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FOREWORD

e

This module is one of a series of 100 performance-basad
teacher education (PBTE) learning packages focusing ugon
specific professional competencies of vocational teachers. The
ooﬂgg:ehncies upon which these moduies are based were iden-
tified and verified through research as being important to suc-
cessful vocatlorial teaching at both the secondary and post-
secondary levels of instruction The modules are suitable for
the preparation of teachers in,all occupational areas.

Each module provides leaming experlences that integrate
theory and application; each culminates with ¢riterion refer-
enced assessment of the teacher's performance of the spec-
ified competency. The materials are designed for use by indi-
vidual or groups of teachers in training wogking under the
direction and with the assistance of teacher ed{icators acting as
resource persons. Resource persons should be skilled in the
teacher competenc; being’ developed and should be thor-
-oughly oriented to PBTE concepts and procedures in using
these materials '

The-design of thematenals’prowdes considerabte flexipility for
planning and conducting performance-based preservice and
inservice teacher preparation programs to meet a wide variely
of indvidual needs and interests.
use by universities and colleges, state departments of educa-
tion, post-secondary institutions, local education agencies, and
others responsible for the professional developnient of voca-
tional teachers. Further information about thg use of the mod-
ules in teacher educathn&r'a?.rams 1S contained in three re-
lated documents' Student to Using Performance-Based
Yeacher Education Materials, Resource Person Guide to
Using Performance-Based Teacher Education Materials and
guldo to implementation of Performance-Based Teacher
ducation.

The PBTE curnculum packages are products of a sustained
research and development effort by The Cénter's Program for
Professional Development for Vocational Education Many in-
dwiduais, institutions, and agencies participated with The Cen-
ter and have made corftributions to.the systematig «develop-
ment, testing, revision, and refinement of these very significant
trainng matenais Over 40 teacher educators provided input in
development of initial. versions of the madules, over 2,000
teachers-and 300 resource persons in'20 universities, colleges,
and post-secontary institutions used the materials and pro-
vided feedback to The Center for revision and refinement

Special recognition for major individual roles in the directon,
development, coordination of testing, revision, and refinement
of these matarials 1s extended to the following program staff
James B Hamiiton, Program Director, Robert E Nono‘n. As-

e materials are intended for -

Y
.

sociate Program Director, Glen E Fardng. Specialist, Lois Har-
rington, Program Assisgant; and Karen Quinn, Program Ass
tant. Recognition is alSo extended to Kristy Ross, Technichi
Assistant, Joan Jones, Technical Assistant, and Jean Wisen-
baugh, Artist for their contnibutions,to the final refinement of
the materials. Contributins made by former program staff to-
ward develdpmental versions of these materials are*also ac-
knowledged. Calvin J. Cotrell directed the vocational teacher
competency research studies upon which.these modules are
based and also directed the curriculum development effort
from 1871-1972. Curtis R. Finch provided leadership for the
program from 1972-1974 . N,

Appfeciation is also extended to all those outside The Center

(consultants, field site coordinators, teacher educators,.
teachers, and others) who contributed so generously in various

phases of the total effort. Early versions of the materials were

developed by The Center in coopération with%he vocational

teacher education faculties at Oregon State University and at

the University of Missouri-Columbia. Preliminary testing of the

materials was conducted ‘at Oregon State University, Temple

University, and University of Missouri-Columbia

Following preliminary testing, major revision of ail materials
was performed by Center Staft with the assistance of numerous
consultants and visiting scholars from throughout the country

Advanced testing of the materials was carried out with assis.:
tance of the vocational teacher educators and students ot Cen-

tral Washington State College, Colorado State University, Ferns .

State College, Michigan, Florida State University, Holland Col-
lege, P.E |, Canada; Oklahoma State University, Rutgers Uni-
versity, State University College at Buffalo, Temple University,
Unwersity of Arizona, University of Michigan-Fiint, University of
Minnesota-Twin Cities; University of Nebraska-Lincoln, Univer-
sn{_ of Northern Colorado, University of Pittsburgh, University
of Tennessee, Univérsity of Vermont; and Utah State University.

. The Center is grateful to the National Institute of Education for

sponsorship of this PBTE curriculum development effort from
1972 through its completion. Appreciation 1s extended to the
Bureau of Occupational and Adult Education of the US Office

‘of Education for their spdnsorship of training and advanced

testing of the matenials at 10 sites under provisions of EPDA
Part F, Section 553 Recognition of funding support of the
advanced testing effort I1s extended to Ferns State College,
Holland College, Temple University, and the Unversity of
Michigan-Fiint - . '

Robert E Tayfbr .
ctor
. Center for Vocational Education

3 THE CENTER FOR VOCATIONAL EDUCATION

The O S1me Unversty 1960 Kony Raad Comtibns One 3373

. The Center for Vo/cauonal Edchuon's mission 8 to
4 increase the ability of diverse agencies, institutions, and
organizations to solve educational problems relating to

, individyal cateer planning and preparation The Center .

© fulfills its mission by - . .

» Generatiffig knowledge through research

© Developing educational programs and prod ucts

o Evaluating individua! program needs and outcomes

o Installing educational programs and products

o Operating information systems and services

o« Condutting leadership deveiopmenwgnd training -
programs ) *

.
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AMERICAN ASSOCIATION

FOR VOCATIONAL .
INSTRUCTIONAL MATERIALS

Engineering Center
Athens, Georgia 39602

The American Association for Vocational Instruttional L 4

Materials (AAVIM) is an interstate Srganization cf univer-
sities, colleges and divisions of vocational education de-
voted to the improvement of teaching through better in-
formation and teaching aids
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INTRODUCTION

Lesson plans should be supported and can be
enhanced by a variety of well-selected student in-
* structional materials, chosen with your students’
needs, interests, and abilities in mind. Often, theré
are many excellent ready-made student instruc- -
tional materials from which to choose. However,
there will be times when the uniqueness of your
_ students, the uniqueness of your teaching style or
- methods, or the uniqueness of your lesson objec-

tives will require the use of materials which do not
exist, or do not exist in the form you require

~ acetate Mustrative materials u

To meet those sntuationijhc;u heed to be able to
develop and/or reproduce the necessary student
instructional materials-yourself, or with the help of

your students. This module isdesigned to help you®
acquire skill in developing and reproducing such

materiajs. .

For the purposes of this module, teacher-made
instructional materials are defined as materials
planned and/or prepared by the teacher, often
with the help of students Although teacher-made
materials could, include such items as models,
siide/tapes, videotdpes, or bulletin board mate-
rials, In this module, you will be dealing only with
two basic types of materials. handouts and trans-
parencies Handouts are those duplicated or,
printed materials that are given to students for
their study and reference. Tranggarenctes are the
with the over--
head projector to present information The prepa-
ration of other types of instructional matenals IS
covered in depth tin modules in Category C In-
structional Execution ‘ -

&
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'ABOUT THIS MODULE. - -

Oblectlves R .

»

m% While worklng in an actual school

Fom. pp. M (Learning Exporlence V).

Fnlbllqg Obtdctlves

1 Atter completing the required reading, demonstrate
knaowledge of (1) the types of teacher-made handouts
and* transparencies, and (2) criteria for sefecting
which type to use (Learning Experience /). L

2. After completing the required regding, demonstrate
knowledge of {1} four methods of duplicating
teacher made handouts and transparenciés, and (2)

teria for selecting which method to use (Learning~
Exper/enoe i)

3. Using the material provnded. prepare masters for'four
types of duplicating machines and use those
machines to prepare copies (Learning Experlence
).

4 Given case studies desernibing how four tegchers

. prepared and duplicated teacher-made materials.

critique the performance of those teachers (Learning
Experience 1V)

Prerequisites

To complete this module, you must have competency in
developing alesson plan If you do'not already have this
competency, meet with your resource person to deter-
mine what method you will use to gain this skill One
option s to complete the information and practice ac-
tivities in the foliowing module

e Develop a Lesson Plan, Module B-4

Resources .

A list of the outside resources whichupplement those
contained within the module follows Check with your
resource person (1) to determine the availability and the
locatidn of these resources, (2) to locate additional ref-
erences in your occupational specialty, and (3) to get
assistarige in setting pp activities with peers or observa-
tions of skilleg teachers, if necessary Your resource
person may alsc be contacted if you have any difficuity
with directions, or in qssessmg your progress at any
'+ time

Learning Experience | ) N

Optional i y N

A resaurce person or inservice teacher experienced
n the preparation of teagher-made instructional
materials who can show you samples of such mate-
nals.

Materials (graph paper writing utensils, etc ) to use
In pteparing graphs. charts and/or ‘diagrams -

.

