Bethesda

This extensive, color-keyed program guide for general,
exploratory, and vocational work experience educatin programs
in California was developed 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 including specific program goals ahd per-
formance objectives. Terminal objectives, student performance
criteria, and student record sheets provided for pre- and
post-assessment purposes are listed separately. Various work
experience program forms are included.



'part two
RESOURCES FOR

The resource materials included in Part Two are
designed for student use either individually, or in a group
instruction setting. These materials, moreover, relate both
to in-school and on-the-job training- A primary goal of
Cooperative Work Experience is to strengthen the linkage
between the "real world" activities of the training station
and in-school instruction. The resource materials included
in Part Two should aid the teacher in developing an
instructional program that will' coorelate in-school and on-
the-job instruction. The. material included in the section
on Career Awareness can be used to help students make
realistic career choices and explore the working conditions,
employment outlook, job qualifications and training and
advancement opportunities of specific occupational areas.
The material included in the section on Personal Adjustment
can aid individual students in dealing with the many problems
and adjustments:they must make in the normal course of moving
into the everyday work world. Similarly, 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
job. Finally, the section on Job 'Training includes resource
materials directly related to acquiring job skills and
technical knowledge in selected occupational fields.

In some cases the resource materials include content
relating to more than one section. In such cases, the entry
was either placed in the section that seemed to relate most
directly tq the content, or else,Was cross-indexed in more
than one section. It is suggested that the teacher-
coordinator write to the publisher, to obtain a review copy
and price list before ordering classroom materials. The
publishers are listed in Part Three. Also included in Part
Three is a listing of additional sources of low cost
instructional materials.

career awareness
Cooperative programs can contribute to the general

career development of the student by providing career
exploration information or by making that information readily
accessable. In the case of high school students, making such
material available is essential, since students of this age
group are involved in making career decisions which may well
have a decisive impact on their future. Moreover, the
opportunity to work on the job enables the student to compare



his aspirations and prior conceptions with a "real life"
situation. Thus, the student is likely to b9come more aware
of the need to be open to new ideas, to search out.alterna-
tives to once firmly held plans, and tp seek information on.

- training opportunities.

The materials included -in this section shol;le
coordinator in assi ting the student in the proess of
exploring careers. Information on the employment outlook i
selected 'occupations, decision-making, career facts and,
general career exploration can be used by the student
independently or the teacher-coordinator can-integrate the
information into the regular classroom'program.

Career Awareness SerieS, "The.Fascinating World of Work."
T974

National Career Consultants, Inc.

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 average student, these presentations give both the good
and bad points of a career. Each career is explored from a
"lifestyle" perspective.

Career Decisions
by Delmont Byrn, 1969

National Vocational Guidance Association

Directed towards teenagers, this pamphlet describes the
kind of future they can expect during their wage-earning'
years. An understanding of'one's abilities, personality,
interests, values, standards, school achievement 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,
workinc., conditions, and occupational outlook.

Career Develobment Activities
by Larry Nenneke, 1973

ITT Educational Publishing

The purpose of this manual is to provide teachers and
.educationa1 personnel with suggestions for integrating career
development activities with traditional subject matter. The,
manual is divided into ten sections containing 124 student
activities designed to facilitate career development.



The ten sections present activities on the following
topics: EmploymentOpportunities, Understanding Work,/
Understanding Yourself, Career Ftofiles, Describing the
Worket, Organized Labor, Starting Your Own-Business, Career
P-reParation, Getting a Job, and Holding a Job. The
activities serve as a means ,by which teachers can implement
career education concepts with minimal disruPtion of ongoing
programs.

Career Development Laboratory

Educational Progress Corporation

Sixty taPed interviews, 100 survey forms, 1 teacher's
guide,,and 1 announceMent poster make up this lab. It is
intended for use with grades 8 through 13. Forty percent of
the taped interviews deal with nonprofessional ahd technical
occupations. The program is self-contained and is intended
to be used without supervision.

Career Directions Program

Changing Times Education Service

,At the core of this flexible resource kit for career
education is a series of filmed interviews of people in a
variety of jobs. The kit is divided into four sequential
units, each of whieh is self-contained. Each unit includes
2 sound filmstrips, 30 copies of a student booklet of readings
and activities, 2 transparencies, 2 spirit masters, and a
teaching guide. Unit titles are: Deciding on Your Career;
Choosing the Kind of Job You Want; Entering the Job Market;
Staying With It and Getting Ahead.

Career Edudation

National Audiovisual Center

After briefly reviewing ideas concerning the need for
change in the American educational system,this film illustrates
approaches to the needed change as presented in the original
film entitle'd "Career Education." It explains the fundamental
concepts of career education at the "'occupational awareness"
phase,"the "exploratory phase," "entry job skill development
phase," or continuation phase. Implications to the general
pubfic7, schod1 boards, school administrators ahd teachers are
Onumerated. Current'Federal,-State, and Local efforts in the
uevelopment and implementation of the career education
concept are presented. The respective roles and.appropriate
action steps for State and Local implementation of the career



education concept are 'listed,- This film was deveaoped to
bring about,concerted efforts to make Career education an,
integral part of the educational system.

Career Education in the Environment: A Handbook

Olympus Research Corporation

This handbook is deslgned for use in secondary schools.
Its aim is to explore environmental problems and solutions
and to provide information on existing and emerging career
opportunities in this field. It is designed for use by
school administrators, curriculum planners, life science and
social science instructors, irocational counselors, librarians
and students. The handbook:is divided into 4 chapters:
Career. Education and the Environment, Environmental Careers,
Environmental Education Curriculum and Bibliography.

Career Education Kit
by A. H. Edgerton

Science Research Assoclates, Inc.

The Ca-reer Education Kit is designed to provide
students, school guidance workers and others-with reliable
occupational and educational information essential to:'

1. choosing,a career. ,

2. _making plans for training and employment.
the materials contained in the career information kit

are organized in an immediately available form by means of
coded (numbered) file folders. The total contents cover
practically all of the principle employment areas recognized
by the U. S. Bureau of Labor Statistics.

The filing system of the kit has been built into two
related.sections: (1) occupation information, which contains
204 folders including approximately 600 ,pieces of occupational
literature on the overall job picture, long-term occupational
trends, and predictions of specific career possibilities and
requIrements; estimates 'of authoritdes concerning the
employment outlook, for new job opportunities; and detailed'
information about specific jobs and job families, as well-as
broader areas and ddvisions bf work and (2) a collection of
practical guidance materials dealing with a wide range of
problems in educational preparation 'and planning, self-
analysis,and self-adjustment and job performance pointers and
related practical suggestions.

The,yocabulary used in the career inforMation kit should
not prove difficult for the average high school student
interested iri exploring a wide range of. careers.



'1
Acoustifone Corporat01l'

Over 100 oar,e,er titl-areeach contained in this series.
It is composed of <0 kitS, tne Qpiltaining six filmstrips

2 d
and cassette tapes coverirw ser.ixteen job clusters. Career
Exploration is an Xcellenwatils for the average and below
average student. AThe info deals with job content,
prerequisites, anu tang ible .zntangible benefits.

.. 'This te,ct j,; a Teac tleoTtra:11sparency Workbook in Social
Studies. It pro11Qes easY 0, :, easY to understand color

,.. .

transparencies, a.r2Q focuse`a k," .eciflc, Universally taught
. , i.hconcepts. Studei" Workshee 4 '' t

.0

he -Lorm of spirit dupli-
4.n t1-1

are* includeatudcator masters, book. They are designed
for group and indeDendent uje r.lcl are to be removed from'
the book and rePf°QUced fo t. choo-r1 seatwork activities. This
text was designed.t6r thigh tud,,.1 students. The concepts
presented are ba.51Q to the J Csf different careers andevelscorresponding educationalil *

Career ,2S.P.1S.TIPZ-P1-21-nd PlReArg-
---by-BrixeE:Sheffze-b-T-1-973"

Houghton Miflin ComenY
.0001<awas

Although thi-' text
it

iczlesigned for use by high
school students, _vocab1.0' r- a bit advanced for the

1.ilft , ..1 Aal eq, .

average cooperat1;; vocal-L.0,0k 4catl-on student. However,_
.the teacher will -d the lot1Q11 rIvaluable in terms of
supplementary material fOr P Qoursss as job Problems,
Career Exp1oratior 1.1c1 plank
The basic topics '1)1' this te

:Fnd Job
self-study and understand-

Seelcing Techniques.

explor a fl.d career planning. -The .
ing and occupational
major objectives 0-, the boc0 r to assist the student in the
following ways:

1. To"come Lo. a pers9ti-0n1Ader5tanding of the meaning
and value of edLICO"eli

2: To understand hime, `'tter and to underetand the
behaviof c'sf othere'



Career Exploration and Planning,
by Bruce E. Shertzer, 1973

Houghton Mifflin ComPany

Designed to accompany the textbook, Career Exploration
and Planning, this, workbook can help the'student evaluate his
knowledge of the textbook and broaden and stimulate his
thinking about himself and his future.

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 individ-
ual and group 'activities which allow the student to answer
different kinds of questions, express his PPinions and
discuss his views with other members of the class.

Also included in the workbook is an Inventory of Career
Exploration Behaviors which will gid the student in gauging
his progress in exploring'career opportunities.

A Career in the Modern Office, Part
Today's Office, by Phyllis Morrison

dregg Division
McGraw-Hill Book C

ls "Opportunities in
1969

The methods of planning for a carder are presented in
the first chapter of this textbook. Students are encouraged
to look at themselves closely, look over the world of *Ork,
then look.closely at a few careers. The text looks at

-------important-stat-istIcs-and-Iisfts-job-advantages-and-disadvan----
tages. k Opportunities for men and women, young and old are
discussed. Several chapters deal with the advantages and
disadvantages,of working in a large or a small business
office. The business careers presented in the book are':
typist, file clerk, office-machines operator, shipping and
receiving clerk, and receptionist.

7-77-

Career Orientation, Film

Coronet Films

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

variety of occupational categories. Indiyidual bounseling
and consideration of scholastic record and extracurricular
activities are- streseed as necqesary adjuncts of testing.



Caree'r Skills Matrix--A 'C-uide for Occupational Readiness
1974

- The Westinghouse Learning Corporatibn

This informative Career. Skills Matrix enables secondary
"etudents to make realistic judgements of entry level jobs.
This information .is designed'fdr secondary and post-secondary
levels, with a guide for occupational readiness in a new,
highly visual approach to vocational guidance.

The Career Skills Matrix can be used as, a tool for
Career Awareness and Orientation. Each.matrix explores in
_depth five jobs characteristic of one of the 15 job families
or clusters, patterned after those suggested by the U. S.
Office of Education.

Each of these jobs is analyzed in terms oft 1

1. Job performance relationships.
Significant worker traits.

3. RequiSite general and vocational educatibn.
Alpha-numeric symbols are used on each chart, to key the

relationships, traits, and educational requirements refevant
to each job shown, and to,atsist in readability.

Career World: The ContinuineGuide to Careers

Curriculum InnoiratiOnS, Inc.

Career World ise a periodical on the job world-that is
si-gned- -for ---high---sc ly*--

during the school year, beginning in mid-Septembef and end,ing
in mid-May. Each issue includes an overview of one job area,
some speciaL interest articles, and a section on jobs for
students, among other things. Subscription price is $2.95
per student per school year. An excellent instructional aid.

CareerS, Film
1973

Pathescope Educational Films, Inc.

, Twenty-four career fields are examined in this special
program. Part I provides the viewer with a broad picture of
a career area, using interviews with real people working n

the----job. It Stresses the importance of a specific caree t
society and says to the viewer, "This is the kind of work
you would be doing. This is 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?'



Fart IT strenses the need for having the proper
aptitude,-attitude, and acadeMic qualifications, and helps
to distinguish what kind of person is perSonally fitted for
that career.

At the end of each manual is a li.,, of books and
agencie- that can be consulted for further information on
that career. ,The careers covered are:

Nutting
Health'Services
Journalism
Computers
BUsiness

Administration'
Sales

' Education,
LEON Enforcement

Construction
Agriculture
,Transpertation
Engineering
Comtunity

Service
Feed Service
GraPhic Arts
Fashion, and

Textiles

Repair Work
GovernMent Service
ConserVatien
Leisure Time

Industry
Social:Work
ShoW Business ,

Auto Service and
Repair

Public Utilities

"Careers and Lifestyles", Sound Filmstrip

GUidance Associates

ThiS filmstripsis:.designed,te amphasize the relation-
ships inherent, yet manytimes oVarIeoked, between personal

:adjustments and odcupatienal: deciSiOns. It is designed to
help young people conceptualize a career as a fleXibla,'
change-centered,aspect'of their, future lives and lifestyles.

,The eight-part program apotlights interesting individr
Uals at richly detailed,present ,points in persenaland

:career ile;ter-Ormen -AUtetriogral5hicalightSTfoeus on
deeision making which led to present7point situations;
explore ,persorlal values; and emphasiZe the powerfulrelation
ship between personality and career choice. :

The pregrath emphasizes two impOrtant aspects efcareer
development: First,: that there are np ;"right answers" 'or
magic cure-all tYpea of reMedies to career choice:Treblems.:
Individuals must find a workatie series of answers.through
:lawareneas of personal values., interests, abilitieS, and
resources.. And secondly, that temporary setbacks and.
conflicts are universal experiences; realistic eptimism is a
valuable asset in career planning

Careers by Heffman,

Hoffman Occupational Learning, Systems,
,

The contents of this OccupationaI::Learning System
censist of:cassette, recordings along:with related filmstrips
for 25 pcoupatiens rangig from Licensed Vocational Nurse to:
Photographer. The activity is approximatelY-ten MillOtes in'
lengthi-so that' he average-ceeperative: Vocational t'ducation
student will ha elittla difficulty in Maintaining

\



intereSt. 'Used together, the film and cassette eXplain'-th
ParticUlar occupation in terMs of qualificatiOns netesSary
for eMployment, what the job entails, pay scales, and
Possibilities for advancement.' The wide range of careers
presented in,this-patket make it uSeful for the average as
well as the above-average high school student .

pace type activity which:can be
individualized basis'.

This is a ctange of
used by the student on an

Careers: qa.oration,,and
by Jack L.'. Rettig

Decision

Prentice-Hall Educational BoOk Division

The main ,intent of his textbook is td help
make rational decisions a fecting their future's.
objectives a.re to:

, 1. HelpstUdents !analyze their own needs.
2. Help stimulate self-ewareness.
j. Hipfdrm stUdentS of.the satisfactidn

,from their working experience.
,Prepare students for what they must
'expect,to put into their work.

The textbookis a 1.28page long,paperboUnd edition.
The vocabulary is geared for,gradesT.through 11 and Should
not prove diffitult for-the averagejlighschool student.

students
:Its major

they may reteive

realistically'

Careers in' Law Enforcement -Film

Pathescope Educational nims,..Jnc. 7777t-

'This film gives a complete overvieW,ofthe law enforte-
ment field., examining not only the general functions and
potential satisfactions of-policework, but the problems,
dangers,:.and challenges that can arise in the role of
being a policeman dr-policewoman. HIt stresses the need for
such people...to 'be able to handle a large.variety of dUties,.

:emergencies And problems-Hnot allof which are concerned with
trimeor Violence. : Police.work iS presented as a job which 1
combines:personal challenge, on:and off duty, with a chance
to help SOciety. This film alsoHdescrites the professional,
standing of Police work..-the §:trOng job seturity, the
'opportunities for advantement apd, the possibilities for in-
service education,,inC161ing college degrees.

Careers.-in Repair Work, :Film-

Pathestope Educational Filffis Inc.

_Through interviews-, this material presents the personal
y

y trait.s and aptitudes needed by people who, wish to Work in



domestdc and industrial repair work. The
disadVantages of a wide, range of jobs are

Careers-Introduction to the World of Work
1,973

Career DiscoVery Education PrograM

This program consists of an introductory unit showing
a wide range of careers designed to give students insights
into how interests, aoals, and personality affect career
choice. The Unit is based on 8 filmstrips with records and
an accompanying workbook containing a chapter on each film-
strip. The filmstrips are organized around the U.S.O.E.
career clusters. The paperback workbooks are written on and
are appropriate for an 8th to 10th grade reading level.

Career's. of the Paraprofessionsr Future and the Present
by Sara Splaver, 1972

Simon and Schuster, fnc.

Recommended for the average and above average secondary
school reader, this book explains the.role of paraprofession-
als in the fields of architecture, urban planning, teaching,
law, medicine, forestry and others. The text is informative
reading for coordinators and students.

Catelogue for. Guidance and Career Development, Sound
Filmstrip

Guidance Associates

Detailed descriptions-of the fuIt=co1or sound film-
strips produced by Guidance AsSociates are provided in this
catalogue. _Included are films on fa:mily,relationships,
health and drug abuse education, high school orientation,
and career development.

Choosing a Vocation, Film

Current Affairs

The,main'point of this filmstrip is:to present the
idea that the unskilld worker is' atthe lowend of the cpay
scale, and will probe ly stay 'there. The film alSo attempts
to,imptivate Students toward establishing a gOal before they
graduate frOmschool. The'coMbined effect of these tWo points,.



is ah emphasis on the'yneed,Htb:,planHfor and then :obtain a
'skill in 'order'tcyqUalifyhfora Job With the potential for'
advancement!

Discovery: A Career Education Program
by John Freeman

Scholastic Book Services

Discovery isa program that is best used on an individ-
ual basis., 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 interest to them. This self analysis ith
interesting and .viable to most students.

The aim of this program is to get students to look at
many different careers and to think about themselves as much
as possible. This helps them to keeP an open mind ,about many
careers which may have little interest to them now.

ThelEhcyclopedia of Careers and Vocational Guidance.
Volume I: Planning Yo'ur Career. Volume II: Careers'and,
Occupations
by William Hopke, 1972

J. G. Ferguson Publishing Co., 1972

The,Encyclopedia of Careers and Vocational Guidance is
designed to be used by junior and senior high school students,
their "parents and-school counselors who have a need for both
general and specific career information and for suggested
approaches to educational and career Plahhifig;--The ericyclo-
pedia contains information about major industries, special
fields, vocational guidance and individual as well as major
groupings of occupations covering 90% of the occupations
classifled by the Dictionary ,of Occupational Titles. Volume
I is intended to supply ideas'for guidance and to acquaint
the student.with various areas of work: Volume II is a
reference book which-gives specific information about many
careers.

Essential Aspects of Career Planning and Development

The Interstate Printers and'Publishers, Inc.

In describing the world of work,this book discuisess
how to plan for it, how to work With others, employer-
employee relations, job security and many other interesting
subjects for the student who will be, entering the working
world upon graduation from high school. The text is designed
for a secondary reading level.
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High- School Course Selection and' Youth Career, Film

Maryland State. Media Service-Center

This program shows students how course selection can
help them 1. Prepare for future training and education and
2, Pinpcint their own aptitudes,_interests, and abilities.
Part I emphasizes the importance of English, Math, Science,
and History toward personal career growth, and discusses the
values and purposes of academic, vocational and general
diplomas. Part II relates elective courses to practical,
career plans: Language courses, Public Speaking, Mechanical
Drawing, home Economics, Cultural Enrichment courses; high-
lights. the on-going value of,extra curricular activities:
school newspapers, band, sports, career and service clubs.

f You're Not Going to College

Guidance Associates

Part I is designed to start students thinking-about
realisticcareer,possibilities in such fields as: the
military, linguistics, fashion, performing arts, landscaping,
hotels and resorts, drafting, and photography. It outlines
the first important 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
emphasizes the importance of specialized non-college training.
It investigates various junior college and technical.school
programs, and examines the growing impact of automation and
the resulting need for technically skilled personnel.

individualized Related Instruction for Entering.the World
of Work
by Grady Kimbrell and I3en Vineyard, 1974

McKnight Career Publishers

Constructed as a text-activity manual, this book ds
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
activities:" Career Exploration, Applying for a Job, Employer-
Employee Relationships, and a Self Inventory. The text is
easy for students to read and is illustrated with amusing
cartoons.



Job-0
by Arthur Cutler, Francis Ferry, Robert Kaulk, and
Robert Robinett, 1972

Sequoia School District

Job-0 is an exploratory assessment kit aimed 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 job. This is done ty having the student answer
questions about his educational and,occupational, plans, and
about what kind of job he would lijce,to have. Hiscanswers
are then matched againstanswers correlated with various -

occupations. The objective is to give the student an idea
of how his occupational plans match up with actuarjob
equirements. Job-O-does not measure ability or aptitude
and a trained examiner is not required to administer it.
Jo&O questions students on very broad interests only, and
while it might t.e useful in stimulating discussion, it is not
a detailed or comprehensive occupational interest inventory.

Jobs and Gender Filmstrip and Records

Guidance Associatpp

eThe liveirin-depth interviews inthis set challenge
stereotypes abo:ut "men's "work".and "womenl's,work." Pat
Korbet, a carpentr'r, discusses bow she entered her trade
her relations with co-workerci, and the ways In which her work
has affected her responsibilities as a mother. She also
makes some general comments abom.t carpentry as a field for
women. Robert Tratt, a nurse, talks about his humanitarian
motives, notes tile increase in rnale nurses,, and discusses
the 'changing roles in clinical and administrative duties.
Newspaper. reporter Eleanor Kalter explains'her start as a
secretary, discusses her training program, and cites examples
of lingering professional discrimination, and the areas in

which she*feels it iS weakening. '

Jobs--A Programmed Text-
by William Anderson

Opportunities for Learning, Inc.

Anderson has çleveioped a set of materials containing 10

programmed texts en itled "Jobs"; 10 student ,profiles; The
JOb Book; and an iristructor's manual. The materiai'is
pesented:in story form around a male character named Joe.
Content includes information on attitudes, appraisal of

abilities, dooking for work,.and job interviews. Jobs is
intendnd for all levels of educational ability.

0,0



Jobs in Your Future
by Merian Lee

Scholastic Book Seryice

Some students may think that a job is infinitly
preferable to staying in school, since a job seems to bring
in the money that"can lead to the immediate acquisition of'
possessions. This text attemi4s to teach students that many
of the basic skills they should learn in school are essential
for survival in an automated society..

The book aims at taking the student from where he is
now through a sequence which expresses his vocational
interests, his skills, 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 high scnool level can
make use of this book.

The Library of Career Counseling Films

Counselor Films, Inc.
Career Futures, Inc.

,40 films covering many different careers are the
contents of The Library of Career Counseling Films. This
company has also made available a film entitled "The World
of Work," which divides the working world into major cate-
P:ories and shows selected occupations in each. Students
are encouraged to-examine all career possibilitieS and-the
relationship between their own talents and interests and the
requirements of major career fields.

Occupational Exploration Kit

Science Research Associates, Inc.

This Occupational Exploration Kit can be used by the
average cooperative work experience student without difficulty.
The kit cOntains an occupational scanner which enables the
student,to answer some questions 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 choose from an alphabetical list
of 200 occupational briefs according to his/her needs and
abilities.

, The kit also contains an Occupational Exploration Kit
Student Record Book which gives explicit and easy to follow
directions on how the kit operates. A checklist of 'occupa-
tions is included in the workbOok for the student's use as
wc.11 as an occudata sheet which can be .helpful to the student
in discussions about his/her fkiture with parents, teachers
and counselors.



Occupations
ed. by Caroline Blakely

New Readers Press

The following areas are covered in this guide to careers:
service, service in government, paraprofessional, clerical,
hotel and restaurant, driving, and skilled manual occupations.

Occupations 2
ed. by Dennis Schroeder

New Readers Press

Semiskilled, skilled, technical, clericaliand sales,
and paraprofessional occupations are covered in this text.
This guide also deals with self-employed workers and jobs for
supplementary income.

Occupations and Careers,:
.by;S. Norman Feingold and Sol SwerdlOffi 1969

McGraw-Hilli Inc.

Part One of this two part textboolc concerns itself with
the student and his career. It explains the importance of
learning about oneself and the relationship of school subjects
and careers,_preparation for work, the many kinds of educational
and training opuortunities open to the.student and what it is
really like to be' a part of the work world. Part Two of this
textbook concerns itself with broad occupational groups, such as,
professional technical,occupations, administrative and
managerial occupations, clerical occupations, sales occupatiOns,
,etc. This section lists the cfualifcations and preparations
needed to pursue each occupation,.the earnings of that occupation,
working conditions and outlook for a large number of.
individual and occ tion 1 groups. The vocabulary in the text-

,

book should not, prove difficult for the average Cooperative
Vocational Education student.

People and Choices ("PAC") Career Folios
by Division of Urban Education, 1Q71'

Harcourt Brace Javanovich, Inc.

Of this series of ten Career clustersffive clusters
a.:$ how Available in the Prince George's County Coordinator's
..Mediacenters "Teathing7Social Work-GoVernMent;.:11 "BuSinessH
*FinanceSCiendaTechnbiogy4" "CommunicatiOn-TransportatiOn,"
arid "Creative Atts"..-



Each,cluster is composed of ten folios concerning'an
individual who is successful in a career. Each folio has some
detaiis of this individual's backFround and relates how he
came,to abhieve job success. Manyexamples 'of minority
success storiet are available. The units are printed on
extremely durable paper that appears to be as strong as oil-
cloth. Each episode is interesting and includes pibtures
and diagrams of related jobs. This series is useful as
optional reading for a career and job opportunity course.

People Who Work in Factories,

Coronet FilMs

Film

."N

Whil& following factory Workers through a typical day,
a young boy discovers how many,people work together, combin-
ing their different skiliS in order to produce one 'of his
favorite things--a bicycle.

A Place to Go, Film

Modern Talking 'Picture Service

This film shows three high school students getting a
complete inside look at the-modern trucking industry. They
are shown the many job opportunities which exist for young
people in the field.

Real People at Work

Changing Times Education Service

Sixty titles of case studies 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 hobbies. 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 reading
well-below level.

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

-Follett Publishing Company

Six areas of employMent exploration ate
this excellent,series of papetbp.Ck books (ex.
.''Holding a J'.ob," etc,.). The Material ip on a

dealt with in
"Wanting a Job,
high interest



level with aN 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 classifications and the-occupations
within them.

The Turner Guidance Series
by Richard H. Turner, 1974

Follett Publishing Company

The six books in The Turner Guidance Series provide a
continuous story_of the practical job experiences of several'
young men and women. Each book-deals with a major concern of
occupational and career experienceidentifying aptitudes;
skills and abilities; taking on job'training; working at
specific oceupations; seeking, a new job through necessity;
developing skills and responsibility; and findinA satisfaction
in a career. This series provides background and-related
information on the qualifications, education, training, and
expectations in many occupational,fields. In addition, it
presents information on the forms, procedures, and operations
of the world at work.

job entry. and .(j.ju'stnient
An impertant goal of cooperative work qxperience

:programs: is to aid the s-tudent in adjusting to a "real life"
*orkenvironment. A job:will,often require behaVior patterna
which:are new toistudents. EmplOyerS cri have :ekpeetations
difficult for student-S.:to fulfill at first.: IntervieW
behaVior, peer interaction, employeremployee relations, .job
termination.'confIict reslution :among other topics Covered
in this Section,: relate to important personal.and non
technical skilIs eSsentialn locating, securing and
Hretaining a job.

RaSic Job Skills's. Handling Critir:jsM,
by Dean R. Malsbary

Coronet.Films, No., 3:31

Different forms of critiodsm are presented in this film
by- using_ five e'Xamples in different occupations and work'
situations.Students are shown t:lat people can face criticism
Jr' a colm, reasonable manner or in a negative manner, and
that one choice leads to problem solving-while the other leads
to the breakiilc off_of communication.



BasiO Job Skills: HandlingReSobnsibility, Film
by Pean R."-Mal,sbary and Richard Zuromski

Coronet Films, No.: 3482

As role-lplaying;key partkcipants in four different
environments and Job situations, young people demonstrate=
variations on the theme of-handling responsibility. In each,
case;: the:characters play role:s irrvoIving differentleVelS
Of respOriSibHity, 'After each presentation, asummary is
.made of tha imPOrtant points;

Basic Job Skills: Working with Money, Film
by Dean Malsbary

Coronet Films

Six young men-and women working in service jobs and
retail sales jobs give'theix impressions of what working
wi:th money is like. Each worker illustrates his or her
daily 'routine, with,special attention to handling cash,
checks, credit cards, registers, receipts, and customar
relations.

Farewell to Birdie MdKeaver, Film

Stuart Reynolds Productions

This film dramatizes how one's expectations of others
affects coMmunicationS, and 'illustrates how to listen-with
underStanding.. It.presents.a light and entertaining story
about a receptionist and ber,employers. Vriderneatb_the
humor, .. however,'is a,provocative situation_WhiCh-'raises
significantquestions aboUt erriployereiiiployea'relationShips
and the whole area of UnderStanding (and'misunderstanding)-
between peo'ple..

Following DireCtions
by Evelyn Jenkins

Western Tape

Following Directions is a mini-simulation in which the
student takes the'role of an afternoon employee in a real
estate office. The studert is.required to perform a number
'of functions--taking messages, clerical dutiesand general
office work. The directions are on five cassette tapes.
Also included is a set of forms, a student handbook and a. .

teacher's manual.
All directions are given on tape so that the student

must listen.carefully and write down all information. Skill



is also developed in determining, the right kind Af questions
that .need to be asked regarding Various tasks. This
siMulation requires tWelve hours to ooMplete. :It is
recommended that students be in their third,semester o
typing.

Get That Job: Changing Jobs, Film

CorOnet Films, No. 3548

This film focuses on a girl who is contemplating
_changing jobs. She learns how to objectively evaluate her
present job before making a final decision, how to find new
job leads, and how to properly resigr-Lfrom her old job.

Getting Along on Your Job
by Theodore Shannon, 1973

Ohdo State Department of Education

Designed as a narrative' account of 10 incidents-in
various job situations, this book provides the student
preparing.for employment with a variety:of thought-provoking
questions.: They deal with behavior, work-attitudes, personal
'habits, honesty and safety practices on the job. Each
incident ends in a'series of-questions that should.initiate-
self-questioning and classroom discussion,'

Getting-and Keeping YOur First Job, Film', with 2'discS
and :guide.

Guidance Associates

Part I shows students how, to select opportunities and
make appointments through classified adVertising and public
.andjorivate job agencies; how to best prepare for and succeed
in:the job interview, take;tests and fit into the new job as
quickly and smoOthly as :possible'. ,Part,II suggests ways to
gain and hold the respect offellow Workers, aCcept construc-
tive :criticism from others, make juSt complaints effectively,
Present original ideas,the right.way and to the-right person,
...surmount routine' job problems., ask for an increase in.Wages,
and most important, make the first job a learning experience-
WhiCh will benefit eVery job and career step that follows in
years ahead.



How to Find and Apply for a Job
by Kushndr and Kelly, 1975

South-Western Pubrishing Co.

Design d to help anyone seeking a job, this book covers
such topics s selling yourself,'discovering opportunities,
the personal interview, the application blank and letter of
application.

How to Get That JdbH

)3owmar.

How to Get That Job is a multi-media program consisting
of books, records, and cassettes. It is designed for
vocational educational students on a secondary reading/listen-
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
looking for and finding a

The Job Hunt, Film

Coronet Instructional Media

The Job Hunt is a series of 10 films which include the
following titles: Exploring Career Opportuni-4es; Getting
Job Leads; Taking Employment Tests; Building Your Resume;
Writing Letters of Introduction; Preparing for Your Interview;
Filling Out Job Applications; Following Up Your Interview;
Wages, Work-Rules and Benefits; and Performing oncthe Job.
This series provides relevant career informatioh and'is a
practical guide to the skills and procedures needed by the
job seeker. The student is taken through the various stages
of job hunting and is acquainted with some ,of 'the specifics
of wages, work rules, fringe benefits and on-the-job human
relations.

Job Orientation, Catalogue

Milady Publishin_, Corporation

Job Orientation (Student's Manual) is a textbook
covering the following topics: Your Individual Job Needs;
Evaluating Your/Ovm Job Qualifications; MakinrJob Applica-
tions; The Job Interview; Starting the Job; Understanding
Your Job and Your Co-Workers; and Your Future on the Job.
This textbook'is designed to help students learn how.to
market their job skills more creatively and more realistical-
ly. It also helps students understand how to get started



properly on a neW-j-ob_and how to work toward advancement.
Job Orientation (feacher's Manual) is a teacher's

manual including complete lesson Plans for 12 hours of
instrUction, keys to the self checks in the student's Manual,
suggestions for the completion of student projects, a final
examination, and, answers to the final examination questions.
Also included is a set of twelve transparencies for the
overhead projector.

Job Survival Skills Series

This set includes 13 filmstrips and cassettes and
presents a variety of topics to help students achieve success
on the job. _Topics of diScussion includes good grooming,
communications, self-awareness, job attitudes, and getting
.ilong with co-workers and supervisors.

Me and Jobs
by DennisHooketHan4'Almut FleMing,, 1974

Educational

Me and Jobs is a workbook 'designed to help students
learn about ,themselyes, 'about jobs, and about applications
and interviews. Students are taught how to match up their
skills and interests with potentialjob areas. Since this
manual is designed as a workbook, it contains many different
kinds of assignments, examples land charts.

New KnOwledge Needed to Obtain Work
by Thomas J. Jacobson

:Science ResearchAssoCiateS,

-This ,dverhe.ad transparenCyprOgram:fliustrates-hOw
select a job and:apply ,for it. It pOhsists of 64:transti.
parencies grouped into seven topicsz Selecting a Jpb,
Finding Employment Openings, Filling put an ApplicatiOn;
Preparing:to Take an Employment Test,. Preparing for the,
Interview, apd FolloWing: Up oh the job Application
accompanying text elaborF:tesHOn: keystatements :made oh ,the
transparencies.'
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New Rochester.OccUpational ReadinK.Series--The JoblAhead
by H. R. Goldberg.and, W. T.,Brumber

Science Researdh Associates, Inc.

This program provides reading instruction and inZorma-
tion about the working world for nonacademic students.
Stories emphasize attitudes and skills for success on the
job and in society. The text is printed at three;reading //
levels (grades 2-5),. Each level has the same subject matter,
sequence, illustrations, land cover.

Occupational Essentials

H. C. Johnson Press, Inc.
Vocational Education Division, AVA

This text is a combination workbook/reference which
covers the broadest range of employment skills and attitudes,
from initial preparation to advanced training and the real-
ization of challenging job opportunities. The book is
comprehensive and practical, having been proven' effective in
hundreds of applications throughout the U. S. It is useful
in helPing disadvantaged persons undesrstand themselves, then
seek, gain and hold meaningful employment. The book is
designed for a secondary reading level.

Occupational EsSentials: Skills and Attitudesffor Employment
by David J. Richter

H. C. Johnson Press, Inc.
Vocational Education Division

The aim of this book is to help students acquire the
skills-and attitudes necessary'for finding and maintaining a
job. It was written in order to provide a cOncentrated
course of study about employment that is a practical 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 openings; how to
secure a job; how to succeed on the job; sel:f-evaluation
(includes grooming and personality) and cerminating a job.
Assignments and discussion questions are provided along with
the instructional material.

Personality Development for Business
by RussOn, 1975

South-Western Pubiishing'Oo.

To guide the student toward developing the work habits
. that lead to success in the business office, this textbook



emphasize's such 'topics as human relations, business psychol-
ogy, and personality development. Follow-up activities and
case problems at the end of each chapter Eive the student
the opportunity to develop practical, solutions to the ,

personal and business behavior problems-that can arise in the
business office.

Singer Job Survival Skills
by Singer Education Division

eareer Systems

he 'Skills kit explores in depth those personal and
non-tephnical skills required to locate, secure and retain
a job.I It is completely organized for a group leader, with
methodology and techniques emphasizing group discussibn and
.encouraging individual expression. This system utilizes
filmstrip input units, reinforced with 42 job-related
exercises, both written and oral. Up to 20 students may
participate, regardlesS of age, sex or background. The
class time required is approximately 25 minutes. This kit
is designed for a junior high school reading/participation
level.

