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- C e I ' INSTRUCTIONAL PROCEDURE . *
. - ~ ,

. \‘,,,w:.. ¢ . ‘

t . . . . ' i \
A - This module cont‘ains two sequential learning activities and a final check-out activity. \a_‘

A brief overview precedes each learning activity and the. final check-out amvny Each lua}v{
actmty and the final check-out activity provide Ieam)ﬁg experiences to hclp you accomplish

the ob)ecuves Feedback devices (learner self-tesy/and performance dlukhst))_f,prowdcd

to help you détermine when each objective ha géén accomplished. A sample brochure is

presented to guide you in developing your K brochure.

The first learning activity is déigned to provide you with the needed backgro_{md

information. The second learning acti ity is designed to give you an opportunity to apply
that information in a practice situg 19n" The Check-Out Activity is the final learning
aétivity. It is designed to allow you to develop a brochure in a real work situation, such

/ . . .
as when you are employed orAvhen you are serving as an intern learner. The Performance

Checklist (Appendix-A) is used by the learner and the mst(uctor/supervnsor to assess
progress The checklist i apphcable for both practice performam.e and perfopmance in the
real work situation. e
" T After reading tjie Objectives and th-e lnl.r'oduction-on pages 2 and 3, you s}lould be
able to determine how much of this module you will need to complete before tile Check-Out
\/Acumy '
* If you already have the necessary background information gequired for developing
broclures, ydu may not need to complete Learning Activity I, p. 4.
* I
mplete Learning Activity 11, p. 17. .

u already have had practice in developing brochures, you may not need to
“

~

s

Ve ﬁstead with thie apprO\l of your instructor or supervisor, you may choose to proceed
/ duectly to the Check-Out Activity, p. 18, and attempt to develop a brochure when
{ ){pu have accesstoa real work situation:

-

‘gur instructor or supervisor may be contacted if you have any difficulty with

}iyons, or l}f assessing your progress at any time. R
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{ . ‘SUPPLEMENTARY TEACHING/LEARNING AIDS

" An effort has been made to mqke this module as self-contained as possible. The
' information:contained in the modul}e should be sufﬁcnent to de\?elop entry—level" knowledget
3 ) and skMowever, much more has|been wmten on this toplc The advanced learner may
wish to ¢ altam higher levels of khowledge and skllls
A list of resources whnch supplement those contained wnhm the module follows Check
' wnh your instructor or supervlsor (1) to determine the avallablhty and the locatlon of these
resources, and (2) to get assistance in setting up additional learning activities. '
4 . Learning Activity-4
* McCloskey, Gordon, Education and Public Understanding. New York, New York
I00] 6: Harper and{Row, lnc 49 East 33rd Street, 1967, pp. 159-181.

- - * Orr Kenneth. Printing Layout and Desngn Albany, New York: Delmar Publishers,
: Inc., 1968, pp. 189-194. ' o
Learning Activity (I g v
T \\ ~ = *~ Samplé brochures ffom your instructor or slxpelvisd}
Check-Out Activity . oo
* State coordinator for industrial traifling
[ T ' . * Local training i,nstitu'tioh personnel who have been involved with the industry services

program

OBJECTIVES

]

. After completing the requjred readifig, take the Jearner self-test to demonstrate that you '
have attained the knowledge of developing a brochure for an industry services program
You should complete all nems correctly (Leamzng Activity 1)

® . *

¥ ! -
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1L. . Af,ter.analyziné the performance instructions, .complete all the designnte_d_ ex:periences
in develop’iné a brochure in a practice siluz.ltion Your work must copform to the
checkhst provided in the Appendix. (Leqmmg Activity ll) .\ L
HI. In an actual work situdtion, develop a brochdre, for your mdustry servnces program
. Satlsfactory performance will be reahzed when all items on the performance checkllst' :
(Appendix'A) are |;ated “ygg,, -(Check-Out Acuvny)

i i ' —

-~ DEWELOPING A BROCHURE ON INDUSTRY SERVICES

—_———r

Pl INTRODUCTION.  ~ .

