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This fourth in a series of nine learning nodules on
instructional hanagement is designed to glve seccndary and
postsecondary vocational teachers 'skill in adapting or devising, aad
maintaining a filing system that will most effectively .meet their "
needs. The terminal objective for the mcdule is to maintain a filing

,System while working in an actual school situation. Introductory
" sections relate the competency dealt with in this module to others in

thé program dnd list both theé.enabling objectives for the three
learning experiences and the resources required. Materials in the
learning experiences include lnfornatlcn sheets, a self-check quiz,
model answers, a plannlng checklist, arnd the teacher performance
assdssment form for use in evaluation of the terminal ohject1ve. {The
modules on instructional managéement are part of a larger series of
100 performance-based teacher educaticn (EBIE) self-contained

.learning packages for use in preservxce or iflservice training of

teachers in all ogcupatxonal areas. Each of the field-tésted modules
focuses on the development of one or more spep&flc professional
competencies 'identified through research as impcrtant to. vocational
teachers. Materials are designed for use Ly teachers, either omn an
individual or group basis, working \under the directlcn of cme or more
resource persons/lnstructOrs.) (BL)
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. This module is ong’ of a series of 100 performance-based  soctate Program Director; Glen E. Fardi , Specialist; Lois Har-

teacher education (PBTE) learning pagkages focusing upon

specific. profgssional compsetengies of voc ational teachers The

competencies upon whictt these modules are based were iden-

titied and verified through research as being important to suc-

- * cessful vocational teachiog at both the secondary and post-
secondary levels of instruction. The modules are suitable for
thd preparation of teachers.in all occupational areas.

Each module provides learning experiences that 1ntegrate
theory and application; each culminates with criterion 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 working under the
direction and with the assistance of,teachgr educators acting'as
resource persons. Resource persons sHbuld be skilled in the
Yaacher competepc; being developed and should be thor-
oughly oriented t6 PBTE concepts and procedures In using
these materials. '

« + Thedesign of the materials Rrovides considerable flexibility for
planning and conducting performance-based preservice and
inservice teacher preparation programs to meet a widg variety
of individual needs and interests. The materials are intended for
use by universities and colleges, state departments of educa-
tion, post-secondary institutions, local education agencies, and
others responsible for the professional’ development of voca-
tional teachers. Further information about the use of the mod-
ules in teacher education programs is contained In three re-
lated documents- Student Gulde to Using Performance-Based
Teacher Education Materiajs, Resource Person Guide to
Using Performance-Based Teacher Education Materials and
Guide to Implementation of Performance-Based Teacher
Education.._ '

’
The PBTE curriculum packages are products of @ sustained
research and development effort by The Center's Program for
’groyessional Developmeht for Vocational Education. Many in-
viduals, institutions, and agenctes participated with The Cen-
ter and have made corffributions to the systematit develop-
, ment, testing, revision, and, refinement of these very significant
. traiming materials. Over 40 téacher educators provided input in
development of initial, versions of the modules, over 2,000
teachers and 300 resource persons In 20 universities, colleges?
and -post-secondary institutions used the materials and pro-
vided feedback to r'3!he Center for revision and refinement.

Special recognition for major individual roles in the direction,
development, coordination of testing, revision, and refinement
. of these materials is extended to the following program staff:
«_James B. Hamilton; ProgramDirector, Robert E. {Jorton, As-

rington, Program Assistant, and Karen Quinn, Program Assis--
tant. Recognition is also extended to Kristy Ross, Technical
Assistant, Joar Jones, Technical Assistant; and Jean Wisen-
baugh, Artist for their confributions to the final refinetffent of
the matenals. Contributiond made by former program staff to-
ward developmental versions of these materials are also ac-
knowledged. Calvin J. Cotrell directed the vocatjonal tedcher
competency research studies upon which these modules are -
based and also directed the curriculum development effort
from 1971-1972. Curtis R. Finch provided leadership for the
program from 1972-1974. o

Appreciation Is also extended to ali those outside The Center
(consultants, field site coordinators, teacher educators, .