Y

%

T

Resources (periodicals, newspapers, texts) to use -
In jocating materials for starting a resource file of
cartoons

Learning Experience |
No outside regources

Learning Experience Ili
Required

Equipment (fluid process duplicator, stencil du-
plicator, infrared photocoprer, and xerographic or
electrostatic photocopier) to use in preparing
teacher-made mstructlona' materials

Materials (stencil masters, ditto masters, transpa-
rency film, infrarediphotocopy paper, etc.) to use In

+* reproducing teach nade instructionai materials
Teacher-made instructional materials (information ”
sheets, graphs, charts, diagrams, cartoons etc )to
reproduce

An Qperating manuaklor edch plecé of equnpment to
aid you in its operatrory,

A resource person to evaluate your competency in
preparing masters and duplicating copies using
each of four duplication methods

Learning Experience IV

Na outside resources ~

Learning Experience V < -

hequwed . ¢
An actualschoolsrtuatron ifwhich youcan prepare
teacher-made nstructional materials to support

your lessons v .

A resource person to assess your competency in
preparing teacher-made instructional materials

X

This module covers performance element numbers 73, 74, 76-78 from
Calvin J Cotrell et al Model Curricula for Vocational and Technical
Education Report No V (Columbus, OH The Center for Vocational
Education, The Ohio State University, 1872) The 384 slements in this
document form the research base for all The Center's PBTE module
development

For information about the general organization of each module. general

" procedures for their use, and tprminology which is common to all 100

modules. 3ee About Using . The Center's PBTE Modules on the insidé
back cover { .

v i
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Learning Experience |

( - OVERVIEW
\ - ‘ - - ‘, B ' /{
Aﬂer completmg the required reading, demonstrate knowledge of (1) the

8295“!‘9 Y types of teacher-made handouts and transparencies, and (2) criteria for
jective selecting which type o use.

» .
&H.‘ ] P . .

-

[N

You will be readmg the informatlon sheet, Using uts and Trans-,
parenc»es. PP &8 . : \

=
'\ v

/ optma' You:fmay wish to check with your resource person or an inservlce teacher
Acm,w to view samples or examples of teacher-made handouts and transparan- ’

cies. .’ .

Y -
Ky v
\ , e
. . p
/' * ’
* »
Y

' { o You maymsh toattempt to proQuoe agraph chart, and/or diagram of each -
Ogpitional _type to support some conoept or pnnciple in your seryice area.

‘Activitvi
- T v

o . You may wish to start‘\a resource file of cartoons whict{ relate to yti;ur
Optiona service area. . — . "
’ . - . > . ) ’

, . . .t

- You will be demonstrating%owledge 01‘(1) the types of teacher-madsé
AGW‘V - handouts and transparencies, and {2) ctiteria for selecting which type to
WG by oompleting the Self-Check, pp- 10—11'

s

‘I;

You will be eVgluating yohr com cy by comparing your completed
Self-Check with the Modol Answers, p. 13 . .




Activity

For information on the value of using handouts and transparencies, and ¢

A the types of information which cah be presented by these teacher-made

matefials, read the following information sheet’
. .

A
»

L] 3

w

M .

’

MUSING HANDOUTS AND TPRA&ISPARENCIES

. A teacher, the teacher's students, the relation-

ship between teacher and students, the lesson ob-

jectives, and the school's resources aré all unique.

Therefore, it is not surprising that there are times

when commercially prepared materials te- support

a particular lesson are not available, not suitable,
+ Or not as godd as those which could be prepared
, by that teacher or those students. .

. Chrefully selected instructional media and ma-
terials can—

e provide concrete experience \

& motivate and arouse interest

e increase retention

o develop continuity of thought

o provide variety in iearning

. ide experience not otherwise easily obtained

o make better use of instructional time

Teacher-made handouts and transparencies can -

do all these things and do them well. When these
materials are selected in response to a specific
lesson, by the specific tea¢her and/or students
involved in that lesson, they can be ag/nvaluable
tool in meeting the abbve seven criteria. Materials
prepared by the teacher and/or the students are
often more closely related to their own method of
gommunication, and therefore more easily under-
stood by those students than commercially pre-
-pared materials. Furthermore, the agt of preparing
materials can contribute to understanding, for

)

’

both teachers and,students. And finally, there is a

reat deal of untapped creativity in teachers and
students which can be tapped a bit by their being
involved in the preparation of instructional mate-
rials. -

Handouts and transparencies can be used to
present a variety of types of information Written
information sheets can be prepared to provide
students with just the facts or explanation they
need, in language designed‘to effectively com-
municate to those particular students, Facts. and
figures can be presented graphically for ease of
understanding Points can be made humorously
with cartoons. Examples of ways'to present infor-
mation through information sheets, graphs, dia-
grams, charts, and cartoons follow.! The type of

presentation method you choose will depend on -

the sort of information you are dealing with, The
best method will be the 6ne which will most clearly
and simply illustrate the idea you are seeking to
teach. . .

L 4

Information Sheets

L Y

with-information needed to reach lesson objec-
tives: Perhaps a magazihe article can be repro-
duced to meet these needs. (Don't forget copyright
laws, however.) Or, if your training or experience
has™given you a thorough understandthg of the
necessary informatipp, you can create the sheet

1 information on graphs, diagrams, 'cha)n. and oartm;na is adapted \

from Watter A wittich and Charles F Schutler, Instructionat Techrrology

its Nature and Use, Fitth Editign (New York, NY Harper and Row, 1973), »

op 110-13?1\ . .

67'

Information sheets can readily provide students -

{




/
yourselt. Ofperhapd, a student might have special
information which can bd shared in this way. Or,
you might have read 25 sources, each of which
contains a needed piece ®f information. In that
‘case, you could write a shéetSufnmarizing, or cap-

. sulizing, all this infermation. What you are now
reading is an example of an-information sheet 2, P

6raphs3

Graphs are visual representations of numerical
data. Graphs should be simple. They should be
used to show comparisons or reiationships, and
they Should deal with appraoximations rather than

.

P

Circle or pie graph.—This type of graph 1s used to
represent the whole {100%) and the parts of the

precise amounts so that they tell a story obviously ~ whole.

at a glance. The following types of graphs may be

used: ’ AREA GRAPH
e

LINE GRAPH '

10 20 ~ 30

. s
" BAR GRAPH

.

Bar graph.—The bar graph is used when the
number of vakes to be compared 1s srall (less
than ten). . -

’

2 Further information on the guidelines for developing and using these
sheets, and an exampile of such a sheet, are available in Module Cc-7
Direct Student Laboratory Experence

3 Further information on, and exampies of. graphs are availabie n
Module A-3, Report the Findings of a Community Survey

-

-

Q : ‘ 7

..3 ’ -
, | '
' ]
0| :

A 8t 0 & F G

100 200 300 Solid figure graph.—This graph can serve the
same- purpose as an area graph, but contains
spheres, cubes, or other figures that give a thrée-
dimensional effect.

JAN FEB MAR, AR

Area graph.—An area graph cons'|sts of squares,
Lire graph.—Line graphs shouid be used when a™ ' circles, or other outline figures of different sizes,
considerable number of data are to be plotted or | which represent two or more related totals
when the data comprise a continuous- seres .

which, over a period of time, shows progress or
development taking place )

SOLID FIGURE GRAPH *

~

A




) B . - .
) 1 , \
) N . +
’ }‘ /-. ' - . ’ . ‘
SR ) N ‘ ' : ' . / .
. . ) ’ ' “
: o PICTORIAL GRAPH . )
'S - = *
1912 . / ,
‘ N
. 1973
. [ Ty iR ey y P o v
. 7 ~’o - <
. . Pictorlal graph.—The pictorial graph is an adap- « Flow chart.—Flow charts can be used to show *
tion of the bar gf-a&Jh using simplified drawings of  fuhctional relationships; eg., organizat@
the subjects involved. Each quantity is indicated chart. '
\ . by the number of symbolic figures, rather than by . ) ' . '
'« the slze of-g single figure. OUTLINE CHART
o b . h
Diagrams ~ ' T ] ——
These are condensed drawings consisting of 1
lin®s and symbols designed to show the interrela- 2 IEEEE—
tiorships, generaf outlines, or key features of a b e———————
process, object/ or area; e.g, blueprints, ‘
. schemata, etc..A diagram can show how to thread B ——
the film projector, how to assemble a néw bike, or L ——
1 how to wire a transistor radio\ . Outline chart.—This type of chart can show the o
: . organization of content using key points and sub-
Charts® . ¢ ) points. ‘ ' ‘
These are combinations of pictorial, graphic, TABULAR CHART
numerical, or verbal materials which, together, will —
present clear visual summaries of important pro- .
cesses or relationships. 1970 PO 10000y
1960 1000 5000 ~
TREECHART ' " 1950 00 000 /
’ 1940~ .o200 500
. Y d =

A3
Tabular chart.X-Tabular chats are useful in sShow-
ing sequences or time relationships.