Social Skills Development, A Unit in Career Education
by Donald Haberman, Julie Pycha and Mary Veline

Council Bluffs Community

This book was designed for use in the classroom and its
aim is to teach high school students the social skills needed
to find employment, learn on the jop skills, and maintain
employment. Making use of direct instruction, examples, and
activitiesis the text teaches students the following skills:
'how to fill out an employment application, how to conduct a
job interview, appropriate employment dress, good grooming
and personal care, telephone manners, verbl communication
and good listening, letter and memorandum writing, and
adjustment to fellow workers and the work environment.

Student' Personal'
1973

University of Texas at Austin

Designed for use by the cooperative, trade and/or '

industrial teacher in the classroom, this book presents
special information for instructors on the use of group
discussions, audiovisual equipment, lesson plans, and public
relations. Lesson topics concerning the student include
safety, job application, job attitudes and relations,



personal traits, money and banking, and school and civic \

responsibilities. Fifty-three transparencies accompany the
text and may be used fo strengthen class discussion. The
book consists of 4P, assignments and is 324 pages in length.

TrOUbleliatWork conSists of 4Hfilmstrips and-2 records
whieh::present:Hrealistic draMatizations of offibe-problemt.
Thedeal: with conflidts invOlving Such elements as ttern
bOsses, absenteeisM,,, faMily problemsHWhicVaffect'one'z work,
ambition,Handmittake,s.

The:Mbrk 'Experiencei 7:films for gUidande and career
education:

Sandlerjnstructional Films has prOduced seven Mms
dealingHvith the wOrld of work.

The,Women's Prejudice Film explores the place of.women
in the job market and examines prejudice and stereotypes.
(1:8 minutes).. -

The Work Prejudice TilM investigates some of the stereo-
. types ancrmisconceptions prevalent An the working world. It
shows. the:kinds Of successes that are,' being achieved:by a
ariety 'of ethnic groUps. (12 minutes)

I Want to Work for Your Company. is ar 11 minute film
that explores the first job interview'and how to deal with it.

Your New Job is a ten minute film which takes the viewer
*through a typical first day'of work.

Person to Person . Making Communications Work for -

You examines facial exprestion, body language, eyecontact
and-vocal enthilsiasm and the-role they play in office communi-

: Hirtes)
What Do We :Look Like to Others? :In this film the viewer

is.reminded .that he isseen 'before-he is heard, The importance
ofmaintaining good personal. appearance,conduct and personal
habits, tn the 'office tituation is:portrayed. (11 Minutes)

WIl'at is Business This film acqUaintt the student with
what a- bUtiness is, how'it operates,'-who operates it, an&
whO is respOnsible for making short-term decisions and over.-
ail policiet. (lOU minutes)

Thete films are obtainable .on a purchase or rental
basia!



The World of Work--Getting the Job
1969

McGraw-Hill, Inc.

This is a collection of fifty job analysis situations
preparud along the lines of individual comic books. Each
book is composed of a three page narration followed by a
fourth page for discussion or analysis of the episode.
Material is easily readable and should appeal to most stu-
dents. This series can be used by stUdents individuallY or
in small groups. A cardboard file is available to file the
series by episode number..

Your Attitude Is Showing
by Elwood N. Chapman

Science Research Associates

Chapman's book deals with a variety of,human relation,
problems faced by employees. Various areas of concern are
explored through text readings and then case studies.
Through the case studies students are shown methods of coping
with problems as they arise. The book is easy to read and is
suitable for students in grades 9-12.

'Your First Week on the job, Filmstrip, and cassette or,records

Guidance Associates

The humerous dramatizations in this set are designed to
help students reduce their anxious feelings when considering
a first job situation. Student confidence is facilitated by
the introduction of key rules_of thumb, common problems and
the ways.of finding solutions. ,Part I includes three
individual segments: Priorlities, Office Manners, and Taking
a Phone.Call. Part I contains: Office Grooming, Taking a,
Break, and Dealing with Complaints. The set,creates situa-
tions which actively involve itudents in analyzing strategies,
suggesting alternative behavior, building their own decision
.making processes, and.participating in problem solving
experiences.

Your Job: Fitting In, Film
by Daniel Kruger

Coronet FilM 1841

After witnessing the actions of an'employee who is
fired for doing "too little" and the .actions of an employee
who is fired for trying to do "too much," the viewer is
challenged to decide how he would,respond to each situation.
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Your Jobs Getting Ahead, Film
,by. Daniel-Kruger

Coronet Films, No. 1844

Experienced workers, interviewed at their jobs, give
:tips on zetting ahead--tips that we see applied by a young
.man entering upon a career as anewspaperman. Questions
about Changing jobs, recognizing dead-end jobs, picking
areas for advancement and planning for additional education
are answered frankly.

our Job.InterView

Guidance Associates

Part I-shows students how to prepare for the successful
interviews how to organize and write a resume, research the
company, be ready to enlarge on resume information, and
respond to questions by emphasizing experience most relevant
to each job situation. Part II examines how to dress for the
interview, how to control voice and manner, when to ask
questions, and how and when to discuss salary and working
conditions. It also stresses the dangers of faking, showing
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..

Your Jobs You and Your Boss, Film

Coronet Films, No. 1842

The relationship between worker and boss is seen from
both points of view. Interviews with supervisors and
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 qualities that they expect from each other.

Your Personality and Your Job
by Daniel Sinick

Science Research Associates, Inc.

This pamphlet may be secured by writing to the Science.
Research Associates, Inc. and asking for free copies. It
lends itself Lo a senior high level and,in some instances,
'requires the teacher's guidance for proper returns.



The,paMPhiet is an excellent chpioe of Material:for a
huMan relationt unit. The f011oWing areas are discussed:

a.. Persond'litY
b... :Looking below the turface
c. ExplOrin-yputrown: personality ,

-O. A Petson is a manyHtided. thing-and
e. SatIsfactions,of Work 'tituations
Thepamphlet 'also gives-teveal charts that ttuden'ts

use for. self-inventories. An additional checklist is
lable for the summary, activities,

may
aval

personal adjustment
The resources listed in this section can be of use as

an aid,to the cooperative- work eexperience student in coping
with 1-Pis.everyday problems.' Material,on money management,
good grodm,ing, consUMer educatic-, safety, among other topics,
relates directly to,sitUations elcountered by students in
school, at home and on the job.

The:AMerican Consumer--Issues and 'Decisions
by Herbert M. Jelley and,ROterti0.. Herrmann', 1971

McGraw-Hill,

' 'The maj,Or 'objective of this' teXtb6Pk A.s, to prepare
ttudents tO becbme better consuMers It can .be best Utilized
by the job coordinatOr when teaching a.:Consuper unit
Emphatis is onbuilding, the positiveand Constructiveatti
tudes which enable the contumer,to enterthe marketplace
confident of his-abilny to make the many important decisions
required of him. ,

The textbook stresses three majOr areas ofstudyl
1. Money management, including Oredit.buying.
2. Buymanship prnciples.
3. Consumer issueswhicb includes alpok at the:

existing laws, .goyer.hment regulations-and bUSiness-
practiceS that claim to protect the Consumer's
interests. p

The bOok's vc.cl.bUlary can .,be handled by the high school
senior without' too 1,,h difficUlty. An accompanying workbook'
'provides an eXcell array of activlities. Th,is is a, good .

tource for the cUrn:;.:t laws and regulations ,which,,protect the
:consumer in todav's marketplace.'



AppOintMent Wdth YOuth FilM

Maryland State Media Services Center

This film shows ,,an ,experienced teaoher, who iaiabout
to interview a student, intereated in preparing for_a teach-
A:ng career,--recalling what teaching haS mgant :in his own
life. Flashbacks depict his 'first teaching job and the things
he learned from,his students:. Another sCene is devoted to an
eXperienoe in which he :has helped ja boy alter his delinquent,

..Ways by Providing him with-a school activity. Thereformed
boy is the student to be interVieWed. The emphasis On the
teacher aS a, general counselor of YoUth, as well as a ,subject
Specialist4.,:js a strong point.

Basic Skills for Everyone

Cebco Standard Publishing

This booklet gives.information on: making a chart
reading a map, keeping a record, opening a bank actount,
reading hplp 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 processes which will help young people learn about
the procedures of everyday life in their community. ,

Business Enalish and Communication
by Marie M. Stewart, Frank W. Lanham, Kenneth
Lyn Clark, 1972. 4th edition

Gregg HDivision
McGraw-Hill Book Company

This textbook provides the specialized education and
training that can give the student competence in all phases
of,coMmunications writing, speaking, listening, and reading.
The student is able to study and practice activities on
developing'vocabulary mastery, improving listening and reading
skills, :structuring messages that contain effective .business
communication methods, and using the various 'tools of a

-writer. A spe6ial feature in the textbook.is the emphasis
placed on writing with an understanding of human behavior as
well as a firm grasp of mechanical principles.

The textbook provides excellent application exgrcises,
student projects,, activities, and objecte tests. The text
may also be used in Shorthand I. and II and Introduction to
Business. It is designed for grades 10-12.

Zimmer and



Busintst EngliSh in CommunicatiOnt,
Himstreet,H,Leonard J. Porter,

H'MaxWeli, 1970.: ',2nd edition

Prentice-Hall, Inc.

This textbook presents a comprehensive coverage of
fundamentals, including 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 practice in
written English,chiefly in the form of the various types of
business letters, such as Inquiries, Requests, Acknowledg-
ments, Appointments, Orders, Remittances, Sales, Employment,
Credit and Collection, and Adjustments.

The book cOntains various end7of-section features that
serve as an exellent 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
necessary, such as Shorthand I and II, Introduction to

. Business, Typewriting II. The book is designed for grades
10-12.

Call Me Mister, Catalog No. 4-1.1

Milady Publishina Corporation

Call Me Mister is a arooming-poise-personality text
designed for males. The book is divided into 7 units and
covers the following topics: Grooming, The Social Graces,
'Wardrobe, Personality Development, Speaking Well, On the
Job (Salesmanship and Public Relations), and Physical Fit-
ness. This.textbook is designed for all male students,
reaardless of vocational goals.

Cash or Charae
by Richard Everhardt

Ohio State University
The Distributive Educational Maerials lab

This manual explaing the importance of retail 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 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
distribut,ive educational_students might'face on their jobs, its'
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usej:StecoMMended dn'conjUnetiOn With the student's daily
enCOunterS. Ptesented,in the :manual a.tas, 1) 'methodsHfOr
teaching the:Various sales concept's; 2) suppottiVe trans7.
'arencies,,and 3) Student .handouts.

Catalogue for Guidance and Career Development, SoUnd Film-
' strip

Guidance Associatet

'Detailed deacriptions of the full-color soUnd
'strips produced by Guidance AsSociatesare provided in this
catalogue. Included ate:films oh family relatiOnships, health
and drug 'abuse :education, high school Otientation, and career
development.

( Charm Fbr Miss Teen
by Helen WhitComb and Laura CoChran

Gregg:Division
McGraw-Hill Book Company,:

This book is written tO help the high sChool,giri
develop acceptable standards of, grooming, manners and dress,
so that she can make a Comfortable transition from the World
Of a high school'student into the adult business world,:In'
addition to dealing with, the tangible aspects af'charm,' the
boOk also deals with suCh intangibles as manners and
etiiuette, human relatiOns, managing:your own life and chops-
inr cateer.. In addition to textual Materialonthe accepted
standards, the student Is given an.oppOrtunity to evafuate
jleraelf through;:several self-inventories. This is an excel.-
lent book to use in the office.practicS class.

Consumer Activities Book,
by Francis G. ',Lankford, Jr. and William E,s,:ce

Harcoutt, Brace and ,Jovanovich, Inc.

The format of the ConSumer Activities Booki:provideS the,
-student.with an opportunity to learn by doing. ,J11 this book,
aCtual forms 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 qutomobile, life and home insurance pOlici.es.



,Consumer'at Large

Coroniet In tructional Media

Consumer at Laro is a series of 6 films, The titles
area Budget Blues; Everyday ShoppfLg Savvy; Buying th'f: Big
Ones; Shopping for Services; Cast or Credit and Nurturing
the Nest Egg. These films feature a humorous interplay
between the narrator and Charlie the Consum;Ir to help students
learn the importanCe of educated buying.

Effective Communication

Argus Communications

Effective Communibation is a set of four tapes dealing
with techniques of commumication. Topics di'Scussed are:
1) The Art of Listening, 2) Awareness of Feelings, 3) Speech
Mannerisms and Body Talk and 4) Attacking and Defending;

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 subjebts
that are interesting. The set is designed so that a
particular skill is ddscussed on tape followed by exercises

'e.that give the student the opportunity to test his power in
the various skill areas. This prdcess serves.to expand
awareness and improve self-expression.

Family Financial Management
by Finch and Roman, 1975

South-Western Publishing Co.

Actual situations concerning money management and
business concepts are provided in the three months' trans-
actions of a typical family consisting of a man, his wife,
son, and daugivter. Materials include a narrative of trans-
actions, lousiness papers, a family record of receipts and
payments, a checkbook, and a file.

Forms in Your Future
by M. Golty, 1973

Learning Trends
Globe Book Company, Inc.

)

'This text is.a workbobk of 24 forms that most workers
will,at 'sothe time, be required to fill out. Included a:re
"Applicaiion for Social Security," "Job Applications," etc..



The fOrmat for eaPh forM eXplains the fOrm!Suse introdUces.:,
neW terMaused in:the fOrM and ,giveSHelpS and !IiintS foreaCh

'.forM. The forms 'can 'be tern burt and'H.eyalua-04.4nd..iv:i418.11y.
The,PookIet is apPropriate for all StudentS in CeopeatiVe
proaramsince the24 forms cover a 'broad range: pf situa7
tions, from\initial applications to suPh special fOrm: pro-
cedures as,tPlose Used in par loans. -7

Grooming and BeautY Hints for the World of Work
by Florence Hudgins, 1972

Nebraska Department of Vocational Education

Personal groomkia and its relationship to the working
world constitutes the main emphasis of th'is manual. _Concepts
of appropriate dress, work attitudes, self-awareness, groom-
ing, and ethics are provided:in learning activities, readings,
discussions, and visual aids. A list of requir:ed subjects for
cosmetoloay is included.

Grooming for the Job
by Peggy Sisk Mezdras, 1974

Nebraska Department of Vocational Education

Grooming for the Job is a-career7ed,ucation-oriented
guide designed to teach girls basic good grooming tedhniques
and to emphasize their, relationship to getting and keeping:
job. Cumulatively, 10.individualized-lessons,are presented,
eaCh including: 1) an pvervieW, 2) lesson requirements,
3) behaviorally stet-6d learning Objectives, 4) resources
needed, 5rlearning activities, and 6) study questions and a
post test.

re.
Individualized Consumer Edudation Projects
by Peagy Sisk Mezaras, 1974 VT 100 874

Nebraska Department of Vocational Education
ERIC GlearinghOuse, Bet4esda

This guide contains a series of individualiZed conSumer,
education piojectS developed forUse by, secondary students.
yrhe lesson-oriented projects are deSigned around cOncepts with
behaviorally stated ..learhing objeatives specifying exactly '

what the student Should be able to do upon completidhof-the-
projects. The following are some of the:titles Of projects
for whiril lessons are included: 1)Apartments; 2) S.elecoh-

Hand Care of Bicycles;-3) ConsUmer DeciSion-1aking;.'4,Y Wise
:Selection of ;Hair Care Appliances; 5) Self-Protection;



6) ConsuMer GYps; 71 Gbyernment Protection of .the.Gonsumer;
Stereds 'and'fRecordingS; ana 9): Personal BUdgets*'

Let''s Go Shopping

Changing Times Education Service

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
bargains, how to evaluate services and how to settle dis-
putes and grievances.

Mathematics for Employmeht, Part I and Part II

' Mafex Associates, Inc.

Parts I and II of Mathematics for Employment Consist
workbook and classroom materials designed for a secondary
reading level. They contain information on such topics ass
basic arithmetic, computing sales taxp knowing the value of
money, mathematics for the department store,"dry.cleaners
and restaurant. A glossary is included containing terms used
in various types of work. Each part of this program contains
complete classroom workbooks and instructions for 20 students.

Money Management Library
by the Money Management ,Institute

Household\Finance Corporation

The Money Management Library is a set of twelVe book7
:lets aimed at helping readers plan, shop and save to get
more value out of\their money. The twelve booklets offer
guides for establishingsan overall money management program,
planning and shopping for food, clothing, housing, home
furnishings, equipment, automobiles, consumerscredit, sav-
ings and investments, health and recreation, and also guide's
on teaching children to handle money. The booklets are
desiRned to be used\as references, gueides for money manage-
ment, fon"consumer education programs, and as supplementary
texts.

Individual 5ookletst
Reaching Four Financial Goals
It's Your Credit--Manage'It Wisely
Children's Spending
Your Fopd Dollar
Your CYO-thing Dollar
Your Housing Dollar
Your.Home Furnishings Dollar



'Your EquipMent Dollar
Your ShoppineDollar
Your AutomOtive Dollar
YOUr Health'and RecreatiOn Dollar
'Yobr Savings and InVestment Dollar

Personal Financial Planning, Film

AssociatiOn-Sterling Films

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.

Personal Hygiene for Business

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
been designed to assist the teacher in tactfully bringing to
the attention of students those areas of personal hygiene
and grooming that so often mark the difference between success
and failure. This is especially needed when working with
di.sadvantaged or deprived (young and mature) individuals.

Practical Mathematics
by -Glenn Mi :Hobbs and James Mc)Cinney

American Technical Society

Because of the many changes that have occurred recently
in industry and modern technology, this third edition of
Practical Mathemat bee,- -o-np)etely reviscd. It still
retains the same format ad. res of illustrative examples,
practical problems, self-chck tests, and final examsImaking
up the'four-step plan of t aching used in previous editions.
The wide coverage ranges,from simple addition on up through
'trigonometr,V. -tEl-i-t-ext, 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--
,including those in building, drafting, machine trades, print-
ing, and other vocational and technical fields. It meets the
practical needs of today's students and those who seek a

, simplified way to brush up on math.
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raining Branch. of Regional Office of IRS

IRS'
Federal Office Building

The materials"which this of ice 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
short on the IRS and the federal income tax system. The
12 inute fi covers the operation of the IRS and our system
of voluntary fi g of returns very nicely. -

,

Other mater ls include a newsprint student booklet
which is provided in classroom quarc4ties, entitled "Under:.
standing Taxes." This booklet is written on a high reanng
level, yet selected/parts can be adapted for use with any
students who are working or about to work.

Also\proided are wall charts of the 1040 and 1040A
forms and a'comprehensive teacher's manual. While tax
information may constitute a difficult urat, it is one that
should.be taught. These materials seem to be some of the
best available.

Understanding Yourself and Your Life
New Jersey Curriculum Lab, 1974

Rutgers, Kilmr Campus

This text presen ,s aspects of human psychology and
teenage living in 50 brlef 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 clas\s discussion ("To Do and
Discuss"). Many problems unique to today's teenage world are
covered along with the more traditional ones. A few of the
topics are as follows: How Heredity Affects You; How.
Environment Affects You; What is Masculine and Feminine?
Who Am I? Seeking Your Values, Goals and Standards; Human
EmotIons; The Importance of the Family; Understanding Sex
Better; What Is Love? Why Marry? and Making a Marriage Work.

Wise Use of Credit, Film

Association-Sterling Films

The main'intention of this film is to introduce stu-
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.



Psychology Today, Monthly Maga ine

Ziff-Davis Publishing Co.

tudents are naturally curious about psychology, and
this journal presents, in a professional manner without
becoming pedantic, a fine selection of experimental,
theoretical, clinical, and behavioral/psychological articles.
Nearly every issue has at least one article that has appli-
cation to self-awareness, decision-making 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 discussion and the possi-
bility- for individual research or-follow-up study by---astu-;
dent on a limited basis.

Self-Directed Behaviort Self-Moddfication for Personal.
Adjustment
by David Watsin: and Roland Tharp, 1972

_ .

Brooks/Cole Publishing CO.

This book is designed to acqula
int 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 skills 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 i-eader achieve self-management skills, 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. Sihce the content of the text
does not depend on a formal cours'e structure, any reader/can
use it for self-instruction; no prerequisites are necessary.
This book can be used by teachers working with students,, or
by mature students on their own.;

Telephone Mannei-s, Film B401

National Educational Media, Inc.-

Basic training for anyone; who uses the telephone is
provided in this film. It poin'ts out that the voice on the
phone is the voice of your organization, then communicates
the vital elements of telephone courtesyl identifying one's
self clearly, identifying the organization, personalizing
calls, Using natural conversational tones, the,importance of
repetition and note-taking, and the very special-quality of
"warmth." It is designed to improve both internal
external communication in any organization. Practical; -easy-
to-assimilate tips will insure clear communications that are '
free of errors and confusion, and free of irritation and delay.



The instructional materials included below, relate to a
wide number of the occupational fields that the cooperative
work experience student might find himself placed in. The
materials can be used to supplement on-the-job training
either by outside self-study or in-class related work. In
other words, these materials should greatly aid in linking
the student's experiences on the job and his instruction in
the classroom.

Every attempt has been made to include the most current
instructional resources available. Of course, many excellent
older resources are included. Similarly, it is possible to
include only a representative sample of resources published,
so 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 occupational areas and are alphabetized by title.

AGRICULTURAL OCCUPATIONS

.A Career Development Program 'on Agricultural Occupations for
Advantaged and Less,Advantaged Rural Youth
by Floyd J. Lark,, 1973

Bureau of Occupational and Adult Education

Seven instructional units cover material on self-
discovery and the following 6 specific-occupational areas in
agriculture: 1) agricultural production; 2) agricultural
supplies and services; 3) agricultural mechanics; 4) agri-
cultural products; 5) ornamental agriculture, and 6) forestry
and natural resources. Eah 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 characteristics specific to the
occdpation.

Careers in Agriculture, Film

Pathescope Educational Films, Inc.

This film emphasizes the importance and scope of .
agriculture in America today. It examines the wide variety
of jobs which serve to make up the field, dealing with such
occupational possibilities as work right on the farm, jobs



jnagriculturaltUsinese and,industry,HandOvernment:Jbbe
041.0p,. :with farms, farmere,: andrelated :bUeineeSee'Tnter7
vieWe'withfarmere help, tO thoWIthe many different 'tyPes:::of
farms" that have the potential of proViding employment. Farmer's
also demonetrate typiCaI farm activities, diecUss :the rewards':
and drawbacks of farm life, and deecribethe, traits Which they
consider desirable for SUCCQSS. Furtherinterviews reVeal the
more diVeree poseibilitiet in agriculture, such as4 the-expandH
ing 'field of the, professional farm: manager, the grain handler,
sales and other positiont in industry dealing with agriculture,
fart equiPment maintenance and harvesting services. Govern-
mental possibilities are also: discUssed,highlighting the
occupations of county agents,and extension personnel.

aptitudes, andtraiaing or further education required in the
various areas Of, employment, emphasizing the fact that many
of theeecareere do not require a 'college degree. Specific,::
suggestions are included to explain how etudents in Urban' and
suburban as Well as rural areas, can work in.agriCulture.
related jobs w%dle still in high school, such as in cnthe-
farm suMmer jobs, in, Pet etcres:or clinics, or in food

....

pradessing: plants.

Careersi. Working With Animals'

Humane' Society the United States

This pUblication exClores a,',Wide: Variety of professions
in' theHfield of animal hUebandry, protection and:Conservation.
It''details the educational background and 'skills needed for
specific PrOfessionsHand analyzes the-proepects for:yOung

, people in "selected majorcareer:fielde.: Among the many faCts
to: be 'foUnd in:'the book 'are detailed job deecriptione,
adVancement opportunitiee, ealaries, and employment Potential.
Data on ccllegee offering formal prograMs in animal welfare
and, conservation, as well as (3tate and federal government
hgencies :hiring people within the field, are listed. The'
book Also offere 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 'designed for:a secondary
readin7level:

Exploratory Drafting-HOrticUlture, SEE DRAFTTNG



Feeds; Student Manual
by Harry Planks 1972

Ohio State University
Agricultural Education Curriculum Materials Service

Planks has compiled this manual for the agricultural
business and service student who is working in a place of
business that prepares and sells feed, to livestock producers.
The manual is designed- to assist the student in becoming
knowledgeable with the product he is selling. Information is
presented on forms,of feed, nutritional ingreL1ients, and
legal'requirements. Student exercises and examination
:questions are-provided along with opportunities to apply the
information in simulated as well as in real life situations.

Floral Designer,
1968

Universityof Texas at Austin

Floral 13,--signer consists of a study guide and unit

l't

ftests. There ar 46 assignments (8 units o study) that
cover an introd 9tion to the flor.istry industry, basic infor-
mation, corsages, principles of floral design, flower arrange-
ment, weddings, ,and funerals. This study guide was designed
to accompany the text Flowers: Geometric Form, by Benz,
1966, San Jacinto Publishing Co.

Garden Center Worker
by Charles E. Urbanic, 1971

Ohio State Department of Education

Students of horticulture can make use of this manual
as a source for practical situations to whi.ch they can aPplY
principles, theories and knowledge presented to them in
formal classes. Intended to be used as a combination text-
workbook-, the manual Ontains objectives, conpepts,, general
information, and student'exercises.for each of its six units.
Titles of those units are: 1) Tntroduction to the Garden
Center Worker; 2) Garden Center Business Practices; 3)
Identification and Characteristics of Ornamental Plants;
4) Care of Plants in the Garden Center; 5) Chemicals, and
6) Garden Supplies and Related Products.
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Grounds Maihtenance
by. Jules. Oravetz, Sr.

ITT Educatichal Publishing

The maintenance of lawns, garden's, industrial, :riunici
pal, and estate grounds is a compleX Operation calling for,
skills and effici,ency. .This.comprehensive text covers the
guiding principle's of lawn, landscape, and garden care.

Studen,ts of domestic serviceS and maintenance programs
ard expbsed to pvery phase of lawn, garden, grounds main-
tenance; and associated operations..

:T'ne contents includeu flowerS; vegetables; berries;
houseplants and flowers; greenhouSes; laWns, hedges and
.1rines'; flowering shrUbsand trees -shade treq0 -071.1it and'
wit trees;.: eVergreensi fences.; insect and rOdentContr011:
weed'andrbruSh contrCI; roads, :.viralks, and paVements; drain-
age, Maintenance equipment golf:course planning4nd main-
tenance,.

Lawn Care ancl Management
by Robert Milter, 1972 ..

Ohio State University
Agricultaral Education Curriculum Materials Service

The narrative that accompanies a color slide series,
"Care and Management of Lawns," is presented, in this pamphlet.
Eacii s3ide is reproduced in a Column to the left of the
Paragraph describing it. Slides deal with the following areas
of lawn managements 1) seed selection; 2) seedings; 3) ,fer-
tilizing; 4) mowing; 5) weed control; 6) disease control;
and 7) watering and thatch control.

Study Guide for Landscape Garaener
by Harold Binkley

Kentucky University
Lexington Department pf Vocational Education

Eighteen separate lessons Concerning landscape garden-
ing are presented in this guide, which is designed for
individual study. Each lesson contains a statement of the,
problem, the given situation, directions, content material
with references for the assignmen't, and a student worksheet.
Some of the lessOn topics.ares 1) the principles of land-
scape design; 2) transplanting trees and shrubs; 3) 301_1

management of the landscape; 4) liow to use .gardening equip-
ment; 5) plant diseases and their control', and 6) turf
management.



ID, A PPLIANCE AND TELEVISION SEP, VIC L
,

,
Color Televitions Principles and Servicing

6 by Howard and MarviraBierman.'

Hayden Book C

This teXt provides a working knowledge of th
receiver and methods for troubleShpbting anservi
e).ectronic equipment. It is quite useful in finding
inf8rmation on the tasks involved in elleOtronic 'repair.

(

Hbme Appliande. Servicing.
by Edwin P. And:exson

ITT Educational Publishing

An absolute pecessity in training studehts%for the
servlce occupations, this book covers basic princiPles,'I
servicing, operations, and repairs.'rtIt also covers trouble-'
shQoting, disassembly, 'assembly, te'sting methods, wii-dng
diagrams, and'complete data pn\each appliance. .The contents
include: elecricty, testn, nd troubleshootig;:shop'.'
techniques; electric irons; tdasers; waffle irons; reasters

. and broilers; coffee makers; electric space heaters; electric
water heaters; gas water heaters; electric rnge's; gas
ranges; fractiohal-horsepower motors; food mixus; clocks;
fans and blowers) vacuum cleb.ners; floor polishers; waShing
machinep; automatio clothes dryers; ironers; dishwashers;
garbageldisposals; refrigerators; room air conditioneTs;
dehumi ifiers; and sump pumps.

How to Repair Maj,or Appliances
by Ernest Tricomi, 1974

ITT Educational Publishing

The purpose of this book is to acquaint the reader with
the theory, functioning, electrical characteristics and major
components of typical app,liances. The emphasis is on learn-
ing the-"how,and why".of an appliance so that ihe 'reader can
answer for himself "the what and the where" of detailed re:
pairs and servicing. The book is divided into twelve
chapters. The first chapter covers hbme appliance repairing
and the remaining chapters are devoted-to various applianvs,
such as washing machines, clothes dryers, dishwasherL, etc.
The author assumes no Previous knowledge-of-major aPPliance
repair. However, he does sa.3'r that some ,degree of mechanical
aptitude is necessary to do repairs based on the material
covered in the book.



How to Repair SmalioApp:liances Volume 1
by Jack Darr, 1973

ITT ciucational Publishing

Information on tools, service teAniques and practical
tips for use in small appliance repair is presented in the
five chalhprs of this book. Chapter 1 covers appliance
construction and the operation of 15 small appliances.
Chapter 2 covers line cords, pugs and attachments. Chapter
rcovers heating elementsand -thermostats'and Chapter
contains information on sm.0.1 electric motors. Appliance
servicing as a business,,isrdiscussed in Chapte'r 5.
illustrations are 5..nced0d, as well as step-bY-step instruc-
tions on the various procedures. A glossary of,related
terms is provided in the back of the text. The book 'is
written clesafly, but a good reading comprehension is.a pre-
requisite for the student to understand they concepts pre-

,

sented.'

AOW To Repair Small Appliances Volume
by. ack Darr

ITT

trai

light controlsL portable table ovens; electric vaporizers

boo is.very suitable for classes in appliance service

heatel-s; electric fens; electric knives and toothbrushes;

and bottle warmers; iracuum cleaners; sewing machines;
clocks and timers; three-way lamps; and hedge trimmers.

a
co tents include: trouble diagnosit; portable electric

hair driers; massage machines; shoe polishers; photoelectric

p:liancs on the market are deScribed in this t,text. Is
The) operatiJns and defects of the most,common small

ducational Publishing,

The
k

-
j,,,Major A-Aliande gépair .(Course No. 08)

,

\

Hoffman,Occ.dpational Learning,Systems

Hoffman Occupational tear:I-ling Systems are'audiO-visual
courseS designed to allow students.to progresaI theit own
b.ce. Major Appliance Repair is divided into ,7 sections

. .

cov:;ring the following 'topids: Electrical FUndamentals;
Busi,less Procedures; Service Areas; Najor Appliance Repeir;

TroubletShootirig'DiagnOsis; Gas and Electric;
Appliances Operation; Air Conciitioning; -and RefriZerai°0.



Television Service and Repairman
2968-

University of Texas at Austin
,

Television Service and Repairman 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 divisions of the book ares introduction to
electronic-servicing, basic electricity, basic electronics,
and advanced servicing techniques. References 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., 196Li., Hayden; and Veeley, et. al., Advanced Servic-
ing Techniques, Vol. II, 1964,'Hayden.

.*AUTOMOTIVE AND ENGINE REPAIR AND SERVICING

Auto Body and Fender RepairmaN
1972

University of Texas at Austin'

ConsisLing of a study guide and assignmer: tests, this
handbook is designed to accompany How to Contra Auto Body

'Sheet Metal, by Rickert, 1968, Chilton, and Automobile Sheet
Metal Repair 1)y Sargpnt, 2nd 'ed., 1969, Chilton. The Assign-
mebts cover properties of metals, tools and equipment,
welding, plastic fillers, and probedures for straightenin,
sheet metal and body frames.

Auto Bod7 Repairing and Repainting
by Bill Toboldt, 1975

Goodheart-Willcox

The main purpose of this book is to help students
qualify for jobs in auto body repair. All phases of body
repairing are covered. The use of modern tools and equip-.
ment and step-by-step procedu.-es for handling typical jobs
are discussed in si:Mple ,language. Chapters on customizing
and building special bodies are also included. This .book
is suitable for high school and trade school students,
apprentices, and those now engaged in this work who want t
increase thcir skills.



Aut()Engihe Turtle-UP

by :R4chard S. Roeing;

ITT:EdurationublishThg'

This text giv:;, a detailed description of each system
of the automotive: engine. It oroVideS the bacRarollnd
infOrtation needed for carburetor adjUstmentS* restOr'ing
irnition system performance*and bringing an engin tak
tab operating conditiOn. It fully details the: servicing
of alternators. generatorsv'cooling systems, ahd the use of
tu.neup and diagnosing equiptent.

The 'contents incIude basic electricity; batteries;
relaysand-regulators4:carburetor fundamentals; compressiOn'
cooling system; Carburetors and fuel systetsignition "--
systems.; charging systemsjstarting CircuitpOsitive crank:-
case ventilation.; (angine tUne-up eqUipment and probedures; -

ignition-Scope testing; exhaust emission systems; and review
questlons.

AutoHMechanics
by Harold T. glenn* 1975

Bennett Books

Along:with tbe fundamentals of the theory an..1 operation
of auto methanics,, this text presents thelbractical asp6cts'
of troubleshooting and :service. SteP-bystep illustratiOnS
are provided, with Clear photoS of repairs:ahdreplaceMeht-
prec:edures., TransistOrizatibh, disc pra*s, front driVe and
air pollution controLl'are crvered Fgrs charts are
included: ,An AutO MeChanics Workbook Containing short*
objective questions baSed :on material presented in the teY
is also available.

Auto Workbook

Str%te Department of Education, 1973

!,;riten fDr a four-year apprenticeship training program
in -uto techanidS; ,this workbook_provides the current infor-

,

mation hPeded to meet the technical demands' of .t.e auto'
mechanics tra6e. F,-,r each topic Covered in the manual', .a
list ot stwdy asr,igrzrnt is provided, followed by a study
guide requiring short' completion anSwers from the student.
An assignment checklist is included with the table Pf contents
to give ary accurate record of the' ,work coMpleted and to 'avOdHArt/
d6plication of training.

(1



Auto PartSmr).n
19CJ-

:liversity of Texas at Austin

Auto Partsman consists of a study guide and unit teSts.
T... are 58 assignments organized into 4 divisions: stock-
rou1 procedures, merchandising information, master plans for
handling parts, and effective display. Referenaes for auto
mechanics are used in this guide as well as the Automotive
Service Industry Association's Automotive Wholesaler CO-unter-
man's Handbook, 1963.

Automatic Transmissions--Automotive
br Mathias-F. Brejcha, 1974

American Technical Society

Detailed explanations and hundreds of pictures make up
the contents of a text written for those who will do practi-
cal work in the automotive field. The content ,covers every-
thing a transmission specialist needs to know in order to
easily grasp.and utilize the informa"ion given in manufactur-
er's service publications. Many illustrations clearly show
all types of hydraulic valveB and control devices as well as
all parts of complex automatic transmissions. A study guide
is available to accompany the text.