_ teachers, and ethers) who contributed so generously in var‘i'u*
phases of the total effort. Early versions of the materials
developéd by The Center in cooperation with the 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 testmg, major revision of all matenals
was performed by Center Staff with the assistance of numerous
consuitants and visiting scholars from throughout the.country.

Advanced testing of the matenals was carried out with ‘assis-
tance of the vocational teacher educators and students of Cen~,
tral Washington State College; Colorado State University; Ferris

- State College, Michigan; Florida State University; Holland Col-
legé, P.E.l., Canada; Oklahoma State University; Rutgers Uni-
versity; State University College at Buffalo; Temple University;
University of Anizona; University of Michigan-Flint; University of,,
Minnesota-Twin Cities; Univer$ity of Nebraska:=Lincoln; Univer- ™
s:t¥_ of Northern Colorado, University of Pittsburgh, University
of Tennessee, University of Vermont, and Utah State University.

The Center is grateful fo the National Institute of Edueation for
sponsorship of this PBTE curriculum development effort from _
1972 through 1ts completion. Appreciation is extended to the
Bureau of Occupational and Adylt Education of the U S Office
of Education for their sponsorfRip of training and ddvanced
testing of the materials at 10 sites under prévisions of EPDA
Part F, Sectien 553. Recognition of funding support of the__
advanced testing effort is also extended to Ferns State College, _
Holland College, Temple Universityt’ and ‘the University of ™=
Michigan-Flint. -

- .- Robert E. Taylor

. Director
The Center for Vocational Education .
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' The One S1ate Unmweruty 7940 Konny Rest Cotmmina Ohe 43110

. The Center for Vocational Education’s mission is to AMERICAN ASSOCIATION

increase the ability of diverse agencies, institutions, and . - FOR VOQATK)NAL
s organizations {0 solve educational problems relating to *
¢ individual career planning and preparation The Center * ' INSTRUCTIONAL MATERIALS
N af tulfills its mission by: .7 Engineering Center

« Generating knowledge through research.

., .. o Deyeloping educational programs and products.

o Evaluating individual program needs andoutcomes.

« Installing educationdl programs and products

« Operating informatidn systems and services.

I o Conducting leadgrship-development and training
* programs. U
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Athens, Georgia 30602
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The American Association for Vocational Instructional
Materials (AAVIM) is an interstate organization of univer-
sities, colleges and divisions of vocational education de-
voted to the improvement of teaching through better in-
formation afid teaching aids o
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. plement classroom or
-ences. . '

.

variety of other activities normally associated with

"). r k/

INTRODUCTION

Have you ever felt anxious or frustrated because
areally important document or;instrugtional mate-
rial had been misplaced 7 Most of us havé at one
time or another. The risk of such anxiety can be
avolded, or at least minfmized, however, by taking

. the time to devise and [naintain a good filing sys-

tem. Having an effectivergystehn for filing is espe-
cially important to you'ad\a vocational teacher,
since you must keep up With the vast array of
instructional materfals needed to enrich and sup-

re;k}ed learning experi-

In addition, you may be called on to perform a

»
- - ]

general school administration (e.g., keeping daily
attendance records; student grading records;
variousldocal, state, and federal reports; and corre-
spondence). If so, you will need to’store these
materials in an efficient manndr so they will be
readily accessible when needed.

As a'vocational teacher, yqu will also have some
résponsibilities which are different from those of
other classroom teachers and whichrequire you to
-keep-and store a variety of equipment and mate-
rials. foréxample, you may (1) serve as the advisor
to a Iqcal student vocational organization, (2) de-
velop a program of work to integrate club/chapter
activities with classropom experiences, (3) coordi-
nate the activities of a local advisory committee, (4)
teach'supplementary adult education courses, or
(5) participate in one or more professional organi-
zations specifically designed for your vocational
service area. A dependabile filing system can make

it easier for you to perform these activities and -
meet .your responsibilities. The knowledge that’

your materials, resources, records, or reporis are
readily available when needed can free-your mind
to concentrate on more important concerns than
hunting for lost or misplaced materials.