Cartoons
P . These are pictonial representations of ideas em-
" ploying caricature, exaggeration, symbolism and
Tree chart.—A tree chart is developed from a{;ase humor .
composad of several roots leading to a single -

trunk, with branches representing developments
and relationships. It can be used to show de- %\?
velopments resulting from a combindtion of major

factors. ' @ & : :

~

, ¢
n

">% 4 Further information bn, and examples of charts is available in Module
A-3, Report the Findings of a Community Survey

Q h 9
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You may wish to check with your resource person and/or an inservice

teacher in youj sarvice area who can show you examples of various

information sheets, graphs, cRarts, diagrams and transparengies that they

have deweloped to meet their classroom needs and objectives. Discussion

with these people may yield information on furth®r guidelines to follow, or

pitfalls to avoid in developing these materials. 4
L

" -
. ) ) .
. v <
You may wish to select several student performance objectives in your
service area and attempt to produce a graph, chart, and/or diagram of
eachtype (e.g., line graph, bar graph, tree chart, flow chart, etc.) to present
the information needed to achieve those objectives.

'\
.

You may wish to start a resource file of cartoons at this time By searching
periodicals, etc., you should be able to locate cartoons which illustate
different concepts or principles in your service area, or which relate to your
area and could be used to liven up information sheets Ny
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The following .items checK your corﬁ;}rehension\ of the material in the
information sheet, Using Handouts and Transparencies:pp. 6-8.
! -

SELF-CHECK -~ -~
IEs\W

say: ‘ | o ' /

Each of the two items below requires a short essay-type response. Please explain fully, but brlefly, and
make sure yousrespond to all parts of each item.

1. Given that many fine, commerually broduced instructional materials are available, explain why

teacher-made materials are necessary, and what the advantages are of using teacher-made Mate-
rials.

' .0
+ *
. . -
» , [ ]
h -
13
\ 2. What gui&iellne(s) can you use to determine what kind of teacher-made materials to p*pare In order
to present a particular type of information? *
L . . ' °
. i
/
/ , _
\ P
. [4
et
A Y
. 4
. .
» . -. 4 -
e T Y
N
¢ ' '
&, , v ‘e
» /’ ° 5 s '
10 11 ~
- ) .
\ ’ ., /
’

. . ’ \




Il Matchlng

in the left-hand column are the n names &t 13 types of information which can be used on handouts oy
transparencies: in the right-hand columnarb the gefinitions f
numbereditemon the left by placjng‘thé’letter ofthe Qbrrect deflnmon for thatitem in the.blank to the left

of the item.

Area Graph

Bar Graph

———3 "Cartoon

Circle or Pie Graph’
Diagram . .

_____1

—— 6 FlowChart =~ .
— 7 Information Sheet
—___8 Line Graph
— 9 Outline Chart

Pictorial Graph
—_' 11 Solid Figure Graph
“_‘;r__ 12 Tabular Chart -

—— 13 Tree Chart
N ”
L L
Y - *
4
<
.
" .
, -
rd
L4

each of the 13 types. Respqnd fo each

g\” . . » 4 [
- .-

Musaszehekés eubes orotherthreg-d:menmonal flgures torepre-
“sefit two or more related totals ’

b. "uses key points and sub-pointsto show organization of content

c. uses caricature, exaggeration, symbolism, etc., to pictqrially rep-‘
resent ideas ..* e,

d. uses verbal explanatlons to"présent concepts, facts, |deas etc.

€. uses lines or symbo[s to show interrelationships, general out-
lines, or key features of a process, oBject, orarea-

f. useslines and symbols to show functional relatlonships, such as
the relative.order in which tasks are to be completed

g ,uses Ima;wto plot a considerable number of data, when the data »
comprise_ a continuous developmental series

h. uses squares, circlds, or other outline figures of different snzas to .

represent two or more related totals
I usesnu to show sequences or time relationships .
| uses simplifg¥ drawings to show comparisofis or relationships; <+

quantity 1s indicated bythe number of symbolic figures
k. uses triangles to represent populations of major cities

I. uses a representation of the whele (100%) and parts of the whole ]

to show comparisons or relationships o

. -uses thick, horizontal lines to show comparlsons or relations

when the number of values to be compared is lesg than ten

n. usesa base with various arms coming off of that base and leading

to a single oatcome to show developments resulting from a com-
bination of major factors

-
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Compare your written: responses on ‘the Self-Check with the Model An-
swers given below For part | your respons€s need not exactly duplicate

Feedback .. the model reponses, however, you 'should have covered the same major
points. For part |l your responses should exactly duplicate the model
responses

4 . .

."MODEL ANSWERS ¢ NS |
Y .

— -

¥

I Essay ' ) . .. Il. Matching

1 "Commercial products have been prepared for -
the general use of a large growp of clients
Thus, there are times when they.do not match
the specific.needs of the teacher, the iesson, or
‘the students To meet those specific needs,
teacher-made materials should be produced
There are numerous advantages to producing
and using these teacher-made materials Stu-
dents can be involved in"productng the mate-
r|a|s and both students and teacher can tap

. therr creativity in the process The matersals
" thus prepared will probably match the style or
. methpd “of student/tedcher communication
more Closely And, as mentioned above, these .
" teacher-made matenals can fit the unique
- Characteristics and needs of the class or lesson
more closely.than commercad products

2. There 1s no ‘specific guideline which says that
for oné specific type of concept, there is one -
specific type of material that should be used In 1 . "
Learming Experience I, there 1sa more in-depth L

. explanatjon of the variables that will affect your ’
decisions in selecting types of materials The ~
general guidehne, however, I1s that you should .
" use whichever type of material will most clearly '
and simply illustrate the idea

..

—r b -
T\)—*’O‘(OQ\IO?U\A(DN—*

-
w

k]

» -
LEVEL OF PERFORMANCE: For part |, your responses should have cSvered the same major points as
.the model responses For part Il, you should have answered all 13 items correctly if you missed some
points, or have questions about any additional poiats you made in part |, or if you did not have all 13 I8
correct in part |l, review the*matenal in the informationssheet, Using Handouts and Transparencies, pp
6-8, or check with your resource person if necessary .

v
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Enabli After complqting the naquuged readmg, demonstrate knowledge of (1) four
og.‘ec t'?!'e methods-qf duplicating teacher-made handouts and Wmcms. and
jectiv (2) criteria for selecting which method to use.

-

- u

] i .
\ =
N, : -
A G

You will be readmg the information sheet Duphgating Matenais pp
16—19 ‘

ol

. -
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You will be demonstrating knowtedge of {1).four. methods of duplicating

teacher-made handeuts and transparencies, and (2) critepid for selectmg
which method~to use by completing the Se!f-Check 20~ )

b ~ - T . LY

> rh N R ' S

’

<
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You il be evaluatlng your compefency by oomparmg your completed '
Self-Check with the Mode! Anéwers, p. 23.




3

Y
- Activity

[N

. For information on four types of duplication methods, ways to prepare

< masters for those methods, and criteria for preparing handouts and trans-
: parencies, read the following mformatnon sheet:

DUPLICATING MATERIALS

S

» There is no one best duplication method. The
method you select shquld be based on six factors:

o type of master avallable
+ o quantity of copies desired

e quality of copies desired

e economy cost of matenals and labor

e time eiement and urgency

. type of machines available
The foNowmg information will help you know how
to select the appropriate method for any given
situation - * »

Duplication Methods

Y ey

Fluid
Types: hectograph, spirit, ditté ™ .
No. coples possible: 10-250
Cost: less than 1 cent per copy

How fluid process works: The master is placed
on a roller, carbon image side up. As the blank
paper is forced through the machine, it is moist-
ened with a hquid chemical and,then squeezed
against the master The dyé In the carbon dis-
solves and transfers to the paper. As the-paper
leaves the machine, the fluid rapidly evaporates.
It is this liquid" chemicgh which causes that
charming@dor on all thoi newly rdn-off tests
you've taken on occasion N\

Master: The master for fluid reproduction con-
sists of a shiny piece of white paper, backed by
an attached sheet of duplicator carbon, with a
protective sheet of tissue between the two. To
make a master copy, you §jrst remove the protee-
tive tissue. Lay the master on a smooth, hard
surface or place in the typewriter with the white
sheet face up, pressing against the duplicator
. carbon. Leave margins of 2" top and bottom, at
least %" on each side Write or type on the white
paper with a hard, firm, even pressure. With
electric typewriters, you will need to raise the