Automobile Guide
.by Frederick E. Bricker

ITT Educational Publishing

, A comprehensive coverage of automotive knowledge for
the student, mechanic, ,and instructor is provided by this
guide. The specific coverage of automotive components,
construction, and design enables the instructor'to provide
complete related classroom instruction. Repair procedures
and troubleshooting lists help the ru:chanic diagiiose and
correct problems that can occur in any make or mddel of
automo.biled

The contE.nts troubl.Pc:looting; engine tune-
up; spark plugs; storage batteries; distributors;'ignition
testing; alternators, starters, and generatorsf lighting
systems; tire servicing; brakes; power brakes; front
suspension; steering systems;'front-wheel alignment; chassis,
springs, and shocks; fuel pumps; carburetors; cobling systems;
engine lubrication systems; pistons and rings; crankshafts
and connecting rods; camshaftsl-valves;-manual- transmissions-
and clutchesf automatic transmissions;-drive shafts. and

I



univef-sal jeints; rear-axle assemblies; steam power; _turbine
power; instrument panel; frontWheel drives; speed control
devices; and air: conditioning-,

Automobile, MechanieS, 2nd e
.1970

University:of Texas.at Austin

Automobile Mechanics consists:of a study guide and unit
tes:cs. An .answer, book is alsb available This..guide..covers.
careers for automobile mechanics, tools, safety,. engine pri4m
ciples, ..igniti,on: system, clutches, transmissions, Suspension
systems, brake systems, electrical syStems, 'and air,- Oon-
121itioning. Two references; written by Martin W. Stopkall
apd published by Goodheart-Willcox, are Auto Mechanics
FTndamentals, 1969,and Auto Ser'vice and'Repair,

4:

AutomOtive Air-Conditioning biechanic
l9?14.

University of Texa.Sat Austin

This manualLoontains 33 assignments which cover all
aspects of servicing the-auto-airconditioning system,
including:'thP tools, the a/c clyele, a/P-fundamentals:testing,
trciiblhboti: and charging the system. 'A glossary of.--
term-z is pr.r.,:ed and a coOrdinator'S guide and additional
tests rif17.!, .,f-shetS can be 'ordered.

AUtom.:._Cdiiison_Estimating
by-Leonard Colucei, 1973

Rutp:ers, Kilmer-Campus

Leonard Cplucci provides uniform and practical approach
to pre-determining the costs and applying efficient procedures-
in -order to arrive at a fair price to repair auto collision
damage. :Phis book is,designed -for students who intend to work
as estimators for Auto Body Shops or as auto damage appraisors
for insurance companies. Since insurance companies usually
F-,ehd new employees to a company school to learn estimating,-"
this book'covers pnly general_ information and-not _the special
poliedes of any particular shop or company. The bookes

vidd irto three parts nd covers estimating informaticn,1
writing the'estimate md estimating practice.", Students usYng
this 'hook should have completod i course in auto body :related
-tehnol(wir and have somo experienre in shop practices.',



Automotive Drawing Interpretation
by Louis Jensen, 1970

Delmar Publishers

This study guide and workbook was designed 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
diagrams. The instructional units are grouped according to
four major divisions: Basic Repair Tools, The Engine, The
Power Train and Chassis, and The Electrical System. Each unit
includes several technical questions relating to the function
and-operation of each tool, part or mechanism, covered in the
drawing or sketching part of the assignment. -(Each unit
,provides experiences which are needed to develop speed in the
interpretation of service manual data, and skill in inter-
Preting drawings and sketchings). This bopk is actually the
3rd part in a course in Automotive Drawing Interpretation.
Parts 1 an:', 2 are contained in a single volume entitled Basic
Blueprint 'Reading and Sketching, which is considered a pre-
'requisite for this book.

Automotive Engines--Maintenance and Repair
'by Walter E. Billiet

American Techni_al Society

The comprehensive 4th edition of this text fully covers
the basics ana is updated to keep up With many technical
changes in the automotive field. As an extra feature, much
new informatj_on Ls presented on emission systems. A ahole
new n!-,apter is included, dealing with emission controls on
carLuretors, ignition systems, the Wankel engine, and other
relatea features. ]Many references axe given in the appendix,
inc ,fAing metric conversions. This text will provide a
student with.a W_an for becoming well versed in maintenance
and repair in the automotive field. It will enable him to
analyze and salve problems quickly and systervitically.

Automotive Funda:ntals
by Ernest A. Venk and Walter E. Billiet

American Technical Society

I A .compltei.course in automotive'fUndamenaas is pro-
vided by-,this jThese fUnd.amentals are COliered in ?"Treat
detail and are deSigned.tadeal: with:every pb .ii-tomo-

tive care. The-obVerage7'canformsWiththe',tremenaouShanges
that hae CoMe'abbut'in des,ign :and conStruction.HIt'includes
all essential basics.plits 'much 'new material on ,such thingS as-

-



the Wankel enF:ine,aitornatorsi transiStorized ignition,
frOnt....wheeldrive,discbrakes, and: deVices for air pollu-:
tiOn,:Oontrol and safety. ,Golor is :oarefully used toillus-
trate and explainany ComPlexactions and-:to :clearly shOwH
relationships andfunctions of: parts

Automotive Maintenance and TroubleShootinA
by Leslie' F. Goings and Edward,,D. Spicer

American Technidal Society

:In:order to fUlly develoP the mechanio'.S ability to
logiOally diagno73 automOtive difficulty that may arise,
this j-Pth: edition' reflects changes and adVances made in auto-
motive manufacturing, &quiprnent, and accessories. Typical
changes include those Trlade: in electrical systems, fuel
injection power steering, power brakes', wheelalignment
equiTment, emissioncontrols, air,conditioning, etc.' The
mainOhanges,':manYHof which have altered :troubleshooting
and i-pair:prOcedures, are:thoroughly coVered in this:revised
teXt'.

AUtomdtive Power Tra,.n Medhanic.,

University of Texas at Austin

A thorclugh study of the clutch, manual transmissicn,
overdrive, automatic transmission, drive shaft and rear axle
assembly is presented in this student manual. Information
for eac?1 _ssignment is detailed and illustrated. Also.in-
cluded is the C6 Automatic Transmission, For,' Motor Co.

Automotive Refinishing.(Automotive Refinisher
1971::

University
1

...:This.manual..preSents a comprehenSive-,study based on
AutOmotive Refinishing by du Pont,and the Ditzler Repaint
Mrual References.are..f.urnished:,:inHthe set and 33 assigry:
:ments,are included:.

f Texas at Austin

Automotive Service Opportunities, Film
17,72

Ford Motor Go.

This' film Presents a realistic look at career oppor-
tunities for automotive mechanics and technicianS. The film



isHba'sed- ,T41.rt,h:reer experdencesof se'veralyoUng..Men.,
.after:the,IrradUi0hfrom,..'an,AUtomobile man,OfaCture':,

pl'aced'onthe,.
ofHireer planninp.,' and _training,: .-:7hiS,'film may'

FerdMotordo.-Film Library,

Books for Automobile f,40C,anics Progframs

N,orth Dakota State Board fOr:VOcational

A comprehensive liSting (2'fi,referencesources which May:
be d'sed in automOtiVe MechanicsHprOgrams is providedin this
publidation. Entered are a total, of 72, tOoks op th'e,:subject,
:all 'Cf which are Iised, In alphabetical 'Order 'by author or- :

publisher. ,

Brake and Wheel AliiImMent'Mechanic,

Unive sity Of

Brake and:Wheel Alignment MeChanie Is designed as a
,study guide:Tii-Ith' Unit tests,. An' answer bbOk is also-,
available Information' on safetii6brake assemblies, ,appli7
cation sy'steMs-, brake service the complete brake job, front
end suspension systeMs, wheel and tires, and wheel alignment
factors, is &oVered in 39, asSignments. Of the 39 assignments,
38 are based-on Alley, and Billiet, Automotive Suspensions,
Steering, Alionment' and Brakes, 'ipth ed., 1969, American
Technical Society. 'The assignment on, safety is based On
Glenn, Automechanics,'' 2d ci., 1969, Chas."A. Bennett.

, Car Repairs YOu Can Make
by,Bill Hartford and joe Daffron,

Arco PUblishing Co., Inc.

'The 'purpose 6hls book is to give the, reader a, basic
,

knoy,lede Of the orking,a of an automobile,' ,Step-by-step
instructionshow-tp PhOtos and 4rawings show,how to make
-common adjustents and,repairsi_na pr'ofessional manner.::
ost_pf the' ri:pairs require no major tools' The book
organid to cover the followg 'topics: Engine; Tuning;_
Ignition; Brakes; Tire's; Fron,End; Cooling System; Body
and 3nterior. 'Several chapters deal with miscellaneous
tulles such as noise, lubrication and toOls.'



Diesel Mechanic

University of Texas at Austin

,This study manual presents a detailed and illustrated
discussion ofcthe fundamentals of a diesel engine, types of
engines,' two-stroke cycle and 4-stroke cqle engines, the
fuel system, the cooling system, the-lubr*ating system,
the governors, injectors, and fuel puMps and exhaUst system.
There are 20 assignments icluded.

A Functional Approach tor e Stud/. of English for the Auto
Shop Student

).

Lenape Technical School

The parts of speech, punOtuation,
English language usage are presented in
for auto shop students. The topics are
with exercises for each.

Know Your Car
by Willard A. Allen,

and other elements of
a. manual designed
arranged in units

American Technical Society

A broad and detailed inLroduction to the automobile,
covering purchasing, maintenancnd use is presented in this
practical, easy-to-understand '600k. Topics are discussed
\and clarified with many 'explanations and photographs, and
include serVicing, the engine, fue], system, ignition system,
electrical system, chassis and preventive maintenance. A
chapter is/also included 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 other automotive

-\related job. J

Motorcycle Repair'(COurSeHrio. 22)

Hoffman OCcupatiOnaI Learning Systems

Hoffman Occupational L( rning Systems are audio--
visual vocational courses designed to allow students to
progress at their ownlrate. Motorcycle Repair covers the
following topics: Gerieral Motorcycle; Front Forks and Brake
Systems; Theory of 2 and 4 Cycle Engines; Introduction to
Power Transmissions nd Fuel Systems; Carburetion--Types
of Carburetors: Repairs and Overhaul; Electrical Ignition
Timing,- System and Schematics; General Servicing, Hai7ley
Distributor Overhaul; and Engine Ser-icing and Overhaul.



Motorcycle Repairman
a970

Motorcycle Repairman 1 study guide with unit tests.
Topics covered in the 59 assignments (17 units of .study) are
shop safety, hand tools, fundamentals of int?rnal combustion
engines, types of engines, lubrication, cooling, fuel and
ignition systems and running-gear. Referel%ces are Tipe,
Small Gasoline Engines'Training Manual, 2nd ?d., 1969, Howard
W. Sams; Jud Purvis, All About Small Gas Er15.111e, 1963,

TroubleshootingGoodheart-Willcox; and Ritch, Motorcycle
Guide, 1966Chilton

Motorcycle Service Manual

Howard W. Sams and Co., Inc.

This manual is divided into 2 volumes which provide
detailed information on tune-ups, maintenance, and repairs
needed for hundreds of specific models in PcPular U. S. and
foreign makes.

My First Job: Service Station Attendant Film

Coronet Films, No. 3436

This film shows that there's more to Working in a
service statibn than being a.gas jockey. A Young man re-
counts his. range of daily activities, from Pumping gas and
handling money-to special services, such as tire_changing
and minor mechanical wOrk..

Eljy-ics and Chemistry for the Automotive Trades
hy,Robert Worthing, 1972

'Rutgc. lmer CampUs

The automobile is a preciae, complex Machine xising
principles from the whole range of physics and chemistry.

------Thi-s_book_presents these principl9s briefly, with examples
from the aut6Motive-field. The treatment is kept G a

simple level of mathematics. Likewise,th e_5cientific
'principles are also presented in a much simPlitied-form.
The book is divided into seven units, covering tile following
topics: introduction to physical science, mat er and lIF
_properties,_mechanics, heat, electricity, sound and lignL.
Illurltrations and diagrams are used to helP clarify the



material. Experiments to be carried out by, the student are
provided throughoutthe book

The Practical Handbook of Car Care and Repair
by David Wenner, 1971

Fawcett Publications,

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
taught about the necessary tools and test instruments for
car repairs. Maintenance proledures such as engin tune-ups
and overhauls are described, as well as major part3 of the
automotive system. Diagrams and pictu 'es are used to
illustrate the concepts.

.Practical Problems in Mathematics for Automotive Technicians
by Boyce Dwiggins, 1972

,Delmar Publishers

This is a workbook of mathematical problems to be used
in conjunction with a basic mathematics text. The problems
have all been designed so as to be relevant to automotive
technicians. The book is divided into ten-sections and
deals with whole numbers, fractions, decimals, percentage,
measurement, ratio and proportion, powers and roots, formu-
las, 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
proportions and f.)rmulas. Achievement tests are provided
at the end to'meas-Jre student knowledge.

'Related Mathematics: Auto aody, Volumes 1 and 2
by Albert E. Purroni, 1973

Ru4;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.
Illustrative examples and problems are presented in each
unit after the instructional informaton. A final'exam is
included at the end of the volume. Volume 2 was designed
to the student a basic understanding,of the terms and
bqs ine ss _transac t ion s_ related-to- the-Auto-body Trade 'The



following areas are covered; asSets, liabilities and net
worth, income,-saleS JDUrchaseS, operating expenses, and,
financial statements, 4V glossary Of terms, s.nd aHliet of the,'
!abbreviations and symbols used in business:transactions are ,

'-also included... Questions 2.1-4 exercises areprovided at theH
end of each unit, so:that there is ample material for diS-
cussion, drill, Applibation of principlesireview, testing
and remedial illtr*t.i(?nH

Related Sdience: Autothotive Trades
by .Louis Jensen and William Brazier, 1958

Delmar Publishers

This book provides instructional material in teAtql----
:able units for those who need a good hackgrOUnd in Obinde:
as it relates to automotive wor.k 2hr purpoSe iertopreeent
applied soience for auto mechani. The bobk is diVided
into 4 maior sections and coversThe following topCs;
science,:matter, and measureme
magnetism and electrical ener&,
Each unit includes objectives
comeSof study fbr the unit.

, A .,ferenceassgnMentineach
unit directs the student to appiltablepages Of the tefer-
ence text, Basic Science I by C. ThomaS Oliver. (The
teference teXt PtesentS the basi scientific principles With
accompanying experithent and e.,71:,..).7n7Tient material.). Each Unit,.:
also includes related techntcl infbrmation'Which.explainsj.
typical aUtomotive appliCatis of:thejaeic Principles under
Study. Trade experimente and trade probleMS-ate,also. in-
cluded

and machines;
heat and light.energy.

, state the desired out-

Service Station Training Kit

University-of Texas at Austin

Service StationTraininglit contains five assignment
manual's: An Inttoductibn tO the Service .Station,, Dperation
and Maintenance of the Service Station, Services Performed
in the Service Station, Principal Products bf,the SerVice';
Stat1lYr51rid Selling in the Service Station.'. Also included:
are.a Servroe Station,Training Answer Book and thirteen
separate trade eferences,



-Whee-l-and Sttering-AIignMeht
by Leonard Colluci, 1973

Rutgers, Kilmer Campus

The purpose of this book is to teach the,student the
fundamentals of the theory, basic design and adjustment of"
the suspension and steering,system. of the' automobile. The
book is divdded into units of instruction, and these units
are divided into lessons. Each lesson includes an objective,
information and an assignment. Illustrations are provided
to help clarify the material presented, along with achieve-
ment testt to chebk student mastery of the content. This
book was designed to serve aS a foundation for those students
who have had little or no previous experience in wheel

alignment.

OBLUEPRINT READING

:Note': For specialized blueprint reading, consult the

Aoarticular trade'section.

.;Basic Blueprint ,Reading and Sketching
by Thomat C. Olivd, Albert V. Payne and P. Olivo Thomas, 1974

Delmar Publishers

This book is the basic text-workbook in a series which
provides instructional material and practical applications in
blueprint reading and sketching. It was designed to help
beginning students, apprentics and technicians develop the
skills needed for reading and interpreting blueprints and
makirg.simple 'sketches. The book is divided into 2 major
parts. Part One covers the basic principles ,of blueprint

reading and provides the student with'applications of each-

new principle. Part Two deals with the techniques of making
shop sketches without the use of instruments. An assignment
series is provided to cover the application of the basic
principles on the-drawings or blueprints for each unit.. The

units cover the range of drawings, sketches and prints which
technicians and mechanics are normally required to read and

interpret.

'2htary;Blueprint Reading
Ahri:1970

Publishers

,Elementary Blueprint Reading it designed for students,

aPPrntices, craftsman,,and others in the machine and allied



frades-whbitanttb-RhOW h-oW tO-read and
,

prints without, learning how to make mechanical drawings or
master drafting techniques. The text is divided into 23
instructional units progressing in a logical order of learn-
ing difficulty. Each unit involves the application of
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 opportunity to apply what he has
learned. A review of common fractions and decimal fractions
is included to serve as a reference in calculating dimensions
required in the study questions.

Starter Blueprint Workbook for Pre-Job Training
by Joseph Todd, 1967

National Tool, Die and Precision Machine Assoc.

Pre-job industrial students can make use of this text
as a first workbook in blueprint reading. The book provides
an introduction to systems of engineering drawing, and has
lessons on the following topics: isometric and end,views,
missing view problems, missing lines, applications to produc-
tion prints and meanings of blueprint abbreviations. Numer-
ous examples of drawings are included to help the student in
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 incJ.usion of,
questions aimed at their cOntent. Because of the large
number of illustrations, this book seems to be well suited
for the beginner.

40BUILbING CONSTRUCTION,

Apprentice Carpenter. LesSon Plans, Study .Ouide and
Workbook, 1971

National Laboratory for the Advancement of Education
The Aerospace Education Foundation

-Created and validated by the. U. S. Air Force, this
instructional package contains texts,,lesson plans, workbooks,
and programmed,units. A complete plan of instruction spells
out sequentially the-learning objectives for each module in
the system, including support materials and instructional
methodology keyed to the objectives.

The course includes an introduction to carpentry and
provides instruction on the carpenter's hand, portable power
and shop tools, construction and maintenance of wood

!)8



------.:structuresYan4 instaIlratkon-bf-bu-Ilding-h4rdware-i---Unit
:modules include; introduction ,to Carpentry; Cabinet
bOnstructiOn; building construb Ltion; and :bUilding finish
'work.

The Art!Of 'Bricklaying'
by J. Edgar Ray, 1975

Bennett Books

The baCkground information ..arldskills necessary for
bricklaying are covered in a text designed, 'f.b
.education stUdents. The following tOpios are bovered; The'
Story ofHBrick; Composition of Brickl Lithe, Cement, Mortars;
Tools; Spreading Mortar; Corners, !4ising 4!",:Raising
AMerican Bond, :RaiSing 81!Flemish/Jdond LaYout Of Corners in
Yarious Bonds;."SuggestiOns for APPr.entiCes;Nalls,.. Speed:
Exercises; BondS and Patterns in 3.7iCkwork;,,Chimney.COnstruc-
tion; Special:Aspects of Brickwork; ArCh Layout, Construction;
Brick Details and COnstructio; AdVanced PrObl'eMS in Orna.
mental BriCkwork; Photographs o f ExcellentBrickwOrk; Laying
CeMent Block; Scaffolding; and Masonry Veneer., A glossary
of trade terms and a student's progress chart 4re also
included.

Basic ElectricityTheory and Practice
1-974

New ,Irrsey.Curriculum L;ib.
Rutgers, Kilmer,Campus'

This text is primarily suited for tea6hing electricity
as a related subject. After the units'on safety and tool
recognition and use, the authbr'preents the fundamentals
of electricity. These _include Ohm's Law, parallel and
series circuits, meters, batteries. circuits, relays, and
lead identification. Each unit has an achievement test.
The information is presented in individual-lesson form.

SketchiligtCp_,E.12D2Iry Trades
,by.Leo McDonnell, 1957

Delmar Publishers

This textbobk provides advanced instructional,material
for.students, craftsmen,:technicialand others,in-the'-
carPentrY or masonry.trades who-nqed the-ability to
read residential' blueprints anri, make-simple- trade.Sketches.-:
Instructiorial units are proVi:, whichrevi:ew dimensioning
and the uSe of'scales. Review probems, are.inbluded'.that.'



ch6tk Mastery of the_information previously. presented:.:________
Floor, framing plans and floor plans' are f--/eredHnext. The,

.seotion of instructional units deals' with detail drawings of
C,ornices, walls, windows and doors,1 dormers, louvers,
cuppola, stairs, fireplace and mantle, and cabinets. , Infor-,
'mation.on 'quantity and material lists is presented in the
last unit. A.comprehensive review of the: entire text is
Provided at the end.

31Ueprint Reading for PlumberS
by P,artholomew D'ArtangeloB. D,'Arcahgelo and J. R. Guest,

1973

'Delmar Publishers

Blueprint Reading for Plumbers provides instructional
material for plumbing and pipefitting students who MuSt
develop the ability to interpret trade blueprints and I5lan

theinstallatiOn ofthe re4uired.:plumbingi- The stUdent,-updn
-,Qql#,Ietion of the text, shOuld.beable to interpret aII: types
Of trade drawngs, make orthographic or isometric sketches_
of plumbing installations, and"make 4 mechanical plan Of
Hpiping for both residential and commertial constructioni The
units of:instruction ate grouped Under the::following four
tOpitSf. Piping-Drawings., ISometrid pipe-Layout, Interpet-.

BlUeprints:i and Commertial Building BlUe7
PrintS. unit'includeS !Unit' objettiVet:, illustratiOns
Of the printipleSi and' assignthents. The aSsignmentSat the
endlof each unit provide the stUdent:witrattice,:and Serye
4s a Check on-the" mastery df COUrSe: Content. Sampleblue-

:prints are proVided where appropriate.

Bricklayer and Stonethason
-1973

University of Texas at Austin

HS'erving as a study manual, this book proYides a com-;
PrehOsive and well7illustrated discussion of the tools,
mate'riaIs, and protedures used in the masonry trades:. The
teXt contains '10 aSsignments and is' 189 pages in length.
/,

Bricklaying Skill and Practice
;:bY RobertHPutnam'

AmOrlOan Teohnicai_Sie,tY

'The current and-modified techniques",.practi.b.4,-.
Lmaterials noW used';'in :briOkle.ing are, tdthprehensiYelY_Pre

sentedLin this:reviseci,textfc, ThOroughly.Updated-, it:fully
:Meets the rOeds:oftoday'Ysapprentibe tradesmen in-,traThingj



a.s well as those of 1...11P.AgqrMj.Ymen,_foremenand_suparvisors----
whd need refresher 'training. J'Iew-chapters with updated infor-
mation.are added on safety, basic tools, building materials
cind methods,,and construction techniques. Included is new
information (Dn epoxy mortars, pre-fab Panels, bricklaying in
heavy con:struction, and use and handling of welding equipmentr-
Plus a'ichalbter on concrete block. All the inforMation and
guideline's cOnform to the-federal, state,'andprivate'standard-,
setting agencies.

Ruild a_Better Life, Film

Modern Talking Picture Service

The experiences ofHyoung men starting their.careers:in
the construttion ndustry are dramatized in this film
work, their lives and thelir7:words serve to give an inside
view pf yOung people happily employed in this field. The,filM
may be borr9wed from a Modern Talking PiCture Service library.

Construction, Volume I. Instructdr's Guide and
IndiVddual Study Guide, 1973

pniversity Of MisSouri-Lolumbia

_These two, manuals, One for use by: the instructor, the
other:by thestudent, deal Primardly,With residential
:carpentry,' _contained .in,the first part of the c:OmprehenSive
instrU'.ctors guideis:an occupational analysis '.uponwhichthe
,lessOn planre,baSed,. A'nere are:qeSsOn plans thrOughoUt
:the guid-e using the felIoWing format:.jSCOpe of the 'unit;
behaVioral Objectives references; list PfHteaChingHaids;
intreductOry statement; IesSen outline i'd,r..stepsPf:.prPeedure.-;
Linteraetion7itemsl-sUggested-activitlesrand-sample7test:
items, lJnits included are: ,orientatipn,
tiOn, and preliminaries; cpncrete and concrete cOnstruction
and flOor and.wall fraMing.. A set of' 86, transparencies and
11 handouts related to this volume may be purchased.

The student's study guide covers the sathe'unitsand
lessOnS but does hot fellow the lesson plan format which the
_teacher uses. Nine tests conSisting mainly Of multiple-,
choice 'question's :end.pach unit.

_

CDaStruction, oluMe II. InStrUctor7,s Guide and
Individual StUdy adde

HI971

A continuation of V6lume I using the same: format. for.:
both in tructor'!S'nd individual study gUides., Units include;



-'roof-framing_and _finishing.;._plumbing;__ _electrical -wiring.;,-
insulating and 'heating; finishing, exteriors; :finishing
interiors;' and .guidance. 'A 'set of 96 tranSparencies related
tO this voluMe are also purdhasable. '

d,

-Building Construction and Design
by HarrY Lare

Howard W. SaMs and Co., Inc.

The numerous factors that must be conSidered when
designing or constructing any type of building are covered
in this book. Among these are type of terrain, geographical
Iodation, accessibility, kinds of materials and their cost,
and occurrences of nature. This book will aid the builder,
designer, or student by 'oresenting the information needed to
avoid or correct common building faults. Actual examples
illustrating both good and bad building designs and con-
struction procedures are given.

Building with Steel
by Don A. Halperin

American Technical Society

In this revised text, the explanations of the principles
of design and construction are clear and easy-to-understand,
so that a minimum of previous training is reqUired. The ,

author covers all primary elements of buildings constructed
i iwith steel and gives proper consderaton to secondary ele-

ments such as prefabricated curtain walls, doors and door
frames, etc. Current practices in riveted, bolted, and
welded connections are thorbughlyr"covered. This revision
includes the use of all new steels, and actual tables from
the American Institute of Steel Manual are provided for use
in solving problems.

Careers in Construction, Film
1974

PathesdOpe Education Films, Inc.

This film-covers the many jobshin the construction.
l'induStrY.. Part, I TresPnts interviews with,PeOple in the'.
construction business discussing oppoTtUnities.-in'the 4 .inalor:
areast.: ,residentiaIbuilding,general buildinvJlie,08aY'.9bn7
struction'and heavY'construdtion'.: The',aVailable, jobs at:all
levels 'are disCUSSed, 'as' well :es'actUali.work day 'actiVities,,
responsibilities,and. advantages .anddisadvantageS-.
outlines the,methodS Of entering this:field... .-SUggestions are::

h gilien 'for' sOurdesHOT'furtherHinformatiOn.:



CarpentrT,and Building
HarrY Ulrey-

ard hams and Co., Inc.

.k,puestion and answer.format-.is used in this text to
cbverlrequently encountered prpblmsin carpentry and:.
bUil4ing.. Complete, descriptipn of at least -2"5 situations
under each category enable the'studemt.of:carpentry and :(1

Y. building constrUctionto-acqUire a cpmprehentivebaCkground.

Construction COntraCting
by Richard Clorigh, 1925

Wiley-Interscipnce

In covering topis that are important in the operation
of a construction company, this book kirst 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 relation. The focus, throughout the book, is on the
latest praptices and procedures and many example6 are given
to clarify the text.

ConstrUctionEstimatin
by Raymbnd Jones; 19

Delmar TUblishers

This book is-intended for those 'working in construction
who are interested in learning how tp &stimate the amount
of material, time and equipment.frequiredto.complete a'

Construction project. Parts I and II discuss the various
majorfields-of constructiOn in terms of .the procedures and
specifications recfuired to construct a small residence.
Parts III and IV are built around a complete set of ,

architectural plans for a small commercial building. This
book is designed for both classroom use and home study. The
package consists of a text; architectural drawings of_a.

residential and.a commerciai building; and a pad of
Estimating Data sheets.

Construction Learning Packets

Continuing Education Publications

150,1earning.packets dealing .with',the construCtion;
cluster makeHup this program, . Areas includes mathematips;,

handtools; Power: -001s; 'woOd propertiearconCrete;



fa,tenerslsafety;!management;.r.foundationsi blueprint read-.
tracks;in-ill

work; kitchen cabinetai pipe trades; and finisheS.

Course in Carpentry

Californi4-State :Joint Apprenticeship Committee
..Bureau of:Publishers, California State Department

of Education

Serving as a suppIemen-Lto on the job experiences, this.J,
book provides a training course for apprentices in carpentry.
The text is divided into five units, covering the following
topics: rough. framing, roof framing, extetior.finish, lntetior
finish, and stair buildAng. Eachimit provides inStruction,
aSSighments and a study guide. Diagrams and drawings illusttate!,
the prinCiples and techniques.

Electrical ConstrUction
by Robert !Spinti and Tommy Koonce, 1971

University of Missouri-CoIumbia

This coUrse of study,COnsists of:an,analys4s of electri-
Cal construction toge7ther with asSignMent sheets! coveting .the
!telated occupational information to be taught by the sehool.
The .analysis.of,elect..rical,donst,rtion is 4 bteakdOwnef :the
)-(lany tasks: the electtltal constructonworker'ahould be able
Hto do, arid:.the relatedinformation the.morker'shoUld know.
HEach task-is,accOmpanied by an-assignment sheet. These
!assignment sheets provide supplemental information, references
fOr further'teadings, and questions and problems for the'

studentto do. This:teXt is to be used in conjunttion with
oh the ibb training and clasStoom inatruction.

-Exploratory DraftingCarpentry, SEE DRAFTING.

Exploratory Drafting-7M4sonry, SEE DRAFTING.



House Wiring
-by-Roland E. Palmquist

Howard W. Sams and

House; Wiring details :the absolute importance of a
re'sidentiairing iob. Euitable for beginning

e.lectriitystudentS and 8.dvanced electronics students who
are 'Oat faMiliar with houSe wiring needs', technique's, and
legal cocias," thisbOok covers-the- calCulationsI materiaTS;
eqUiliment acbepted practics'and techniques, installatiOn,
and design of house wiring;

How to Design and Install Plumbing
by A. Matthias, Jr., Esles Smith, Sr., and
Robert J. Vblland

American Technical Society

Explanations and illustrations 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, pumping, drainage, sewage,
and ventilation.

-An Individualized Learning System. for Carpentry

Learn Fast Systems, Inc.

/ This'learning system is'deSigned to allow.students to
learn at their own pace. 'The learning package system contains
2 parts: 1) the ta8k 'package, which deals with each
-performance objective, and 2) .the unit package, which
contains a number bf task -packageS related' to a given 'unit o
instruction. -The package includes 14 units,. covering the
following topics: carpentry, hand tools; portable power
tools; working machine tobls; lumber; fasteners and,. adhesiveS;
plans, specifications and codes for houses; house-footings
and foundations; household cabinets; floor framing.; wall.
framing; roof framing; exterior wall finish; -interior walls,
ceilings and floors; and door and interior trim.-

. .

Masons and Builders Library
by Louis M. Dezettel,

Howard W. Sams and C

The approved methods of masonry construction ih-ail' .

branches of the. bUilding.:,tradeS,are .explained.im:this 2.,
'volume zet., 'It giVes-ideas, methbdsand plans, frOm, the
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practical experiendes of successful masonry workers. The.'
-whple .soience Of modern:brdkIaying and masonry is taught .
in easy'step-by-step lessons. 'The text presents the essential,
facts'of masonry based on ac'tual experiences, including:
statistics, rules processes, definitions, formulds,.diagrams,
tables, and estimations.

Mathematics for PluMbers and Pipefitters
by :BartholPtew D'ArOangelo,:Benediot D'Aroangelo
Russell J. GueSt, 1973,

Delmar Publisners

The aim of this text is to t: ,ch specialized ,mathe,
matical principles to thOse in the'Plumbing and pipefitting
trades. , Ttemphasis is:on the develOpment-Of usable skills
in the laYOU-t, measurement and coMpUtation of pipe lengths.
New materials and techniques are coVered. InstrUction is
provided on the measuring-of pipes 'and the cuttingof pipes
both on the job arid in. the shop.: .The principles,are first
revielited, :then followed lbyi_.p.roblemsiprovided for eadh topic.

and

Moderft-Carpentry
by Willis,Wagner

COOdheart-Willcbx q0., Inc.

Modern Carpentry:is an easy-to-iunderstand encyclOpedia
of-baSic inforMat.iOn,On:Modern.building methods a_rid mater

ialS. Speoial, eMPhasis,ia.placed :on f.ramingproCedureS.:
Drawingsarid photosfshOW typical hodse-constrdOtOn
froM buildingthe foUndation to pOmpleting the r66f.: Modern

LcarPentry-practices are illustrated anddestribed: in simple
language'. Fu1l:inforMatiOn:_is_given._on-now,-46Luse--both-nand--
and power tools correctly'and safely. .A spedial color
insert,:snoWs cOlor and-graihcharacteriStics of over 70. ,
native and foreign woods. ,.Modern-:Carpentry provides.basic
.instruction for students.inAiigh Schdol, Vocational School

ApprenticefTrairiing; and Adult Classes.

apportunities in:Carpentry Careei:.s
by. Roger Sheldon, 1974

VOcationuidance:Manuals

The work of.theygeperal.carpepter, the cabinetmaker,
'the-Millwright,:andotner sPedialists- tf the trade and re
related-fieldsA.s eXamined .i.nthis book.' It describes
remOdeling and:maintenance, and-Seasonal and' casuall work.
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, OlaSsrOoMtraining,apprentiCeshIPs, union,.versOS:_nonunion
'i,ind:fringeHtenefitta'X'e alto' diScUSsed,AH

dOMPletelist:Of 4.,ional'aPprentieeshipHoffices.,is:

Plumber
1969

University of Texas at Austin

Plumber is, a study guide with unit tests.. , SafetY
blueprint,readingi tOols, matnematies, pipe, conneetiene and .

joints, materials and equipmentsewage disposal, waterH
distributior(systemsj; maintenance and-repairI>and other K
topics are deaXt-With in .65 assignments (19Hunits). This
study..guide is paSedjon PlumbingHbk Babbitt, 1960,'McgraW,.
Hill; and How to Design and:.Install PlUmbing, by Matthias
and Smith; 19.64, American Teehnieal Sodiety:.

Plumber and Pipefitter
1974

The University of Texas at Austin

This manual contains the basic information for the
plumbing and pipefitting trades needed by a two-year-student
as related Tnsi-ruction for on the job training. TheE, 22

assignments,.cover safety, hand tools, fasteners, water
slapply systeMs, waste systems, and weldedi pipe work. A
required reference is Hand Tools for Metalworking'Trades,
3rd edition, 1972, which is published by this department.

Plumbers and Pipe.Fitters Library
by Jules Oravetz, Sr.

-ITT Educational Publishing .

The books'in this series were writte
In

to provide the
stUdent and apprenticeiwith the related classroom instruction
necessary to becoming a competent tradesman. Recently
updated by a professional engineer utilizing the latest
developments in the plumbing ,and heating industry; this
series is particularly suitable for use in comprehensive
building trades programs.

VOLUME 1. Contents: Piping mathematics; physics for
plumbers and pipe fitters; plumbing materials; sheet metal;

, pipe; tools; soldering; lead work; formulas, tables,
calculations; and review questions.

VOLUME 2. Contents: Water supply; drainage; sewage
disposal; pipe joints; pipe fittings; roughing-in; valves
and faucets; fixtures; and review questions.
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VOLUME 3. Contents: Pipe fittings; gas piping; steam
heatinglsystems; hot water heating-systems; boiler fittings;

,

heating sYstem planning; fuel-oil tank installation; air
conditioning; braxing and welding; and review questions.

Related Information: Plumbing 1
by Harry Slater, 1958

DelMar Publishers

A competent plumber must not only develop basic skills,
but be capable of applying a wide range of the technical
information related to his trade. Plumbing is the first o
a three-volume series presenting the related technology
needed to supplement the practical Work performed by the
apprentice,on the job. This book is organized according tp
a unit pattern which allows the instructor to structure the
course sc s t'c) meet local training requirements. The-text
is dtvided into the, following 7 sections: Pipe and Fittings,
Soil Pipe, Cold Water Supply, Drainage Systems, Hot Water
Supply and Fixtures. The sections are divided into units and
e6ph unit contains Objectives, Related Technical Information,
and Suggested References. Assignments are provided to give
the stUdent the opportunity to test his mastery' of the
content of the unit. Charts, diagrams and drawings are also
included to help illustrate the material.