Devising a filing system is a somewhat personal
endeavor. Each individual must decide on the type
of systemthatis best suited for his or her purposes.
This module.i& designed to give youy sk,gg,n adapt-
ing or devising, and maintaining a systerfh that will
most effectively meet your filing needs. R

5




ABOUT THIS MODULE -
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Objectives

Enabling Ob]ves:

1. After completing the required reading, demonstrate
', knowledge of the techniques and procedures for or-

ganizing various types of filing systems (Learning

EXpeﬁencP h.
2. Given materials orrgcords you have already accumu-
 lated, develop a plan for an appropriate fikgg system
(Learning Experience IIX\ . >
. 5

- Resources ) \

A list of the outside resources which supplement those
contained within the moduté follows. Check with your
resource person (1) to determine the availability and the
location of these resources, (2) to locate additional ref;
erences in your occupational speciaity, “and (3) to get
assistance in setting up activities with peers or observa-
tions of skilled teachers, if-necessary. Your resource
person may also be contacted if you have any difficulty
with directions, or in assessing your pragress at any
Learning Experience |
" Optional - . E
. Avocational teacher experienced in organizing and
maintaining filing system for avocational program
whose system you can observe. T

Reference: U.S. Department of Labor, Bureau of
Employment Security. Dictionary of Occupational

I

.. ’ J

2

‘

Titles. Thitd Edfition. Volumes | and If. Washiagton,
DC: U.S.-Govednment Printing Office, 1965. (NOTE:
, Updated editiofis of the DOT are published pefiodi
cally.) - T - .
Reference: U.§ Office of Education. Vocatlprig/
Education and.Qccupations. Washington, DC: )

e

oward and Ralph J. Woodin™~
Agdex: A System fo
ing Agrféyiture Publica¥iqns. Revised Edition, Wash-
ington, DC: American Vocijonal Association, 1969.
Reference: South Carolina artient of Educa-
tion. Filing: Distributive Educatior, Gtemson, SC: -
Clemson University, Vocational Edycali
Center, 1970.- -

A reference book on a specialized.filing sy§tem.
r-3

Learning Experience‘l(

Required .
Your accumulated teaching materials, oryour pgr-
.sonal and business records to use ih planning a
filing system. . .

Optional .- . .
Ahn office supply catzlogue to review in determining
what filing equibment you need. ¢

-~

.

.~ Equipment and supplies to install your filing.system.

Learning Experience lil -t
Required )
An actual school situation in which you can main-
fain a filing system. .
A resource person to assess your-competency in
maintaining a filing system, ;

o . e

° \

° A

This module covers performance element nimbers 176, 178-182.from
Calvin J. Cotreil ot 4/., Model Curricuta for Vocational and Technical
Education: Aéport No. V (Columbus, OH: Thé Center for Vocational *
Education; The Ohio State University). The 384 elements in this docu-

lasgifying, Indexing and Fil- . -

Y
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ment form the research base for.all Thcpentir:s PBTE module develop- |

‘mont. L, . . ]

.For information about the general organization of sach module, general
‘procedures for thelr use, and terminology Which js common to all 100 *
modules, see About Using The Center's PBTE Modules on the inside

back cover. el ’ ’



¢ ~ -

- Learning Experience |

Enabling
Objective

N s

~

e,




.

%

i

., T *

-

. - {

For information on various types of filing\.systems and the equipment
nieeded to deviseand mai ntairitherm, read the followinginformationsheet——————

T

DEVISING AND MAINTAINING A FILING SYSTEM -

Why Have a Filing System? _

-
.

-

Filing is the systematic arrangement of records

" and materials so that'they may be quickly found.

Everyone has a filing system of bne kind or,

flect certain accountability aspects of the program
(i.e., student enroliment forms, statistical data re-

ports, program reports, and stident ptacement -

another. For some, it may be just a box or drawer/ and follow-up data). Frequently, this information s

that is used to keep mortgage payment records,

income tax records, school papers, insurance.
‘policies, legal papers, automobile papers, or other .

personal records.