M~

pressure, using the dial deéigned for that pur-:

pose. When you make a mark on ¢he white pa-
per, the carbon is transferred to the back of the
white paper in a reverse impression. It is this
reverse carbon image which constitutes the
finished master. . »

When preparing a master on the typewriter,
there are a few special do'sand don'ts. (1) Don't
underline using the typewrnter It has'a tendency
to slash the paper Wait uptil you have com-=
pleted your master, and the®use a ball-point pen
and a ruler. (2) Leave your ribbon i1 its normal




>

position. Do not switch to “stencil.” (3) Put the
"\ masterin the machine upside down; i.e., the first
end of the master to go i@o the machine Is the
end wherte the two sheets (carbon and white
sheet) are not attached. This will allow you to
correct errors more easily without removing the
master from the typewriter. (4) Use a backing
sheet as a:cushion. It will ensure a better carbon
impression. ‘

If you ' make an error on a master, it I1s fairly
simple to correct. If ‘sgmething Seeds to be
eliminated without anything else having.to go In
that place, you may.simply cut out the error, ar

place a piece of cellophane tape over the error

on the carbon side of the white paper If sGme-
thing must replace the error, you should flip to
the carbon side and%scrape the carbon error
away using a razor or knife. You then need a
small piece of unused duplicator carbon, this
can be cut from an unused margin of the du-
plicator carbon being usedat present Place this

_under the error and make the oorrection on the

© shiny side of white paper Then, immediately
remove thé extra scrap of carbon

A\
Occasionally, you will complete a master copy
‘only to find you have left the protective tissue
betweeh your sheets In this case, the reversed
carbon image is on the trssue. If you are careful,
this tissue can be used®as a master

,i Color oan be produced by using various col-
.ored duplicator carbons. Five colors are avail-
able The.normal color Is purple

A master may be filed after staplmg it to a
sample copy or to the tissue to protect the car-

. bon side. \ -

- Disadvantages: (1) If you handle the-casbonsat .
all, it can_be messy (2) Copnes aré.not particu-
larly professional looking '(3) Coples cannot be,
photocopied. ~ -, - .

I8

$tencl|' .
Typu mumeograph |nk process

e

Np coples posglble 50-1,000+, deeper, more
even tone than cbpues usmithe fluid process
Cost. less'than V2 cent peg Copy

&

How stencil process works: The master Is
.made up of a porous tissue with a wax-like coat
that doesn't absorb ink In preparing the stencil,
this coating Is removed by typing, or writing with
a.stylus. When' the blank paper makes‘contact
with the stencil In the dyplication machine, ink
flows onto the paper only through'those places
wheré the coating has been removed

s

'

- “~
\ B
»

( -~
4
Master: The stencil master consists of the
wax-coated tissue and an attached backing
sheet. The wax-coated tissue is marked wnth
guide lines which indicate margins for 8%2"
11", post card size, etc To write on the stencil, a_

stylus should be used. When wnting,dosoona - .~

firm, smooth surface using the attached backing
sheet or a wniting plal Do not use arcushion
sheei Do notretrace aline on astencil.ilTotype a
stencil, place the stencil with the backing sheet
and a cushion sheet (glossy sude next to the
stencil sheet) in the machine ‘with the wax-
caated tissue side up Set the typewriter ribbon
on stencil; in this setting, the ribbon i1s not used
s Use a firm, even stroke. Stencils can also be
prepared using an electronic stencil-maker The
original and the stencil for the machine are
pla d on a cylinder and, when started; the
ine electronically ptepares a stencil from
the master Itis asomewhat lengthy process, but
not so_lengthy as, and far more simple than;
cumng a stencil with.a stylus or typewnter

}you make an error on a stencil, first rub the
eg/or in’'a circle (burnish) with the rounded end
of a paper clip Then apply a thin coat of blue
correction fluid using an upward brush stroke
Allow 30 seconds to dry and then make the cor-
rection The stencil may be filed and reused.

i3 L

; &
Dlsadvamgges (1) The time'required to pre-
pare the stencil may be adisadvantage. (2) The

stencils are messy to handle once they have --

been used

4 A




Photocopy lnfrased

Typu Thermofarx ‘

No. coples posoible: 1—25

Cost: 1-10 ceqts pér copy .

How tnfrarod photocopying process wov’: A
heat sensitivq, paper and the_ matenal t0 be
are ingerted together through the expo-
sure opéning, and are, exposed to an infrared
light. The light generatgs heat on contact with
dark portions ef the original material and the
heat, in turn, turbs thé copy paper dark in cor-
. Tespondmg,locatlons ’

Mastor infrared photocoples duphcate best
from masters - with garben impressions, e.g, .
maste.rsmje Welectnc typewriter usinga * |
carbon ripgensor®encil. it will copy magazine -
articles, but: does not copy pictures weli It will
. not copy materiakwaitten with pen, fluid'process
reproductiond, or matenals p}epared w:th mbst
. colored inks. A

. -t

Disadvantages: (1) Errors that have been cor-

rected witl show-up as smudges. (2) Copies
no{ permanent, they becoms.brittle and wit
*darken if exposed to heat (3) Sgceitis aheat

process, the masterwﬂl become‘famter(burned v

.off) each time ItLSUSGd - ook

A

. < How xerographic

. ]
.

Photocopy: Xerographic or Electrostatic

Types: avallable from such compames as
Xerox, IBM, Eastman Kodak, SCM /'A.B. Dick,
Pitney Bewes, Saxon, Royfax

No. copies possible indefinite numiber of
equal quallty copies

Cost: 1- 10 cents per copy

photol:opying process
works The surface of a'selenium-coated plate
*is charged electrically &s it passes beneath
wires. The lmage of the original QOcument 1S
projectedt through a:camera lens. The latent
image retains a positive charge. The chayge is
drained away in areas that are exposed to light.-

13

" Negatively charged. powder is caScaded overthe .

plate, and adheres to"the positive image. The
{afent image now becomes visible. A sheet of
plaia bond paper Is placed ever the plate, and
. the paper is given a positive charge. Positively-

. chargeg paper attracts pOwder frorh the plate,
forrmng a-direct posmve ‘rmage The print Is
fused by heat Yor permanency.

\

How__electrostatic fhotocopying: works: In
some‘school systems, an electrostatic photo-
‘eopier is used to perfarm the same functign as
the xerographic equnprqent Mdny of the operat-
.'ing principle are the same:;, however, the elec-
~ trostdtic photdcopier uses Qchem«ca1 ptocess
" amd special zinc o¥de coated paper Dispersant
. .and concemrate ﬂuuds carry the image onto the

paber -

Mas:er ith the xerogr'aphw photocopier
anything ¢&n be a master Since it 1s a photocopy
protess, what you see 1s whatyou get a page of
> .abooek, a heavily corrected, typewrjtten sheet, a
pneturé’ a graph, a rough draft in pencil, a com-
position in ink ‘The only. thing a-xerographic
photographer will .not reproduce well is light
' blue pencil Itwilkeven reproduce printed mafter
cqvered by a pieae of cellophane tape

Disao\}ﬁnlage's: Dus to the expense Involved, it
" s notusually economncally feasible to run large
_nambers of copies on ‘a xerograpmc type

. machine, electrostatic photocoples are
shghtly moré expenswe

u ﬁly

A
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Prepari‘ng Transpa‘rencies and Handouts - ‘. '

Transparencies - ' -

Transparencies iflustrate and/or emphasize a
pdint being made by the teacher; they do not
substitute for the teacher.

Keep the transparency simple. Preferably, a-
transparency should deal with only one main
point. Too much detail or information on one
transparency isdistracting and confusing rather
than enlightening.

sAvoid masses of black area, especially with .
photocopy. it will not show up as solid black, but
as blotchy.

_ Put only 6-7 words per Ime

Put only ten lihes or less on a single trans-

parency. s
\)e read

Do not overuse color
Lettering should be Iarge enough to

easily by students in the last row (mirymum size
Ta inch).

-

To simplify atransparency which 1s, of necessity,
complicated (e.g., the internal workings of the
human body), overlays may be used This i1s a
uﬂes of transparencies, each containing a simple .

of the whole Used-one at a time, they are
eac snmple Placed one over the other, they show |
the whole system, and the relationship of the sim-"
ple parts to the whole system Take, for another -
example, a transparency used in support of a les-
son on normal and abnormal heart beats The

‘

)

‘basic mounted transparenc could be the g:aph

without any data. The first operlay could shaw the
pattern of a normal heart beat. The second overlay
could show the pattern of an‘abriormal heart beat
A different color could bg& used for each transpar-

* ency.-In this'way, simplicity can be maintained.