’ , . A brochure is a written leaflet, folder or booklet designed to communicate ideas

! jhfferent audiences or mdmduals It may be 1llustrated with’ pictures, drawings, graphs, or
charts. C _' .
g F To be effective asa commumcauve deyice, brochures should be designed so they are
S attractlve mteresung. and easy to comprehend They must Lonvey tho intended: message
0 qu:ckly. and provoke a lasting i 1mpnssnon .
In developing a brochure on industry services, you will be confronted with the tasks
Hy, i of wntmg the narrative ahd .m’angm; any pictures and illustrations on the page. Basic -
knowledge in advertising and printing processes is helpful. This module is desngned to assist
you in developing a brochure to acquaint industries qnd the community with the industry
services program. ' ’
3 v .

A , .
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- v " Yoq shouldstudy the informati:on presénted on the following pages. You may wish to

S read supplementary information from advertising and business communication-books, After
r o L reading these materials, you will demonstrate knowledge of developing a brochutre by *

completmg the beamer Self -Test. You wnll be evaluafing your knowledge by companng your

i self-test answers with- the .&nswers to Self-Test. . . . g
v y . ,L d . "

*'1- TERMS UNIQUE TO MODULE .

13 ‘ U . . "

. | .
3 / "
. LY
. . «

(V3 A Caption. Synonymous with “he'adi_ng“ or “title.”
e, 1 ‘ B. Copy. The written content® to be used in bro'cl;gres.: ' '
L. ,‘C Emphasis. Giving more expression to a single clement or idea.
'p.’ Formal bal:mce The use of equal weight and spacmg on pnther side of type asan

m

) lllust'rnnoﬁ to create balanle. - . .
/ Headlme. ‘A written statement, usually®n larger type, which introddcés or categorizes-
) mformmon R ; A
Illustration. A photograph, drawmg, chart or gxaph used to make an idea clear.
Informhl balance. Unequal weiﬁts given to items, but in.a manner to create balar}ce.,

Layout., Arrangement of the written and illustrated contents on a page.

R m

Logotype. A trademark or symbol identifying the agency/advertiser:

J:  Message. ldeas, facts, and figures incjuded in a brochure.: -

K. Motion. Involves the principles of eye movement over the printed page. 4
L. . Text. The body of the written copy.

M.

U;i_ty. All parts of a message working toget‘h'er.

.

Pl ' .
'll.‘EXAMI’LES OF BROCHURE OBJECTIVES

.

A. To create an awareness of the industry services program
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. B. Tocreate a‘favorable.image of the industryservices program ) oy o ' g % '
": C. To inform industry and the commum(y of the benefits of the prograrn o H
D. To mforrd industry and the cdmmumty of the mdust&ﬂvwes'&vmlable thnpugh the, * e
’ ! public tmmng institution . i i ' N S S S :
P .
1L 'QU.ALlTlES OF EFFECTIVE MESSAGES FOR BROCHURES -b oy, “.‘ o {’. .
. . ¢ & R <
A Messages should be people oriented. 5 Yo K ! . ’ p
1. The brochure should contain words and ideas’thdt relate mdustry serwces to the ’
.___'\’ £ needs and wants of the citizens. R R

2. The brochure should show specnfrc ways in whrch mdustry servrces w}dl berkfit . -,
the publrc : R . '

Vg ' _\. iy

3. 'The brochure should be written so that the average titizen can understand- and "’

“relat&to it. D L _ ‘} ' . y
B. Messages should be personalwed o o . s ‘o .
1. 'Use names of persons, personal pronouns, arrd photégra;rhs as rrrlrch 3s p:)ssible' ‘
2. Direct messages to groups, such as “young people” or"‘ar'iults," tb_shpw concern, S .
for people. o0 N E ,
C. Message should be clear and concise. : . ¥
1. ’ Use words and pictures which have easﬂy recognized meanmgs .
. 2 l{se sentences and paragraphs which can be easily _understood. . . 2
Avoid technical terms. ' ' - -

+ 4.~ Use sentence structure which contribﬁtes‘ to ease in understandjng:
Brevity. Sh’grt sentences are more easily understood than long ones. . '. V '

a
.b. Directions. Direct sentences are more eas{ly uaderstood than indirgct ones.