_ For others, the system mayinclude ysing a metal
file boxwith labeled folders for the same purposes.
In a modern business office, the filing system may
involve one or more rooms which contain special
filing cabinets to-house important documents,
contracts, and other papers needed 'in various
business transactions. “

Everyteacher needs a good filing system since it

is necessary-to keep certain papers and materials -

for future reference. The better the system is, the
greateryour efficiency ih handling curriculum and
instructional materials, and in managing anfi

" maintaining program and student records. E T

ficiency is a time saver to the busy teacher. The
best planned lessons are less effective if the re-
source materials have been misplaced. If you take
the time to collect and prepare resource materials,
you will surely want to take a little more time to
preserve the materials for future use. ‘

You need to be able to manage program and
student records in a businesslike_manner. The
records you havq filed contain important data
which sholild be readily available when school
officials require such data. For example, you are

required to complete a number of reports that re-

needed by local gchool adminisjrators to complete
the vocational plan that s required of all local
education agencies. ~ " ’

-

-

1 . -

sy uniform storage which makes prompt re-
trieval possible is, of course, the end result.of'a
workable filing system. If you have a specific place’
to store teaching and instructional materials, and
take the time to replace each item after use, you
will be able to quickly find an item whenever it is

needed. U

S

Your filing system should be personally de-
signed'to meet your specific needs. You may wish
to adopt or adapt a system someone else has de-
veloped, or to .select certain. features from. the
pasic filing methods to devise your own system.

In the final analysis, a filing system is what you .

make it. To devise a filing $ystem requires that you

’

determine the available filing optionsin relationto

instructional-needs, space, dnd equipment. The
filing system should'reduce clutter and help make
the classroom an orderly and attractive environ-
mentwhich is conducive to [éarning. it should-also
provide for the safe storage and prompt retrieval of
your instructional materials and management rec-
ords. oo ‘ ol .




Once devised, the filing system requires con-
tinual caresPevising a filing system is only half the
job; maintaining a filing system is the other half.
Updating, reorganizing, adding, and -discarding
materials are all included as ‘part of the mamte—
"narce of-a filing system.

How often should you file? This depends,e‘ntirely

g -

_ materials after gaoh class-Regard!

\

upon your habits and schedule Some teachers
prefer fo return materialg to the file soon after use
(iddally so). Others may-find-it-fits-t :
better to file only two or three times per week If
student helpers are used, you may prefer to file
ss of how often -
youfile materials, doing so on a:regular basis can
help you to be better organized—akey to effectlve
classroon» teaching. .

'Onteyyou have made a decisioh to stalt a filing
system, the next step is to ariswer the foIIowmg
basic quest|ons

« Which materials should be filed?’

e How should they be filed?

¢ Where'shouild-you file the materials?

® Whataddltionalfllmgequnpmen and suRpti\es
are needed? 2
Will you file materials all at ohée, or.a little'\
each day?

What, Equipment and Supplies Are Available?

The availability of equipment and supplies will
be a major consideration in devising a filipg sys-
tem. Most teachers have some type of file storage
provided.in the classroom. However, if attention
has not been given to the actual needs of-a filing
system, it may be necessary to add equipment or
rearrange the file materials to better accommo-
date youy ownfiling needs.

Commonly used filing equipment and supplies
arevdescribed below. The list is by no means
exhaustive, but it will prQuide you with some idea
of the basic storage equipment and supplies used
in devising filing systems. .

) _The bestfili ng systems are not necessarily those

' that use expensive equipment. As you work with

your filing system, you will begin to think of ways
andmeans to substitute certain items that may be
gonstructed rather than purchased. On the other
hand, keép in mind that 4 lot of work goes into
developing a filing systeq, and proper storage
‘equigment and suppties are essential toinstalland
maintain it. N .

’

Vertical Files
A vertical file provides upright or 'verticai stor-

[

age of mate-
rialsand .
records. The *
verticgl file is
used to store.
any materials
or'records
that can be
placed into a
folder, either
standard size
(82" x. 11
or legal size
(82" x 14"
depending

on the size of
the file
cabinet
drawers.

The four-drawer, three-drawer, and two-drawer
vertical file cabinets are the most commonly used
in the classroom and laboratory. However, five-
‘drawer and six-drawer units are available if space
is limited. Six-drawer file cabinets usually require

- special guides and folders since the inside cabinet
.dimensions may be slightly different from standard
'sizes. Also, the six-drawer flle\cabmet may be
-difficult for a person-of average heilght to use with-

, -out some type of stool or special ladder.