-

Tran$parencies can be prebarqd by hand usir\mg a
special nylon- or felt-tip’pen containing water base
ink. These are not g¢herally very high in quality

The simplest w'ay ‘to prepare,a transparency-by
machine i1s to use an infrared photocopier The
master for the infrared photocopier must have a
carbon impression. Therefore if your master does
not contain carbon, you can‘remedy this by prepar-
ing a xerographic photocopy'of the master and
then usnr)é the photocopy as a master. Directions
for using the infrared photocopier to-run a trans-
parency are given in the aperations manual for the
machme

Handouts ° ,

The quality of handouts may vary dependmg on
their purpose:. Generally speaking, using a xero-
graphic photecopier produces the most profes-
sional-lookmg copies—then mimeographing,
then dittoing, then using the infrared photocopier’
The xerographic phototopier is alse the most ex-
pensive, so duplicating large quantities by thré
method must be carefully justified’ Stencils take
time and care to prepare, but they save well and
can be reused year after year. Typewritten or
handwritten ditto masters are fairly simple to pre-
pare; the quality of the copies is adequgte, but not
professional-looking Infrared photocopses don't
hold up well and thisis a more expensivé process
However, the infrared photocopier will make ditto
masters. This means that if you have a magazine
article, orasingle copy of information, you can use
the infrarkd photocopier to prepare a dmo master
of the material. Then, the matenal can be dup||—4
cated on the ditto machme

ot

No matter what method you choose the hand-

. outs you give to your students should be clear,

logical, straightforward, concise, error-free and,
above all, legible.
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The foilowing items check your comprehensnon of the matenal in the
information sheet, Duplnca{mg Materlals pp 16-19. ) ’

L3

~

~

.'SELFQHECK_ R .

-

+

4 i .
I. Duplication Mei\‘\odS' . . ‘
The left-hand column.below contains g list of characteristics, each of which applies te one or more
dupllcatloh met‘hgds On the night are four column's, one for each duplicatipn method. Read each item,
and, decide whié method(s) that item describes Then place an X in the box(es) in. tréi appropriate
column(s). The first item |s done for you ‘ : . .

A

| 2
v _r s - - 28 .
o 3
o ~ 2 583
~ s - _ 3§ £38
' ® 8 o2&
, ‘ 3'§ €5 feg5

5 [
E& £ RSE

o

1. Costs less than Y2 cent pgr copy *
R 2N

2. ‘Costs fess than 1 cent percopy °

3. Costs 1-10 cents per copy °* o .,

4 An fndéfmste numbeg of good copies can be run from a single -
A mas1er. Ce . R .

5. Ub t6 25 copiescan be run from a single master \

6. Up to 150 copies can be rurf from a smgle master

7. Up to 1,000+ copies can be run from a-gingle rmaster

Ooooo ooo
) i
000 0ooog ooo

8 Master must be prepared-using carbon ribbon or pencil

9. Master is a piece of shm’y white paper attached to a duplicator '
* carbon; finished master Is the reverse side of the white paper
*__which has reverse carbon impression on it "

| 4

00’0 0OODO OO s
000 00000 ooo

finsshed master 1s the tissue alone . . ]

-

10. Master I1s a wax-coated tissue attached to'a backing sheet,- {:]

1. Maste? can be anything except material ‘Written 1n light blue
pencil . . . 3 .

20 *

-

/



) Réproduces’by electrical or chemical brocess ..............
. Reproduces by spirit process using a liguid chemical .. ..... '
. Reproduces by ink process ... .. ..... .. e

. Errors on master should be burnished, éovered with blue correc-
. Errors on masters can be cut out, covered with cellophane tape,

. Any cleanly made correction will be all right

. All corrections will show up as smud_ges on copies

. Master is typed-with ribbon set on “stencil” . Cee

. Masters can be messy to handle

. Master shoumied using a backing sheet as.a cushion ..
) Can duplicate in five different colors . o '

. Copies darken with age
. Master which generally requires the most time to prepare .. .
. Master becomes fainter (burned off) each time it 1s used ..

_ Master requires that a stylus be used if it 1s to be handwritten

. Simples/t method of reproducing a transparency  ........ ‘ D

. Simplest method of making a master that doesn’'t have carbon

}
. Can’ make a ditto master from tnormal copy RS D
. Can reproduce prmtmg covered by cellophane tape D

. Can reproduce a page of a book without having to remove the D

Fa * ’
» "
- ®
‘ u ~
-
- g g
. ) ‘ -
. Reproduces by heat process .. ..... T .,

&

tion fluid, and corrected . ..... .. ....

0

i

-

0 000 000000000000000 O 0000 se
0 000 000000000000000 0 0000

or scraped away - .. .

-

OOoO0O0O0oOoooooOooo O oood

I

Masters save well for futureuse . .. .. . .. ... ...
Produces the most professional looking copies ... .

Produces the least professional looking copies . ....... .

impressions on it into a master that does .. .... . ........

page from the book . ... . e

Infrared

Photocopier .

Xerographli: '

\

0 000 00CcO0ooooo0ooooog o oooa

(or electrostatic)

photocopier
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. Transparencies:

Each of the six items below requires a short ess'ay-sy;i response.'Please explain fully, but briefly', and
make sure you respond to all parts of each item. .

2

/

!, How many lines of writing (maximum) should a tran@parency contain? c

——

2. How many words per line (maximum) should a transparency co?(ain?

A
*‘

3. How much detail should a transparency contain? Why? ) .

AN

iy

4. How large should the lettering on a transparency be?

..\ \

5. ifyou had acircle whioh was 1” in diameter on your transparency, should you color itwith heavy black
to make it more visible? Why or why not?

)

2 . . . .
-B.. If you had a very complicated process to present, how could you use transparencies to simplify the
process? .

& ) s

oo
oY
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Compare yourresponses on the Self-Check with the Model Answers given

befow. For part |, your responses should exactly duplicate the model

. Feedback }.,.Jesponses For part I, your responses need not exactly duplicate the model
responses; however, you should have covered the same major points.

* MODEL ANSWERS

I. Duplication Methods

1. Stencil

2. Fluid Process

3. Infrared Photocopier, Xerographic Pheto-
copier o

4. Xerographic Photocopier ‘e

6. Fluid Process ’

7. Stencil

8. Infrared Photocopier

9. Flud Process

10. Stencil » :

11 Xerographic Photocopier

12. Infrared Photocopier

13 Xerographic Photocopier

14. Fluid Process

15. Stencil

16 Steneil

17 Fluid Process

18. Xerographic Photocopier

19 Infrared Photocopier

20. Stencil C

21. Flud Process, Stencil

22. Fluid Process

23. Fluid Process

24 |Infrared Photocopier

25 Stencil

26. Infrared Photocopier

27 Stencil

28. Stencil

29. Xerographic Photocopier

30. Infrared Photocopier

31. Infrared Photocopier

32. Xerographic Photocopier R

33. Infrared Photocopier

34. Xerographi¢ Photocopier ™

35 Xerographic Photocopier

-

. Transpar,encie§

1

2

3

A transparency should contain 10 lines or
less

Each line should contain not more than 6-7
words ‘ v

A transparendy should be kept simple.-"

A transparency containing 25 lines of de-
talled’ information, with 15-20 words a line,
1s cluttered, it can confuse and discourage
learners. A simple transparency which keys
In to one main point cam be an effective In-
structional device

The lettering should be large enocugh to be
seen by the last student in the last row of your
classroom or laboratory.

Masses of black area reproduce as unevenly
colored, blotchy areas. Therefore, coloring-
in black areas should be avoided

The process can be simphfied b§ bréaking it
down into single subparts Qf the process and
using a series of overlays to present it

. [ J

LI

LEVEL OF PERFORMANCE: For part |, you should have answered all 35 items correctly For part Il
your responses should haye covered the same major points as the model responses. |f you did nothave
all 35 correct in part |, or if you missed some potnts or have questions about any additional points you
made in part Il; review the material in the information sheet, Duplicating Mate\na!s, pp 16-19, or check

with your resource person If necessary

ERIC

IToxt Provided by ERI
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Learning Experience Il "~
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. Usirfgthe iaterial provided, prepare masters for four types of duplicating ' |
machines and w machines to p:epana copies. .

I ° * ) - - . uA -
A‘?ih ’ ’ - - t - -
;You‘ will be locating, “within your immediate environment, four ‘specific
" types of duplicating machines and arranging.to have at least temporary
. access to each machine. ‘ ’ .- .

. \ L .
. : .

!) . '; @ '.
« You will bebreéring nrasters for'gieh of the four machines, using the -
subject matter provided, or otherisybject matter from your own service -
area. . .