\

\ " 'c.  Avoid useless words and phrases

d. Edit and re-edit written messages.
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,*  IV.ILLUSTRATIONS USED I BROCHURES  «
’ . ";, ' A ! . v R ) - ) = :
e A.  Types of illustrations e
1. Photographs ~ y & Y . E . ~—
A 4,.\‘ . °% * Drawings : . ‘\ _ : . .
‘ ' 3. Charts and graphs ' e . A . 4 ‘ ' '@";
: B. Purpom of Mustrations ‘ - U - |
] 1. Tp capturb attention or lighteh copy A !
;’ 2. To facilitafg interpretations .’ o " = . ’ o <
: 3. To convey t".;i‘ttslan'd feelings - L ‘ s . b
\ i 34. To clarify mezﬁnings of coniplicaté‘d statistics .
5. To high!ig/llt of reinforce a theme or idea T R
] et ., - e v ¢
V. ILLUSTRATING WITH PHOT OG.RAPHS . .
' A. Uses of photographs ' »
in - 1. To_provide information anfi argfise-ifterest ) ST .
- ' * 2. To show real situations ih an industrial oriented soclety
\7\ .. e 3. To abprokimé;e direct experiences and symbohie tttqcommu.n‘ity needs 3
B. How to achieve maximum impact of photography. Ll o Al L
1. Incorporate drama and emotion. - : )
. 2 . Show action. i w5 B -
: 3. Portray good composmon (strong play of hght and shadow} i
. 4. Use pictures which mclude people. .
o 'S.  Emphasize faces and hands at work.- .
( 6. Show people working naturally and spontaneﬁusly. e S )
7. Select picturgs ‘wt‘licﬁ ‘have ;ieﬁnite centers of interest. '
. 8. Avoid too many suhjects‘ in one photogra;ah. o . v Ty v

-9, Eliminate irrelevant;details.

'

. o
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- VL.CAPTIONS E ‘

o)

A .Function_sof capiions -

*B.

< : . . i 4
;l. ELEMENTS OF A BROCHURE (layout)

. -

1.

2

3.
4.

How to use captions

IS

To clarify the mea'ning of an illustration ’
To show relationship to the theme of a brochure
To help reader interpret an illustration

To help reinforce the' meaning of an’illustration

-Print caption in a type which provides emphasis.

’

Headﬁnes i [}

. )

lliustra}ioh (s) - ‘ i s

Text (or “body copy”) '

* 1. ‘Use short statements. Words should have immediate meaning to the reader.
. 2.

£

14

Log6type (trademark or symbotl identifyirig the agency and the industry services

program)

. Addresses and. telephoﬁe number (s)

VIII. PRINCIPLES OF ACHIEVING GOOD LAYOUT -

\

s

A. Balance items in the layout..

m o ox

1. Formal balance' |
A 2. ) l\nformal bélange .
Devel(;p proper motion of items. . ° .

Apply proper emphasis of items,
Achieve upity. { L
" Add color.\ :

N




' Booklet type —several pages: Bound together by saddle or sade wire smchmg
‘Leaflet— —one pages ~ * ("° Tor e,
Folders’ .

" 1.° * Three folds—six paincls

;2.' Eour_folds»-cigh,t'*panels
3. Single folds—four panels
4. Acco;diOn' folds ¢
5. Lettgt folds :

.

.X. PRINTING TERMINOLOGY

.

A Slze of type—height of type, measured i in pomts
Face of type—design character, style, or appeamnce
L. Roman . '
Gothic
Block'
Italic
Text
Script

L]

X1. PRINTING PROCESSES

Letter pré$s printing—raised surface type

1. Used mostly for books and magazines [-'.
‘2. Adva.ntageous when a series ()f printings are requirgdv

3. Gives clear and'sharp roproducti(;ns with strong confrast
4. More expensive because of cuts required 5
Intaglio (gravure) prints from a depressed surface
I.‘ ‘Generally used for the pncture section of newspapers and mall-orlﬁer catalogues

] . . ' Y
- H
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“*Continue this learning activity by taking the Léarner Self-Test which follows.