N




File cablndts may be purchased in a variety of
pastel colers as well as the traditional colors of
- black, green, beige, and gray. -

rials that
have been
removed,

v

A grouping of file cabinets in the classroom can

- sometimes be used as rdom dividers, as counter
topssor for additional desk space. If this is done
however, -consideration should be given to pdr-

-1 chasing ail of the file cabinets from the same’

manufacturer within a limited time period to en-
sure that the size, color, and height are the same.

Itis fuily expected tRat, as you develop’a filing
system; you will find th vertlcal files fill dtmajor

part of your storage needs. ,

Horizontal Files

The-horsizontal file is used4or storing flat mate-

-
— . b4 .
© - .

. rials such as
pamphlets,
* handouts,
’ and work-
. sheets. Ma-
terials, such
as mimeo-
* geaphed
waqrksheets
— that are pre-
pared fre-
« quently in
quantity and
then used
. periodically
. e o throughout
the year, may be placed in a drawer-type horizon-
tal file. The drawer may then be labeled accord-
ingly and the materlals~W|II be available when
‘ needed

The desk tray (in/out basketS) is also a type of
horizontal file; hawever, it can be put to a variety of
other uses in your filing system. For example, the
top tray may be used to hold materials that are
ready to be returried to the files, while the bottom *
tray may be ysed to house materials frgm yourflles
temporaril whrio they are in use(\\

—

ransfile ‘ R

The transfile is frequently used to store filamate-

>
N

from the ac-
tive file-
Thegse mate-
rials'canthen
stay in the
sfile, or

. inactive file,
for a desig-
nated period
of time be-f !
fore they are destroyed. This one-drawer flle ma
be.made of steel or heavy corruga£ed cardboar;

, materlal

Thls type offile storage is recommended for the
beginning-teadher to use as a teaching methods’
file. As the new teacher bagins to collect instruc-
-tional materials, some file storage will be needed
to preserve the materials until an agtual teaching
situation requires their use. -

SR
L

The advantages of thetransfile arethat it is easily

transported and can be housed in a dorm room or -

. apartment without requiring a great deal of space.
Most teachers like to keep afile of‘personatteach-
ing materials in addition to tHe one that is kept at
SChooI The transfile is an appropriate device for

toring these personal teaching materials. In addi-

tion, it can\be easily moved if the teacher changes .

jobs, while the main teaching files aye left intact.

Portfolio . <

A portfolio is nothing moreéfhan two pieces of
heavy cardboard-type material hinged in the mid-
dle. It is ideal for protecting and storing oversized
flat materials. Materials such as'charts and post-
ers may be placed flat between the two pseces,

tied, and labeled. A section offa wide shelf orina .

closet can then be désignated to accommodate
- the" portfolios for flat storage. Several charts and
s posters on the same subject' may be cornblned in
. one portfolio.

' Portfolios may either be‘ purchased or -easily
made by the teacher. C '
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+ Cablnets, Drawers, andfClosets Boxes, Cases, and Cartons
) BUjit-in or free-standing cabinets, drawers, and A wide variéty of boxes, cases, and cartons are

ts—are—frequently used for-storing—tatgé, —available in nearly-any size-and-shape-Thebest- - —
ular-sized teaching materials such as au- way to determine what is available to fit your.ngeds
dioyisual eqmpment or large quantities of teach- is to look through one,of the many office supply '
in magerlals Cabinets may be labeled on the out-  catalogues. These are usually available through
side.or on the shelves inside the cabinet. any central purchasnng or busuness office. ' Y

.

THe growing avallablht? of expensive instruc-
nal equipment (e.g. film projectors, overhead i File Guides and F°|de'5 !

rojectors, filmstrip- projectors, “and other spe- File L
gdides are used in filing drawers o sepa-
—Fialized laboratory equipment) makes it necessary 419 materials so they are well organized and easily
for you to obtain special storage facilities that can 4cated. They are usually constructed of heavier

be locked to prevent possible vandali$m or theft: i ; t lon
Heavy steel cabinets with locking doors are avail- material than file folders to ensure longer use. )

ablein a variety of sizes."Locking closets or special File guides (and folders) are usually available in

security rooms designed by the school mayalsobe '3 cut, either at the left, right, or center position. A

used. Whenever possible, you should take preven-  cutrefersto the position ef the tabs. A V3 cut means

tative measures te safeguard expensive mstruc-  that the width of the tab is one-third the entire

tional equipment, or teaching materials that may  width of the file guide. Likewise the 2 cut means .