. Enabling
Oftfjective

4+ .. . o=

- - - v
L~ <
>,
R -
~ ~ .

r~ K

You will be reading the operating manual for each/miachine, relating what _
. .you read to the actual machine, and using each ‘machipe to run coples .
_ from your masters. ‘5 d N . B
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Y - " ‘- *
. ’%' e
- ' ’ . Locate within your immediate envnronment the following four machlnes
o, e Xerographic or electrostatic photocopier - )
. Activity “ e Infrared photocopier & : )
. ? ¢ Stencil ' . - ; .
. . e Fluid process -
R . Arrange-independently or, if necessary, through your resource person, to
’ have at least temporary access to each of the above machines.
b
) Q. “ -
. ". Using the following essay; Desiderata, as your content, ptepare mastersfor
. Activity each of.the fourgRachines. If desired, you may use content other than -
Desiderata, perhdPs something from your own service area, forexample*
. ’ ‘ )
DESIDERATA , $ -
Go placidly amid the noise and haste, and re-.  aridity and disenchantment it is perennial as the’
. - member what peace there may be in Silence. .. . grass. . .. Take kindly the counsel of the years
As far as possible .without surrender be on good . gracefully surrendering the things df youth. .
terms with all persons.... Speak your Truth Nurture strength of spirit to shield you in s,udden
quietly and Clearly; and listen to others, even the misfortune. .. . But do not distress yourself with
, . duli and ignorant; they too have their story. . imaginings. Many fears are born of fatigue and
- T Avoid foud and aggressive persons, they are vexa— loneliness. . . . Beyond a wholesome discipline, be
‘ tions to the spirit. . . . if you compare yourself with gentle with yourselt.. .. [You are a chiid of the
others, you may become vain and bitter; for always universe, no less than the trees and the stars;
there will be greater and lesser persons than your- You have a right to be here; and whether or not it
self. . .. Enjoy your achievements as well as your is clear to you, no doubt theruniverse is unfolding -
. plans - Keep interested_in your own career, as l{ should]. . . . Therefore be gt peace with God,
- however humble it is a req§ possession in the whatever you conceive Him to be; and whatever
. changing fortunes of-time. . . . Exercise caution in your labors and aspiration, in the noisy confusion
. your’gusmess affairs; for the world is full of trickf . of life, keep peace with your soul. . .. With all its
. ery.. .. But let this not blind you to what virtue is; sham, drudgery and broken’ dreams. it is stilla -
,many persons strive for high ideals; and beautiful world. ... Be careful.... Strive to be -
everywhere life. is full of heroism.... Be your- happy. ... (by Max Ehrman. . .. found in Old St.
self. ... Espeeially, do not feign- affecfron . Paul's Church, Baltimore; dated 1692)

Neither be cynical about love; for in the face of all
-« . . -

) Read the operating manual for each mashlne and trytorelate whatyou are )
' : ~ o reading to the actual machine. Then, use eagch machine as follows to run -
the following number of copies for each master: '
a. Xerographic- Photocopier—2 ‘copies )

- . _ b. Infrared Photocopler—1 copy . : . N T
. 1 transparency L
L , ~ - 1 ditto master ‘ )
: ¢c. Fluid Process—10 copies from your original ditto master
o : W~ 10 copies from your thermofaxedaltto master
" . d. Stencrl-—10 copies ﬁ
4 - NOTE: Use only the portlo in brackets when’ preparing ‘your transpares
’ . ) ency. - h . : ‘ IS

ERIC ¢
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After you have dupflicatéd all the required materials, arrange to have your
Feedback - resource person review and evaluate your masters and reproduced copies.
ac

Give him/her the Duplication Checklist, pp. 29-30, te use in evaluating
your work. '
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, DUPLICATION CHECKLIST o

Directions: Placgh ¥ in'the NO, PARTIAL, or FULL box to indicate that
each of the foliowing rormahce components was not accomplished,
partiaily aCCOmplnshbd or fully accomplished. if, Bcause of special cir-

]

Date

) ////\@

Fluid Proc@ss Master: d
1. The master was typed or wrltten according to the directions given
for that master .. . e

2. Any errors were gorrected cleanly, correctly, and completely ce

[N

3. The layout of material was attractive and easily legible ......
. N
4. The typing or writing pressure was firmandeven ... ... .

Stencil Master: - !

5. Thggmaster was typed or wrltten according to the dlrecuons given
for that master .,. * .. .... .

-

6. Any errors were corrected cleanly, correctly, and completely
. ] — )

7. Tbe/layout of the material yvas attractive and easily legible

8. The typing or writing pressure was firm and even ..

Infrared Photocopy Master:
9. The master was prepared using a carbon ribbon or a pencil ..

10. ‘Any errors wefe corrected ®l@anly, correctly, and completely .. .

11. The layout of the meterial was attractive and easily legible

12. The typing or writing pressure was firm and even

Xerographic Photocopy Ma:ter
13. The master was typed of written according to the directions given
for that master e

-,

*14. Any errors were corrected cleanly, correctly, and completely . ..
15. The layout of the material was attractive and easily Iegible
16. The typing or writing bressure was firm and even

EKC o 29 .30

wll Toxt Provided by ERIC

t

OO000Ox

. —cumstances, a performance componentwas not applngable or mpossnble o
~ to execute, Place an X irf the N/A box Resource Person
L. = = xr
\ - € .
. - K

LEVEI,,QF PERFORMANCE .
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Compieted Copies: ) ‘
17. The copies were clean .......... BTN R I:, 0O D
,18. The copies were easily legible ................ e RN I:, I:, [:] D
. 19.'The copies were error-free ..................... P D D D D
20. The material was well centered on the copies ................. D D [:] D . ’
-~ 21. The copies were attractive ................. e D D E‘] D R
LEVEL OF PERFORMANCE: All items must receive FULL? o/ A responses. If any item receives a NO,
or PARTIAL response, the teacher and resource person should meet to determine what additional -
- activities the teachter needs to complete in order to reach competency in the weak areas. :
' > ‘/ .
l’/ B “ . ‘
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Given case studies describing how four teachers prepared and duplicated
Aeacher-made materials, critique the performance of those teachers.
. % o :

v, , * | »
A . . M Vg l
. . l. . _
Lot . ; ' ‘ ot i ‘
You will b& reading the Case Studies, p. 32. -~ °
! . -
N : ' .

w

! You wil be critiquing each'of the Ease studies, using the Critique Form, |
* pp.33-34, and the six criteria for selecting thd best method of duplication.

: . -
v : .
: o - . . ~
4 + l'
.

**You will be evaluating your competency in critiquing the teachers' perfor-
mance in preparing and duplicating teacher-made mqtéﬂals by comparing
your completed critigue with the Model Critique, p. 35, .

N i

’
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The following Case Studies describe how four vocational teachers pre-
pared and duplicated teacher-made’ materials for their classes With the
critena for selectlng the best method of reproducmg«materlals in mind,

", read the situations described. T

- u

CASE STUDIES
Case Study 1:

" Mrs. Jones, the home economics teacher, wanted
each of her students to make one dozen chocolate
- chip cookies. She wanted to give each student a

copy of the recipe, so she took her personal copy -
and,made a xerographic photocopy foreachofher °

60 students.

Case Study 2:
. ~
:gtudents in horticulture wanted to sel™the

r lihes they were raising. They decided to,

advertlse by preparing a handoutto give to each of
the school's 5,000 teachers, students, and other
staff. One of their teachers, Mr. Mudd, agreed with
therr idea and offered to help them. He prepared a
beautiful stencil explaining the sale, complete with
a sketch of an Easter lily. He ran off 5,050 copieson
the mimeograph machine using varied colbred
paper and arranged with the office for the hand-
outs to bedistributed. The duplicating billcould be
paid from the proceeds of the sale

Case Study 3: N

While he was reading Populat Mechanics after
school one ddy, Mr. Jameson, a T&l teacher, came
across a ten-page articlte which would supplement
the next day's lesson perfectly. It gave diagrams
and pictures and explanations of some up-to-
the-minute developments. Due to the nature of the
material, he used the original article as a master
and used the infrared photocopier to prépare the
30 copies he needed for his class. Then, he put
them in his car and went to meet his wife-at the
pool for a swim before supper.

Case Study(4:

Mr. Quinn, the business and office education
teacher, was teaching a lesson on typing business
letters One member of the class, a transfer stu-
dent, had in her notebook a two-page mimeo-
graphed guide for typing business letters that she
had gotten at her last chool. Mr. Quinn had two of
his students make xerographic pho’tocopnes of the

* mimeographed sheets, run another ditto master

on the nfrared photographer, and then run

enough dittoed copies for the class to use that”

same period.