Related Theory for Painters and Decorators
1974,

Rutgers, Kilmer Campus

This is a rather elementary treatment of the painting
tiade, designed to; increase the students' understanding of
the materials they,deal with. .Under "Tools and Equipment,"
stress is placed on safety precautions. Also discussed in
some detail are: kinds of paints, clear coatings and
finishes, color, paint failures, and spray painting. An
extensive glossary is included. The book is illustrated with
pictures and numerous cartoons.

Residential Wiring (House Wireman)
1970

University of Texas at Austin

Residential Wiring is a study guide with unit tests.
The 34 assignments C8 units of study) cover safety, tools,
roughing-in, trim-out, signal system, appliance installation,
troubleshooting; service calls, and customer relations.
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Sheet Metal Blueprint Reading for the Building Trades
by ClaudeZinngrabe, 1971.

Delmar-Publishers

The purpose of this book is to teach the student to
interpret those plans which deal with the sheet metal trade
in.building construction, and other trade prints related to
sheet metal work. This knowledge will help in the efficient
fat_ication and installation of sheet metal work. The book
.is divided into units of instruction, and objectives and
assignments are included along with the instructional
material. Fifteen drawings are provided in the back of the
book and are designed to be used with certain assignments.
Detailed instructions for the completion of all assignments
are provided throughout the text. A review of measurement,
angular measurement and drawing,is also provided. However,
a :knowledge of basic mathematics and mechanical drawing is
assumed.

Templet Development for-the Pipe Trades
by R. J. Jones, 1966

Delmar Publishers

Using a logical sequence of instructional units, this
.,book covers the fabrication of various pipe intersections
commonly used in heating, plumbing and power plant installa-
tiOns. Beginning 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 cylindrical
,objects to the more complex methods involved in the develop-
ment and layout of complicated pipe intersections. Step-by-
step explanations of the principles involved enable the
student to progress through the various steps of rectangular
and cylindrical layouts. Diagrams and detailed instructions
accompany each assignment. Each assignment-includes a
problem in pattern develdpment and a series of review ques-

''tions to insure mastery of the material.

JWiring for Your Home,-Film

Changing Times Education Service

This film provides an artwork presentation of the
fundamentals of electricity and emphasises the importance
of adequate wiring, fusina and circuits in the home. !

I 0
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Bennett Books

This book provides an introduction to the field of
woodworking. It covers building construction as well as
cabinet making. Technological developments in products,
tools and building techniques are also discussed. The book
is written i' direct, simple language.

OBUILDING MAINTENANCE AND HOUSEKEEPING

Building Care for Hospitablity Operations

ITT Educational Publishing

The proper professional maintenance and cleaning of all
buildings, restaurants, and public areas in hotels and
motels is presented in this complete and practical guide.
This text emphasizes step-by-step instruction for the non-
specialist employee, such as the utility 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 techniques. Specific topics discussed are:
wall washing; window 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; restains; minor repairs; and
structural care.

;Building Maintenance
loy Jules Oravetz, Sr.

Howard W. Sams and Co., Inc.

The material for this careful sw-vey of building
maintenam:e area's was collebted and wrl,ten by a professional
engineer. Maintenance personnel from many industries were
involved in contributing information, since the maintenance
of modern office, industrial, educational, and public build-
ings iz a complex'operation calling for many different
skills. This text is widely accepted in vocational and some
SPecialjneeds programs because it not only explbres the
methods and techniques of maintenance and-building repair,
but stresses maintenance-cost reduction through preventive
measures.



TheHcentents include: painting and decorating;
plumbing and pipefitting; cOncrete and MaSonry; Carpentry;
rOofing maintenance:; glazing, and calking; sheet metal;
electrical maintenance; adr conditioning and refrigeration;
insectand rodent control.; heating; ma.intenance management;
and cusibdial praCtices.

Building_ Maintenance Man
1973

University of TexaS at.Austin

Designed for uSe by high school stUdents, this manual
is a broad, stUdy.of the fundamentals Ofcar/5entry, plUMbing,
Hpainting, stuccoing,texturing, paperhanging,-screw stud
fraMing, floor covering, -roofing, glass work, concrete work,
electric motor :servicing, and many other trade areas required
of maintenance Mechanis. ,The text consists of 45 assign-
ments and is 37c .pages long A coordInators guide is also
available.

Cleaning Aestrooms'Self Training Course ,

Restaurant-Hotel Aids

This booklet covers-the complete restroom cleaning
job in, steps and photographs 'that are quickly read and
easily understood. Included are.-53 photograptS, 3 review
sectiOns and 4 tear-out checklists for on7the-job Use

Custodial ,Training
Learners Manual, 1966

'1111e Ohio State University
nstructional [4aterials Lab

An 'excellent'source, this manual Was designed to giVe
building custodians a betterunderstanding of: the problems,
involved in providing'adeqUate bUilding services. It
'presents, in an organized manner,many ideas, practices, and
suggestion's which have been succeSsfully used. The material
included 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 Covere4 yiork schedules,operatiOnal tasks (such as
dusting, cleaning, etc.)., different floor' types, and their
careT7T1obr-maintenance-materials-care-ofequipment-and-
purchasing of equipment.



FunCtional Housekeeping in Hotels and MOtels
by John T. Fales

Howard W. Sams and Cd., Inc.

The management of the housekeePing function in today!s
hotels and: motels has ac hie ved a high degree of e ffec tive-
ne es. Ite deVelopment in recent years has been rapid and
significant. This, book will enable the student to review
tha state of the :a47t of hotel and rriOtel hoUsekeeping as it
existe today and: to ase.0% in its further progress.The
book's contents include::: Organization; :Staff; Zmployee
ReCruitment, Selection., and Pladement; Training, Human
Relationsl JOb StUdy; Workimproverrient;:,Organizing, Planning,
and Scheduling;. Operations and Controlling; Fire Hazards;
:Purchasing; Materials.; Floor Cate; Linen Service; and
:DisCussion QUestione,

Home and Building Maintenance
by Janies Woodin and Louis Hayes, 1969

McKnight and McKnight

This book supplies the following information for those
buying a home or even maintaining an apartment: 1) -1.%mf cal

maintenance jobs well within the capacities of the h school
student or the average homeowner; 2) basic information needed
in "sizing-up" a job and 3) information useful'. to custodians
of large buildings. The book provides basic information on
the skills and tools needed for many maintenance jobs, along
with a general knowledge of the operation of devices and
systems. The following topics are covered: electrical
service and systems, maintenance of electrical devices and
applicances, the plumbing'system, heating eystems, tools 'and
equipment, care of floors and furnishings, painting and
interior maintenance, exterior maintenance, 'and special
problems and activities. Each chapter has _suggested activ-
ities and a list of references for future readings. Many
pictures and diagrams' are provided to clarify the subject
matter. Tables and charts are included in the appendix
which supply the information needed to carry out various
maintenance jobs.

..The Maid: Cleaning, the Bathroom, Film, H 201:

Nati anal EduCationak, Media, Inc .

--,Tha.-proper_,prOc ures,for, cleaning_a_bath.room,._are,
',..,mOnstrated in this film. It provides instruction in
cleaning the Wash basin, fixtures, tub, elsower, toilet bowl,

floors and walls. Careful attention is paid to providing



necessary SuPplies and to the correct use of detergentsa.nd,
other chemicals. The impertance 5 reporting' malfunctioning,
plumbing or electrical equipment ?-s also stressed.:' Con-
scientious work and thoroughness is encouraged throughout.

The Maid: Making UlD the Room, Film, H 202

National Educational Meda, .1nc.

This film demonstrates the responsibilities of
making up a check-out room, with special emphasiS
thbroughness in cleaning. Emphasis is placed on theproper
technique' for making up a bed, aS welLaS clean-up:.procadUres,
changing cf linens, dusting and proper guest relations.
Also included 4S disposal of wastebasket contents, replenish-7
ing supplies, handling items ,left by gUests and final: in-
spection

Sanitation, Safety, and Mainteilang_t_jjagement
by Bruce: H. Axler

:ITT Educational Publishing

A comprehensive, in-depth discussion of all aspects of
sanitation, safety, and maintenance for the manager is pro-
vided by this text. It includes practical suggestions, dis-
cussions *of the manager's responsibilities, and tips on
safety for both employees and the PLIblic. The importance of
maintenance and sanitation is emphasized, and methods for
implementing the suggested procedures are included.

The contents include: introdlIction to the manager's
responsibilities and ePonomic imPlieations; microbiologY of
food and environmental surfaces; e mPloyee and public safety;
food preservation and conservation; food handling management;
warewashing operations; environmental sanitation; general
cleaning practices; general maintenance practices; landscap
ing and structural maintenance; swiMming pool maintenance,
sanitation, and safety; personnel management; day-to-day
management; increasing worker productivity; specification
and purchase of equipment and Supplies; appendices of records,
form, and checklists; and questions.

40CASHIER AND CHECKING,



Ohio State UniVersity
The Distributive Educational Materials Lab

This manual explains the importance of retail 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-contains simple
.examples of cash slips, while part 2 includes actual checks
that are used for Bank Americard sales. Because the publi-
cation is intended as a preventative aid to problems which
dis,tributive educational students might face on their jobs,
its use is recommended in conjunction with the student's
daily enoounters. Presented in the manual are: 1) methods
for teaching the various sales concepts; 2) ,supportjAre trans-
parencies, and 3) student handouts.

Checker-Cashier
by Edison and Mills 1975

South-Western Publishing C

The fundamental operation of the cash register-is ,
presented in thistext-workbook. It consists of nine sections
of textual material with a total of 29 working projects. The
book shows the, place of the cash-register in store control
and presents text,-;a1 material dealing with suCh topics .as
public relations and the store image. The workbook will
require 20-25'class'hours to complete.

Checker's Manual

National Association of Retail Grocers

The prIbcedures.used by food store cashiers are-out-
lined in this:manual in.the format.of step-by-step explana-
tions. Material concerning dress,.work attitudes,, checkOut
,procedureS, and ,sales tax are included. Information is'
given, On how to handle common errors on the cash register,
redeet empty containers, 'cash checks and:answer cOmplaints.

Handling ChtckS,and Credit Cards, Film, B UOL

Nati6.nal,EaUcatibnal Media, Ind,

- This film teachesclerks ana bashierS basic procedureS_

for handlingdheCks, and "oreait,oardS. Methodsfor deterMining
, .

which Ohecks:andoredit Oardsare acdeptable,' which shbOlV '



De '.,:tectedHarid WhiahshOuId'be, referred tpthe manager,or:
creditdepartmentaredembnstrated through dramaticilportrayals
of.chck:and areditaard transdations :The fiIM SttesSes
the points Which :determine aaceptability,:such asthe con-
ditions Of the cheak or credit:Card, to whom the aheak iS made
put,yaorrect dates, expiration dates, acCeptableBOney limits,
and other deterMihing factors. Also, inCluded are'correCt
procedures for seduring customerS' proper 'identifiaatibn and-
manyother factors in check and Credit card,aaceptancs. There
it an emPhatiS throughout the frlm On customer coUrtesy.

',.Hand'inp. Money, Film, B 404

National EduCat-Onal Media, Inc..

:FroPer and safe.MethodS of handling money are: important
partsaf: proteatingbusinest.-establishmentS against:loss.

demonstrateS_basic prinaiples involved In the
transfeof moneyfrom one PerSdn tO another.The film:
eMphasites'that such tranSactiont:can be accomplisheiI safely
and Withmutual satisfaction. It attempts to Create, the
attdtude in Smployees of ,"treating your money as their own."
,Reallife Situations involving aashiers and:clerks are iks.ed
to .Preser,t, in detail; the proper methodS bf cbuntingmoney,
..rila:7ting' change and avoiding the errqt.s'cbirimonly caused by
interruptions. The film makes personnel' more aware' of areas
in wh:i.ch mistake's Most-often occur.:, pecial consideration is
give,:)to the handling and treatment of large billS.How to: -

spot marked,altered.or aounterfeit money', and the ar'tifices
Of the short-'-change artist are also discussed..

My °First Jobf' CheckerCashier,. Film

:Coronet Films, No. 3437

A :young woman Working in a medium size supermarket-
talks,%about the personal qualifications and the reSpOnSibili-,
ties of the' checkercashier.

My I.Irst Job: Dru tore Clerk, Film

Coronet Films, po.. 3440

A yoUng,,wpman 'relates soMe of her sales experiences 'and.
on7the-job training in a medium size drug,store.'' Herjob
combines:all three areaS of retail work.; Selling,' cashier

, duties, and' sto6khandlin,.



The Retail Cashier; Filmstrips with records
The Chase Manhattan Bank

McGraw-Hill Book Co.

Designed to fit any. distributive education program,
these filmstrips depict all aspects of retail cashiering.
Counterfeit currency is the topic of the first filmstrip, in
which students are shown exactly what to look for when
suspicions arise. Handling cash, methods of, counting, mak-
ing change, and sorting bills are among the .procedures
described in the second filmstrip. Checks are reviewed in
the third filmstrip, and students are shown how checks
clear, how long the procedure takes, as well as how checking
accounts are maintained. The fourth filmstrip is about credit
cardst the different types, the limits each carries, billing,
and "hot lists." The fifth filmstrip shows students how to
go about securing customer identification. Here students
are given guidelines on the validity of the different forms
of ID. The filmstrips come with a text-workbook that 4
encourages student involvement with many different kinds of
interesting exercises.

What Every Clerk Should Know

National Association of Retail Grocers

Beginning retail food store employees may find this
booklet useful as an aid"to accelerating their orientation
the various jobs for beginners. General personal 'appearance,
manners, work attitudes, and work techniques are stressed.
Tips on how to sweep floofs, clean and restDok shelves, build
display's, and maintain an attractive store, inside and out,
are included,

to

60.COMPUTER AND DATA :PROCESSING-

Business Data' Processing I'
by RobertAlbrech7t,

Digital Equipment corp.

DeSigned' for, beginning prOgrammers and data processing
students, thiS*orkboOk Provides a study Of data manipulation,
lists and ordering. The teacher's guide,Contains' program



_Computer Concepts
by the National Data Processing

ITT Educational Publishing

These student-action text-workbooks can ,serve as pre-
requisites for any programming language and contain all of
the computer theory any student needs. Clearly and con-
cisely, they cover all of the basic -computer concepts in a
logical, easy-to-follow sequence. The text of these two
volumes is intended to cover all computers, regardless of
the manufacturer. When reference to a specific computer is
necessary, that reference i to the IBM System 360.

Computer Dictionary.
by Charles J. Sippl

ITT EdUCAtional Publishing

This dictionary cdvers the field of data 'processing, as
weil -aS the equipment and systems in use. It lists more than
5000 definitions, acronyms, and abbreviations, but is more
than ''just a dictionary." It _devotes ;more than 135 pages to
.20 a:ppendices -containimg short, factual discussions and
listings of'.pertinent ,information on many phases- of electronic
data processing. -Ideal for student use, the dictionary was
compiled -by author Sippl, an instructor of computer and
related courses, who found that students and others are often
handicapped because- they do not understand computer tern)s.

Computer Problems for Business I
by LeRoy Finkel-

Digital Equipment Corp.

.

An assortment of business problems for computer
solution that are, app high school business
classes. Topics includ2 comparativ shopping, truth in
lending, invoicing, mortgages, bank st ments, net pric ing,
the gas squeeze and budget forecasting. eac 's guide
contains sample problem solutions.

Computer programmingA ssembler Language
by Willard R. Jarchow

ITT Educational Publishing

ly

_

complex Assembler Language. this text-workbook presents
the details of Assembler Language codkng through 10 unique



programming problems useful with the following third-
generation computer equipment families: IBM System/360;
Univac 9000 Series, and the RCA SPectra 70: This took
stresses the propramming needs that arise from managerial
and rdcord-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.

ITT EdUcaional Publishing

A full, thorough explanation of the program card and
the functions of the.IBM 026 and the JBM 029 is presented in
this teXt-wo.rkbook. It contains 21 real-life job exercises
including accounts receivable, accounts=payable, payroll
problems, time-cards, sales analY"sis and computer source
problems; plus six numeric drills for accuracy and speed.
Using this texe-workbook, a student can ,learn through
practical appliCatidh at his own paCe while the instructor
. . . . . .

is free to provide individual instructions.

Contains th'e teKt-workbook, and':.a kit of1500 cardsHin
,alieavy---duty,tox.,i, Using, the::teXt-workbook and kit,
student can learn-through Hpracticalapplicationathis oWn

- pace, Order with' Key Punch text (listed above

4000SMETOLOGY

The Art of Hairstyling
by American Beauty Service, 1966

American, Beauty Career Service

The Art of Hairstyling includes information on hair-
cutting, shaping and pin curling, finger waving,,hair-
styling, and advanced styling. The hair-stylina chapter is
broken down-into three4parts, each dealing with a section
of the hair. The. first division discusses the side, the
second the top, and the third the baCk of the head. The
stu!dent is given the oppOrtunity to create numerous styles
byombining -the three in various ways. The manual is ,we,11

_



A look at the' career opportunities in hairdressing
and cosmetology is presented in this fi1m.,-1.t provides
facts on aptitudes, qualifications, training requirements,
employment opportunities and other career information.

Chemistry in ,Your Beauty Shop'
by Arnold Lowman, 1959

-

Cardinal Laboratories, Inc.

The author has a researchta-Ckground in-the pharma-
ceutical, medical andbid-Chemical fields, and speaks with
authority on_chemistry in the beauty salon. Many fundamental
facts-aregiven on the composition and behavior of substances,
the cold waving process, shampoos, cream rinses, hair tints
and various other hair products. One chapter is devoted to
dangerous chemicals tithed in the beauty salon.

Cdsmetology--The Keystone Guide to Beauty
by Anthony B. Colletti, 1970

Keystone Publications,

This basic cosmetology text deals with both practical
aspects, of the occupation and, related theory. The "why" ,as
well as the "h6w" of the various practical occupations is
explained as the material is presented. A cartoon character
calls attention to important points throughout the text,
providing an interesting and unique approach,to a basic
cosmetology textbook.

Men's Hairstyling as Your Career, Film
1973

National Career Center

Is there a need for barbers and men's hairstylists in
today's society? This film helps to answer that question bY'
stressing the growing occupational possibilitieS in-the male
jiair-grooming field. A view of in-training activities is
presented, along with on-location scenes of-internationally
renowned hairstylists as they didplay their talents.



Related Science Cosmetology
by Edward Wasserman, 1972

Rutge-rs--The State University
Kilmer Campus

--The purpose of this bobk is to provide instruction in
the wiences associated with Beauty Culture. The text is
dividid into 11 units, covering the following topics:
Hygiene and Sanitation, .The Unseen World (microscopic
organisms, bacteria, yeasts, etc.), The HuMan Body (cells,
tissues, nervous system, digestive system, etc..), The Skin,
The Hair and Scalp (composition of hair, hair problems,
scalp disorders), The Nail (composition of the nail, nail
disorders), The Chemistry of Hair Products, Chemistry of Tints
and Bleaches, Chemistry of COsmetics, Electricity in,the
Salon and Light in the Salon. Each unit has a summary, re-
view questions and suggested study aids for home and,achool.

Standard Textbook of Cosmetology
by Constance Kibbe, 1972

Milady Publishing Corp.

this
All phases of the cosmetology field are presented in
basic textbook for students. It is designed for

national use and therefore contains more. material than some
states require. This%is probably the most widely used of
the basic texts.

Basic Drawing
.by Charles Green,

Rutgers, Kilmer Campus

Serving the student as an introduction to the funda-
mentals of drawing, this book is divided into five units and
covers the following topicst an introduction., orthographic
projection, workint drawings, section drawings and pic;torial
sketching." Each lesson contains.an objective, related infor-
mation,.assignments, and questions or problems. Topics for,
discussion are also suggested. Diagrams and drawings are
included to help ciarify the material and new procedures are
taught with,step-by-step instructions. Because basic

ovristep,---oy- step-

manner, this book seems sUitable for the beginning drafting
student.

120



This is one of a series of career guidance kits (2 film-
strips, 2 records), which feature working professionals
telling of their experiences and offering practical advice.
In Careers in Drafting, Leiffer outlines careers in technical,
architectural, structural, civil and mechanical drafting.

Drafting--I
by Bruce Folena,'1970

Kilmer Campus

Drafting I provides instruction in the use of fundamental
dral.ting tools and materials for the making of working draw-
ings. The text begins with an introduction to ,freshman
drafting, and progresses in a logical sequence of instruction.
The book is divided into lessons, 'with each lesson including
objectives, related information, and assignments to be
completed by the student. Diagrams and pictures are provided
to help clarify the material. Transparent overlays have
been developed for use with this text to provide assistance
to students in interpreting the directions. These overlays
are available from Rutgers, and can-be ordered for use with
the text. This book appears to provide comprehensive
instruction in drafting at the first year level.

Drafting Technology
by Elmer Rotmans and Homer Horton, 1967

Delmar Publishers

,
Since it provides a well-rounded course in drafting,

this book is ready for use without'further preparation by,the.

instructor. The book is divided into seventeen units. Each
unit includes.a. progressive series of instruction sheets to
aid the -student in the development ,of basic skills and in-

. . ,

gaining an understanding of commonly used drafting practices.
'The instruction sheets arearranged in order of learning
difficulty. Each instruction sheet includes: a' detailed
discussion of each new drafting principle, illUstrations
.and explanations to show how these practices are applied;
an assignment and step-,Lpy-step directions for completing the
assignment. Review problems are also included to check the

----- student's mastery of the*material. -Since the book ,starts at
a very basic level, and progresses gradually through more'
difficult material, it seems,well suited for the beginning

drafting student.



Drafting Technology Problems
by LaInmence Gerevas 1969

Howard W. Sams and C

The problems in this book are designed to cover a two-
year Course for mechanical drawing technicians in jrlior
colleges, technical and apprentice schools and trai'ee pro-
gTams. Mechanical.drafting is broadly covered bY these
problems, which start out with lettering and'end with machine
design. The book was intended for use with a 'comprehensive
drafting text. The problems give the student experience in
the selection and spacing of views, balancing of layout and
making scale decisions. The appendix contains instructional
material, charts, tables and formulas which are required for
the solution-of advanced assignments.

Exploratory ,Drafting--Carpentry
by Leroy Hullin, 1971

Rutgers, Kilmer Campus-

,

The purpose:of this book is to introduqe 'the student.
'to the drafting:room, and giveAlim_an elementary*iritroduction
to'carpentry drafting. Ihe-book is divided into. 3. Units and
covers": the 'use of basic drafting toolS,basic..blueprint
,reading,and ,carpentry drafting. ObjectiVes, information and
,asSignmentss.re_provided,,foreach lesson.. 'Simple,Ordwirigs
'ars indjuded to illustrate the'ProCedures., The:leSsOns are ,

very elementary, and are aimed at the student with no back-
ground in drafting...

Exploratdry Drafting-CommercialArt
,by Leroy HulIin and Neal.Perkins, 1971

Rutgers, Kilmer CampuS

While serving the student .as an introduction to the
drafting shop, this text provides Special emphasis on draft-
ing for commercial art. The book is divided into three

Unit.1 covers the use of drafting tools, Unit II
covers basic blueprint reading, and drafting for coMmercial
art is covered in Unit III. Each lesson includes objectives,
related information, and the instructional material pertain-
ing to that topic. Illustrations are provided, to help
clarify the material. Assignments ,are also provided which
allow students to apply what they've learned. This book
seems quite appr Tiate as an introduction to drafting for
hil:Th school stud



Exploratory Draftings Horticulture
by Leroy Hullin, 1971

Rutgers, Kilmer Campus

The purpose of this book is to introduce the student
to drafting, with an emphasis on the drafting techniques used

'in horticuliure. The book is divided into 3 major units:
How to Use_Basio Drafting Tools, Basic_Blueprint_Reading _and_
Drafting for the Horticulture Student. The units are divided
into lessons, with each lesson containing objectives, related
information and step-by-step instructions on drafting pro-
/oedures. Simple drawings are used to illustrate the procedures.
Assignments are included, as the student is expected to be
able to aPPly what he has learned. This book was written at
an-elementary level, and assumes no background in drafting.

:

,ExploratOry Draftink-41aSonry
by Leroy-HUlIin And Neal Perkins, 1971

Rutgers, Kilmer Campus

As it acquaints the student with basic drafting, this
book emphasizes the uses that can be made of drafting by the

masonry student. The boolc is divided into 3 units. Unit I
covers the use of basic drafting tools. Unit II introduces
basic blueprint reading. Drafting for the masonry student
is comered in Unit III. Each lesson has objectives, related
information and step-0Y-steP instructions for the tasks
presented. Assignments are also provided to give the stu-
dent the opportunity to apply what he has learned. Illus-
trations and diap:rams are included to help clarify the mater-
ial. This book appears well-suited as an introduction to
drafting and masonry for the high school student.

:Exploratory ,Drafting-7-Printing
1Py Leroy H011in and Neal Perkins', 1971

Rutgers, Kilmer Campus

AlGng with introducing the student to the drafting
room,this book Points out the ways in which drafting practices

are useful to the Printing trade- The book is divided into
3 units. The first unit covers the use of basic drafting
tools, Unit II provides,information on basic blueprint readings,

and drafting for the print shop student is covered in Unit III.
Each lesson has objectives, related information, and step-by-
step, illustrated instructions on how to perform the tasks.



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
his hobbies and around the home. The book is written simply
and clearly, and seems very well suited for the high school
student with little or no background in drafting or printing.

torvDrafting_.-Sheet Metal
by _Le roy_ Hull in,

Rutgers, Kilmer Campus

The purpose, of this text is to acquaint the student
with the drafting room, and give him a brief introduction
to sheet metal drafting. The book iS divided into three
sections:, how to use basic drafting tools; basic blueprint
reading;, and basic sheet metal drafting. Bac:, lesson has.*
an objective, related information and detailed'instructiohs
,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
hava no background in drafting, but are interested
sPecifically in sheet metal drafting. ,

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
standards are-used throughout.the text. Written materials
and illustrations precede the drawing assignments and contain
./-elated technical information and principles of drafting
necessary to interpret the new material on each drawing.
Where 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
problems are all included.

.Hstructural Drawin47 Manual

by Leslie Kiray, 1968

Rutgers-l0'.SeminarY Place

.

This manUal,was deigned t,0 'meet the requirements of

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 corresponding 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 mork. HoWever, no
attempt was made to treat them exhaustively.. The purpose of
this manual is to guide the draftsman in the making of
accurate industrial drawings, for production, once he has
completed a course in geometry, mathematics .and strength of
materials. -It ds-aimed atboth-the-beginning-and.advanced
structural draftsmen and technician practicing in classrooms
or the professional field. 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
positions as well as to the practicing technician Making
preliminary design layouts for the builder or contractor.

Technical Drawing
by Thomas Mosley, 1968

Rutgers, Kilmer Campus

Designed as drafting instruction 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 c'ourse of
study. The book is divided into seven major units, and
each unit contains a series of lessons. Each lesson includes
objectives, information, and assignments. References are
also included for other sources, such a:s newspapers or other
(but not specific) drafting texts. The material is presented
in a logical teaching order, and has been designed for use
with any standard drawing text. Illustrations .have been
included to provide supplementary.instruction for specially
related techniques. Charts and ables .containing relevant
information are included in the appendices.

DRYCLEANING

Drycleaning and. Pressing
Student's GUide, 1969_

Curriculum Cbordinating Unit, Mississippi

This ,guide cbntains an overview Of ihe cleaning and
pressing fields. ',It consists of ten assigniperits that 'deal
with,chemicals', soap's and detergents, 'fabricsand dyes,



:receiving, inspecting', claSsifying and marking work.z:There
:are additional tOpics Covered in the assignments As Well.

Laundry and Drycleaning
by R. Willett4land J. Grabner, 1970

Small Business Administration

Looking for a concise source of information? This

-pamphlet-is designed-for-use-as-a re-source -material-for
students on the secondary level. Topics covered are:
laundry, drycleaning, coin-operated, and nonautomatic washers
and a bibliography.

0FASHION

Color, Line, and Design

Howard W. Sams and Co.

This book deals with fashion drawing and sketching for

the non-artist. It covers color theory, psychology and
application as related to,apparel, sales proMotion and adver-

tising. A reyiew of the history- of costumes with text and
illustrations is used to teach the concept of historical
influence on modern dress. The remainder of the text dis-
cusses accessories, tasic silhouettes, clothing details,
size ranges, and oatepries. A jointed fashion figure and
full color chart are provided along with the textual.infor-

mation.

Fashion Accessories
,Leslie Ruth eltz ,

ITT Educational PubliFhing

For fashion students and fashion teachers who want to-
know Everything About Accessories this new book can serve as

a good reference. The topics discussed are: leather; shoes;
handbags, gloves, belts and umbrellas; hosiery; intimate

apparel; millinery, wigs; furs; jewelrY; and cosmetics.
Each subject is dealt with in detail. The style of presenta-
tion is straightforward, and easy-to-read. Illustrations
are provided to reinfOrce textual content.



Fashion Fundamentals. AssignMent Manual and
Insi-ructiOnal' Materials Lab, 1975

.University of Texas at Austin

Fashion Fundamentals is an individualized assignment
manual for, students' career preparation in fashion merchan-
dising, selling, buying, and entrepreneurship. The format '

simulates a fashion .magazine, Complete with original artwork
and cOlorful descriptive, illustrations. Sixteen assignments
cover the ,fashiOn industry and careers, fashion trends,
elements of design, color, fabrics, line, matching design to
individuals, cultural influences, selling, buying, merchan-

,

dising, and promotion.

AnsWer BOok

Fashion Merchandisin Internshi Pro ram Workbook

Howard W. Samo and Co., Inc.

Every phase of retail store activity is covered in this
text. Learning is encouraged by the inclusion of charts,
forms, and questions to be filled out by the student.. The
book contains explanations of the following topics: store
Policies and ruleS', employment and training, merchandising
information, organization, sales promotion and merchandising
activities, supervision, systems and procedures. The goal is
to build knowledge, understanding and confidence while
the student is employed in a work/study program.

Sellin
mullikanv 1975

South-Western Publishing Co

0

Fashion Apparel

----This. text-woi-kbook'consists-of' Six' sections-of textual
material which give an overview of the world of fashion,
describe the saleSperson's creative role as a fashion
consultant to customers, discuss principles of fashion design
and textile characteristics, and present specific techniques
for selling women's and men's apparel and accessories. .A
comprehensive glossary of fashion apparel terms follows the
textual material. Six sections of proSects directly related
,t0 the textual material provide meaningful experiences in
effective fashion apparel salesmanship. ThiS book can be ,

used as a basic-or supplemental text and project workbook for
a class studying fashion merchandising or salesmanship, for a
listributive course for individualized instruction, and for

small-group study.
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FIREFIGHT1Nd'

Fire Service Training, Textbook, 1964

The Ohio State University
Instructional Mterials Lab.

This well-illustrated, revised text is designed for
use in basic and advanced fire training courses. It provides
information for training volunteer and paid fire fighters.
Chapter titles are: .Cbmmunity Fire Defe-hke-,-CheMi-gf-FY-Of.
Fire', Classification and Use of Fire Extinguishers, Water
As Used in Firefighting,Fire Hydrants, Standpipe and Hose
Systems, Sprinkle Equipment and Automatic Alarms, Fire Pumps,
Fire rHose, Tools and Equipment, Rope in the Fire Service,
Rescue, Driving Suggestions, Fire Detection and Arson
Investigation, and Inspections and Radiation Hazards.

Low Pressure Boilers
by Fred M. Steingriess

American Technical'Society

Low Pressure Boilers is a text intended for practical
vocational training of firemen tor schools, apartment build-
ings, institutions, public buildings, etc. In a detailed
study Of each system that makes up a boiler installation,
essential information. is ,given regarding: combustion, water,
draft, .and steam.-,While the information is not specifically
related to high-pressure systems, it will be of great value
tit) the fireman working in the high-pressure boiler field.
Throughout the 'text, consideration is given to techniques for
use in reducing smoke and pollution.

Pump Operation.and-Maintenance--------
by Roi Woolley ancl. Robert Ely, 1971

California State Department'of Education
Business Service Section
,Textbook and Publication Sales-

Designed'for'use in%the training of fire fighters,
thia student manual focuses on mOdern fire department pumpers
and the changes in_ their design, construction and operation.
Four units provide information for 22 lessons organized asu
1) Pumping apparatus; 2) PUmping apparatus and maintenance;
3) Pumping apparatus testsand. 4) Pumping apparatus_operation.
The appendix provides a glossary, information on heat and
water, truck brakes, and methods of checking the oondition of

engines through oil analysis. Working drawings and photo-
graphs of equipment illustrate the text.



FOOD SERVICE

Ba.king ( Baker)
1970

University of Texas at Austin

Baking consists of a study guide and unit tests.
answer book is also available. Assignments cover a safe and
sanitary bake ry,.. measur-ing-ingred-ienta,--- mix-ing 'bread -and,
roll dough, making sweet _dough and-specialties, making pies
, and pastries, and making cakes and cookies. References are
Sultan, Practical Baking, 1965, AVI Pub.; and Preventing
Food-Borne Diseases, Texas Department of Health.

An

Baking: Related SciencS and.Trade Information
by OTSommes, 1974;

.....

Rutgers Kilmer Campus

While acquiring an understanding of baking science, as
.

it is presented in this text, the student is expected to
learn the why rather than the 'how of baking. The book is
divided into 12' units, and each unit covers a different food
product, such as flour, starch, or milk products. The related
science of each food product is covered in detail:. The
manufacturing and structUre of each product is included, as
well as itS effects in combination with other products. A
glossary of relevant terms is provided in each unit, as well
as a test, which- students are to complete and grade them-
selves. The onll'r purpose of the test -is self-evaluation, so
that it functions solely as' a learning device.

Bub'bOy. 'Training BOOk'

Restaurant-Hotel Aids
'Order No. BB2000

This kit allows bUsboys to train themselves ;without
supervision. Procedures are taught with cartoons and "how-
to" techniques. The kitl covers busboy duties and responsibil-
ities, proper methods, courtesy, cleanliness, meeting the
public, salesmanship aspects of the busboy' s job, and cooper-
ation .with fellow workers and supervisors.
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Cafeteria Service Film, FS 129

National Educational Media, Inc
1

Demonstrated in this film are the basic job responsibil-
ities of food servers:in cafeterias. i iIt presents nformaton
on portion control, presentation of plates, and proper main-
tenance and stocking of serving trays. Included are tips, on
personal appearance, customer relations, as well as techniques
for keeping the line moving at maximum speed. This film is
applicable to commercial and industrial cafeterias, school,".
hospital, and armed forces facilities, bUffetS,
etc.

Career: Food Service

Cahners Career Education Series/Cahners Books

Career: Food Service was designed to develop the stu,-
dent's competency in each of the many job skills recrUired for

successful employment. Students learn the basics of each
joh by doing, and are.not to move ahead until they canlperform
each skill. Careers: Food Service is composed of 35 indiv-
idual activity modules, each.of which covers a set of skills
or knowledge required for a "specific job. Students progress
from one module to the next after dembnstrating that they .

have learned the requisite skills. The material-is leveled
so as to be appropriate for secondary, post-secondary and
technical students. The entire program is designed to extend
over a three-year period, with the student progressing At his
own pace through the "career ladder," from the least demand-
ing vocational jobs, such ,a's dishwashing, through the more.
complex jobs, until vocational competency is'attained.