not be easily replaced. the tab is one-half the width of the file guide,and
so on. The varipus cuts allow you more flexibility in

Hanging Folder Frame ’ . creating subsections in the file drawer. 9-‘

While some persons find the’ erxubrllty of the
various cuts advantageous, many experts in filing ~ ~
-and records management believe that staggering
file guides and fdlders is less efficient than dsmg
one cut per drawer. The use of staggered cuts is
considered-less efficient because it requzres the
. eyes to move bgck and fQrth across the files rather

Card Index FIle . _.than directly forward. R ‘

Small metal or wood card index files serve a Mdst file folders are scored to-allow for expan-
: The scoring appears as parallel or raised

variety of purposes. They may be -used by the ° Sion. g,app par ,

tqacher for checking out references or resource  |1e™ near the bottdm edge to indicate where the ,

_ “~hooks to_students, for keeping an equipment in- f}o;dermay be refoldedyas it gets fuller to help keep

ventory, for recording students’ progress on ¥ the files neat and orderly.

projects, etc.

The card mde)( file is avallable in m_yarlety of
. sizes, the three most popular being3’ x 5", 4" x 6", = .
and 5" %< 8". File guides are also available in each <
size with alphabetic headings, numeric headings, *
or blariks to allow you to make whatever headingis -
desired. ¥

The hanging folder frame consists of a metal
frame from which hanging folders are suspended
> This'device will easily convert a desk drawer into a,
vdrtical storage file to accommodate standard size,
(82" x 117) pr Iegal size (82" x 14") material.

. A4 . - t
Expandable folders are available for subject$ or .
topics that require more space than the standard
foldér. Some expandable folders*have a flap and”
tie. These may.also be used as temporary f|Ies to
. transport materlals < * :

’ | XY
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:'What Instructional Materials Need to Be Filed? :

*  The fifing system for instructional mdterials
should be simple and flexible to accommodate
additional materials. A regular and periodic reviéw-

" should be made to eliminate out-of-date materials
that take up valuable space needed for new mate-

. rials.

Subject matter materials may be placed in fol-
ders, and labeled and filed by whatever method
youdsvise. The folders are then normally placed in
some type of vertical file cabinet with labeled
drawers to indigate whuch subject matter materials
are containeg within Attentlonshould be given to
.the storage of the varlous types of instructional
materlals since many of the materials will req,u:re

different storage facilities. t

)y
Resourbe and. Re[erence Méterials

Books, magazmes,/and pamphlets used to sup-

~ plement student learning,Activities require special

storage. Current magazines and pamphlets may

be shelved in a special rack, available for student

chéck-out.-A card index file may be used Yor this

: purpose. ‘A card with the name of the magazine

.~ andlor patnphlet can be kept in a pocket folder in
the magazine or pamphled. If a student wishes to

check out the ‘mbterials, the card is removed,

" signed out by the student, and the card placed’in

the card index file. Uponi return, the'student signs

in on the card and returns it to the pocket-folder.

» You may also wish to assign student helpers to aid

in checking the magazunes and, pamphlets in or

-, out. '

The same procedu re may be used for reference
books. Sufficient shelf space-should be available
. to display these books. Further, the books should

L 2
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be arranged in an orderry an‘cra‘tfractlve way by~
subject matter areas.

Charts and Posters

Charts, posters, .and other overs;zed materials
%be labeled and filed in portfolios. They may
-als&~be grouped accordlng to teaching areas and
hungon any flat walt or on the front edge of vacant
shelves in-a storage closet. Square band sGrew
hooks or # 4 finishing nails placed teninches apart
will allow these materials to be convemently stored
until needed.

Before hanging the materials, it may be neees-
.saryto relnforce the charts and posters by putting
a narrow strip of adhesive or other fabric-type tape
across the back, even with the upper edge. Charts”
made from paper may be mounted on posterboard

~and then hu ngon the hooks. If space permits, a set

of hooks can be Used for each subject matterarea.