2 Gtm soft effect '

3 Econom;ul whcn many copies are required
" Planographic or hthognpiuc-mmfers greasy inks to paper
Qnenlly referred to as offset printing
Used-maindy for direct mail advertising
U;ed fof fine catalogues and brochures
Produces soft and subtle effects
y mex?enﬁveuunxmabove
Colors of paper '
hpa finishes and textures
Weigm of papers
Size of brochures

.

ol R AN

¢

L
.

.

.

be adapted for local use dnd incorporated into a brochure. - o

~

y -
.

-

*~

N

Sam’pﬁ elements for a brothure are shown it Appendix B. This information may




A/
in a practice situation. Check your answers with the Answers to Self-Test. If you fail ’
to complete all items correctly, you may wish to refer to parts of the module information.

(|

. . . ooy
'LEARNER SELF-TEST A

This is a checkpoint imowledge test needed before proceeding to devejop a brochure

List two qualitjes of effective messages for a brochure. e

a o . . " e ) s .

b . >
. List fhree purposes of illustrations. . V 3 . ..
ot 'v". '.- \ "‘
< .
Which two of the following are not good means to tc!\ieve maximum imp.act.in‘th.e .
photography of a brochure?
a.. Show action.
Incorpdrate drama and emotion. . . . ’

. L e

L

Use as t;uny subjects in the picture as possible.

Use as few p'icmres of people as possible. .

M - 3
s & 0

Show people working mturally . .
£ Emphasnzc faces and show hands at’ work " ., . T s

A folder wnh four folds contains eight panels. ) ¢

True() False () - : <

Which two of the follewing reprucnt the names of thef cesof chanctenoftype v

in pnntm; terminology. Circle the eomcunswet

a:  Danish ) _ ’ ' , s

b.  Gothic

¢ Sept s ® w o

d. French - i « . e

e. Roman '



. : ' |
IS
Raised surface type refers to letterpress printing.
True ¢ )" False () B o ‘. '
Plahogr;phic or lithograp‘}_lic prinling.is. generally etqplbyed for printing b\:och&ré!
True() False () -7 . '  a" ’
List two .elemgnts found ift a brochure layout. b
a. : '
. r \ . o
L] N
'y
L K B
~ . ’ -
i r - . . P
‘ . ,
« - -
. ' . " .
- " ¢
» M - ’
. . -
- ¥ - L N
- L
. . < )
% v
s ¢ . . " - .
»
- . ‘
v, z 3 - .
13
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ANSWERS TO SELF-TEST
1. * Any two of tl;e folldwing: s ) '

a. Messages are people oriented. ' . . =
- - b. Messages are personalized.- - -, . -

c. ﬂcm;es are clear and%oncnse

. v-
2. ..Any three of the followms .-

“a. Capturs attention or bghten copy. - ey Coee T
' b Facilitafe interpretation.” . . - o X
‘ . &y Convey facts and feclmgs r Vo
<= d  Cln meanings of complicated statistics. ‘ . . y
e.  Highlight or reinforce a theme or idea.
. 3 e . '
d. . .
; 9
4. True .
’ Y .
5 b .
‘e.
6. True - Mo
7. Tnie . ' S
8. Any two of the follov/'m; -
a. Headlines .
b. lllustrations .
c.  Text (or “body copy™) | . . .
d. Logotype * . d oL

*Proceed to thé nexf lwmng actmty for practice’ in dcvclopmg a brochure.