Commercial Foods 'mathematics-1
-by-Blanche Dornfield

,

Rutgers Kilmer Campus

The basic arithmetic-principles as thex,are applied to
jobs of the foods trade are covered in thisOtext. The bock
ie divided into six units and covers the following topics,
stressing their relevance .twthe foods'trade: whole numbers,
fractions, decimals, Percentages, and measurements arqi
accounts. Each unit first provides a basic review of the
concepts covered, and then instruction more pertinent to the

foods trade. Exercises and assignments are provided to give
the student .experience with the-concepts. Each unit includes
,an,achievement test to insure-mastery of the skills presented:
A general review is provided at the end of the'text to test
student knowledge of the course content.

ni 0
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Convenience and Fast Food Handbook
by E. Thorner

ReStauront-HoteI Alds

This book extlIOres'In depth!tany techniques:related-to.
tileHfast food ,servlde area. It proYides information related
to the, preoent: and future ProbleMs- and trends in fast and
cOmienience food service.: The'contentt are,,as,follows: The:

Preparation System; Storage Areas;.,Production,Areas; J4iCrowave
Cookery;, Deep FrYing; Quaity Control; EfficienoyFoods;

-:Convdnience-Fodds; Convenience Desserts and."Beverages.

The Correct Waitress
by Susan Dietz, 1952

Hayden Book ,C .,'Inc.

This book was written as a practical manual for both
new and experienced waitresses.. The book is divided int0"13
chapters And covers various-aspects of food service. Man-
agerial as well As personal topics are discussed. The follow-
ing topics are covered: qualifications, restaurant profits,'
merchandising, sanitation; planning, service,''and morale 1

building. The book is clearly and simply written, 'and in-
clude's' illustrations to help reinforce the material.

Culinary.Arts Workbook: -Part

by james:Pair' and Eric Lahr, 1972

'California State Department of Education
BusineSs Service Section

Designed for classroom instruction that supplements
train-ing-for-apprentices-in-the-food-handlers

industry,'this workbook contains .9 units of instruC,tion with
a varyin number of topics within each unit.' Each topic
presents the main insights of the lesson, supplemp.ntary
rea4ing,materials, study assignments, and questions for the
siud'ent. The following units make up the course content:
.1) the Ap-prentice Cook and His Trade; 2) Government, Labor
and Management; 3) Review of Basic Mathematics; 4) Baqic
Kitchen RuleO; 5) Culinary. Information; and 6) Food Stations
on the Job. Photographs of equipment used in coMmercial
kitchens and found throughout the text.
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Dining Room Service
by Lewis Lehrman, 1971

ITT Educational Services, Inc.

Many aspects ofdining room service, mainly from the
manager's point of View, are discussed in this book. Planning,
management, equipment; human relations, personnel, service of
guests, and showmanship are all"covered. In.addition, there
.is one chapter on special service-situations and another on
counter service. The book is written in a readable manner

-withchapter subheadingS-rhclUdedtdi-liake.theffiad-rial
clearer. A summary and questions for discussion are-also
'included in each chapter. Though much of the material seems
to be directly relevant to the restaurant manager, there is
much of-interest to the waiter and waitress. An appendices
includes a list of wines of the world, fifty common cocktails
and a glossary of menu terms.

Dishwashing by Hand and by Machine
by Carol Troutman, 1974

Rutgers, Kilmer Campus

The purpose of this'manual is to provide the student
4ith the skills necessary to wash dishes both by hand and by
machine. The manual is divided into six Parts and covers the
following areas:. Vocabulary, Hahd Dishvashing, Machine Dish-
washing, Problems and Checks, Special Treatment of Various
Dishes and Safety Tips. Each part has objectives, instruc-
tional material, student activities and a review. The
sections 'also contain a worksheet which gives the student the
opportunity to demonstrate mastery of the material.

Elements of Food Production and Baking
by Aaron Kaplan

ITT Educational PubliShing

Almost nothing enhances or detracts from the reputation
,of any food hospitality operation more than the produCtion
of its food. Without the carefully contrdlled quality
preparation of cuisine, all other ancillary services are
usually in vain. This text not only helps the student
develop a firm initial.knoWledge of food-preparation, bui
also serves as a valuable addition to his "cookbook"
reference shelf. The following topics are discussed:
sanitation and safety; kitchen toolS and equipment; basic
cooking methods; stocks, soups,'sauces, and gravies; eats;
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seafood;. poultry and.gamei vegetables,starchy products; and
fruits; eggs and cheese;. salads and dresSingsi horSd.lbures,
CandPes, zandWiches; PieS and patries4bakes, C-ookies,., and
-icings;desserts'; dOffee -6J1A te0;. conenien0e fbodS andmibro
wave ovens. QUestiont 'for discuSsionare alSO proiiided
within ,the te)'ct.

Fast 'Sandwich Making -Film,/FS 108

Natibnal,Educational Media, Inc.
,

5he importance of planning and the methods fqr organiz-
ing fast action in cold sandwich production-are; eMphasized
in this film.. 'Time and labOr-saving approaches and-teamwork
are'stressed. Efficient gandwich-making methods that,do not
sacrifice quality for 'quantity are demoristratedstep-by--Step.
Included are proper techniqUes of using sandwich-making tools.

.FocUs on . . . Breakfast Cookery
by Bruce

ITT Educational Publishing

Eating breakfast away from home ds a popular. American
practice. Breakfast operations can be a profitable source
of income for food service'operators. Breakfast Cookery
offers suggestions on purchasing",breakfast foods, cooking,-
breakfast items, planning Menus,' merchandising, and develop-
ing 'distinctive and profitable :breakfast operations. ,The,:

book aIsO contains new breakfast.disl-i'es and new markets for
-operations with current breakfast Ipusiness: -The book is
written in an interesting ,and readable form, and z.tep,.-:by--.,
step instructions are'provided 'where new:procedures are
introduced. The emphasis ds on.',profits. Proven'methods, and

industry tested techniqueS. This approach would be relevant
, .

to anyone in food service and specially to those interested
in the managerial aspects.

Focus on . . Bu in, and UsinkConvenience Foods
Axler,'197

ITT Educational Publishing

This book discusses' all aspects of convenience foods;

the implications for purchasing, receiving, !storage, issuing
and production procedures. Types'of .00nvenienCe products
,and cOnvenience sYstems are diScussed from the restaurateur'z
point,of vi'eW. Purchasing information,, ,specifications,
quality standards; guidelines'and evaluations': are 'also,
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Presented. The basic.questiontowards which this-book is
aimed 'is: "Make, or BUy?" The book is'writtep in a, readable
manner:,-with goOd organization and charts and illuetratons
to suPplemeht the material.

Focus on . . . Practical Wine Knowledge
by BrupeJi. Axler, 1974

ITT Educational Publishing,

---Practical Wine-KnOwledge is'a compilation of wine
information in a readable form, and was written for anyone
who wants fo 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 information for the consumer on purchasing
wine, staring and caring for it, and serving it. The follow-
ing topics are covered in a manner that is suitable for
beginners in the field, as well as readers with some knowl-
edge: perspective on wine, guide to purchasing wine, guide-
lines for evaluation, guidelines for storage, serving wine,
wine and tHe menu, wines. of France, wines of Italy; wines of
Germany, and wines of the United States and other countries.

'Focus -on' . . . Showmanship in the Dining Room
i by Bruce Akler, 1974

ITT Educational Publishing

The restaurateur can consult this text for, hundreds of
,

ideas designed to increase profits with minimal cost by
.increasing repeat'business, and by making the dinner a
memorable experien.oe. Some of the ideas require some
investment, while others do not. Some require well-trained
-staff,: while others make the work for service personnel
easier. The-following four areas-of showmanship are covered
irp-some detail: 1) special effects, such as dramatic salad
bars, hors d'oeuvre wagons, Customer cooking, andunique
beverage service, 2) carving in the diningroom: .3) flambeing
of all cooked dishes, desserts and beverages,, and 4) table- .

side preparation of main courses, appetizers, salads and
desserts from the raw-ingredients. Each of these topics are
covered thoroughly and include diagrams, necessary equippent
and step-by-step procedures.

ToOd and Beverage COst Controls
by Bruno Maizer, 1971

ITT1Educational Servicee, Inc.

TheHpurpose of this text is to help.,students understand
management"S attitude toward cost controls through analysis'
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of all aspects of a.food service operati.on. The book is
divided into ?1 chapters. Among those topics included for
discussion axe: control of food sales, menu costing and
pricing, ,purchasing controls, control systems, inventory, and
budgeting. Each chapter has illustrations and charts to
supplement and clarify the written material. A summary is
,provided at the end of each chapter, as well as questions for
discussion.

Food Prepara,tion for Hotels, Restaurants, and 'Cafeterias:
by R. G. Haines

American Technical Society

.Designed for vocational training in professioha4
aommercial food preparatiOn, this practioal.tekt on bulinary
artsHcoVert all phases of the field:and hat been revited and
-updated to:insUte a thoraughly modn :6'.ontent. Two new:
,chapterstave been added,one an.Breakfatt Preparation and
another-oq'Specialty Detsertsdetterts of-all kinds fram'
creaMed:pUddinto baked Alaska and flaming destertS.
Fundamentals coVered start with career,appOrtUnity infarma-
tion, equipment, safetyi and tanitatdanHfalloweby clear,

.,stelb-by-s,tep illustrations and explanations: arLprofestianai
:methodt.-7frOm assembling ingredient$ and eqUdpmnt ta t;he,
Paint where the prepared item is-readyta zerve Extra:
features include qualitcontrol,-Menupreparatidn:Manage7

--Ment, and a reVised ancLeXpanded giattaryaf Culinaryterms:.
Thit text iS'a !highlypractiCal one., tince itHpraides:H.
tharoughly tested training: for professionai'achleyement'in'

-this field,

Food Sciende.
by. Nicholas Papiak 1970

'.Rutgers, Kilmer,Camput

In order to prqvide the student with a basic knowledge
and understanding af the science of foods, this manual begins,
with,the fundamental concepts and principles of science and
is comprehensive enough to serve as a basis for the _study of
the bacteriology of foods, nutrition, and chemisttr cf foods'.
The, book is dividcd into ten units and covers the' following.'
topics as related to foad -science: the body and' food, -
physical and chemical changes in food,',composilin af foods,'
leavening ag.ents, food spoilTige and i'cod PrPservation. Each'
lesson includetobjectives, related infarmation, '2uggested
activities :and'an assignment. Achievement tests are prOvided
for each unit. A glossaryis included with all related terms
and definitions. 1 3



Fbod Service
'by, Barbara 'Furneisen,andCharlesSochem, 1971

Rutgers, Kilmer Campus

How do you relate information to a student who cannot
hear? The specific aim of this book i to teach deaf students
skills in food services. The book is written in a very simple
manner, and contains many illustrations and demonstrations, in
order to facilitate learning by the deaf student. The book
was designed for use as_a. tool to aid_the student as he gains
practical experie,nce, and should be supported by Visual aids
and demonstrations. Textual content is divided into 11 units
which cover food preparation, and related topics.- Each lesson
includes rbjectives, information,vocabulay and.assignments,
A picture-glossary of' small equipment is inclUded in the back,
as well as a vdcabulary section. Achievement test's are pro_
vided for each unit to evaluate the student's knowledge of the
course content.

:The, How.4o-Make.rIt Bakery 'Book
by Cy Sommes,l'1970,

.Rutgers,"Kilmer Campus

The purpose of this book is to teach the'student the
special skills involved in handcraft baking. The book is
divided into units, with each unit covering a different
bakery product. G'eneal information is provided for eaCh

,product, as well as detailed, step-by-step instructions on
how to bake various creations, such as pies, cookies, cakes
and bread. Finishing and decorating are also covered in
detail. Illustrations are proVided to clarify the procedures.
A recipe section is included in the back with recipes .for a

1
variety of baked goods. Because of the step-by-step insiruc-
tions, and many diagrams, this book seems well suited for the
beginning baker.

1-low to' ,Planand Ope'rate a Restaurant, 2nd ed.,
Hby Feter,Dukas'

Hayden )3ook Co., Inc.

While it is a'comprehensive,treatment of the organiza-
tion and operation of a restaurant,-the content of this text
is approached from the view of management training. The
chapters are informative and-comprehensive, and include such
topics as organization, planning, equipment purchasing,
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merchandising, motivating the labor 'force, selecting employ-
ees, credit, and record keeping. This book is suitable for
mature, interested students.

Introduction, to Professional Food Service
by James Coffman, 1971

;

Rutgers, Kilmer Campus

Fundamental information,- in lesson form, is provided
for people interested in entering the food 'service field.
The objective 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 completion of
the manual indicates that the student is qualified to under-
take advanced courses in food service, or to go out into the
field with a good basdc knowledge. The book is divided into
lessons, with each lesson covering an important 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. ,"Brainteasers" at the end of, each lesson, are pro-
vided for the student to evaluate his own knowledge of the
content. -Progress tests are provided throughout the manual
to check the student' s mastery of the material.

'Jackson's Tree, Film, 1962

General Mills,' Inc,'

The purpose Of this film is to attract young people to
a career in the food industry. It tells the story of a
father who is disappointed 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 changes his
mind about the 'prospects for his spn' s future.

Meatcutter, 1973

University of Texas at Austin

This study manual presents a thorbugh discussion of the
meatcutting trade. The following topics are covered: safety;
tools and equipment; careers in meatcutting; a short history
of the cattle industry; -how to break down the carcass of beef',
lamb or pork; cutting retail cuts from wholesale cuts; trade
mathematics; pricing; ,storing and displaying meat; and other
aspects of the trade.



California,State Department of Education
usiness ServiCe Section

Designed for use by apprentice meatcutters, this book
N. serVeS as an introduction to the meatcutting trade. It
provides the background information as well as technical
know=how needed by the apprentice meatcutter. The following
toPics are covered; the apprentice meatcutter and his trade;
applied mathematics; 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
topic is contained within the workbook. However, at some
points the reader is referred to other texts for additional
information. A glossary of felevant terms is provided in the
back for the student's information. An examination is also
Provided which covers the enLire course content.

Modern Supermarket Operation Kit
1974

The Univertity of texas at Auttin

Ttis kit*contains a series of assignment manualS on -
modern suPermarket:operation, and food store housekeeping
!Also included is a reference manual, trade literature,:and
an answer book.

Bysbov, Film, FS 120

National Educational Media, Inc.

This orientation film on the duties and responsibilities
of a busboy can also .be useful for waiters and waitresses.
It demonstrates a busboy's duties before, during and after
the meal. Such topics as setting up a table, assisting
serVers, Pouring water and coffee, emptying ashtrays, and
removing and staekinp: soiled dishes, are discussed. The
importance of the busboy as a valuable member of the food
service team is stressed.



Nutrition, Part I
by Nicholas Topiak and

RutgerS, Kilmer Campus

A general analysis of nutrition and dietetics is pro-
vided in order to meet the needS of vocational students in
related foods occupations. Although there are no prerequisites
for this course, a knowledge of food science may be helpful.
It is designed for students on a high school level who may be
entering fields of baking, commercial foods, practical nursing
and public health occupations. Each lesson is simple and
concise, and can be used for independent study or classroom
groups. The manual is intended for use as a workbook, an
information book and a planned activities book. It provides
basic material for planning, preparing and serving nutritious
meals. This manual has been divided into two volumes. Part
I includes sections of basic nutrition, and Part II includes
the sections on home economics. The 2 volumes together are
consideredf as a single course.

The Professional Chef
Edited by Leroi A. Folsom

Institutions-Vglume Feeding Magazine
Distributed by Cahners Books

, Serving as a comprehensive guide to professional
cookery, this text contains 550 tested formulas, along_ with
full-color illustrations and supplementary black-and-wh-iii
photos. An international cuisine section is included,
which features menus and recipes. Topics of interest to the
veteran chef and the trainee includes how to ouy, the
requirements of food service occupations, how to run a
profitable kitchen, hygiene and sanitation, tools and equipment,
and safe ways to convert quantity recipes to greater or
lesser amounts.

Professional Restaurant Service
by Ellen Adeline Harris,11966

McGraw-Hill Co.

Designed for use by the waiter and waitress both during
training and for the continual improvement of techniques and
attitudes, this book can also be used as a source of reference
for supervisors interested in improving the efforts of their
staff. The manual completely outlines the technical aspects
of food service as well as the more personal aspects, such as



dealing with'the public. There are ,10' chapters,.,which cover
'-the following areas:,,meeting :the public;personal,appearance,,
'general duties, the mehu,:,taking,orders and Serving,types of
service,Hfountain service', Cotts and profits,'Iega)-' rights
nd responsibilitie'and:applYing for:aposition.',EaCh

chapter includes 'questl'pns forreview;, and..a globsary'of
erms is proVided in the' babk 'Of the text.

Sandwidh Preparation and Presentation, Film,, FS 107

National Educational Media, Inc.

This film demonstrates the artistry and techniques
involved in making high quality sandwiches. Preparations
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 is
also placed on the value of appearance by illustrating a
variety of garnishments.

-

Sanitary Food Service. jnstruttor's Guide to be Used in
Training 'Food-Service Personnel

U. S. Department of Health, Education and Welfare

The Public Health Service and the Departments of the
Army, the Navy and the Air Force have pro(luced a joint pibli-
cation designed to assist in setting up and conducting food

service classes. Topics include: Importance and Magnitude of
od-borne---D-is easel--

Personal Hygiene', Self-Protection, and Salesmanship; Proper
Methods of Washing and Sanitizing Utensils and Equipment;
Insect and Rodent Control; Housekeeping and Waste Disposal
Practices; aftd Follow-Up Training and Application of What Has

Been Learned. A section-is also included on managing the
training program. The content material is organized in lesson
plan form, thus making it easily adaptable to classroom use.
Evaluation questions are provided for each topic. While the
guide is developed for teacher use, it is, nevertheless,
suitable as a resource manual for the individual student.

Short Order Cookery; Film, FS 137

National Education Media, Inc.

The short order cook can have difficulty increasing his
efficiency and productivity, since'he is-faced with the particu-
lar problems of organizing Ikork with the added challenge of
Performing his duties in the public eye. The film stresses
ways of coping with traffic and' staying ahead of the rush.
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It deals with, the various foods that must be prepared, and
details on griddle use and maintenance. Emphasis is

Placed on ,the personal appearance, and cleanliness necessary
for exhibition cooking.

so you Want To Start A Restaurant?
by Dewey A. Dyer

Cahners Books

A comprehensive treatment of the topic of starting a
food service business is provided bSr this text. "Five cate-
gories of establishments are covered, ranging from the
gourmet restaurant to the fast food shop. The book is written
in. an easily understood style suitable for high school stu-
dents. This would be an excellent relource book for the
serious cooperative student conteMplating a career in the
food service industry.

Tableservice Techni ues
By Bruce Axler, 197

ITT Educational Publishing

.Tableservice Techniques was written for both the k

Proprietor and dining room employee. It was 'designed as a
training guide to help the ,proprietor to increase profits
and the waiter to increase income. The main emphasis in the
book is on procedures involved in a variety of serving situa-

------tions.. --Included--among--these-a-re--fas-t-food--serv-ic
gourmet restaurants, private parties and room service.
Thorough discussions are also presented on techniques in-
volved in French, Russian, American and buffet service.
Information is presented on service personnel duties,
ordering procedures, iablesetting, and guest relations.
Guidelines for serving specific types of foods are also pro-
vided. Step-by-step procedures for each skill are outlined.
Table settings, takiing the order, dress and behavior code
for service personnel, motion economy in the diningroom and
difficuli service situations are all covered.

The Waiter and Waitress Training Manual
by sandra Dahmer and Kurt Kahl, 1974

This manual is a practical guide for those ,who want
to learn the proper methods for serv,ing food in a restaurant.
This book can be used by po'tential and actual waiters and



waitresses, as well as by managers or supervisors who train
the servers in restaurants. The manual is divided into six
chapters which cover.the responSibilitres of a waiter or
waitress and the techniques of proper service. The follow-
ing topics .are discussed: the Waiter and. waitress, types of
table service and Settings, sidework, initiating the service,
serving the meal, and wine and bar-service. Questions and
Projects at the end of each chapter help the trainee review
and,apply the material presented. Also included are a quiz,
a glossary of terms and an index of specific serving pro-
cedures.

Waiter-Waitress--A Suggested Guide for a Training Course

U. S. Department of Health, Education and Welfare

_The' purpose of this training guide is to provide
assistance to teachers, supervisors and administrators in
preparing capable persons in becoming qualified for employ-
ment in food service. 'A person completing this course in a
satisfactory manner would qualify for initial employment as
an advanted learner. The main_ aim of the course is to pro-
vide.training and practice in food service. The training
should eliminate the need for basic :training on the job.
The course is divided into nine units ,and covers the follow-
ing topics: orientation, mechanics for service, table clear-.
ing services,'menu and ordering service, preparation and
presentation of guest check, basic ,English, business arith-
metic, safety and sanitation, and duties and working rela-
.tions. Reference materials are included with a glossary of
--te-rms-and-sample-tests-and-reviews.-

What Every Baker Needs to Know
by Melvin Bogdany, 1974

Rutgers, Kilmer Campus

This text provides a program of related science and
trade information for the student baker. The aim of the
program is to provide the student with the basic information
to solve problems. 'The course is programmed--the material
is presented in small steps and the student progresses
according to his comprehension of the material. '

suggested bytthe'authors that this course be uSed to supple-
ment classroom teaching. The.program includes,ll programmed
borklets. The booklet titles are: , Flour, Yeast and Fer-
mentation, Chemical Leavening, Salt, Water, Sugar and
Formula Balance, Eggs, Shortening 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 appropriate for high
school students requiring'information on the baking trade.
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Careers in Graphic Arts

Pathescope Educational Films, Inc.

The aim of this film is to point out the many possibil-
ities in the field of graphic arts. Interviews mith graphic
artists in different fields show how some started right out
of-high school while others went to college or art school,
bilt how all recognize the value of on-the-job training.

Interviews throughout the film highlight-some of the
duties and responsibilities of graphic artists in specific
jobs, from the creativity of formulating ideas to,the detail
of designing layouts and mechanicals. How the work contributes
to society, the satisfactions gained as well as the difficul-
ties and disadvantages encountered, and the personality
traits, interests and aptitudes needed are also discussed to
give students a realistic appraisal of the graphic arts field
and their possibilities within it.

Exploratory prafting--Printing,

Printer
1970

SEE PRAFTING,,

The University of Texas at Austin

Printer-is-a study-guide with unit tests. -117b-ontains
82 assignments (7 units of study) which deal with hand
composition, linotype composition, imposition and lock-up,
platen letterpress operation, and planning and photo-offset
printing. The references are Cleeton, Pitkin and Cornwell,
General Printing, 1963, McKnight and McKnight; Karch, Graphic
Arts Procedures: Basic, 1966, American Technical SocitY;
Linotype Keyboard Operation, 1957, Mergenthaler Linotype Co.

Trinting layout and Design
1968!J

Delmar Publishers

The purpose of this course is to provide knowledge of
the basic principles of printing design and to develop skill
in their application. The material is organized intb
Each unit presents a principle of design and uses illustra-.
tions to show both good and poor practice in its application.
Each unit has an assignmeht in layout which requires the



student, to apply the principle discussed. The layouts become
increasingly difficult as training progresses. Review tests
are provided to insure mastery of the material. A section on
applicatiOns coritains jobs ford the student to do. These jobs
serve as both a review and application of the c'burse content
and. offer the student the,opportunity of designing layout
and carrying it through to completion.

Rutgers,: Kilmer Campus

For the beginning student in drafting, this text can
serve as an introduction to graphics. 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 procedu;es, with diagrams and examples for demonstra-
tion. Assignments are included to help the student apply
what he has learned. A list,of useful formulas iS provided
in the tack of the te;lt, along with illustrations. There is
also a glossary of pertinent definitions for student use.

O'HEALTH OCCUPATIONS

Bdsic Nursing Procedures
by Grace Hornemann, 1972

Delmar.,

The procedures chosen for inclusion in Basic Nursing.
Procedures provide a comprehensive.course for the practical
nursing student. The purpose of the text is to Provide the-
beginning nursing student with the information and skills
necessary for efficient bedside nursing. The Procedures have
been presented with common modifications in order to accomo-
date the differences in hospital procedures around the
country. They have also been broken down in a careful step-
by-step fashion to give the new nursing student a complete
knowledge,of proper technique. Each topic area includes
related information on the medical principles underlying thern
procedure to be lea-rned and necessary scientific information.
Suggested activities and assignments are included for eaCh
topic. Achievement reviews consolidate and reinforce the
material learned in each unit of related topics.



_Body Structure and Function
by Esther Skelly and/Elvira.Ferris

Delmar

This text surveys many aspects of the structures and.
functions of the human body. The book is divided into 11
sections, and presents ihstructiTonal material on the skeletal,
circulatory, respiratory, digestive, excretory, reproduotory,
glandular, and/nervous systems. Thet: structure and function
of each ;system is reviewed, as well as disorders of each
system. Th,e last section covers care of the body systems.
The sections are divided into units. Each unit has unit
objectives, instructional materiall and uggested activities.
A review is included at the end of each )nit to check mastery
of course content, as well as to help illustrate concepts.

The Dental ASSistant
by Pauline Anderson, 1970

Delmar, Publishers

Designed for use in-training dental assistants, this
book provides instruction in both the basic information and
techniques that are necessary for a comprehensive program.
Instructional units are provided which cover orientation,
dental anatomy and physiology, dental histology, chairside
techniques, laboratory techniques and dental radiology.
Topics contain both theory and procedure on the premise that

,

a combination cif knowledge.and practice will facilitate
ac-a-uils-i-t-Ian-o-the-necessary-sk-i-Ils-c--Each unit includes
illustrations of the material presented and assignments for
the stUdent to complete.

Dental 4,,-Ssistant Techniques
byaetv Jo Lorenzen, C.D.S.

ITT EdUCational Publishing

The intent of this worktext is to present dental
assisting from the point of view of the dental assistant.
Information is Provided to supplement.procedures that are
common to most offices, with practical suggestions for
adapting these procedures to'individual preferences. The
purpo'se of including this background information is to help
the. reader learn the "why" as well as the "how,'" and,, most
important, to learn when to act. That is, it provides-the .

means for the dental assistant to develop into an aware and
skilled aid who possesses the initiative to anticipate the
Octor's needs, to te where stye -is-needed_at_the right time
and place. Some units contain considerable information--



which is beyond the scope required solely, for performance of
procedures. These supplemental materials:will give the reader
(instructor, doctor, or dental assistant) freedom to select
the procedures and aCtivities that are best suited to particu-
lar needs, and to lacilitate adapting the information to
identified requirements.

In order to provide instruction in dental radiology
for, students who are or will be working in the dental field
as auxiliaries, Dental RadiolOgy,covers the following topics:
History and Principles of Dental Radiology., Radiations,
Production of Radiographs, Analysis of Radiographs, and
Preservation of Radiographs. Included in the illustraiions
is a series of photographs that show dental anatomical
structUres whic,h can be easily identified by numbers and an
accompanying legend. Also discussed is the Updegrave tech-
nique for film and:cone placeMent. To aid in self-instruction,
review, questions and suggested activities have been placed
throughout the text. It is recommended that the student have
completed an introductory text for the dental assistant and
have some knowl,edge of physics, as prerequipites for the
book.

'Emotional:Adjustments to Illness
by Karen Ann Noohai-G. 1975

Delmar

In dealing with the emotiohal and personal well-being
of the physically ill patient, this book examines in detail
the specialized nursing care required by the, intensive care
patient, the sick child, thea dying patient, the aged person
and' thdrug abuser.- Emphasis is.placed on the patient and
how his family and the nurse can affect a recovery from
illness.

Geriatric Nursing
by,,,Esther Caldwell-and Barbara egner,' 1972'

Delmar

The TurPoSe of this manual is:tb acquaint student§ with..
VariOUS aspeOtS OfYgeriatric care. Four:general topics'are
coyere0 proOessive deVelopMent, older papple,..andcommunity
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life, special geriatric needs and conditions of illness.
cach Unit has unit objectives, a summarygt the material
presented, .suggested activities and a,re ew to be completed,
hy the student; Pictures and diagrams areTused tO help
olarify the material.

Health'ASsistaht
:by EstherH.Caldwell and Barbara Hegner, 1973

Delmar

An overview of the responsibilities of a health
assistant, an introduction to 'the basic procedureS'and tech-
niques which he May be:required to perform or 'assist' in,
and background knowledge to.facilitate understanding of
'these tasks ai-e provided by, this book. The course' is
divided into six sections.. Health assistant reSponsibilities,
..basic,:procedures in bed-Side care, ,determinatiorLof vital
signs, special,comffunication and skills arecoliered in the-
first lour sections. Section 5-iS,an introduction'to medical
science and section 6 presents an overview of body systems r

and disorders.' Each unit has objectives, a summary, sugge&ted
,activj.ties and an assignment. At the end-'of each 'section,
there is an achievement review to test the students,retention
of the Material:

Human Anatomy
by Charles E. Tobin, Ph.D.

ITT Educational Publishing

Serving as a primer for those,seeking an introduction
to basic anatomy, this textbook is specifically directed to

-the, allied health student. It forms the basis foi- all health-
related 'subjects because a knowledge of the normal human
structure, And the changes that take place in it aS a result
of disease, are essential to the understanding of all
branches of health care. The subject it presented in an
interesting, straight7forward style that,makes reading easy.
The many simple diagrams and'drawings relate Itb4the text and
help the student learn and understand the structures and
their functions. Learning techniques are built into the
-text and review questions at the end of each chapter help
the student rdeasure his progress. The cohtents includes
Anatomy, The basic Structure; Anatomic plane's and directions
of reference; The skeleton and bones; The joints; Then skin;
The muscles; The circulatory system; The blood vessel's; The

-,heart; Lymphatic's; The nervous system;-The meninges; The
Autonomic nervous system; The sense organs; The digestive

systeml. The respiratory system; The urinary'system; The
reproductive system; The endocrine glands; Some clinical
anatomical considerations; Head and neck; Abdomen; Back;
Axilla and arm; and an index.



Medical Mathematics
by Thomas J. Taylor

Educational Publithing

Medical MatherWtics presents a progressive develop-.
ment of the mathematical skills needed by allied health .

Personnel. From zimPlY counting i.tems, the text.progresses
to a glimpse of differential calculus. Emphasis-is on the
special needt of technicians ih the health fields. This
worktext wl,th mOre.than merely the "how to" of mathe-
matics;.it attempts to indicate the "why" so that readers
and students will appreciate the role and the function of
mathematics in theory and practice. Nonessential topics are
excluded, but, the book still points the way to further study
and development.. The contents include: Sets; Number;
Arithmetic:operations; Algebra; Exponetial and logarithmic
functions; Geometry; Functional trigonometry; Vectors,
matrices, and determinants; Statistics and probability; and
Computers-. Illustrations and problems are provided at the ;

end of each chapter. An index is dncluded at the back Of the
text.

Medical Terminology of the 'Organs of Sight and Sound
by Minna GosMan'and Geraldine Daliek, 1973

UCLA

This manual is part of a program designed to help the
student acquire the knowledge and skills nebessary to produce
in final f_orm.the reports .d.ictated' by physicians. The manual

is divided into two Parts. This manual is devoted entixely
to terminology associated with the organs of sight and'sound.
Fart one' of the manual presents the terminology in a narra-
.tive style, describing anatomy, physiology, pathologY,
hospital procedures in laboratory tests, radiology ana oper-
ations concerning the'ear and eye. ,After each section are
exercises, such as identification of illustrations and
matching. Zor each segment of written material, there is an
audio exercise which 'requires the student to type a dictated
list of new.words, and then a_short paragraph in which the
new words are used.

Medical Terminology of the Respiratory System
by Minna Gosman, 1972

UCLA

Thit' program is designed to help the student attain
the "skills, and knowledge necessary to prOduce in.final form
'the.reporttdictated ,by ,phyticia:ns. 'This text/is devote&H,

,
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entirely to terminology associated with the resPi-ratOrY
system. The course is dividecL into 2 parts. Part One
presents the terminology in a descriptive narrative style
which explains anatomy, physiology,'pathology, hospital
procedures in laboratory teets, radiology, and surgical
operations: Common abbreviations are also used. Following
each narrative are exercises that include the identification
of illustrations and a variety of review questions. Part
two follows the written work. For each segment of the writ:ten
material, there is an audio e)cercise which requires the stu-
dent to type a dictated.list of words.. This is followed by'
a dictated short 'paragraph in which the new words are used.

Medications and Mathematics
by Esther Skelley, 1970

,Delmar

The intent of this manual is' to,provide the practical
nurse with a knowledge of medicines'wthich might be required
in.her work, and to prOvide information on adminietration
of drugs, their purpose, and the resulting favorable and
undesirable effects which might be expected from their use.
The course is. divided into 5 units: Unit 1 presents a basic
Review_of Mathematics; Unit 2 reviews the Arithmetic of
Solution's and Dosage; Uait 3 covers the Administration of
Medicines; Unit 4 presents Special Considerations in Drugs
and Therapy and Unit 5 covers Medications for the Body
Systems. 1

Each topic has objectives, suggested activities
and a planned assignment. An overall review is provided at
the end Of each unit to assure mastery of the content.

Microbiology for the Nurse
Elvira Ferris, 1967

far the NUrse

DelMar
,

MiCrobiOlogv for the Nurse is a study manual for
etudents of practical nursing. The purpose is to provide
studente with a knowledge of how infection-causing organisms
exist, growt multiply and cause disease. This knowledge is I
fundamental,<-1.o an understanaing of the cause, prevention and

:cure bfinfetious dis ases. The manual is grouped into six
. units of instruction: jAn Introductory Overview of Micro-

orgk.nismsr,; A Detailed study of Pathogenic Bacteria; Methods
of Destruction of Bactieria; Infection and Defenses Against
It; Environmental Contlrol Against Bacteria; and Hospital
'Sanitation.- An-appendix provides laboratory preparations,
suggested demonstrati6ns, and a summary of diseases trans-
mitted byt-drganisms. ;Each unit provides illustrations of
tlqe content;unit objeCtives,- suggested activities and-

- .,



aesignMents, LabOratOrY'experiments'are provided; in
-appropriate 'places, to further il:l'Istrate 'content..

The.Nurse:AsSistant:in PsyChiatric and General Hospitals
by Mart.Growther, 1970:

-Rutgers, E(1..lmer Campus

With its design for being used in conjunction with
other texts, ,this manual aims at preparing students to work
in either a general or mental_hospital. The course is
divided into nine units, c,overing the following topless
Introduction to Nursing; Introduction to HoSpitals; Morning
Care; Treatment Time; Meal Time; Afternoon Responsibilities;
Patients with-Special Needs; Caring for Mothers and Infants;
and Caring for the Mentally Ill. Each unit is divided into
lessons. The lessonS each have objectives,'a preparation
section, a presentation section; an assignment, and suggesled
audio-visual aids and where they can be obtained. 'Many of:
thelassignments refer to other texts. By the time the unit
on Norning Care is cOmpleted, the student should have enough-
basic skills fo start a superVised hospital experience.
After the cohlpletion of the unit on the mentally ill, the

student will be prepared for supervisors psyclliatric
experience.

Nursing Skills for Allied Health Services Volumes 1 and 2
by Lucile Wood

W. B. Saunders

Nursing Skills for Allied Health is a comprehensive
introduction to nursing which covers the activities of entry-

' level personnel in several nursing occupations. The material
in each volume is presented,in a series of.units. The
sequence of units was established on -11e premise of progres-
sion from the general and simple to the more specific and
complex subjects. A successful completion Of the ;text
indicates that the student should be a competent practitioner
who can function as a nursing assistant. It should also
provide a basis for mastery of the complex skills and
theoretical,knowledge required in succeeding 'levels of
nursing practice. -The materials are designed for use in
a variety of teaching settings. They can be used for on-
the-job training through the Associate deiree in nursing,
as well as for adult education and staff development pro-
grams for nursing personnel and other health professionals
who require the skills. Each unit includes directions to
the student, a general performance objective, specific per-
formance objectives, vocabulary, instructional material.;

questions and post-test.
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Nutrition and Diet Modifications for the Nurse
by CarolYnn Townsend, 1972

Delmar Publishers

An introduction to nutrition, and an oVerview of the
planning, purchasing and preparati-)n 6f_ special diets are

,

-provided in this book. The first 4 sections cover: elementary
nutrition, meal planning; meal preparation, and food-for
wither and baby. The fifth section covers a Variety of'
speoiaI diets, such as the .soft diet, the bland diet' Pro-
tein diets, etc.. The sections are divided into units. Each
unit has instructional objectives, topics for discussion and
suggested...activities. A review-is provided at the end of

'each unit-tO check the student!s:mastery of the material.
-(iharts'and pictures are inoludea to help illustrate concepts.