.
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Below is a Critique Form with space provided for you to prepare a written
critique of each of the four case studies. Explain in the space provided (1)
what the teacher did correctly, (2) what the teacher did incorrectly;ahd (3)

. what the teach?\ r should have done instead. Remember, the duplication
a

method should have been selected using the folowing six criteria. (1) type
of master available, (2) quantity of copies desired, (3) quallty of copies

.desired, (4) cost of materials and labor, (5) time element and urgency, and

(6) type of machines available

. a
CRITIQUE FORM o ¢
Case Study 1: .
Case Study 2:
} LY
* 34
¢ ~
33
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~ Case Study 3:

.

' Case Study 4:

EMC - -

.

'
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Compare your completed written critigues of each of the four case studies
with the Model Critiques given below Your résponses need not exactly
Feedback duplicate the model responses, however, you should have covered .the
‘ same major points.

MODEL CRITIQUES

Case Study 1:

Mrs. Jones’ decision to provide all stydents with a
recipe of their own was a good one. The condition
of her personal copy would determine whether it
would make a good master However, it i1s doubtful
that using the xerographic photocopier was ap-
propriate in this situation Sixty copies would be
" expensive it would have been much better, and
. nearly as simple, to have a ditto master made up,
either typed or written, by either the teacher or a
student The ditto master could then have been
used to run the necessary §0 copies If this was a
recipe Mrs Jenes wanted to use againand again.a
mimeograph stencil would be the best method

/
Case Study 2:

The method was goéod Where Mr 'Mudd went
wrong was in usurping tr\e&(‘ completely from
the students. He didn't .'he he took over The
students should have been involved in the plan-

ning, preparation and duplication processes

-

P ——

)

Case Study 3:

A ten-page article is quite lengthy It might have
been sufficient to duplicate two to five copies and
circulate them as extra reading However, if it were
recessary for-each student to have a copyw and if
the nature of the material did not aliow for a
hand-made copy, still, material prepared with an
infrared photocopier 1s not the easiest copy to
read, nor does 1t save well, nor is it quick Mr
Jameson would have had to hand feed the
machine 300 times to get his 30 copies Leaving -

. them in a hot car would have darkened the copies,

making them even harder to read. The simplest,
most ecohomical method would have been to use
the infrared photocopier to make aditto master for

- each page Then the 30 copies could have been

run on a ditto machine. Finally i1t looks as though
Mr Jameson forgot to check the copyright on the
maternial

Case Study 4:

Thisas very good ali around The copies would be
adequate, they could be used ymmediately, and the
students were definitely involved

i

*

LEVEL OF PERFORMANCE: Your completed Crnitigue Form should have covered the same major
points as the Mode! Critiques If.you missed some points or have questions about any additional points
you made, review the material in the information sheet, Duplicating Materials, pp 16—19. or check with
your resource person if necessary
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Learning E)g(périenceiv_

FINAL EXPERIENCE

N ' 4 .- .
=Y Re L )
A Terminal While working in an actual schoof .lludlon. pmpare teacher-made in-
Obijective atmctiona! materials. .

* .
. \ P

M = L4

" - ’ T .

-

As you plan your lessons, prepara teacher-made instructuonal materials to
support those lessons. This will include—

o deciding what, if any, teacher-made maﬁeri'als are rieeded to support

. - ' each lesson
Activity ..» ., " @ deciding what duplication method would be the most appropriate for
. duplicating each of those materials .
- o’ preparing the necessary masters - .
- e duplicating the necessary capies : -

NOTE: Due to the nature of this experience, you wm need to be in an
. actual school situation over an extended period ot time (e.g., four to six
weeks). ,

o= Aﬂeryou have had the opponunnytoprepare ana’dupucm handeuts and
transparencies using each of the four types of duplication methods (fluid
process, stencil, xérographic- -or électrostatic-photocopier, mfrared photo-
cQpier), arrange 10 have your. resource person review copies of (1) the
masters, (2) the reproduced copies, and (3) the lesson plans for which
’ . these materials were prepared. -
e Feedback vy
Your total competency will be assessed by your resource person, using the
Teacher Psrrformance Assegsment Form, pp. 38—40. " )(

. Based upon the critggia specified in this assessment instrument, your
- resource person will determine whetHer you are competent m preparing
: teacher-made instructional materials . . .

. ) s
*For a definition of “actual school situation,” see the inside back cover.
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TEACHER PERFORMANCE ASSESSMENT FORM

Prepare Teacher-Made Instructlonal Materials (B-6) .
- P } r

Ay +*

Name
.

. , - {
Directions: Indicate the level of the teacher’s accomplishment by placing

Date

an X in the appropriate box under the LEVEL OF PERFORMANCE heading.
if, because of special circumstances, a performance component was not

-

-

applicable, or impossible to.execute, place an X in the N/A box.

Rewgurce Persos

4 .

LEVEL OF PERFORMANCE

-( — < - »
1 4
b .
. — Y
. D
(-]}
o - vy & 8

1. Students were involved in the planning and/or prepara-
tion of the materials .... .

- 2. The materials which were developed were geared to: .. D

a. meet the lesson objectives

FORO00000000
O OO0uOOoOoOOoNod

b. fit students’ needs, interests, and abilitie

c. fit available resources

EOO000 &

d. provide concrete experiences
_e. motivate and arouse interest . ......
f. increase retention tzy involving the i&es ..... S
g.. provide variety in learning ‘

h. provide experience not otherwise easily obtained ..,
]

-

s
.i. save instructionaltime ........ .. .... ... ... ...

. 3 The typé of instructional materials selected m; informa--
tion sheet, graph, diagram, ¢hart, or cartoon) were appro-
priate for illustrating the concepts being taught
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4. The (gatérials which were developed were-

ey

b. logical

Y

O-OO00000

-

e. legible

¢

f. attractive (well-centered, ‘clean)

- 5. When aterials were duplicated, the duplication method
. wa jected on the basis of the:

a. type of master available _.......... s e
o’ : ’ PR .

a00 0Ooooooo .

00

b. quantity of copies desired ©

5

c. qudlity of copies desired
- @
d. cost of materials and labor' ............. g et

g;#time eleyen/t/and UrgenCY ........oeiveiiinan...

- S "V. . : :
. f. 'pe)ﬂ!(a\chmes‘avlallable

6. When a mas_térwvas"pre;;ared:

-

. A
a. it was gppvopriate for the machine selécted

?

00 0 00OoOoooooo DD@DDDD
.00 0O 00000000n oOoooocid,,

. obit _w”asaprepared accdrding to the directions’given for

thaf master
LY

. e errors were corrected cleanly, correctly and tom-" ,
pl ! . feeen
d. thetyping or.writing pressure was hard, firm, anc‘éven
< ) , . .,;.a—““\r , ‘
. . . { : - ) . .
LEVEL OF PERFORMANCE: All items must receive N/A, GOOD, or EXGELLENT responses: If any item

- receives a NONE, POOH, or FAIR response, the teacher and resource-person should meet to determine
what additional activities the teacher needs to complete in ordes to reach cpmpe‘tency ifthe weak areas.

00 O 000000000 0oooao

00 0,00000
0o 0.00000
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ABOUT USING THE CENTER S PBTE

1
~N

Y
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Each ntodule is desigaed to help you gajrcompetency

particular skill area consudeg/m rtant to teach--

sucoess. A module is made u ies of learning

riences, some providing background information,

providing practice experlencess\and others com-

these twa functions. Completing xperi-

uldw you to achieve the termiral objec-

3 experience. The final experience

le alway req

skill in an actual sghodl sitiion'when you are an intern,
& student teacher, or an inservuce{acher ,

" Procedures

Modules are desigred to allow you to indwidualize your
teacher education program You need to take only those
modules” coverlng skillg which you do not already pos-
‘se& Similarly, ypu Reed not complete any learning ex-
perience within a_module if you.already have the sk|II
needed to complete it Therefore, before taking any
module, you should carefully review (1) the intrbduction,
,{2) the Obijectives listed on p. 4, (3) the @verviews pre-

cedlng each learning expenence and (4) the Final Ex- .

‘perience. Aft omparihg your present needs and com-
petencies the infesmation you have reatd in these
sections, yo should be ready to makeone of the folggw-
ing decisions: |

e that you do not have themmpetenc;es indicated,
and should complete the entire module ‘

- q that you are competent in grie or more of the en-
abiing objecYives deading to thé final learning ex-
penence and thus can om.t that (those) learning

tience(s)

. th you are already compe)ent ip this area, and

ready to complete the. final Iearnung expenence in -

,. orderto “test out”
? that the module is rnapproprrate to your neeg!s at
this time « ', . .
When you are-réady to take thedinal Iearnong experience
and have to an actual schoo}situation, make the
necessary arrangements with your resource person. If’
you do not complete the final experience successtfully,
" meet with your resource person and arrange (1) to re-
peat the experiefge, 0LL2) completegor réview) previous,
sections of m‘ﬂeo -qr. other related activities
suggested by you urce person before attemptongto
.repeat the final experience.