. 16
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LEARNING ACTIVITY II: PRACTICE PERFORMANCE

L
<

/' " You will be reqmred to practice developmg a brochure on industry services. Several
" subacnvrtles must bF completed before the brochure is completed. You may wish to refer
back to parts of the modul. information. You may wnsh to mr.l éne or more amcles on
advemsm; and busmess comrnumcatnon from outside resources. You mny also review other
brochures developed y your employer to detenmne the layout of the brochure. The sample
ot brochure shown in Appendix B may be used as a guide in developing a brochure promotmg
some aspect of industry services. You will be evafuauna your performance in dovelopmg a-
brochure unns the Performance Checklist, Appendnx A
oL : : . .
- L7 Determine the objective of the brochure. =~ .~ o <
. N L . ’ - *
1L Plan the e?emems that ar; to appear in the brochure such as the hmdhn&, copy,
" specnl attentron-gettmg devnces, border, and photographs, You may refer to the -
sample brochure mformation in Apyndu&h ‘
ol . : ‘ i
o nr’ Prepare 3 preliminary layout of the proposed brochure. srrange the elements,wiihin
' the layout until the most pleasing emphasis is found. Modify the size and shape of the
elements as necessary to give maxlmum effectiveness. Refer to otheresample brochures
’developed by your mstructor or supervuor for amstanee ln layout work.
R

K - . -
\g

v, Prepare’the finished copy, including headlines, illustrations, detailed information and data,

. and photographs. o ) n
- . ) /
. 5 1 .
I A Proofread finished brochure. ’ y \‘\
- * R i -‘ . = .
¥ k .

‘ VL | Use the Performance Checklist from Appendix A to check your oompetency in devek}pﬁg
.8 brodmre in the practice situation. Follow the instructions provided in the checklist

l L ..
t ‘Complehon of the previous learning activity should have prepared you for developmg a brochure
ina rul wodr situation. Proceed to the Check-Out Actrvity ’

17

A 2

/

-+



.

CHECK-OUT ACT lVl'l’Y PERFORMANCE IN REAL WORK
SlTUATlDN

¢ .The activity below should be conducted in an actual on-thejob situatiop. It may be

complcted Mthaut completing the WO learnmg actmtws if you think you have the
- L3 -
. proﬁcnency to do so. ' ’ - V

You must develop a brochure which descnbes the industry services program. You

o, ntay wish to consult with the state coordmatdr of mdustry services to obtain factual
\ » . . v -

. with other persons in your-work sntuatxon who have developed brochures.

‘ .- Cow ’Your performance will be Judged by your instructor or supervnso: usmg a fhecklst

Q
.- All items on\the Perfprmance’theckhst (Appendix A) must be rated “yes.”

. . . ‘e .
- . .. .
. : ° r

L *After completion of the Cheek-Out Activity, you may select another module for study.

. .
L . int‘ormat\on which should be included in.the brochure . You may also discuss the brochure

Your instructor or supervi

t may be contacted if you have any difficulty in selecting a
: Gl
- - &

5,




. APPENDIX A '

PERF%RMANCE CHECKLIST

-

Developing a brochure on industry services.

3

e \‘ ) -
. t

o

R

>

1.
«

.

-

Brochure was easy to read.

.
. P G

Messages were easy to understand.

v

Useless words and phrases were avoided.

Illustrations (if used) were neatly and clearly presented.

’

INustrations (if used) captured attention.
\

19 -

.

N

.

e, -

-

.

0DO0O0D00000d

-

INSTRUCTIONS: If the performancg is satisfactory, write YES in the spacé provided'.
- *If the performance is unsgtisfactpry, write NO in the space. Each / o
*item must be rated ‘‘yes” for satisfactory task petfonnance._

!

-

.
1 ’\.—P’j’ -
” .




APPENDIX B

"SAMPLE BROCHURE * - S
'WHAT ARE INDUSTRY. genylces ? L ’

s
lndust;y services are '(}rograms designed to provide specialized tranmng for lroth

e prospectwe employees, and employel;s already on the job. The concept of mdustry z;ervnces
applies to exnstmg lndustnes, as well a5 to new industries locating i m a commumty fndustry
semces programs are planned especially for a particular chent company, and prospe'ctnve
employees who participate in each program learn hew skills which enable the new or‘exlstmg
mdustry to achieve maximum productmty at n rapid pace.. » ’ R
" Each progra\'n is directed toward a smgle industry, plant, or firm wluch manufactures ‘v '
or constructs a pameular type product Therefore, a smgle set of objectwes is ldentnﬁed and
the progmnﬁ/" gy be tenmnated upon the accompllshment of these objectlves However,

..

tmnlng will be présvlded wnhm reasonable limits as long as it is needed. { *

HOW MAY INTERESTED INDUSTRIES GET INVOLVED?