,

..Obstetrib's'forthe Nurse
by Barbara Ande-rson, 1966

Delmar

The necessary instructional material which is provided
by this text yin, with'continued olin'ical instruction, ,

enable thb nursr? TO become a valued 'Member of the obstetrical
team. The material iS divided into-4 main sections: qhe
Beginning of Life, Pregnancy and Prenatal Care, Labor and
Delivery, and PostpartuM:Care. Each unit is illustrated, and
includes suggested.activities along with the instructional
information: Where spedific procedures are relatedto the
lesson content, such step-bY-step procedures.have been
included within the unit. The units conclude with an assign-
ment 'in which the student applies ,the information she has
leaned. An achievement review is Provided at the bnd of
each rrijor section. -An instructor's guide is available
which includes a final examination covering the entire course.

Patient Care Techniques
by Dorothy J. Hicks, Louise Shores, and Barbara Sue Innes

ITT Educaticinal Publishing

,In offering both the philosophical concepts of patient
care and the specific pnocedures involved in that care, this
textbook is designed as a medium for the training (either in-
service or in the school'classroom) of such subprofessional
-groups as licensed practical (or vocational) nurses, nurse's
aids, and orderlies. It is also wel,I suited to.the teach-

-

ing, of entry-level nursing students: The student is fitst
given an cverview'of illness'and its meaning, the organiza-
tion'of the health system, the roles and functions of,\.all_
members'of the health team, and the importance of good --'



1.-`

coMmunication among the members of.the health team and
between the health team and the patients and their
taMilaes. The introductory material is followed by detailed
eXplanations,of basic areaS of Jaursing care, and:concludes
with. the basic concepts of emergency care,. The contents
includes Illness and meaning;_Health system organizationi
Health team: roles and functions; Communitation With patients
and their families with team members; Body mechanics; Pre-
paring 'patients for examinations; Medical and Surgical '

'aSepsis; Sterilization; Drugs and Solutions; tmergencies.
An index is provided in the back of the text.

Pediatrics for tc1%-0- Practical Nurse
by Catherine Brigley, 1973

Delmar

The purpose of,this. manual:is to provide the practical
nursing student with the backgrOund knowledge and skills
hecessary to work pediatrics. The first part of the book,
covers background matoria ahd,instructions on care of both
thé,sick and well Ohild and the newborn. Part two provldes
detailed instructdOns on a ,r1tber of procedures-that the'
,practical nUrsenpeditrics:woillad be required td carry..1
Out. The manual IS 4iviaed intO units. Each unit haS an\
objective,--and imstructionai material with illustrations fqr
Clarification. 7,here are Suggested activities and an assighj
mentat 'the end of-eacnH unit, andHan achievement review aft*.
each section.of ur.5:ts.

Physical TheraRy Aide
1971

University of Texas "at Austin

Physical Therapy Aide is.a study guide with uhit tests.:
The 43 assignments (9 uni/s) cover such areas as'introduction
to physical therapy, role of the student, clericai dirties,

assisting the patient in'activitdes of-daily living,..1poay
requirements, assisting in tYie treatment ar,pa, physica
therapy treatment and structure, and maintAante of the func\
tions of the human body.

Practical Nursing Workbook
by Claire Hoffman: and Gladys Lipkin, 1969

J. B. Lippincott Co.

An,outline of the major areas of nursinglis Provided in
- , ,

thiS workbock with the_purpose of supplementi:hg a, more oOmpreH
hensi.Nr* te)c-Obok The' aim of the authOrs is tg Presen



core of knowledge that is indispensable to tedside nursing
The workbook,is composed of multiple choice, completion,
matching and true or false questions. More challenging
essay questions are provided for the Advanced student.. An

,appendix is included,which covers the effecte_of drugs in
the body ,systems, nursing history, commonly Used laboratory
tests and centigrade and fahrenheit temperature equivalents.
The workbook covers familyliving, the human body, nutrition,,
nursing as an art, conditions:of 'illnesses and maternal and

'child 'Care. It iras, designed for USe with any basic nursing
text;

.Related StUdies for the Dental Assistant
by.Margaret-Volpe1973

RUtgers, Kilmer Campus

jThe first section of..this book provide& simplified
instruction in'the anatoMY of the ',oral structures, :morphology
of teeth, and the physiology of the oral &tructures. The
second section provides instruction cn dental pathology,
Each sectiOn is divided into Units, with several lessons per
unit.: The qessons have objectives and diagrams to illustrate

LessOns are kept short and to the point, includ-
ing only those terms and that information essential to the
proper performance of thedental assistant';s jot. AchiOte-
ment tests a're provided for each Unit in order to check
student mastery of the course content.

Standard First Aid Training Course by Departmentof Navy
Bureau of .Naval. Personnel, 1965

1,J. S. Obv6rnment Printing Office
Superintendent of Documents
Order #0847-0070

Designed for use on the.secondary level, this reference
-book contains the following information: first aid,
hemorrhage, asphyxiation, shock, poisoning, wounds, injuries,-
and rescue. Illustration are includrA.



Studies-for the Dental Assistant: Microbiology and
Sterilization, Pharmacology and Terminology
by Bertha Mexner, 1973

Rutgers, Kilmer Campus

A competent dental aSsistant needs background knowledge
in a number of fieldS. This book provides instructipn in
three such related fields: microbiology, pharmacology and
terminology. This book is divided into 3 sections. The

first section covers microbiologSr and sterilization. The
second section provides instruction on pharmacology as re-

lated'to dentistry--i.e. what drugs are administered in,the
dentaloffice, why and how. The last section, terminology,
acquaints the student with dental terms necessary .for good
communication between dentist and assistant. Each section is
diVided into units. InstructibnaI objectives and diagrams
are included in each unit. Reviews are provided throughout
the text-to insure mastery of the course content.

Workbook for Dental Records
by Corinne Carpenter and Margaret Volpe, 1973

Rutgers, Kilmer Campus

This text was prepared so that samples of various
dental records, tax and banking forms might be included in
cine workbook. Each unit contains basic information, pro-
cedures to follow in completing the 'forms, questions,

.assignthents, and an achievement test. The purpose of the
workbook is to give students practical experience in
completing the forms, and an effort was made to similate
situations as they occur in a dental office. The book is
designed so .that, once the material has been presented, the
indivieual student can work at his own rate. This workbook
may also be used as a reference during actual employment.

X-Ray Technology (X-Ray Technician)
-1966'

University of Texas at Austin

This manual is a study guide with unit tests. The 76
. .

assignments (11 units) cover such areas as general office
procedures, operation of X-ray machines, darkroom.procedures,

. ,

tephniques, positioning and making radiographs, the lower
extremity, the, trunk and vertebrae, the'skull, contrast
examination, the urinary tract, and special procedures.



MARINE OCCUPATIONS

Boats Need People, Film
1969

National Association of Engine and
Boat Manufacturers Film Library

This film explores the employment opportunities
,

available to youth in the recreational boating field. It
shows the many year round jobs available in boat, engine ,

and accessory manufacturing plants, in marinas and boatyards,
and in retail operations.

'Motorboat Mechanic
a970

University of Texas at Austin

.Motorboat Mechanic 'is a study guide with unit tests.
The 32 assignments (9 units of study) deal with the funda-.
mentals of motorboat engines and hull repair. Referencesx
for outboard,motors'are Audels dutboard Motor and Boating
Guide,'1968, Howard W. Sams; and Outboard Motor Service
Manual, 1967, Abos Marine- Division Technical Publications.
References for hull repair are Chapman, Boat Maintenance--
Afloat and Ashore Part II, 1963; and du Plessis, Fiberglass
BoatsFitting Out, Maintenance and Repair, 1966, Aldard
Coles in aqsociation with John deGraff.

'The dceans andYOu
by ASO Information Kdt, 1971

American Society for Oceanography

Seven bookletS are included in the Oceanographic
Information Kit to provide the fdllowing information: a

, general o'verview of the nature of oceanography and the study
necessary in preparing for a career in this field; possible
oceanographic employment opportunities with the federal
government as described by the different government agencies
involved inmarine activities; descriptions of employment
possibilities in private industries; university employment; .

a reading list; and a list of other information sources.



Outboard Motors and Boating
by Edwin Anderson and Ge6rge Uskali 1972 ,

Howard. W. Sams and Co.,,Inc.

This text provides up-to-date information on many
aspects of safe boating,including motor construction, oper-
ation, maintenance, and basic safety-factors. Other important
topics are also cOvered, such as the ruleS-and regulations
that are to be used While on the water. All,engine adjust-
ments and service operations, including maintenance and re-
pairs essential to_outboard boating, are covered in detail.
Additionally, functions of the various engine parts and
auxiliaries; such as carburator, ignition, cooling system,
etc. are explained and illustrated in order to give the
reader an understanding as to why and when certain repairs

'and servicing must be made. The text contains service
chapters which provide full information on the proper'pro-
cedures used in making all kinds of major repairS. A
glossary of=nautical terms ii included in crder to famili-
arize the reader with relevant terms and phrases.

, Outboard Motor's and Small E;Igin-s, Course N-. 18

Hoffman Occupatiohal Learning Systems

Hoffman's audio visual vocational courses individualize
a systems approach-to teaching so that each trainee may
progress at his ov.m pace while the entire class remains with-
in the management of the instructor. Thi;.,,is'done by reduc-
ing the course into the smallest instructiOnal units--or
modules. Closely related modules are grouped into clusters.
Outboard Motors and Small El.:Lines id divided into 14 clusters,
with each cluster divided into several modules. Cluster areas
are As follows: Power Mechanics Fundamentals, Principles of
Ignition Sy,stems; Magnetic Ignition Systems-; Distrihutor
Ignition SysteMs; Capacitator Igniti,In Systems; Carburetion;
Fuel Pumps; Fvel Tanks; Power Heads; Lower End Units;
Starters; Generators; Alternators a:A Rectifiers; and Motor
Trouble Shooting, Maintenance and Steering Assemblies
Installatidn

'Outboard Motor Service Manual,VoluMes 1
, .

Abs:MarinePubliCations Divicn
.,HIntertec Publishing COrp.

These tw.. 7olumes are,desip;nedas service manualS for
outboardmotorS.', Volume lcovers'MOtOrs that are beloW30
horsepower'AndVoluMeHa covers, Mot9rS,that are above::3Vhorse-
powers Each volumel has a Fundamentalection and a Service' ,
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Section'...-pnder'theiTundamentals'Seetionthere are 2. parts:
.i) 'design fundamentals, whibh, covers operatingAprinaiples. and
drive 'ynit fundamentals,-an,th2) ,service.funamentals',.-whi6n
aovers traubleHshooting, general maintenanae and, general-
repairs. .TheSPrvice seCtAlonoversdiffei'ent'bi'and.-..name
mdctors.VMariy,diagrams,',dra.wirigs and chartsare 'included 'te

the''material.-The bOaks are 'designed as'service
manualS er?..c1 not sPecifically-as 'classroom texts.' .HoWever,
they. can be. uSed ih thclasSroom.

04ETAL FABRICATION_AND MACHINING

BluePrint Reading! far-Machinists: 'Intermediate, VbiuMe
'by Arthur Ahr,1971'

Delmar Publishers

The purpose of this course in blueprint reading is to
provide supplemental training material to those individuals
who have a basic understanding of drafting practices and can
read simple drawings but need advanced instruction to Prepare
for positions requiring greater skills and technical knowledge.
The text is divided into 20 instructional units. Each unit
is divided into three parts: a theory sheet, an industrial-

,

type print and' a set af study. questions. Most of the ,units
are followed by a drawing,assignment. Emph asis is placed on
developihg an ability to read drawings with the same degree
of speed and accuracy found in industry and to apply ad-
vanced principles_of design. Charts, tables and formulas
necessary to solve the study questions are found throughout
the book.

Blueprint Reding for Machinist Advanced, Volume 2, is
a continuation of Volume, 1, and is available from the same
publisherq.

Blueprint Reading for Machinist, Tool and
Maker Apprentices
by William Hardman, 1973

National Tool, Die and
Precision Machine Association

This book was designed to teach the fundamentals of
blueprint reading in a rapid and practical manner. After
completion of the text, the student should be skilled in the
reading of blueprints. The text, covers such basic topics as
terminology., abbreviations, and visualization, as well as
blueprint reading itself. Sample blueprints are included
along with related questions for the student to answer. This
book appears to be a good introduction to blueprint reading
for the beginning student.

Die Maker and Mold
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Brazing and Soldering Film
1974

Library Filmstrip Center.

A craftsman should be familiar with all phases of his
chosen vocation. Since commercial welding shops also do
brazing and soldering, this filmstrip presents basic tech-
niques necessary for bronze surfacing, braze welding, braz-
ing, and silver soldering (which should be correctly
identified as silver brazing).

Careers in Welding, Film
1974

Library Filmstrip Center

The widespread use of welding in farming and industry
provides a conStant source of employment for qualified young
men. Job opportunities occur each year,v-as a result of re-
tirement and new industries.

Welders find work in fields such as automotive manu-
facturing, aerospace industry, manufacturing, structural
work, ship building, and many others. This filmstrip is a
capsule look at industries employing welders.

Casting Processes
by Joseph Kovaco, 1973

Rutgers, Kilmer Campus

The purpose of..this workbook is to familiarize the
student with, and to give him, a working knowledge of, the
various casting processes. Emphasis is placed on the
capabilities and the limitations of the casting processes as
related to the selection of a casting process in the design
of a machine part. The book is divided into units of
instruction. Each unit has an instructional objective and
related information. Assignments and review problems to be
completed by the student are proVided for groups of units.
A glossary of foundry terms is included in the back of the
text. This book seems appropriate as an introduttion to
casting processes. A knowledge, of very basic math (such
as the ability to make measurements) is necessary. The
drafting and design student shoUld be able to use this work-
book, after it is completed, asa. reference on cost and
design factors involved with each casting process.
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Electrical Discharge Machining
by C. M. Montgomery, 1973

Rutgeris, Kirimr Campus

- 'The purpose of this book is to provide an introduction
to electrical discharge machining, as well as to teach the
student some of the methods and procedures involved in such
operations. iThe book is divided into instructional units,
and each unit is comprized of lessons. Lessons include an
objective, information,) vocabulary and an assignment. The
following topics are covered: the electrical discharge
machining process, basic components of electrical discharge
machining, operating procedures and methods; and machine -

parameters. Diagrams and other illustrations'are included
to help clarify ,the material.

Exploratory Drafting--Sheet Metal, SEE DRAFTING

Introduction to Oxyacetylene Welding
1974

Library Filmstrip Center

This filmstrip is a resume of the development and scope
of the oxyacetylene flame, beginning with experiments by the
French chemist Le Chatelier in 1895. Fusion-welding, flame
cutting, flame gouging, flame deseaming, profile cutting, as
well as brazing and heating operations, are some of the

. processes delineated in the filmstrip. It is important for
the student to understand the wide scope, of application for
the flame'processes.

Jig and Fixture Design
by Ewald Witzel-

Delmar

Jig and Fixturb Design describes important aspects of
elementary design and some of the techniques used by tool
designers in planning and designing jigs and fixtures. The
text was designed for use by those persons who have a
reasonable amount of skill in mechanical drawing and an
understanding gf machine tools and processes. The material
is presented in a manner which allows the prospective de-
signer to learn how typical tooling problems are solved.
Part drawings, production plans, complete tool drawings and
explanations of the designer reasoning are included. Prin-
ciples and practices common to all branches of Jig and
Fixture design are covered in an introductory section.
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Topics discussed include: Introduction to Tool Design,
Functions of Jigs and Fixtures, How Designs of Jigs 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 Shop
by S. Pondatowski, 1970

Rutgers, Kilmer qampus

In presenting the fundamental principles of nathematies,
to shop students, emphasis, is placed on making the material

relevant to problemsencbuntered in 'the machine shop. In-

struction in arithmetic is contained in the first half, of the

book. The 'remaining units proVide further practice in calcu7
lation, teach stUdents:to handle simple formulas,: and proyide
sometinformatipn on the' principles of ma:Chines. The, exposi-

tion of the principles involved., the solution of' many prac-

tical problems, and the presentation of problem work, teach
the student the.general methods of driving solutions which
can* be applied to allshop'problems.

MechanismsLinkages
:by L. P. Robertson, R. W. Tinnell,
D. A. Yeager, 1972

. G. Watts and

Delmar

MechanismsLinkagesprovides an introducto:ry-treat-
ment of mechanical linkages, combining the elements of
Mechanical theory with those of practicality. The tOpicS-
coVered include: various levers ahd fbur-bar configurations,
and selected special:topics .. fl'he material is:geared-for
teChnology students with little or 'no background in practical

applied mechanics, The Turpose is to expose the student to

the practical skills of mechanical assembly andto the prin7
ciples of operation of a 'variety of mechanisms, rather than
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,
anaterials list which identifies all necessary item's, a

prodedure with step-by--step instructions, an analysis, guide
for interpretation of .0ata and problems for 'review. It is

Suggested -that, for best results; the student be concurrently
enrelled in a course in techniCal Mathematics (introductory,
calbuns).



Mechanisms: Machines
by Larry Teel, 1972

Delmar

An introduction to the topic of modern machines is
presented in this text in a manner which is designed for .

students with-no backgroupd in practical applied mechanics.
It combines mechanicaeory, drafting skills and practical
applications. The topics discussed include: graphical

.

analysis of machines in the areas of velocity and acceleration
polygons and the dynamics of cams, gears and intermittent
motion mechanisms. Since this book is intended for use by
inexperienced students,rno attempt is made to cover the
material in fine detail. The main emphasis is placed on the
Practical skills of graphical analysis and the dinamic prin-
ciples of operation of a variety of mechanisms. Each topic
includes instructional material and aMexPeriment to be
conducted by the student. Experimental procedures are listed
in detail, along with all the information needed for the
student to carry out the experiment. The last experiment
covers a summary of all the techniques covered throughout
the book. Forms for use in writing up the experiment are
included in the back of the text.

Metallurgy--OXyacetylene, Film
1974

Library Filmstrip Center

It is imPortant for the craftsman to know some of the
physical or mechanical properties of the metals he works
with. If he knows the strengthproperties of/ a given metal,
he can then make a yeldment strong enough fdr, any job.-

This filmstrip will discuss and illustrate the phys-
ical properties of average weldable metalse !Stress, strain,
elasticity, elastic limit, tensile strength,torsional
strength, shear strength, and fatigue strength are among.the
factors included. Classification and identification of
metals such as low carbon steel, high carbon steel, and the
various alloys are included in this filmstrip. Spark and
,tempering characteristics are also described:

Modern Metal Working
by John Walker

,.GoodheartWilloox Co., Inc.

Basic instruction,pnhand andi,machine toclsand-
materialsand':Procedures-Used inmetal-Working.ocCupations'
,arefiSupt)lied'in" this text. :JnstrUcionalMateriai:Is'
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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 Metal Worker)
1966

University of Texas at Austin

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).

Sheet Metal Blueprint Reading f
SEE BUILDING CONSTRUCTION

r the Building Trades,

Sheet Metal Pattern Drafting and Shop Problems
by J. S. Daugherty, R. E. Powell and,H. Foster, 1975

Bennett_Books

This book covers the following areas: drawing equipthent;

practibal geometry; practical pattern drafting; heating,
ventilation, and air conditioning pattern development;
parallel line developments; practicl cornice and gutter
problems; radial line developments triangulation; triangu-
lation,, simplified method; special problems and sheet metal

math. Tables, are included which show the cbnversion 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.

Streng,th of Materials--Machinists
by Charles Green, 1971

Rutgers, Kilmer Campus

The purpose of this book is 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

structure of materials. Each unit includes an objective,
related information, and qUestions. There are also many

1

demonstration activities throughout the book that are tb b



_carried out by the student AchieveMent, tests-are proviAled
for each unit, with matching, multiple choice and short answer
questions. A glossary of relevant terms is included, as well

a ;-lheet of formulas which are relevant to the information
and problems presented in the'text.

.Thebry I Machine Shop
by S. AngoWski, 1968

Rutgers, Kilmer Campus

Theory I Machine Shop is designed as an: introduction to
the machine shop, its: tools'and machineS, and its,techniqUes.

, Therare ten major units, covering-the followingtopics:
theory ofThachines, simple'machines, friction, shop tech-
ni4iles,-: manufacture of iron-and steel fOundry teChniquesi
heat treatment,_manufacture and application f grinding
wheels, electri!City, and the science of measurement,

Turning Technology:: Engine and Turret Lathes
by S. F. Krar, 1971

Delmar

Students wilind thisi,book useful as an:introduction
to turning;technology as applied to angine and-turret lathes.

' The book' is ,divided into 5 sections and coVerS the follOWing,
topics: lathe construction, tools and accessorieay, Machining
between centers; machining in ,a,chUck.;,:,special OPerationS
andAthe turret lathe. Each section it diviared intaA":SerieS
of instructional units. Theunits contain Mustrationsand
pictures to, help clarify the materiaL. All of the instruC
tional information is proVidad in a style which is aatYtol,Under
stand. When neW procedures are taught they ,are laid, oUt ,

in a-step.'-typ,manner that iS"conducive to rapid comPre
henSion. ReviW questions and Prdblems-to be-Completed by
the 'student included n each unit.

Welding
1967

University of TeXaS at Austin

Welding is a study guide with unit tests. The 43
assignments (14 units of study)-deal with safety, metal
properties and identification, oxyacetylene welding and ,
cutting, alternating-current 'arc welding,' direct-current
arc welr.Jing,' special welding processes and applications,, an

shielded arc welding.



The Art of Sewing 9,

by Yvonne Hillinger and John Ossi, 1970

Rutgers Kilmer Campus

The purpose of this manual is twofold: it is designed
to give the student a knowledge of all the basic skills
necessary for fashion sewing, and to serve as,a helpful
reference source. The text covers basic information, hand
sawing, stitches, seams, hems, bias binding, facings, inserts
and appliques, buttonholes, pockets, and plackets. Each unit
contains instructional material, as,well as a list of.assign-
ments. Many drawings have been included to help the student
visualize and imitate the steps that must be followed in o?der
to acquire the Skills'needed in the trade. Cartoohs have
alsb been included to arouse interest and keep the tone-of
the boak informal.

kutgers Kilmer Campus

brapery Making--I Is a basic introductory text for
students entering drapery making as a vocation. Since the
book was written for use at the Marie Katzenbach School for
the Deaf, communication problems are given prime consideration.
The aiuthor considers a wide range of idetail often left out of
insteuctional texts. The vocabulary kept as simple as
possible and each technical term is defined in the vocabulary
section' of the lesson in which it is introduced. There is an
assignment at the end of each lesson andran achievement test
for each _unit of study. A glossary of terms is also provided;

Learning to Sew
by Mary. Funari and Charles Jochem, 1970

RUtgers, O
H

Seminary Place:

H
Tha two purposesaf thiS, manual ares,ta adquaint the

sudentwith the :eilUipmentandtpolsfound in thesewing
/-.()OTTI,-and to teach the student how toconstructa simple

,

garment for herself.The book:progresseS fromthe_simple.to
the:more, Complex, following a standard step7by-step method
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for construction of garments. The manual is divided f.'nto ten
units, with each unit divided into lessons. Each lesson has

objective, instructional information, a liccabulary section
and an assignment. Each Unit has an achievement test to,
check the student's mastery of unit content. Diagrams are
included to illustrate the procedures, and a glossary in the
back is supplied for the student's reference.

Mathematics 1--Needle Trades

Rutgers, 10 Seminary Place

Mathematical ability is a valuable asse to the needle
trades worker. -Tne purpose of this book is o provide the
student with a basic knowledge of m.thematics and to develop
skills in solving mathematical problems rei&vant to the'
needle trades. The book stresses the application of the
practical rather, than the theoretibal 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 are'
designed. for class discussion ahd to serve as,a baCkgroundA
in the special applidation to the needle trade's field; others
Provide specific practice in the kind of computations needed;
still other lessons are designed to teach students how to
select pertinent facts, how to judge whether a,result is
reasonable, 3nd how to estimate. Each lesson includes an
objective and assignments, along with the instructional
materials. Pre-tests and achievemeni"tests are provided to
test mastery of'content.

The Probleffi Figure Dress Design-Related Art II,
by Marie Lenahan and Stephen Poniatowski, 1970

Rutgers, Kilmer Campus

As a sequel to theifirst vOlume" of Related Art for
Dress Design, this book waS coMpiled to give the-student
practice in designing Clothes, taking into Account any figure,
problems she may have. Thebook is diyide into six units
and covers thè following toPics: the fashion figure, prin-
ciples Of .cle-r7ign; lines and -the figure,: deSigning for the
Problem figt,re', textured fabries for.the problem figure and
designing for the individual'figure. 'Each leSson includes
an objective, relate& ihforMation, assignMents and questions.



14agramsand)pictUres are iribluded..to ill.ustrate,the pro7-
cedUres. :4 ,c,b.rnprehensie testjat the backvff t*bookpro,
vides a check Of the Students mastery of thecourse,dontent.

:Related Art :for 'Dressmaking 'Den,Students
by Marie Lenahan and Stephen PoniatOWSki, 1966

Rtitgers, 10 Seminary Place

Students will find this book useful for acquiring a
basic kruP4ledge of art.as related to dressmaking. The.book
is divided into five units. The first unit surveys color as
related to-dressmaking. Unit II provides instruction On the
drawing of-variouS dressMaking details such as bowS, pleats .

and sleeves. -Textile deSigns are overed in Unit III. Poster
design is covered in Unit IV, and bulletin board design is
covered in Unit V. Each.lesson includes objectives, assign-
ments and questions as well as the instructional material.
Diagrams and pictures are included aS a'ds in skill develop-
ment. All art techniques are accdfhpani d by step-by-step
instructions. An achievement test is a. clude-d for each unit.

When You Go To Work: A .Book for the-Needle! Tra es
Thy Yvonne Hillinger and Charles Jpchem, 1973

Rutger , Kilmer Campus

This book a sequel to the tekt Power Sewing. TIse

firSt boOk was desi ed to teach, students the sk,ills they
woUld need as power- ewing olierators. This book'pre-sents ,the
non-technical'informa ion that the student will need In
order to get and hold a job. -The book is divided into six
units and covers the following topics as they are related to
the employee,: the factory, a good worker, the job,-shop
mathematics, clothing.for women and clothing for men. Each
lesson includes an ,1,-;ective, a vocabulary list, related
information and an ignment. Liberal use is made of
drawings and cartoci, to help illustrate the concepts.



40OFFrCE OCCUPATIONS

Career in the Modern Office
01, Phyllis Korr,ison,,1969

Gregg'Dil4sion
McGraw-Hill Book Co.

Four paperback books.are included in a set which comes
with a teacher's manual and key. This 'set plaoes a strong -

emphasis On building the basfc *language, number, clerical;
and sorting skills that are needed f'or.every entry level
clerical job in business. It itre'S.se,s'the importance of the
_personal skills and social, attitudesneed-ed in. busiress. , It
is a highly motivational course that Ancludes mature subject
:matter, .Y et is designed on a 7,-12th.:grade reading. level.

,

Careers in Business and Office Occupations',
1970 -

,University of South.Cdrolina,
t

The varieiy of career opportunities open to-the's-41
dent in the field of.business and offide docupations' is
IlePcribed in-this 16mm film. It runs'`th,e gamut of positions,

. from nashier to computer,programmer, arid discusses the out-,

loOk, education, trairdingr earnings, and:work condi14ions of
each. The Personality Characteristics necetssark Tor puccess
and the personal rewards gained by those Vn'this caieer'
field are shoivn and discussed..

Careers in Business Office Skills,, Fiirn

Pathescope Educational Films, _Inc. ),
This film delves info the world of theinodern busine,ss-office and talks with the people,who perform the:daily.jobs"

that keep a business operating efficiently. Theprogram
lines and discusses the various occuPations 'within an
office. Interviews with people at work explore the oppor-
tunities-as well as the drawbacks, and the nersonal skilI8.
and training that are needed. Specific suggestions show hOV
students can learn more about this-field from school,
employment agencies, and temporary or part-time employment.
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CldriCal Occupations.
1970-

Oregon Board of Education
Division Of CoMmunity C011eges,and Vocational

Education
D

'This guide outlines the basic skills and knoWledge ;

necessary for entry-level cOmpetencies in clerical,occupa7
tion's or.tor:entrance into a:post- high'sohool or universiEty
prograM..The areaS outlined are occupational andinstruc
,tional'data,:clerical curriculuM and occupational specialty
courses.

"Cooperative Office Education, A Course of Study," developed
by the Curriculum and Instructional Materials Center for the
Division of Business and Office Education', Victor Van Hook,
Oklahoma State Supervisor, 1972.

Oklahoma State Department of Vocationdl and
Technical Education

.,.
The major goals of this course-of-study are to aid

the student in developing the knowledge and skills that will
faci4tate his work in the office ancrTrepare him for entry
level employment in a Xariety of jobs. These materials are
designed to' instruct_Ahe student in the personal qualities
and 3ab,cqmpetencies neCessary 'for employment as an OffL-e
worker. It includes seyen topics, with each topic consisting
of one ar more units of 'instruction. Each instructional unit
incltudes behavioral objectives, suggested activities for

\

,teaEher and Students, information sheets, visual aids, tests,
and answers to the tests. Topics include an awareness of'the
world of work, career decisions, personal development,
business behavior, communications, money management and
leadership. 'Each unit in each topic contains a terminal
objectivespecific objectives, suggested activities for the
instructor and students, instructional materials and
illustrations.

Enlisi at, Work-VolUme I
1971

Rutgers, Kilmer Campbs
' -

-This IS a text written for thehigh sohOol tudent
WhO planS to go to work upon graduation. The format and
fr-:,xamPles are designed tcOrlotivate.:the VodatIonalHstudent.
The table of cOntents 1iSts tenUnitS: The Role: 'PI
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Languge, ,The DictionarY, The.:Sentence, Written Expression,
Common Mistakes, Reading, the Newspaper, The Library,
Expressing Yourself, and: Spelling.

English Style Skill-Builders
by Joseph B. Cleary, 1967 ,

Gregg Divislon
McGraw-hill Book Co.

English StYle Skill-Builders is a kit which provides
materials .that are self-instructional. The kit helps stu-
dents improve their skills in those areas of language usage
and office procedures that employers and experienced office
workers mos-t ;frequently label as problem areas. The kit may
be used for general classroom instruction, or on an indiv-
idualized basis in the classroom or as a homework assignment.
The kit contains booklets in the following areas: Type-
writing Style and Nord Diciatio'n-Transcription
Procedures; Punctuation Style; Spelling Improvement; Cap-
italization, Number and Abbreviation Style; Proofreading;
and Tests. Each booklet in the kit'is organized around the
mastery formula: pretest, teach, retest, and 'reteach.

The kit may be used by students enrolled in Type-
writing II. and. III, Shorthand I and II, Transcription, and.
'possibly IntrodUction to Business. It is desigred for
grades 11-12.

Piling Busines Namess Learning Activity,Package II
ByDuChanyand Schultheis,.'1975

South-Western Publishing C

This text-workbook teaches low-achieving students to
index and alphabetize all kinds of business and government
names following the successful acquisition of the basic
filing skills found in LAP I. LAP II is self-instructional
and needs little teacher direction. Students are.snotivated
bY vocational information and-illustrations which work to
tie in the rules for each part with a job that requires that
particular type of,learning. Ayerage completion time is
five weeks with additional time required for.suppletentarY
problems.ariat examinations.

Filing Personal Names: Learning Activity Package I
bf Duchanjlnd Schultheis, 197'5

South-Western Publishing Co.

A vocatioatilly-,oriented text-workbodk that ha's as its_
purpose the-de-velopMent,of basic Ming skillS'for
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low-achieving students. Students are t:...ught to index and
alphabetize personal names using self-instructing materials
which' require minimal teacher direction,. ,LAP,1 proceeds from
the very simple rules of filing first names to filing full

, names with midle initisls, prefixs, and titles. Average
completion time, is three-weeks with additional time required
for supplementary problems and'exaninati'OnE.4.

Filing Procedures in Business, Film
v David Goodman

'Coronet Films, No. 1693

A tep-by-step breal.-down of the procedures of record
keeping in a typical modern business is presented in this
film. Various types of filinF equipment are used to
demonstrate preparation of records for filing, actual 'filing,
retrieval and referral to storage. The film also shows the
different methods of fiae organization, such a's'alphabetical,
numerical, reographical and subject.

Introduction to Office Occupations
by Carol M. Troutman, 1974

Rutgers, Kilmer Campus

As a workbook designed for students in,sipecial-educa-
tion classes, this text provides a step-by-step introduction
-to. the types of office jobs requiring minimum training. Ninle-

clerkcal functions are presented in simple language and work-
book activities are provided for individual instruction.
Numerous line drawings illustrate the material and 2 short
nuizies-are in-Cluded.

Magnetic Tape Selectric Typewriter
by Raymond Pieslak, 1974

Rutger , Kilmer Campus

The purpose of this manual is to provide students with
the basic knowledge and skills necessary to operate the IBM
4arnetic Te.pe Selectric Typewriter. The manual was designed
for use ris a student text while students are being instruc-
ted in the use of the Magnetic Tape Selectric Typewriter.
Students are instructed step-by-step, with each new step
leadinr toward the final sta:re of a complote,knowledre of
the maehine operation. Diarrams arc provideCi to heap



clarify the instruCtions,and assiZnments are included to
give,the .tudent practical experience. The lessons,have
'oeen 'written for easy .reading and-cerprehension by the high
school student.

-Gregg Division
McGraw-Hill Book Co.

Clerk is a training manual.with accompanying
resourc'e materials. It ,is one of'a series of 15 sequences
prOviding-self-paced training for, entry-level qffice

A Modern Approach to Business Spelling
by Annie DeCaprio

ITT Educatienal Publishing

An extremely practical text-workbook, this book is an
invaluabie teaching aid that stimulates the individual
student's interest in and'concern with correct spelling.
Specific helpful hints are highlighted throughout the book
for stUdents whose backgrounds may be deficient in English ,

usage, .grammar, or pronunciation. The contents include:
dictionary entries; dictionary respellings; dictionary
definiti-onsp roots; suffixes; doubling the final consonant;
dropping bhe final e; prefixes, prefixbs and double letters;/
silent letters; some sounds with two common spellings;
compounds and hyphenation; plurals; less common plurals;
apostrephes and possessives; apostrophes and contractions;
spelling demons; proofreading.\

NUmber Filing on the Job
by Wood, 1975

*-

South-Western, Publishing Co.

This self-teaching text-workbook is a complete voca-
tional unit that ,is designed as a supplement to existing
instructional programs. It provides needed mateNal in
numbbr handling skills and in number filing system's. The
student checks and evaluates his own work and can proceed
through the course at his own pace. The low reading level
conversational tone, and numerous illustrations make it an
ideal workbook for low-level students.