Qptiofs for recycling are alse avallabﬁ in each of the
learning experienceg preceding the final experience.
Any time.you do not meet the Minimum level of perfor-
mance required to meet an objgctive, you and your re-
. source petson may meet to select activities to help you
reach competency.®This could involve (1) completing

parts of the module pPeviously skipped, (2) repeatirig
activities; (3) reading supplementary resources or com-

S youto demonstrate the *

.. -
Termirblogy
Actual Schoo! Situation .
which you are*actually wo!
for, secondary or post-$ec ry vocational students in
a real school. An intern, a student teacher, or an in-
service teacher would be functioning in an actual scho$|

refers to a situation In,

situation. If yourdo not have access to an actual school .

situation when you are taking the module, you can co
pletethemoduleuptothefrnal learning experience. Y
would then do the final learning experience later, 1.e.,
when you have access to.an actual school situation.
Alternate Acﬂvﬂy or Feedback
rfeednack device which-may substitute for required

“items which, due to .special crrcumstances you are un- -

able to complete. .

¢ .Occup Specialty . . refer; to a specific area ot
prep hin a fional Service area (e g., the -
service a ade andIndustrial Education includes’ .
@ccupation pecialtiess such as automobile me-
chanics, welding, and electricity). -
Optionai Activity or. Feedback . . . refers to an item
‘which s not required, but which i |s desugned to supple-
ment and enrich the requued items |'a learning experi-
ence. P
Resource Person . refe;to the person in charge of «
your educationa program ‘the professor, |nstructor
- administrator, ; rvisor, or cooperatugg/supervusrng/

classroom teﬁcher who 1s guiding you 1n taking this'.

[y
N

?rs to the person who 1S enrouy an
rec vunng:Btr ction i r?a secondary or post- sdcondary
cational inStitutio

Vocational Service Areall ¢ refers to amajorvocationg!

tield: agncultural education, businéss
tion, distribdtive education, health occlipatians educa-
" tion, home economics education, industnial arts edu-;
cation, technical educalion, br frﬁe and |ndu§r|aledu-
cation. - nno-

You anchet, rqfers to the person who Is tak-
ing the module. * # ; S |

‘

Wrﬁ‘m for Final Assessment

N/A ..The critdrion was ot met because it was not’
applicable to the situation.
None ... No attempt w. dee to meet the cmenon
although it was releven
, Poor ..
has only very limited afiity to perform:it.
Fair.: Theteacher is uhable to perfomf thrs skillin an
acCeptable manner, but-hias some abllity fo peHorm it
Good . .. The téacher. s able to perform this skill man‘
. effective manner.
Excellent .. . Thetedchgris able to perjorm thisskillina

pleting additional activities suggeted by the resource ) very .ﬂ.tﬂy. rQanner

“ person; (4) designing your own learning expenencea or

+ (5) completing some other agtivity suggest by youor,
your resource person. . , .

U‘.' - ?

3

14

\

ing with, and responsible

.. refers to an tem qr

officd educa- - ’

The teacher is[unable-to perform thls skill or -

r’
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-

Cﬂ.ﬂ‘,lzwm .

B-1 Determine Nesds and Interests of Students
8-2 Dewelop Student Performance Obgectives *
B-3 Develop a Unit of mstruction !
B-4 Dewelopa Ptan
. Select Student Matenais
8-6 Pnpuo/ Teacher-Made Instructional Matenals
X C: instructionsi Execution
~ C~1 Direct Field Trips
* C-2 Conduct GmupDiacusdom Panel Dnscussaons and

.

E-3 for Impravement of Your Vocational Facilities
E-4 wm a Filing Syste .

A-1  Prepere for a Community Survey

A-2 Conduct a .
A-3' Report the Findings of a Commu

A-4  Orgenize an

A-5  Mairain an

A-8 Develop Program Goals and Objectives

. - |
" E-5 Provide for St

E-6  Provide forthe N.u of Students
E-7 ~ Assist Students in Deveioping Seif-Discipline
E-8 Organize the Vocational Laboratory .
E-9 Manage the Vocational Laboratory

Category F: Guidance

F-1  Gather Student Dm Uﬂnq Formal Data-Collection Techniques
F-2  Gather Student Data Through Personal Contacts

F-3  Use Conferances to Help Mest Student Needs

F-4 Provide Information on Educational and Career Opportunities
F-5

Adsist Students in Applying for Empioyment or Further Education
: School-Community Relations

Prepare Displays to Promote Your al Program
Prepare News Releases and Articles Concemmg Your Vocstional

Program
Arrange for Television and Radio Prosofuatbns Concerning Your
Vocational

Program )
Conduct an Open House
Work with Members of the Community
Work With State and Local Educators
Obtain Feedback about Your Vocational Program

G-10
Category H: Student Vocationsi Organization

C-5 Employ Simulation Techniques H-1  Deveiop a Personal Philosophy Concerning Student Vocational

C-8_. Guide Student Study ' - Organizations

Cof-; m Students in Apn&.}i'y Em»a Techniques H-2  Establian 8 Student Vocadnal Organaation

g " H-3 Prepare Student Vocational Orgamzstion Members for

C9  Empioy the Project Lsadership Roles
e e Lo H-4  Assist Student Vocational Orgenization Members in Developing
' e-12 Employ Oral Questioning Techniques N and Financing a Yearty Program of Activitiés

€-13 Employ Reinforcement Techniques H-5 Supervies Activities of the Student Vocational Organization

C-14 ProvidokutnlcttonforSOovhrandMoreCapabloLeamgp H-6 GuidonWionhStm Organization Contests

Cr:: Present an lilustrated Talk Sk) . Category |: Profeseional Role and

C-16 Démonstrate a Manipulative " -1 Keep Up-to-Date Profsssionaily ’

C~17 Demonstrats a Concept or Pnnc'ple -2 Serve Your Teaching Profession .

C-18  Individualize Instruction 2 -3 Develop an Active Parsonal Philosophy of Educafon

c-19 . Empioy the Team Teaching Approach -4  Serve the School and Community

c-20 Subb(:t Expom to Present Information -5 Obtain a Suitable Te.chmq Position

C-21 Prepare Bulletip Boards gnd Exhibits -6 Provide Laboratory Experiences for Prospective Teachers

'0722 Present information Mm Modeis,"Real Objects, and Flannet -7 Plan the Student Teaching Experience

C-23 Present Information with Overhead and Opaqye Matenals -8 Supervise Student Teachers

C-24 Present information with Filmstrips and Shdes ,«}‘ Category J: Coordination of Cooperative Bduaﬁon

C-25 Present information with Films . J-1  Establish Gudelines for Your Cooperative Vocational Program

C-28 Present Information with Audio Retordings” E *,J-2 Manage the Attondlnco Tr'nsf.r! and Terminations of Co-Op

. C-27 Present informstion with Televised and Videotaped Matenals . Students

) C28 Emp‘oy Progrimmed Instruction J-3  Enrol! Students in Your Co-0p Program

C-29 Present infornfation with the Chalk and Fhp Chart J-4  Secure Training Stations for Your Co-Op Program

Category D: inetructionel Evalustion -5 mg’opsm“"“m

Trai t the-Job Instruct

D-1  Establish Student Performance Cnteria \ . J.;? Coordinate o:m-aobnim muﬁgmcsono Nom b Instructors

D-2  Asesss Student Pevformance Knowiedge 48 Evaluste Co-Op Students' On-the-ob Performance

&i' Aseess Student Performance g;‘:'t;d” N -9  Prepara for Students’ Reiated Instruction

D5 Mimno nt Per '°G""‘"°° J-10 Supervise an Empioyer-Empioyee Appreciation Evont

D&  Evaluate Your Instructional Effectiveneds RELATED PUBLICATIONS

Category E: inefructionsl Management Student gauldo to Using Performance-Baded Teacher Education

E-1  Project instructonal Resource Needs T

E-2  Manage Your Budgefing'and Repdrting Responsibilities urce Perton Guide to Using Performance Based sacher

Guide to the implementation of Performance-Based Teacher Education

For information refrding avaliabiiity and prices of these materials contact—

AAVIM ’ ( )
r + Afnerican Association for Vocational Instructional Materials .
120 Engineering Center e Athens, Georgia 30602 e (404) 542-2586