To save red tape and confusion, one office will coordmate training and recnutmg d
' actwmes when you locate or expand your operations.

’/\The local dlrector of voeanonal-techmcal educatnon has desngnated a coordmator

other industrial development groups you may be working’
with. Specwlxsts from the vocatlonal-technlcal stal‘l’
will be available to work with the coordinatorgnd
to visit with you at your present location to - *
\analyze your needs and yevelop a program

of action. ) < Y

0;*’.*‘7 ' R .
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HOW WILL QUALITY LABOR BE ASSURED? . - F tey
An adequate supply othual\ty labor for your operation can be assured. Our state is one of the
few states to have a statewide cbmputenzed telephone/viewing screen hookup. which lists all
jobs available and their locatjons throughout the state. There i is one Iowted in every employment
:servu:e office. This cons:derably speeds up recruiting prospectwe ttamees and skilled workers
outside the immediate area, The employment service's personncl wnll work closely with you in
screering, tgstmg, and recrumng prospective employei OF, we wxll plan a !rammg pyogram
y . spemﬁcally for upgradmg your workers on ‘the job,

either on compdny-time or employee tlme.

ARE AVAILABLE?

A vqcationa'ktgchnigé] center is close to your‘

plant site. ‘fhese t'a'ciljtia are quite new and are
avai!ab!c ‘at no cost to you. We have a faculty of

‘ qualified instructors reqdil to train neW employees.

If you would rather furnish your own instructor *

for [;re—e;lzployme;t training, this can be arranged.

Training can also be conducted at your plaﬁt site

_ using your equipment md instructors, if agreeable

" with your organization, ‘

Wealso have a mobile facnlity which can be

moved to your plant site, if you ' do not have a

tfainingfacility. fE A @ ’ . - - (
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WHAT ARE SOME ADVANTAGES OF INDUSTRIAL TRAINING? ~ s

" Our ‘objective is to train pros’pective'employees to the

p‘erférmance levels desired by each company. We have no °

preconceived or artificial standards that have to bg met. We will
‘ ; "

train to meet the company’s standards. With each company, we

—_—

, - objec%tive's, prepare instructional m?terials‘. and measure trainees’ °

performance. Instructional programs are conducted at a time most oonven’ient’to the trainees. No ,

charﬁé’s ar? made byA the trainjng ithilutiqn to eithe{ the trainee, or to t!\_c'companyt. _ . .
We will participate in shgring the oo§t.§ of n‘t‘atesials;cop'sumed dunng pre-emg]dymh'v\ ‘

training programs. Instrugtors will be reimbuifsed k_ predetermined hburl); ‘ﬁftiloiint fof all

‘training hours. Iﬁe anio_unt of participation in the eost sharing of consumable supplies,

equipl;lent, tools, and instructdrs is predetermine'd and preagreed between the traihing institution

_and the company. ' 3
. ,

ﬁOW ARE TRAINING RESOURCES PROVIDED?\
. We have AGess o sl of technical writers
who can prepare tailor-made training manuals and
-”accoznpanying audioyisual aids. These are used in
conjunction with the most up-to-date industrial
teaching téchhiques and curricula. Ail instmctprs and
training aids are approved in advance by the company.
During our initial n;getipg with you we yvill work ouit
the details. ‘

* .‘
. By =
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{identify the jobs,tist-the tasks, analyze gach task, write performance
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WHAT IS THE ATTITUDE OF THE PARTICIPANTS IN lNl;USTRY SI'ERVICF.S" )