Office Machines
by Marcella Hill, 1971

-RUtgers', :KilMer Carripus

The dual purpose of this manual is to give students
an overview of the variety of clerical positions which exist,
and to provide them with an idea of the machine skills,
knowledge-and attitudes that will be expected of them for any
given position in business. The book was designed for use
in both individual and class projects. There are eleven
units, covering the following topics: the "Office Practice"
class, typewriters, mimeographs, fluid,duplicators, the flex-
owriter, photocopying machines, adding machines, calculating
machines, bookkeeping machines, and the va4ious types of job

titles. Lessons include objectives, instrdctional materials,
assignments and vocabulary lists. Each uni3/4 contains an
achievement test and projects to be carried out by the

students.

Office Practice: Manners and/Customs, Film

Coronet Instructional Materials, N . 3221

Students may find this film a useful introduction to
office manners, and customs. It portrays the pi.oper reception
of visitors, telephone courtesy, forms of address for co-
workers, taking, break periods, and fitting into the office
community.

Ofnce Practice:\ Your Attitude, Film

Coronet Filths, No. 3220

Your attitude is showing--in your grooming, dress and

posture. It shows\in the way you speak and listen, by the
questions you ask, \and the way you use your own initiative.
Different office wo'rkers reveal that attitude is a matter of
getting along with people--your supervisors and co-workers--

and yourself.

Office Procedures

Milady Publishing Corporation

Office Procedure's is a completely illustrated textbook/

workbook in two parts. Part One--Basic Office Procedures,
contains 17 chapters of information that all office education
and secretarial education majbxs should have. 'Included in

,



Part One are such personal,deyelopment/public relation
oriented chapters as: The Office 'Worker, Developing an
Effective Personality and Good Human Relations, Your Part
the Team, and The Future is Up To You.

Part Two--The Secretarial Specialist, contains six
chapters of information especially designed for secretarial
majors. Two important chapters in Part Two are: Public
Relations and the Secretary, and Planning Business Travel.

Each chapter contains a behavioral learning objective
for students and a listing of job-related vocabulary 'used
in the chapter. Student projects are included, as well as
questiOns for review and discussion. 1,

Reference Manual for Office Personnel
by House and Koebels, 1975

South-Western Publishing Co.

Although it.is designed 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
topics as tips on typing, letter placement, letter mechanics,
tabulation, grammar, punctuation, spelling aids, and word
division.

Secretaries on the Spot
by Frei:LS. Cook, Editor, 1967

The National Secretaries 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
human relations skills and to anaiyting and solving "peuple
caused" problems.'

Sec,retary: A Normal Day, Film

Coronet Films, No. 1700

This film portrays typical -secretarial responsibilities
such as making appointments, greeting visitors, processing
incoming mail, supervising files, organizing a business
trip, taking dictation and transcribing. The film emphasizes
the personal qualities of self-direction, tact, willingness
to learn, judgement and enthusiasm as those needed for
becoming a P.00d secretary.



Standard Handbook -for, Secretaries
by Lois tHutchinson

McGraw-Hill Book Co.

This 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. capitalization and punctuation
b. letters and letter writing
c. postal information
d: legal papers
e. government information
f. \-e.lbreviations

This book ' s readability level is for ' senior high school.
Teachers may find this book an extremely valuable asset in
answering questions for transcription. Sections of the book
can be 'used in Shorthand and Typing to give 'the students a
wider range of business knowledge for a better saleable skill.
The book r:lay alsb be placed in the classroom as a reference
source for students.

Telephone Manners SEE SECTION ON PERSONAL MANAGEMENT

e'PHOTOGRAPHY

Photog-raphyi
1969

The University of Texas at Austin

Photography is a study guide with unit tests. The 47
assignments (10 'units of study) 'deal with the nature of
photography, tools and equipment, making photographs,
developing and printing, and scope and limitation of photog-
raphy. This study guide is based on Feininger, The Complete
Photographer, 1968, Prentice-Hall; and McCoy, Practical
Photography, 2nd ed., 1959, MdKnight and McKnight.

0 REFRIGERATION, AIRCONDITIONING, AND HEATING

Air Conditioning
- by ,EdwinHAnderson, 1969

Theodore Audel

Air 'Conditioning was deSigned as an elementary text
for thoSe Who ;. neecUtO, acquire. Practibel infOrMation on the



rinttallation., :pparation-andtetvicingof air dOnditioning
eqUipMent in the...hoMefland,.in industry The materialit
presented :rina nontechnical mannet,', bUt is ceMPlete enOugh
to, enable the' student tO diagnose andl:cerrect prebleMt. The r
book is organized to 'provide a .prattiCcl:understanding ef
the construdtion, operations and fundaMentalsneCeStary' fot
the diagnosis of operating. faults inlan dir conditioning
system.: The pUrpose and functioninglof each operating
component' is .covered as well at a debctiPtion ef refrigerants
used in various applications. The book is divided i_nto .
chapters, each Of which contains illustrationt, a tUmmary and
review questions.- Troubleshooting Oharts.are previded to
titt in the proper diagnotis and repairprecedure to. use

when needed'. A glossary ofirelatediterms is also included.'

Basie COmfort Heating
by Chalmet Iempter, 1968

Rutgers, 10 SeMinary Place /

The:purpose of this boek isjto provide thettudent with
the 'information necessary to underttand the batic comfort
heatAg portion of the sheet metal . trade and, to tupply_the
student with ptactical experienceso that he can beeome
familiar with the process of detetmining heat less for, aVer-
age ttrctures,.' This text wat written as a. beginning boOk'for
vocatienal students; and does not-cover all' the information
needed by the heating and air.copditioning man.' The students
are presented with the basic:pri,nciples; and the opportUnity
to work oiat-practical problems relevant to these basics/

, Commercial and Industrial Refri eration
by :ilesley C. Nelson, 1952

McGraWHill Book Co,. -

A praatical apprOach to fthe ttudy of refrigeration ap
applied,to,commericaland induistrial fields. ThiS boek Was
designed for use in courses in technical,:trade andether
set-tools Which -emphatize the prtactibal rther than.theeretical
tide Of refrigeration.. It can also'be used asa. suPplement

. to a theoretical Course to acOuaint the ttudent with the
various typet and functions of eqUipment and conttols... Each.
'ohapter has a large number off review que'stions Which test the
:students knowledge of the important pointt. A latge number
of illustrations are included:.



ITT Educational Publishing

Starting with the fundamentals of refrigeration, this
text presents the most comprehensive coverage of commercial
refrigeration to date. The book was written to assist the
student of commercial-refrigeration service and rspairmen in
the construction, operation, and servicing of modern
refrigeration plants. The principles of refrigera:tion, numer-
ous illustrations, and details of the various control devices
'Will materially aid the student or apprentice in the diagnosis
and remedy of any service complaint that may dei/slop.. This

text also contains review questions,,charts, and tables.
Topics of discussion include: Fundamentals of ,refrigeration;
compressors; comPressor lubrication systems; commerical
refrigeration principles; brine systems; ice-making systems;
cooling water rsquirements; commercial applications; special
applications; control devices; electrical systems; absorption
systems; circulating ,pumps; fans and blowers; refrigeration
piping; installation and operation; heat,transfer; load
calculatiOns; and refrigerants. A glossary of terms is pro-
vided at the back of the text.

Electricity in Refrigeration and Air ConditiOning,-Parts I

.and'II ,

by Kanil Faris, 1973'

Rutgers, Kilmer Campus

The theory and practical know-how oflelectricity and
electrical components used with refrigeration and air ,

conditioning systems constitutes the emphasis of this text.
The book is aimed at helping the student observe and solve
various problems that can prevail afte'r system installation.
Topics dealing w5th this are: servicing, repairing, maintain-

ing and trouble-shoting. Each lesson includes an objective,
related informatioh and assignments. 'Pictures and 'diagrams

are included to help illustrate the concepts. 'The text is
divided into' nine units, and each unit has an achievement
test to evaluate the student's mastery of the material.

EledtricitYin Refrigeration and Air ConditiOning-II
Students Manual, 19.8

Rutgers, 10 Seminary Place

Part TI of this Student manual is coMposed pf 11 unitS4

Ighich have the 'folloWingtitles:. Temperature and Pressure



Controls, Time ContrOls, Solenoids, Safetk Switches, Magnetic
Starters,,Witing,Circuits,:Three Phase. Wiring, Electrical Tests,
Terminal'Identification, Trouble Shooting andHInstruments.

Exploratory Course; Stationary Engineering, EnvironMental
Control; and Refrigeration, Student Manual., 1972

Rutgers, Kilmer Campus

This study guide introduces the student to 3 areas of
study: 1) stationary engineering; 2) environmental control,
and 3) refrigeration. The contents of the manual are divided
into 11 units of study; l) Trade Information, 2) Shop Safet7,
3) Basic Tools 4) Boilers, 5) Boiler Parts and Fittings,
6) Feedwater Accessories, 7) Combustion Accessories, 8)
Boiler Operatn, 9) Ventilation, 10) Refrigeration, and 11)
Fundamentals of Electricity. Each unit contains a lessor'
objective, subject matter information, reading references,
shop and classroam procedures, and assignMents.

,libme Refrigeration and Ait Conditioning
by Edwin Pe Anderson

ITT Educational Publishing

Organized to provide the student with instruction &Over-
ing all phases of modetn househbld mechanical refrigetation'
and air conditioning,' the material in this t3dok is carefUlly
arranged to insute a sound understanding of modern elcttic
and gas refrigeration units. The book covets,speciaTized
tools used ih Servicing refrigeratbn and air ConditiOning
Cbuipment, plUs trouble charts for diagnosis pf cOmmon
problems.' Topics of discuSSion includes. fundaMen'tals of
refrigeration; refrigerants; comptession systeM, of tefrigera
tion;: abObrption system of-refrigeration; compressors
contral deyiceS,' defrosting systems; operation' and SetVice;,
cabinet maintenance; installatiOn; service tool's.; rOpR'air'
conditioners;.'aUtomobiIe,air cOnditioners; meter conttol; and:
servidin- ,

Introduction to' Boiler Operatibn: A First-7Year Text
by William E. Green,-, 1973

Rutgers, Kilmer Campus

The information in this 'manual; will enable: the beginning,
student'to gain a working knowledge of boiler rbom functiOns.



Topics dealt with include: baSic boiler 'roompiping,
boiler parts and attachments, meters, gauges, water treatment,
fuels,and ,combustion Units include assignments and-clues.-
tions, in,each'lesSon area.

Oil Burners
by'Edwin

Howard W. Sams and Co., Inc.

For those int ested 'in oil burners, this bpok can be a
u-seful aid in gaining an understanding and practical woi-king,

knowledge of the theory, construction, installation, opera-
tion, testing, servicing and repair of all types of oil

burners, whether domestic of- industrial. Much emphasis is
placed,on how the ignition system works, such as transformer
action, high-voltage transportation and the operational
sequences of limit controls, thermostats and various relays.
Several other topics, such as combustion chambers, drafts,
chimneys, and fuel pumps, have been covered to provide the
maximum amount .of information. -Steam and gravity hot-water
systems have also been included along with forced and gravity
warm-air systems. Step-by-step detailed instructions a.re
given for the new procedures, and trouble charts are ,included'
throughout the book to assist in diagnosis and' repair.

.Refrigeration--1 and 2
by Kamil Faris, 1973

Rutgers1:Kilmer Campus

The basic principles of 'refrigeration are WiShIsized
in this introduction to shop and related refrigeration

Practices. The book is designed to teach_theory and tech-'
nicalities to the student through related basicrand shop

,practibes. The book is' divided into lessons. Each less..:m

. has an objective and related 4nformation. There are assign-
ments to givethe student an opportunity to' evaluate his
knowledge, and "jobs" which give,,the s'tudent, practical

experience with the material. The course is actually
divided into, twb books, but is intended as'one course of

study.



Sheet Metal and AirConditioninEr Contractors: Manual fOr the
Balancin.v. and Adjustment of Air-Distribution Systems
1967.-

Sheet Metal and Air OonditioninF Contractors'
National ASSOciation,Inc.

This manual it part ofa seri.es of Jnanuals designed tb
establish proper standards for the conStruction of,air
distribution'Systems. The purpose Of, this manual is te
indicate the scope of.balancing. and adjusting for which the
contractor is responsible. Instruction is-provided pn,..the
procedure tp follow, metcds.of repOrting, inStrumentS' that
may Jpe usectand basic knowledge necessary for.coMpeteney.'-
The-methods. and principles described in the manual will
en4ble an air balancing technician to properly 'balance any
system.

SAFETY

Safe Livinp-
by Hbreld T. Glenn

Bennett Books, 1975

This text provides classroom instruction in safety.
Chapter topics include: Why,We Study' Safety, At School, At
Home, On Vacation, On the Job. In Agriculture, Training for
Emerrnncies--First Aid, Fire, Storms, You're a Pedestrian,
So You Want to Drive: A free teacher's guide is included
with the text,.

SafetyPracticend. Procedbres in School Shops

HutgerS, Kilmer CampUs

basic safety, text.: This book can be used as a class-
room groUp text or as an individuar'eference., The book
presents:the material in 42 topics. The topiCs range from
safetyiSgUadt tp indiyidual pieces Of Safety equipment..:

Ups and Downs: The Basi-6FTinciples o .Ladder Safety
by Jeseph Gliem, 1072-

Ohip State University-,
Agricultural- Edflcatidnal Cbtri&UIUM-Materaals Service

,

qeigned,as a referencefor use inAligh School vocation
al afrriOultural:Classas,'this".text 'can help'8tudents select

174
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and..-use.ladApt,7 Safely arl'learq. to prevent injUry. :The ,

renecar5,informationon
iadtrrpartsus,7poSit.iOninrHand mai,p,--trenare; anJ,a,gadder
safety est1. e gu'ideclontainS:many(photo&aphs, d.-37grams
and draWing.

.Basic. -Salesmanship
by John..nst,

McGraw-Hill -Book Co.-

In or'deequrpstudents with.the basic skills needed
in a:selling job; this text-workbOok provideS.an intensive
traiing course toHbe coVered over a short period,of tiMe.

'Basic Sellincr
InstruCtionalteria e4 1,,aberato y

The Uriversity of Texas
DiVision ofExtenSiOn,
.:EducationalDepartment.

_Basic is o.-teaChers'- manual on ,sales attitudes
and techniq)es. It comes comPlete with a good set of visual
aids designed for reproduction Or for use-with an overhead
pYr...jector. :

.
:The organization:of this manual_with its visual aids

lends itself :to an excellent mini-course potentially valua.ble
ite any:cooperative program.

.Careers ir Sales, Film

Pathescope Educational Films, Inc.

. This filth demonstrates the vast variety and scope of
careers in sales, recounting the role of salesmen in c-ur
history-, and assessing the presige'of sales in today's'worldo
A'6cording-to theifilm,,'-the character and qu9lities of the
cad Yankee peddler still make the-rood' salesman. Discussions
Tof desl.rable,personality traits and or'' the opportuni.ties,
'challeftges.and 'rewrds of sales careers are included. In
interviws wit,h a retired sales manaf7er, a spokeswoman for
Avon,'andthe Owner of a neighborhoo& store--the film
_points, up the, tradition of..-independenCe andperseveranc:6,
ond-th'e-OkriSta-nt'd04h-cl Tr the .-7 ,00d'sales,person.

In Pa.pt Two sales d-eer'opportunities, satisfactions,
challengb-s, and" types of wOrk involVed are'covered



inte.rviews with people o sell products,:concelJts and ideas,
andservices. hThOse interviewed include an artis,t who is
als4,a manufacturer's representatiVe,Ha musician who is alsr)
ro-pael.. Hof ah,musi6 instrument store, a regional sales manager,

advertising space salesman Wit}-LR maga(zine; an insurance
and,:secrities salesman,hand an account.executive ,wit,h a
graphic arts:company. 'These interviews sugget some ways of
entering thiS field; outline qualifications, Skills and
knowledge needed;(and stresS sales as.a career of freedom,
.-,..reativity and ounity

',,,

Floristrv Mel:hRnd.,sing and Services
c)

Th lind.versity of Texas at Austin'

Designed for the retail fl .ist trLnee, tis text
covers Rll aspects of:buying, selling, merchandising, display,
services... .c.a.re of floWer2s, and Plants, designing, constructing'
arrangements, and preparation H)f customer i.)rders.: The book
has 1.',I,assignmentsandis 96 pages in Jength.

,Furniture fOr the' Home'. :

1975,

Theliniversity of Texas'at Austin

Furniture fOr the Home is a new,individualized
instruction.manual for students training .in.hOme furnish=

sales. 12 assi,gnmehts coyer sales and pl."oduct
mation'on studying and ...esifying furniture; woods used in
furniture; metals, pla'St and. other materials ..used in
furniture;..uph,olstery:fabrics,.padd.in, and,filling
materials.; cohstructior4 'embellishmentsand .finises;
fgrnirestyles...and.periods; identifying'individual
rnitureitems and their uses; beddingf learning why

Ustomers buyv and: helping: customers. An'illustrated
7:710ssar1 is included Zor clarification of furniture.-terms.

js well illustratep, and can helpprepare
the beginning sales trainee for his role in the:marketplace.

)

ettl Y.erchandise Ready for Sale: Reced.wing., Checkine.
anZ7,1arking
ov CRro1 1%ioffett,. 196q

E.eok Go.

Thi s. text-workbook is to Preparestudents for
erv )obsr:ai--i ;clerksI'in,rece`iving 'rooms and Ware=

. .

hoOses.._ cOntents inCludeh the :felloWin to-pie What:'

This.56ok



Starts, What "FolloWs the,Purchase Order, The Receiving Record,
Why the Bother About 'Records, Seefor Yourself, Planning';Store
Visits, Receiving: Merchandise, Bauipment for Moving Merchan-
dise,- Safetv Receiving in ActiOn, Checking Merchandise., ;

Cheoking in Action, Markiha Merchandise,-Marking in Action,
:(our Future'in_Retailing, Applying.fOr a Job, The Job Inter-
Yiew, Receiving RCM, and Here's o ou!

Househofd Appliances and RadiO-TV Selling and Servicing
by WilliamFleuellen, Jr., 1966

HS;mall BuSiness Administration'

Designed as a rer.source material., this;pamphlet is
i:nended toi- use on. atecondary.leVel. The contents include:
household.appliances, radipTV, Selling, servicing and a
bibliography.

Know Your Merchandise
py Wing'te, Gillespie, and Addison, 1964

ergg l!ublishing Co.

'P

,,rhi.6 thorough revision of a. widely used textbook on
HMerchandise .information is composed of two main. divisional
_Part Ii; Textiles, and Part Iii , Non-Textiles. 'The; intro7-
:..duCtary Chapter discussesthe. importance .ofmerchandise
inforMationto the; Sales-person aria to the consumer, giving
the reader thevarious nCepts'involyed in buying practices.

N

Mv.First Job: .Department Store tlerk, Film

Corcinet Films, Ns);

In this 'film,.4a young clerk in a -department store t^lls
A

about the oPpartunities for sales of a wide range of produ.cts..t-
He desaribes different ways tn,, learn behind-the-scenes. aspects
ofthe retail bU-s'i.neSs and cites techniqu'es that can promote
good customer relations.

Mystery of ;Selling to Wpmen
;by Elizabeth-Toth-

011A0 State university
The DistributiVe Educat::'Inal

1-
Constructed to be applicable to both classroom teaohinE

and self'-instruction, this manual,of salesmanship emphasizes
the techniques used for selling to women. The many self-
development materials contained in the guide can be uSeful u

supervisors and executives as well as to. salespeople. The



ccArse or.I,T2-rs suggeste.7ns for th-e lpplication of modern' tech
niqUes of motiVationommunination, and human engineering to
retai) 11ir e: :ted, materials on sales.pethodS-are
apPehded along with a glossary of'terms and

Jr]reioles of-Personal Selling

ITT Educational Publishing

This text is7a-sa1es training manual for junior
executive traineeS. It provides role playing situations to
s.Dped the learning of the best selling procedures. The tPok
also define's the roles of the salesperson and discuSses:
personal selling in fashion distribution. The cOntents
includes retail sales; salesmanship;.saleSpeOple';. jOb cate-
gories; salespeople characteristiccustomer:psy'Thologyl: /

retail merchandising knbwledge; customer relationL;hips;, saleS
presntations and approaches;reviewouestionb and stOdent
actVities.

oy J.-;'

Salesmanship: A Programmed Text
E. Hartzler, 1970

MVraw-rill Book

The basic Skills needed :in retail sales constitutes th0
.1-!ain topic of this textworkboOk. Intructi'on is:prbVided. in
theessential features Of a sales presentation. fTheCOntert
,includei selling, bUying:motives and.selling benefits, the

preSentation; suggestion selling., and selling 13j.'g,_
tiTket items. '

SeJer.r and'Buving Merchandise
and-Rjmer', 1924

Western Publishing Go.

1:,e1::cting_anc,i;Buving Merchandise.consists oI six
r.,ctlonSof Mustrative Material and:six sec-
tior o.t ',P,rojectr.h4t ai directly:related to the Content'
ofthe tektOal mate1a1. The tekt And projeCtsaredraWn
froT,*a Vardety of retaiistorasith differingsiteS:,and'H
rrganiational struCtUresTI7lis'book presentsthefunda
.men:hbI rritIc1Dle of buying..COnSOMer goOdsf,forresaleHand
'PrOVides Meaningf01 projeCt aCtltieSforthe'lappliciatfion'

,

Selling rashion Apparel, SEE FASHTCN



SINESS MANAGEMENT.

Sm; ?usiness Management
hi lliam Hailes, 1965

Delmar Publishers

Sthall Business Management presents units of information
neessary for the successful operation of an individually
'owned small business. Fifteen work units are presented which
relate to success in business ownership. Each unit contains
a series of topics and activities suitable for the classroom.
The terminology is intentionally simplified and emphasis is
placed on the practical rather than the theoretical aspects
of the information presented. A glossary of essential terms
is provided. Fictitious case problems oased on true situa-
tions, and illuStrative examples are ,used mthere appropriate.
Asummary and topic quiz is provided for each topic, and
fifteen,major unit tests are also available. This book can

serve not .
onlY as a textbook, but as a reference manual to aid

in the start of a small business. ,

Starting and Managing a Successful Business,

Film

Part I and

i3UreaU Of:AUdio-Visual
UniVersity ExtensiOn'.:
University::of Wisconsin

This film tells the story of the growth of 2 successful

small businesses. The men who have started the,businesses are

first interviewed. A professor of business and a representa-
tive of an investment firm interpret the various stages of
_business growth and comm4nt on wNy these businesses
were successful. A-panel of businessmen then discusSes the
general principles of successful business management at the

close of the films.

*SMALL ENGINE:.R2PAIR ,V1D:MAITENANCE

Outboard Motors and Small Engines, SEE MARINE OCCUPATIONS .

Small Gas EngineS
by Alfred C. ,Roth and Ronald J. Bair,d, 1975

'4GOOdheart7Willco

This bdok was designed for useHby students 'and appren-
tices.H The purpose of the tekt is to provide bLsic

179..
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Thstructien in7Tundamentals,1 operating ptinciples, :and trOUble-
shoOting on SMall 2 and -4:cyclp J7.,as engines such as are Used
on Jrlowers, outboards, chain saws, and snoWmobiIes. The book,
O Ontains manyH,illustratiOns, and is written n non,-technidal
language:. It OeverS 2 and 4 cycle 'enRineS, rotaty engines,:
TUel systems,, carbdretion, lubricatiOn, tUne7up, and enginb
performance.: Information on cateer Opportunities,,, is included,_
Along with a reference section and dicticnary of terms.

S thall Gasoline 'EnRine Repair
1965

University of' Texas at Austin

This manual is a study guide 'with unit te'sts.. The 53
aSsignments (14 unitS of stUdy) deal With fundaMentals of
intethal:Combustfon engine's, shop safety, hand tools, types
of enRines, lubrication', pooling, ignition and' fuel syStems

- serVicinR, troubleshooting, and maintenande ef small 'gasoline
engines. Refetences are Audels Gas '.nRine Manual, 1963, -

Howard W. Sam's; Purvis, All :About Small Gas Engines, 3d, ,ed. ,

1-963; GoodheartWilleek; Small Engines Service, Manual, 7th
ed;., 1964,, Technical PUtiicatons4 and Stephenson,' Small ,H
Gasoline EnRines, 1964, Delthat.

g o WA REHC:': S3NG

PaSabooku, Warehouseman .

(,.1,dman

-NatiOnal :Learning Cotp.

Rudrilan! aboOk Contains, past civil setvice exam questions:
answetS fot WarehedSemen.

Effective Wan housing
by J. A. Burton, 1974

IternatiOnal. Publications SerVice.

Effective WarvihouSing iS a survey of the WhOle field of
Warehousing and the, manaRement of materials. It ipcludes man-,
resource management a_3pects' ofHWarehOUsing':

Getting, Merchandise Ready for Sales , Receiving, Checkir4 and
Marking, SEE-SA-LES-



Modern Warehouse Management
by Creed Jenkins, 196

McGraw-Hill Book C .

The responsibilities, functions, techniques, and tools
of modern warehousing ar'e -presented in this tex:t. The book
is divided into chapters covering the following topics: The
Role of Warehousing in Business; Warehouse Evaluation and
Requirements; Warehouse Construction and Finance; Warehouse
Layout; Efficient Operations; Equipment Evaluation, Equipment
Selection and Maintenace; Transportation; Accountability and
Basic Warehousing Procedures; Cost and Administrative Controls;
Data Processing in WarehousinF; and Safety.

My First Job: Stock Clerk, ,Film

Coronet Films, No. 3439

This film protrays the duties of a Stook clerk by using
"Doug" as an examplA bf a7st6dic employee. Douesentry jOb:'
duties in an electitonic high 'fidelity equipment store include
,reCeiVing items from the wholesalr; Marking, price tagging,
and, Storing -them; rt:plating.stOck in the Store ,and inventory
updating,

Stockkeeping

The University of Texas at Austin

7..nformation for stUdenis on Stockkeeping, its functicnS,
and, r,ow it i'.elateS to the basic merchandising ,and distribution
picture is provided in' thls basic manual for every,. DE student-
trainee.' It contains' 22 assignments, and iS 145. pages An, ,

length.'

Warehouse ManagemPnt
by John Warman, 1971

International Publications Service

The fol] owing aspects of warehouse functioning and
management ar covered in this book: sidincr and construction
building, care of premises, planning, supervitfIon.
movement and receptioh of goods; equipment: mde1 ,J hand-

ling, mechanization, racking, work measurements, stock
----c-antrol and -stock taki g, finance -and -personnel



Warehousing
1974

The UniVersity'of Texas at Austin,

Intended for students training in any warehouse
operation', this book covers all aspects of materials handling,
-storage, recedving, shipping, controli security, and safety.
A Warehousing AnSwer Book is also available.

WOODWORKING AND FUF ITURE MAKING

Bench Woodwork
by John L. Feirer

Bennett Books

Bench Woodwork gives a complete,coverage of the basics
of woodworking plus a good introduction to industry and its
related concepts. The importance of project planning and
completion, hand skills, and safety are given recurrent stress
th'roughout this easy-to-understand text. Respect for tools
ana wood in its many farms is encouraged with new units on
power tools, mass production, buying wood products and buying
t0ols and machines. Attention is also given to safety,
consumer values and careers. There are cver 500 photos,
drawings and charts in this 255 page book,'as well as 2-color
printing, and 65 projects.

Bench Wood Student Guide is coordinated with the text to
reinforce learning. Questions are objective in design,which
facilitates ease of completion and checking. The guide i.
62 pages in length.

Cabinetmaker
1974

University of Texas at Austin

This manual presents a eomplete study of cabinetmaking,
including careers, materials, tools.; safety; shop. math,'
joints, _furnitUre:,and_cabinetHconstruCtiOnA-and a'.gloseary.
Twenty7fourHassignments are .based on-the :.referpnce ToOlsfor
Woodwbrkih; Trades,, the.. University of,Texas'atAustin','1197.2.

,

Furniture
1961

±UniversityHof.'.TexasatAUstin,

Furniture FiniShingHls a etudy guideWith undt test's.
There, are 51 a-tsignments (13 units 9f ,study) based on 4
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references: Newell and Holtrop, Coloring,.Finishing and
Painting Wood, 1961, Chas. A. Bennett; Marsh, The Easy Expert
in Collting and Restoring American Antiques, .1959, J. B.

Jiipoincott; Scharff, Complete Book of Wood Finishing, '1956,
HMoGraw-Hill; and Soderberg, Finishing Materials and Methods,
H1952,. McKnight andjvicKnight.

;Furniture Repairman and Upholsterer
;1T770

'University of Texas at AUstin

FUrniture Repairman and Upholsterer is a study guide .
with unit .tests. :There are 48aspi.gnments (14 Units -0f study)
dealing:with careerS in the furniture repair indutry,safety4
tools and machinbs, .furniture frames, replacement of parts,
regluing joints, removal.of-old finishes, refinishing, fabrics,
andconstruction Materials for:upholstering.

Modern WoOdworking
by-Willis:H. Wagner, 1974

G:::odheart-Willcox Co., :Inc.:

Up-to-date:Information about wood and wood products, and
.i_nstructiOn in the use of hand and Power tools is presented,
in this text.- Exploratory experiences are provided to give

HHstUdents jnsight into: Major areas of wood working, in.cluding
.'fUrniture and cabinetwork, laminating and bending wbod, wood
'finishing, upholstery: and plastic laminates, patternMaking,
.carpentrY-and boat building. A special,-full7Oolorf-section is
.included which ShoWs the typical Color and: 'graincharacter-
iStios of 71 different Woods. The book was designed for
senior high school, vocational high, college andtadult use.

Upholstering
bY'JameS E. Brumbaugh

Howard W.-Sams,and Co., Inc

pphalsterihr, discusses the techniques of modern uphol-
stering, and includes up--to-date technical and practical
inforMatiom.on the. subject. The text covers the mechanical
'skillS of uphdlStering and recovering and presentsHan intro-
dubtiOn for an appreoiation of design, ,furnishing coSMeticS,'
and:fOrnitUre de0Or..:
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_Wood Finishing
by Harry R. Jeffrey

Bennett Books

This is a concise handbook on the processes, methods,
.and materials needed in preparing and finishing old and new
woods. For quick techniques, A chapter is included entitled
."If you are in a hurry." The book also shows the rewarding
processes available to those \who are not in a hurry and want
to work with wood as an art and a craft. The contents includes
preparing the wood for finishing, staining, fillers and sealers,
finishing materials, varnishing, lacquers, wax .polishing, oil
polishing, french polishing, penetrating wood finish,
enameling and glazing, refinishing old furniture, special'
treatments of woods, specdal problems in finishing and
decorative finishes.

Wood Furniture: Finishing, Refinishingo Re-pairing
by'James'E. Brumbaugh

Howard W. Sams and Co., Inc..

The basic technical information needed ,for complete
wdod finishing is presented in this book. It includes the
fundamentals of furniture repa'r, both veneer and solid
wood, and complete refinishing procedures, which involve
stripping the old finish; sanding, selecting the finish, and

\using wood fillers. Complete step-by-step procedures for
antiquing, painting, staining, flocking, inlay patterns and
gold- and silver-leaf finishing are included. Various woods,
along with actual grain photos, are discussed as to their
characteristics and their reactions to various finishes.

Woodworking for Industry
j)y John edrer

Bennett Rooks

This book provides an introduction to the field of
woodworking. It covers builVng construction as well as ,

cabinetmaking. Technologica_ developments in products,
tools and building techniques are also discussed. The book
is written in direct,/ simple language.
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RESOURCES

There are two kinds of information included in Part
Three: addresses of publishers and film distributors and
sources of additional resource materials. The addresses are
alphabetized by company. The listing of additional resource
materials should gxeatly aid 'the resourcefu7 teacher in
locating information not included in this guide.

publishet;s arid film. distributors'
Abus Marine Publications Division
Intertee Publishing C4xporation
1014 Wyundotte St.
Kansas City, Missouri 64105

Acoustifone Corporation
Chatsworth, California

Aldine publishing Co.
529South WabaSh Avenue ,

'Chleago, Illinois 6060

Allyn and Bacon, Inc.
470 Atlantic Ac.
Boston, Massachusetts 02210

,American Beauty Career Service
'Salt LakeCity, Utah

American Society fOr Oceanography
'ASO Information Kit
1730 M St., ,NOrthwest, Suite 412..\
Washington, D. C. 20036

American Te Society
848 East 58ti. z.iet

Chicago, Illinois 60637

ArCo Publishing Co., Inc,
219 Park Avenue South
New York, 'New York 10003,

, ." :.
Argus:ComMUniCations
_3505 NorthTAShland Avenue
Chicago,

Assotiation-SterlingHFilmS
600 Grand Avenue
Ridgefield, New Jersey 07657,HH



Bennett Books
crio.,s. A. BennettCo., Inc.
809 West Detweiller Drive
PeOria, Illinois 61614

Bobbs-Merrill Co., Inc.
4300 West 62nd Street,
Inadanapolis, Indiana 46268

Bowmar Publishing Co.
622 Rodier Drive
Glendale, California 91201

Brooks/Cole Publishing Co.
10 Davis Drive
Belmont, California 94002

Bureau of Audio-Visual Instruction
University Extension
University of Wisconsin
1327 University Avenue
P. O. Box 2083
Madison, Wisconsin 53701

Bureau of Occupatidnal and Adult Education
Office of Education
Washington; p. C.

Cahners Career Education Series
Cahners Books
89 Franklin Street
Boston, Massachusetts 02110

'California State College
Fullerton, California

California State Department of Education
Bureau of Publishers
721 Capitol Mall
Sacramento, California 95814

California State Department of Education
Business Service Section
Textbooks Publication Sales
721 Capitol Mall ,

Sacramento, Californra 95814
N.

California State Joint Apprenticeship Cbmmittee
Bureau of Industrial Education
721 Capitol Mall
_Sacramehto,-Call-fornIa-95814



Cardinal, Labpratotias,,Inc.
9649 RUshHStreet -

South ElMonte,, California
,

Career 1DiScovery Education Program
'5.chclaStiC BOOk-erv'ice!...1
904'!Sylyan AVenue
EnglewOod.Cliffs

/
Ncv Jorsey 07632

Career Systems
3750 Monroe Avenue
Rochester, New York 14603

Cebco Standard Publishing
P. 0. Bpx 31138
Cincinnati,"Ohio 45231

Changing Times Education Service
1729 H Street, Northwest
Washington,:D. C. 20006

Charles A. Bennett Co., Inc.
809 Wst Detweiller 'Drive
Peoria,, .Illinois 61614

CharlesC. Thomas
301-327 East Lawrence Avenue
Springfield, Illinois 62703

Charles E. Merrill PublishinE
1300,Alum Creek DriVe:,
ColmMbus, Ohio: 43216

COnneptiPut CurricUlUM ,CpmMittee
ReadingfOr the BuildingTrades
StateEducaticin'Department
HartfOrd-,:,Connectibut

Continuing Education PubliCa-iions
Extension Annex
C76174a1,:Oregon 97331,

Cooperative ucation Associat an,
Drexel UniversitY',
Philadelphia, PennsYIvania 19109

for Blueprint

Coronet InStructional,Media,(CPrpnet, Films)
65 East South_Watertreet.
ChicagollinOis 6o6oi

Council Bluffs Community School
Council Bluffs, Iowa'
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Counselor,Pilms,HInc.
Career:FUtures, 116.
2100 Locust Street
Philadelphia;PennsylVania

Cube Corporation
17905 Sky Park Circle
Irvine, California 92707 ,

19103

Current Affairs
24 Danbury Road
Connecticut 06897

Curriculum Coordinating Unit
P. O. Box DX
State College, Mississippi 39762

Curriculum Innovations,'Inc.
Publications_and Subscription Offices
501 Lake Forest Avenue
Highwood, Illinois 60040

Delmar
Vocational/Technical and Industrial Education
50 Coolf 'ROad
Albany, New York 12205

Digital Equipment Corp.
Software Distribution Center
Building 1-2
146 Main Street
Maynard, Massachusetts 01754

Distributive Educational Department
Division of Extension
The University of Texas at Austin
Austin, Texas

The Dorsey Press, Inc.
1818 Ridge Road
Homewood, Illinois 60430

Drexel University
(Cooperative Education Association)
r. Stewart Collins

'-xecutive Secretary
Philadelphia, Pennsylvania

ERIC Clearinghouse on Vocational and Technical Education
The Ohio State University
Columbus, Ohio

1 ) 3



ERIC Clearinghouse'(ethesda)
ERIC: Processing and Reference
4833 Rugby Avenue
Bethesda, Maryland

Educational Design, Inc.
47 west Street and 13th Street
New York, New York 10011

Educational Dimensions Corp.
Box 488
Great Neck, New York 11022

Educational Ftogress Corp.
4900 South Lewis Avenue
Tulsa, Oklahoma 74145

Educational TechnologY Publications
140 Sylvan Avenue
Englewood Cliffs, New Jerey 07632

Educators Assistance Institute
Subsidiary of Systems Development Corporation
2500 Colorado Avenue
Santa Monica, California 9040

Fawcett Publications, Inc.
1515 Broadway
New York, New York 10036

Fearon Publishers
6 Davis Drive
Belmont, California 94002

Follett Publishing Conany
1010-West-Washington Blvd.
Chicago, Illinois 60607

Ford Motor Co.
Film Library
The American Road
Dearborn, Michigan 46121

General Learning Corr).
250 James Street
Morristown, New Jersey 07960

Facility

General MLills, Inc.
9200 FilM' Center
P9stHOffice B9x- 1113
Minneapolis,'Minhesota 55?o



Georgia State Pepartment tf Education
Office, of Instructional Ser7ioes
State Office Building
Atlanta, Georgia-3a334

The Goodheart-Willoox Co., Inc.
123 West Taft Drive
South Holland, Illinois 60473

Gregg Division
Mopraw Hill Book Co.
1221 Avenue of the Americas
New York, New York 10036

Guidance Associates
41 WashingtOn Avenue
Pleasantville, New York.10570

H. C. Johnson Press, Inc.
Vocational Education Division
P. O. Box 5566
2801 Eastrock Drive
Rockford, Illinois 61125

Harcourt Brace Jovanovich, Inc.
757 Third Avenue
New York, New York 10017

HaYden Book 00., Inc.
Career Institute-
50 Essex Street
Rochelle Park
New Jersey 07662

Hoffman Occupational Learning Systems
4423 Arden Drive
El-Monte, California 91734

Holt, Rinehart. and:Winston$ Inc.
343 madisOn Avenue:
New York, New York 10017

Houghton Mifflin Co.
2 Park Street
Boston, Massathusetts 02107

Household Finance Corporation
Pi.udential Plaza-
Ohicago,IllinoiS 60601

'Howard 14'. Sams and Co., Inc.
ITT E,clucational,PublishinS
4300 West 62nd Street.
'Indianapolis, Indiana 46206
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The Humane.Socdety_of_ the United. States .

1604.F. Street, Northwest
Washington, D. C. 20006

IRS
Federal Office ,Building

-

31- 9Pk.i.ns .Plaza
:7,Baltimore,',MarYland 21201

ITT Educational-Publishing
4300 Vest 62nd 'Street.
Indianapolis, Indiana 46206

Illinois Board of Vocational
Marcial Donini
Material Resource Center
100 North First Street
Alzind Building
Springfield, Illinois 62706

Illinois State Department of Education
Division of Vocational and Technical Education
1035 Outer Park Drive
Springfield, Illinois 62706

Indiana University
Vocational Education Program Area
'School of Education
Bloomington, Indiana 47401

Indiana University Press
10th and Morton Street
Bloomington, Indiana 47401

Institutions-Volume Feeding Magazine
--Cahners Books
89 Franklin Street
Boston, Massachusetts 02110

International Publications Service
114 East 32n1 Street
New York,

Education and Rehabilitation

York 10016

The Interstate Printers.and
.

North Jackson Street
Dariville.; IllinOis .61832

J. ,3.. Lippincott Co.
East Washington, SqUare

Pennsylvania 19105

Pub1ishers,

J. G. Ferguson Publishing Co.
-

Chicago, Illinois

Inc.
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:0" rp .- iQc.cupatonal-TralInng-Prograin-'
. ,

JJ.S.Departmento±' Labor'
ManpOWer .Administrati,Pn
601' 'D. S.treet, Northwest
,Ne.shington;;;; D. C . _-20213

KentuCky 'State Department of Education
Frankfurt,' Kentuolv

Ken_ tUckY 'University
-Department ;of Vocational Education
Lexington, 'Kentucky

Keystone Publications
1650. Broadway
New 'York, New York 10019

Kung, Inc.-
207-209 East Patapsco Avenue
Baltimdre, Maryland 21225

Learn Fast System, Inc.
R. D. No. 2, Box 429
Yardville, New Jersey 08620

Learning Trends
Globe Book Co., Inc.
175 Fifth Avenue
New York, New York

Lenape Technical School
2215 ;Chaplain Street
Ford City, Pennsylvania

Library Filmstrip Center
30 33 Aloma Street
Wic hi ta, Kansas 67211

Love Publishing Co. .

6635 East Villanova Place
Denver, Colorado 80222

MIT Press
28 Carleton Street
Cambridge, Massachusetts 02142

Mafex Aseociatas, Inc-
111 Barron Avenue
Johnstown, Pennsylvania 15906

Maine Department of EducatiOn and Cultural Services
Augutta, Maine 04330
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-Maryland.DepartMentPf-Licentihg'and-RegUlation'
.DivisionThf Laborand Industiy
203 .East HBaltimore Street
'BaItimore, Maryland. 21202

Maryland.,State Department of Education
State Media Service Center
R.%.0. 'Box 8717
Friendship International Airport
BaltiMore, Maryland 21240

McGraw-Rill Book Co.
order Services
Princeton Road
Highstown, New Jersey 08520

McKnight'and McKnight
BlOomingon, Illinois

Michigan, Department of Education
Central:Michigan University

Pleasant, Michigan

Milady Publishing Corp.
3839 White Plains Road
Bronx, New York 10467

Minnesota Department of Education
Commissioner of Vocational-Technical Education
Capitol Square Building
550 Cedar Street
St. Paid, Minnesota 55101

Missouri Instructional Materials Lab
Amon Herd, Director
8 Industrial Education Building
University of Missouri--Columbia
Columbia, Missouri 65291'

Missouri State Department of Education
Box 480 Jefferson Building
Jefferson City, Missouri 65101

Modern Talking Picture Service
suite 4
2000 L Street, Northwest
Washington, D. C. 20036

NationaL'Association of Engine and Boat Manufactures

'Film Librark.
:DepartMent pf Creativision,
295' West 4th-Strsst
New ,ork'''A`lew York 10014



1The-Nati.bnal ASSOciation Of Retail Grocers
Suite :620
2000 Spring Road
Oak Bropk,.Illinai's, 60521

National AUdiovisual Center
Distribution Branch
Washington, D. C. 20409

VatiOnal Career Center
DepartMent.FF
3839 White_Plains Road
Bronx,-New York 1067

National: Career Consultants, Inc.
9978:Monroe Street
Dallas, Texas

National Educational Media, Inc.
Order Department
15250 Ventura Blvd.
'Sherman Oaks, California 91403

National Laboratory for the Advancement of Education
The Aerospace Education Foundation
1750 Pennsylvania Avenue, Northwest
Washington, D. C. 20006

National Learning Corporation'
20 Dupont Street
Plainview, New York. 11803

The National Secretaries Association International
2440 Pershing Road
Suite G-10
Kansas City, Missouri 64108

National Toof, Die and Precision Machine Association
9300 Livingston Road
Washington, D. C.

National Vocational Guidance Association
1607 New Hampshire Avenue, Northwest
Washington, D. C. 20009

Nebraska Department of Vocational Education
233 South 10th Street
Lincoln, Nebraska 68508

Nevada State Department .of,; Education
,

Director of Vocational .and' Technical Education
, _

Carsen City, NeVadd "89701



New Readers-Press
Division of:LaubaCh Literary,
P. O. Box 131
:SyTacuse, New York 13210

/North Dalcota State Board
'c/° qari"Ol E,. Burchinal,

. State, Office Building
900:East Blvd.
BisMark, North Dakota 58501'

'Occupational Learning Systems
4423 Arden Drive
Elmonte,i California .91734.

for Vocational Education
Director and Executive Officer

Ohio State Department of Education
Vocational Education
65 South Front Street
ColumbuS, Ohio 43215

Ohio State University
Agricultural Educational Curriculum
Materials Service
'Room 201 -

2120 Frffe Road
Columbus, Ohio 43210

Ohio State University
Center for Vocational and Technical Education
Ftoduipt Utilization Section
1960 ;Kenny Road
ColuMbus, Ohio 43210

Ohio' State University
Distributive Educational Materials Lab
1885 Neil Avenue
115 Townsend Hall
Columbus, Ohio 43210

/The Ohio State'University
Instructional Materials Lab
1885 Neil Avenue
ColumbuS, OhiO 43210

Ohio Trade and Industrial Education Service
,The;Ohio State UniersitY*

/

College of EdUcatiOn/ /

Columbus, ,Ohio 43210

c .

Oklahcima StateHDepartment of Vocational nd Technical
Curriculur1 and InStrucional Materials Center
1515 West.6th AvenUe
Stillwat r,

.

OklanoMa /74074
,
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Olympus Publishing COr
Salt Lake City, Utah ,

Opportunities for Learning, Inc.
5024 Lankershim Blvd.

,

Department C4,
North Hollywobd, California 91601

Oregon Board of Education
Division of COmmunity Colleges a d Vocational Education
Public Services Building
Salem, Oregon' 97310

Pathescope Educational Films, Inc.
71 Weyman Avenue

,

New Rochelle, New York 10802

Pennsylvania Departmentiof Education
Office of Information and Publications
P. 0. Box 911
Harrisburg, Pennsylvania 17126

PrenticeHall Educational Book DiVision
EnglewOod Cliffs, New Jersey 0763

ReSearCh PreSS.Q:Ompany
2612 North, Mattis AVenue
Champaign, Illinois 61820

Restaurant-,.HOtel, Aids
2120 Girad AVenue .

Minneapolisj, Minnesota ,55405

f

The RonaldtPress Company/
79MadisoniAvenue
New York', New York 10016

Rutgers
Kilmer CaMpus--Building41.03
Departmentof Education
V.ocationalTechnical Curriculum Lab
New' BrunOWick, New Jersey

Rutgers' I
Seminary place

HVOcational7Technical CurrioUlum Lab
Nevil3r4nSWickiHINI,ew Jersey

HSahdlerInetruOtional FiIMS, InC.
10.01 Nortn ,17"oh$ttiaPlace
HollylObd California :90.046



Scholastic Book.Services
Division of Scholastic Magazine
50 West 44th Street
New York, New York 10036

Science Research Associates, Inc.
259 East Erie Street
Chicago, Illinoie 60611

Sequoia School District
d/o Director of Vocational Education
Redwood City, California

Sheet Metal and Air Conditioning Contractors
National Association, Inc.
P. 0. Box 3506
Washington, D. C. 20007

.SiMon and SchUster,, Inc.

.:630 Fi4th Avenue
New YOrk., NeW:York 10020'

HS.ingerCaretr Systems
,18281 Stre.et, Northwest
Suite 402
Yashington, D. C. 20036

0.

.Mall Butiness AdministratiOn
Room 3930
2.6 Federalt-Paaza
NeWYork, New'York :10007.

ZOuthWestern Publithing Co.
.:925 Spring/Road
,PelhawManor, New York. 10803

Stuart Reynolds Productions
9465 Wilshire Blvd.,.
J3eydr.ly Hills, California

,

SUbsidiary of'Syttemt Development Corp.

,2500'Colorado,Avenue
Santonica California 99406

Tennessee:
,Vocational Curriculum Lab
Box 1114
.Murtreesboro,.Tennessee

Texas'ARIM University
.

Agricuire Education Teaching
:materiaJ.s Center- -
,College Station, Texas 77440



.Texas EduCat;ional'AgPriCY..
Occupational Education and TeChnologY
Vocational Industrial Education
Austin, Texas

Theodore Audel and Co.
Bobbs-Merrill Co., Inc.
4300 West. 62nd Street
Indianapolis, Indiana 46268

UCLA
Director of Allied Health Professions Proect
Division of Vocational Educatibn
College of-Education
1003 Wilshire Blvde
Santa Monica, California 90401

U. S. Department of_Health, Education and Welfare
Offibe of Education
Washington, D. C.

U. S. Department Of Labor
Manpower Administration
'Washington, D. C. 20210

U. S. Government Printing Office
Superintendent of Documents
Washington-, D. C. 20402

University of Illinois
Vbcational Agriculture Services
434 Mumford Hall
Urbana, Illinois 61801

University of Minnesota
College of Education-
Minneapolis, Minnesota

'University of Missouri-Columbia
Instructional Materials Laboratory
Department of Practical Arts and Vocational-Technical Education
Columbia, Missouri 65201

University of'South Carolina
Project. WERC
;Columbia, -South Carolina

University of-Texas at Austin
(Division,of, Extension)
'Edubational: Department
'AuStin, Texas 78712
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VirTinia State" Department of Education
mr. 14arrV Smith, H ,

,
/

DirectOr of Public InfOrMation and Publications
P.,O. Box 67g /

Rich Mond, :Virginia 23216

VoCational Curriculum DeVelopment
,Natchitoche's, Louisiana 71457

V0C.atiOnal'OOdanCe Manuals
620HSOUth' Fifth Street H'

tOili.sville; ,KentUCky, 402Q2

Vocational Instructional Servi&es
TexasA&M University
College Station, 'Texas' 77840

W. B Saunders C.o.
218 West Washington Square
Philadelphia, Pennsylvania 19105

and Research Center,'

Washington:H for teacher4s resource pUblicat'ionS,
inquiries toi, L,

LeiRoy,McCartheyi: DireCtor
DistribUtiveand 'Office Educatidn

,

216:,0,14HCapitOl'Building,
Olymp'.ia',. WaShingtOn H98504

,

Westirgiriiat
'CbdrdinatOrf CuriculuM :DevelOpMent
Bureau'of 'Vocational:, TeChhi,CaIand Adult EdUcation
RooMB-243 ,

BUJ.1dAng,fi,,, (..;apitol, Complex

-CharleSton',HWest Virginia 25305
,

WesternHTape
P.H0f. Box '69'i
Mountain View, California 94042

The,WestinghouSe' LarningCorporation
,1100'Park-.AVene:
'New york, :N#w york 1000'

,Wiley-InterSdience'
P. ,j 0. BoX 4,569
,Grand Central ,Station
'New ,rork,New York, ,10017

Ziff-Davis 'Fiabl.iShing,
One Park AvenueHH
NeW York-, New York 10016 ,
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sources of additional resource rrateria

The 'items listed below are general sources of inforMation
and instructional materials useful to the teacher-coordinator.

companies,' i,edilca±ional and governmentalagencies, are very
cOoPerative in:respondingo inquiries.

y,-;ENERAL SOURCESHFOR EDUCATORS

Abstracts of Instructional Materials for Career Education, 1972,
and Supplement to Abstracts of Instructional Materials for
Career Education, 1973

These bibliographies provides information on a wide
variety of career education and related. materials. Available
from:

product Utilization
The Center for Vocational
1960 Kenny Road
Columbus, Ohio:43210

and Technical Education

Aids from the American Bankers Association

The American Bankers Association
1120 Connecticut Avenue, Northwe
Washington, D. C. 20036

The catalog lists more than 400 banking related aids
available from the American Bankers Association. Some of the
materials are free; others are not. Most are in the form of
booklets',.but the range extends from forms to color motion

Pictures. A great deal of the material listed has direct
! application to work experience programs. The material is cross
i
indexed to help in the rapid location of information.

Association for Supervision.and Curriculum Development
National Education Association
1201 Sixteenth Street, Northwest
Washington, D. C. 20036

Thc.as3ociation provides information
curriculum materials.

recently develop.ed



EduCators Guide to Free:Films :

MarHorkheimer,and JohnDittOn '

EducatOrs Progress::ServiCe,
,Ft.p.ndcplph, Witconsin 53956

The Guide to Free Films is a comprehensive listing of
films on a wide variety of topics:of interest to students.
Entries are indexed by title and subject for easy location.

This publicatiOn provides,a comprehensive listing of
associations,, many of which will.supply 'useful instructional
material and answer requests:on specific topics.

The Vocational.,Technical Library Collection

Bro-Dart Publishing Company
Williamsport, Pennsylvania

This collection is a very comprehensive listing of
source material relating to vocational and technical education
and career education.

Catalog of. :Business and Vocational Education Materials

Thompson-Mitchell and Associates
2996 Grandview Avenue, Northeast
Roberts Building
Atlanta, Georgia 30305

Thds catalog provides a listing of commercial films,
tapes and audio visual equipment.

SuperIntendent of Documents
U. S. 3overnment Printing Office
Washinton D. C 20402

GPO Has a comprehensive collection of publications useful
to the.teacher-coordinator. New titles are announced through
a bi-monthly flyer entitled "Selected U. S. Government'Publica-
tions." Subscription to the flyer is free upon_request. In
addition, "topical indexes arb-a-Vailblbli Updn request.

2 0 6
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COMMERCJAIRGANIZATIONS,

The organizations and companies listed below are sources
of a variety of educational aids. A catalog of instructional
materials can be obtained by writing directly to the
organization.

American Arbitration Association
'Education Department
477, Madison:Avenue
New York, NewLYork 10017

American ,BroadcaSting:,CO. TV
1330 'AVenue Of 'the Americas
New:York,New::York 10019 ,

AFL-CIO Film Division
815 Sixteenth Street, Northwest
Washington, D. C. 20006

American Forest Products Industries, Inc.
1816.N Street, Northwest
Washington, D. C. 20008

Airco Chemicals and Plastics
150 East 42nd Street
New York, New York 10017

American Economic Foundation
51 East 42nd Street
New York, New York 10017

Aluminum Company of America
Motion Picture Section
1501 Alcoa Building
Pittsburgh, Pennsylvania 15219

American Management Association, Inc.
Film Department
135 West 50th Street
New York, New York 10020

,American Iron and Steel Institute
150 East 42nd Street
New York, New York 10017,

_Amexican-Petrole-um -Institute
Committee oh Public Affairs
1271 Avenue of the Americas
New York, New York 10020
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American Society for Metals
Metals Park, Ohio 44073

American Can Company
100 Park Avenue
New York, New York 1001?

Automobile Manufactures Association
New Center Building
Detroit 2, Michigan

Association of American Railroads
Transportation Building
Washington 6, D. C.

American Society of Tools and Manufacturing Engineers
publication Sales Department B-1
20591 Ford Road
Dearborn, Michigan 48128

Boeing Company
Attention: Film Editor
News Bureau
M. S. 16-41
Seattle, Washington 98124

Briggs & Stratton Corporation
2711 North 13th Street
Milwaukee, Wisconsin' 53201

Chamber of Commerce, U.S.

Audio-Visual Department
1615 H Street, Northwest
Washington, D. C. 20006

Coca-Cola Bottling ComPany
515 Madison Avenue
New York, NeW York,10022

k_

The Commissibnongnglneering:Education
1501 NeW HamPshireAven4e, Northwest
Washington, D.- '.*.2003

dhrysler porporatiOn
341 Massachusetts,,,Avenue
Detroit, Michigan231.'

Eastman Kodak Company
Information Films Divislon
343 Statet7Ereet--
Rochester, New Yorx 10033
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Douglas Aircraft Company
Film and Television Communications,
3000 Ocean Park Blvd.
Santa Monica, California 90406

D. I. Dupont De Nemours & C
Advertising Department
Molion Picture Distributor
1907 Market Street
Wilmington, Delaware 19898

Encyc loped ia Britannic a
Educational Corp.
1150 Wilmette Avenue
Wilmette, Illinois 60091

Federal Aviation Administration
Film Library, PT-921
Aeronautical Center
P. O. Box 25082
Oklahoma City, Oklahoma 73125

General Aniline and Film
Photo Education Services
140 West 51st Street
New_ York , New York 10020

, Firestone Tire and Rubber Co.,
Department of Public Relations
1200 Firestone Parkway

, Akron, Ohio 44317

Ford Motor Company
Motion Picture Department
'The American Road
Dearborn, Michigan 48120

General Motors Corporation
Public Relations
Film Library.
Detroit, Michigan 48202

Ford:,SerViCe. Publications

Detroit, :Michigan

Goodyear Tire and Rubber
'Audio Visual Department

, 1144 East Market Street
-

Jam Handy Organization
2821 East Grand Blvd.
Detroit, Michigan 48211

204
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Hughes Aircraft Company
Mr. K. G. Brown
Public Relations and Advertising
Building 114
Mail station 13
P. G. Box 90515
Los Angeles, California

International Harvester Company
4101 North Michigan Avenue
Chicago, Illinois-60611

Kaiser Aluminum and Chemical Corp.
Kaiser Center
300 Lakeside Drive
Oakland, California 94604

LittonIndustries
Broadcast/Motion Picture
9370 Santa Monica.,
Beverly Hills, California 90213

Services Department

Wbst,Cpast:Iumberman's,AssOciation
1410:Southwest MortisOn
pottland, Oregon 97200: '

Masonite CorporatiOn
:PublicRelatic.S:Department

311inois 60690

Monarch Machine.Tool Company
Advertising Mariager
,Sidney, Ohio 45365

National SocietY' for the Prevention of Blindness, Inc.
16 East.40th Strebt
New York, New Ycirk 10016

National Association of Manufacturers
2 East 48th Street
New York,17, New York

,National AeronaUtics and Space Administration
NASA Lewic Research Center
Office of Educational Services
21000 Brookpark Road
Cleveland, Ohio 44135,

National Cotton Council of America
u 'o-Visual,Service

P. O. Box 12285
Memphis, Tennessee 38112

2 0
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National Education Association
1201 Sixteenth Street, Northwest
Washington, D. C. 20036

Norton Company
Advertising Department
Worcester, Massachusetts 01606

Pratt and Whitney Aircraft
400 Main Street
East,Hartford, Comecticut 06108

Rockwell Manufacturing Company
412 East North Lexington Avenue
Pittsburg, Pennsylvania 15208

Republic Steel Corporation
1013 Midland Building
Cleveland, Ohio 44101

Raytheon COmpanY,
martirLB. Curran,. Manager

CorP.orate and Government Advertising
121 Sitihg :Street
Lexington, MasSaChusetts.

Founder's Society of America
21010 Center Ridge Road
Rocky River, Ohio 44116

Sikorsky Aircraft
Division of United Aircraft Corporation
Public Relatiohs Department
Stratford, Connecticut 06497

Simonds,Saw and Steel Company
470 Main Street
Fitchburg, Massachusetts

Stanley Tools
600 iVyrt1e.Street
New Britain, Connectidut 06050

South Bend Lathe, Inc.
425 East Madisor(Street
South Bend, Indiana 46622

Shell Oil Company
50 West 50th Street
New York, New York 10020

The Society of the plastics
250 Park.Avenue
New York, New York 10017



SUnoco.
---Ht-Un7OTIGompany

1608: Wa1nut7Street
Philadelphia',-Tenn,sylvahia 19103

Standard'Oil of California,
Public RelationSDeparttent
225*Eush Street
San': Trancico, California 94120.

Stuart Reynolds Productions
195 South Beverly Drive
Beverly Hills, California

3M Company
Visual Products
2501 Hudson Road
St. Paul, Minnesota 55101

United Aircraft Corporation
Attention: Mr. Ralph Villers
Public Relations Department
East Hartford, Connecticut

United States Steel Corporation
Chicago Film Distribution Center
208 South La Salle Street
Chicago, Illinois 60690

United Steel Workers of' America
1506 Commonwealth .Euilding
Pittsburg 22, Pennsylvania

Uniroyal, Inc.
Public Relations Department
1230 Avenue of the Americas
New York, New York 10020

United States Borax and
2075 Wilshire Blvd.
Los" Angeles, California 90005

U.S.-Plywood Corporation
Sales Promotion Department
777 Third Avenue
New York, New York 10017

Caterpillar Tractor Company.
600 West WaShington Street
Peoria, Illinois .61611_ .

Chemical Corporation

7
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The insurance .Companies listed below have ayailabie,
materials uSefUl in deallni with a variety OftopiCs Pertinent

"to the Ante/"Osts: of 'cooperative' work' experienOe 'students..

Aetna Life andPaSualty
PUblip Relationand 40vertising Department

Parthington'Ayenue'
:Ajartford.'Connedtibut

'Equitable"',Life AssuranOe Company of the United State
12.85'*enUe of:the 4mericas
New'''York, 'New York 1019

John Hancock Mutual Lifensurance COMpany
200.:EendeTStreet
Boston,AVIasSadhUsetts 02117

Metrbpolitan Life Itssurance CoMpany
Pla:diSon Avenue
JlewYork,iNew York 10010

.NeW YOrk Life InSurgnce..Company
H51 Madison,Avenue.:.
New YOrk,New York .10010

,
:Prudential InSurance.-CoMpany of America

,

EducatiOn Department
Box-36.Prudential..Plaza,
Newark.,,New' Jersey .07101 .,

Sun. Life Insurance Company
One North LaSalle Street
Chidago, Illinois 60602

of Ameriáa

GUIDANCE IN'FORMATION-

. The 'referenceS_listed below dreHgOod soUrCes,of gUidance,
informatiOn. 4 Peri:odic oheCk *iththeagency-Will Usually
produce:worthwhile results"...

Vocational .Guidance Quarterly
National Vooational'Guidance Association
1607 Ne.WHampsbire'Avenue, Nothwest

7AATR-et5-n, D.' C.-20009
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Career Res'ource Bibliography/and InfOrMation
National Career Information/Center

,

1605 New/Hampshire Avenue,iNorthwest
/ Washintton, D. C. 20099

l'Amerkah Guidance Service /
/ Pub14,4hers Building /
/ Cir,Cle Pines, Minnesota/55014

,/
American Personnel' and' Gdidande;As,sociation,

, /

1605 New Hampshire Avenue, Northwest ///,'
Washington, D. c.'2o,609

OCCupational OutIbbk'Sleivide
.BUreau bf.,Labor atatittics
U.,S-Department'of La,bor ///

"Washington, D. C. 2621/2'

U.'S. Government FilM/Ser0.ce
U. S. 9ffic/of
Du Art.Film?:Laboratbtrie,s',Y,
245 WeOt 55tb st.rept/1.
NeW YOrk,, New. YoTk,<100191 !

Career Informationt: ! kiDirectoryJ
.Counselors.and-TeabherS;' T-
Setant-Systems,,:40c.///'
Milwaukee,'WisbonSin"

f Free Naterialsfbr

U. S. DEFARTMENT' OF LAROR-PUBLICATIONa'

. A variety of source material can be obtained from the
Department/bf Labor by sending directly to the Washington, D.C.
office ortto the.Region III office, U. S._Department of LabOr,
P. 0.' Box 13309, philadelphia, Pennsylvania 19104. 'The
sburce6 are organized below according to the issuing sub-
division within the Department of tabor.

Bureau 'of tabor Statistics
Washington,. D. C. 20212 '1

Publications of the, Bureau of Labor. Statistics

A Counelor''s Guide to Manpower Information, An Annotated
Biblibgraphy of Government Publications

Occupational OutiookHandbook

, Jobs forthe-70's

Monthly" Labor Review



Occupational Outlook Quarterly

Major Program, 1974

Manpower Administration
Washington, D. C. 20210

Index to Publications of the Manpower Administration,
1January 1969 throu,g June 1974

Dictionary of Occupational Titles

Manpower Magazine

Manpower Report of the President

Occupational Briefs Guide for Young Workers

'Job Guide for Young Workers

Women's Bureau
Washington, D. C. 20212

Handbook of Women Workers

Job Finding Technioues'fOr Mature Women

EDUCATIONA1 RESOURCE INFORMATION.- CENTER (ERIC)

The Educational Rasources Information Center isdesigned
to provide educators access to educational literature which is
not generally available. knetwoik of clearinghouses, each
having an area of specialization, was established to acquire,

,select and process documents. Each specialized data center
'2.publishes indexes announcing processed documents and provides'
Opies of those documents.

The ERIC System announces the documents processed br its
Clearinghouses through two publications: RIE'(Research/an
Education) for research reports and other documents, and
CIJE (Current Index to Journals in Education) for artiOles,from
periodicals.

The clearinghouse for vocational education_is the
Center, for Vocational and Technical Education (C;VTE) at The
Ohio-State-Trilvar-say-.- In-additibri-tO b-brithic"tirigearch and
.deyelopment activities in vocational-technicai and career
education, CVTE publishes two quarterly indexes of documents

,contaihing information .relevant to Oareer and vocational-
technical eduCation:



1

AbstractS of Inst/ructional Materials in Vocational and
Technical Education (AIM)

/

/ -This index lists a wide variety of instructional materials
of upe in cooperative work experience programs.:

Abdtracts of Research Materials in Vocational and Technical
EdUcation (ARM)

This index lists and abstracts research and related
Materials/ in the vocational/and, technical education field.

The Center: also issues an annual index to AIM and ARM.
/ In addi,tion, Centergram is periodically: relepisea, and reviews
/ topicaY pulolications. The Cehter ,

is also 'helpful in answering
direct/ inqUiries on speOific topics.

, / I

/The ,other clearinghouses in the/ ERIC system process
/

broad ranging materials of /use to teacher-coorainators. A
_ /

list of the OlearinghoUses in the ERIC ,system is given below:
/

/ /

ERI Clearinghouse /On Adult Educ6.tion ,

yraouse UniversitY1 / I

ad'? Ron6r
/

Lane /

SYracu pe, New York 13210 '

-telephones ( 315)/ 476L5541 eX 3493
, / / / k 7

/ , /
/

't

ERIC/ Clearingh?(Use /cn Counse
Sch?ol of Education Buildin

IRoom 2108 / ,

1

EaSt University and South University -Streets,'
Ann Arbor, Michigan 48104 i

Telephone s ,,( 313) _764-9)4.9

'ERIC 'Cleat'inghOuse on t e Disadvantaged / /
,

InformatiOn Retriev I ?enter on /the Disadvantaged
,

Teacherd/Cbllege / / / LIi /
Columbi/a University ,'/ / :

Box 40/ //

, 1258 Amsterdam Ave1:1n,e //

New Y'ork,. New York/40027 / /

TeleiphOne: (212). ,8)7q-4808 /

; //, / / / / / /

ERiC ?learinghop We,/on Early Childhood Education
ddilege/of Edudatic5A ''' / /

'UniverSi,tY of /11iinois ,/, ,/
/

/ ,

--7

,

ERIC ClearinghoUses

805 W,st, PenS,Si/lyania Avenue,: r
Urbana,/ IllinOls7/61801 I ' /''

, , 4,. __. . .. .

f? /Telig,P ,ilbtle t ,.4,21 /..cm //333-13q6 ,
,

, _
/ / , //, .7 / ...;/, , '

i, . , ,
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ERIC Clearinho'use,nEducationaIHManagement'
..I1niversity of.OregOn'
'Eugene Oregon "97403
'Telephones' ,(503) 686-5043

ERIC Clearinghouse on Educational Media and Technology
Center for Research and Development in Teaching
School of Education
Stanford University"
Stanford, California 94305
Telephone: (415) 321-2300 ext. 3345

ERIC Clearinghouse on Exceptional Children
CEC Information Center on Exceptional Children
1411'South Jefferson Davis Highway
Jefferson Plaza No. 1
.Suite 900
Arlington, Virginia 22202
Telephone: (703) 521-8820

LERIC Clea:ringhOuse:,on Higher EducatiOn
,The GeOrge Washington University
One :DUpOntIC.irCle

WaShingtOn,:D. C. 20036
'Telephone': (202) 296-2597

ERIC Claringhouse for Junior Colleges
Room 0 .

*.-Pciwe.11 Library
UniyereityHo.f.Californi*
405 ti.ilgar4 Avenue
LOs Angelee,:CaIifornia:',90024
,Telephbne':. (213).'825-3931

,

ERT0:,ClearinghoUee :on Languages and, linguistice':
:ModrriLanguageAesoCiation:of.America
:62'pifth AyenUe':.
New:York, 1\1,ew :York: 10011 '
Telephones (212) ,691-3200

ERICClearinghouse on Library and .InformatiOn Seiences,,
American ScCietY for'InforMation::Sdiende
1140:ConnecticutAvenue,,NOrthweet,
,Suite: 804
Washington,' D. P..-H,20036
Telephones"(202) 659-3778.H

ERIC.Procesing and, Rb:ferenceFacility
43,3,3J.3_qgbyLitve.nue
Bethesda',Maryland 20014
Telephone( (30156,--9.723

iThis funttions-asa,,bentral,document
:for all ERIC ',Clearinghoutep.:

212.
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ERIC Clearinghouse for Reading and Communication
National Council of Teachers of English
1111 Kenyon Road
Urbana, Illinois 61801 ,

Telephone: (217) 328-3870

ERIC Clearinghouse on Rural Education Small Schools
Box 3AP
New Mexico State University
Las Cruces, New Mexico 88003
Telephone: (505) 646-2623

ERIC Clearinghouse on Science, Mathematics and Environmental
Education

The Ohio State University
1460 West Lane' Avenue, 2nd Floor
Columbus, Ohio 43221
Telephone: (614) 422-6717

and

,

E.1111q Olearinghouse:for SoCial S-Oldi,ep Social Science, EduOation
8.55 'Broadway.
BoUlder,'Colorado 180302H
Telepnone: .(363). 44371383 ext. 8434

ERIC, ClearinghouseHon ,TeacherEducatiOn
One Dupontircle
Sulte'616
WaSh:ington,',p.'C',H20036
Telephone': ',(202).;'293.-728O

1ERIC Clearinghouse': 'on Tests, Measuremen
Educational'TeSting,SerVice
Princetbn, 085140
'Telephone: 1(609),9219000ext.2691

and Evaluation

ERIC ClearinghbuSe'on' VocatiOnal and Technidal Education,
The'"OhlotaieAni;i:erSity,
196Kenny-Road.'

yColumbUS, Ohio:43210'
.:TeaeOlione:4614)*48636.55:

'STATE 'CURRICULUM CENTERS

The seven state curriculum centers listed below are
source of information and instructional materials. These
centers serve L- a regional clearinghouse.

California Stat )epartment of Education
--125 5-1-r-e

Sacramento, California 95814
Serves: Arizona, California, Hawaii, Nevada Utah



DiVision of Vocational and Technical Education
Board.of Vocational 8ducation and Rehabilitation
1035 Outer Park Drive
Springfield, Illinois 62706
Serves: Illinois, Indiana, Iowa, Minnesota, Michigan, Wisconsin

Instructional Materials Laboratory
University of Kentucky
Research Fouhdation
Lexington,' Kentucky 40506
Serves: Kentucky, Ohio, Tennessee, Virginia, West Virginia,

Washington, D. C.

Mississippi State' University
State College, MS 39762'
Serves: Alabama, Florida, Georgia, Louisiana, Mississippi,

North Carolina, South Carolina

New Jersey Department of Education
Dlvision of Vocational EduCation

,,225 West State Street
Trenton, New Jersey 08625
Serves: Connecticut, Delaware, Maine, Maryland, Massachusetts,

. New Hampshire, New Jersey, New York, Pennsylvania,'
Rhode Island, Vermont

State Department of Vocational. and Technical Education
1515 West Sixth Avenue
Stillwater, Oklahoma 74074
Serves: Arkansas, Col*ado, Kansas, Missouri, Nebraska,

New Mexico, North 'Dakota, South Dakota, Oklahoma, Texas

WashingtOn 'State GoOrdinatiing Council for, 0cupational EducatiOn
216 Old Capitol Building
'Olympia, WaShingtOn,98504
ServeslaSkaHIdaho, MOntana; Oregon, Washington, Wyoming
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