" ‘An important part of our training program emphasizes the necessnty of bemg a
responsnble employee. We teach more than mechanics. We teach the role of industry in relation
to the country $ economy, the commt.xmty, and the \ndmdual’s well bemg We stress the .
importance gf regular attendance, responsible workmanship, and’ teamwork betwegn the
employee and the employer. lndmdunl productivity of wdrkers in our commumty will
oome asa pleasant surprise to you People of this community are industrious and
", eagerto work A re&ent survey among the communify’s plaht managers showed that more
than 90% of them rexarded pmddctwnty in this community’s mdustry operation as gopd
B as or better than plants they had managed in other states. Our people are interested in doirg

- a sood Job for you, and that goes for s, too. We invite you to let us explain further how
new and expanding industry can be served by our vocational-technical training program. Let

us get you.started in the right direction toward new profits. For complete infomat{on, ,

. write'or call our Coordinator of Industrial Training.

/
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. S LIST OF INDUSTRY SEliVlCES LEADERSHIP DEYELQPM;NT MODULES ' A J
s L : . 1 e . 'Y
4 2 * Orientation to ;ndusuy-Seﬂlcu o . . P A ;
- . .

A. Introduction to Industry Services
5 B. ..Industry Services Leadership Development Pro;nm
' . . Guide for Using the Self-Paced Instructional Modules ,

® )
i3

Il Establishing Contacts and Relationships

o 3 A. Speaking to Industrial and Community Groups - * . L
" . B, .Writing Articles for News Media L] : - .
. . C.  Identifying Functions of Agencies lanlved in .
5 . Industry Services : ‘
D. Developing a Brochure for lndumz_Servlcc\ HhS

A Hl:  OQbtaining Agreements = . - » :
. : LY - A. Developing Training Agreements ) :

' .

. .., . .B. Developing a Lead-time Schedule W
- i C. Interpreting Lmshuon §elated to lnduury Servicol . .

IV.  Identifying Training Needs ° B . \

| e .+ A Collecti nmework Produclion and Training-
. . Informati ‘
* . B. Selecting Types oF Training Programs . - .

4 *  C. Preparing’s Budggt for an Industry Suvicel Project s

i V.  Acquiring Resources . .
¥ A. Selecting Instructors for-Industry Services <
v o G, : B.  Securing a Training Site ‘o -
; C. Secunu Training Equipment, Tool:. and Supplies
Vl Tnlnh\' Imtructon for Industry Services ¥ : '
Training Instructorg I'o‘r Industry Services ’ ’ )
VIL.  Preparing for Training s g i SR

N A Adapting the Training Site to Training Needs A : ;
. B.  Evaluating Safety Conditions at Training Sites .
’ C. Announqn; the Opening of a Training Promm BN -

= VIIL Prepnﬂn.Tninlng Materials

Conducting a Task Amlys’s . NP, <« .
Developing Performance Objectives # ;

Determining Types of Instructional Methods and Media . 4

Developing Performance Tests g '

Developing Training Manuals

Preparing V»deoupes for an Industry Services Program

Setting Up L 1g Centers for Industry Services Programs

“a " IX. Selecting Candidates . o .
v ' : Developinz a Plan for Testing and Coumellm Applicants for a Training Promm
S uommaam Programs ‘ 4 ) N

A. Assisting in Providing Pre-Employment nnd In-Plant Tnlnlm 4
' B. Developing a Procedure for Keeping Participating Agencies Informed
= . About Training Program Activities
. " C. Monitoring Tnminl Programs for ongreu and Expenditures ; . . o

Xl.  Closing Training Programs
- Closing a Training Pro'gram - ’ : ' .
Xil.  Placing Program Participants "y N =
& 5 Al Developm; a Plnn for l’hcim Graduates of a PmEmploymenl Training ongmn
Xu. Enlaaln. Industry Services Programs ' .
' , E Evaluating Industry Services Programs '

»
QAMMUO®»

“ Digect Inquiries To: R h and Curriculum Unit for Vocati . ; | ]
Technical Education, College of Education, & 3 .
i Mississippi State University, Drawer DX,
o ) Mississippi State, MS 39762
o : (601) 325-2510 2 4 : i T .
. - ' . [y *
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