< The posters should be labeled with the same ,

-colored labels that correspond to the subject mat-
ter files, if color coding is used in your filing. sys-

tem. \

msplay Materials T

Bulletln board and flannel board display mate-
rials can be placed in brown manila envelopes. -
Each envelope can then be labeled “Bulletm
Board"” and filed in a'vertical file behind the appro-
priate subject matter drea. If bulky materials are
needed for a bulletin board, it may be desirable to

) Gglace all items forthe bulletin board in a box that is

eled and stored on a shelf or in a-cabinet. ‘A
h diagramming the display idea may also be
ac d in the foIder or box.

Some teachers prefer to file their display plans in
a-card index file tabeled by subject matter areas.

*On each card, a bulletin board or flannel board

idea is sketched, with a list 6f materials written on
the back of the card. . . >

You may wish to use a special drawer, or cablnet o

for bulletin board and/or flannel board lettering

.and other art supplies. - & L

Filnistrips and Slides *

.Filmstrips, slides, and the accompanylng scripts
*may be placed in boxes'and stored in shelves or
cabinets.’'You may want to prepare a folfler labeled
“Filmstrips” for each subject matter area and then
place in each folder.a list of all the filmstrips avail-
able for that area. Another option is to label and

15 s
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3 store ﬂlmstrips in a: cabinet or drawer and to file.

> the scripts, properly labeled, in vertical files. "

‘storage nit. If 80, you could drill holes in a board
~ that arg just large enough to fit the bottom of the

filmstrip container. Since the lid is larger than the'

contajner, the filmstrip will be secure, with the top
of the container lid exposed to show thettitleof the

o0se to construct a filmstrip_

mmstrip These filmstrip storage racks may be _

. stacked to further reduce storage space

Handouts - Lo

-~

. Duplicated handouts of various kinds may be

filed in the vertical files according to the subject
matter area. Large quantities of duplicated mate-
rials (e.g., worksheets, job sheets, and infotmation
sheets) are usually too bulky to file vertically. Hori-
zontal filing cabinets, shelvés, or drawers may be
more appropriate. If itis pecessary to stack printed
materjals, file guides approximately eight inches
long and three inches wide may he used to sepa-
" rate and label the various stacks.

Singce a horigontal file is an excellent place to
keep mimeographed materials, you may bs.in-
clined to reproduce large quantities of items at one
time. Be careful not to reproduce more than you
ean use witpm a limited time period (usually one
year) or more *than you have storage space for. [t

may be more practical to run the material periodi-
cally If stdrage facilities are limited or if changes '
are likely to be made in the information contalned )

in the material.. | R

y .. ? w \

' Stenclls‘ ' , ",

>

-, |2 . :
After you have mimedgraphed copies of material

for imfimediate use, you can save thestencil to be

used again. Before a stencit can be filed, it must be ,

properly prepared..A stencil may be cleaned by
placing. it between twd-sheets of neWspaper and
gently rubbing the entire surface to remove as
mugch of the ink from the stencil as possible. This
process may be repeated as many time as neces-
sary. Be sureto use a clean newspaper each time
you repeat the process. . &

Legal size folders'or special stencrl wrappersare ,
_youifthe qg;e address, and phone number of the

-good for stortng stencils. Stencils can be filed in a
Iggal size file cabinet orfung in a stencil file where

they are kept dry and tlean until ready to be re;

used. To identify which stencil is in a particular
folder, attach-a copy of the duplicated material to

the file folder ‘or write a description of the item on ..

thp file folder."

’

A

Transparencles and Recoru Albums

Transparencies and recon’d albums are some-
times labeled and filed in specuaj boxes for stor-

age. If the transparencies have been framed, spe- -

cial boxes or other similar storage may be needed

toaccommodate the oversized materla! Unframed

transparencies may be placed in folders that have
been labeled and then filed.by subject matter area.

framed transparencies to prevent sticking: _

Records should be filed in the jackets in which
they come and should be stored vertically to help
prevent warplng .

Human and Community Resources

Hﬁman and commumty resource files may be
kept to enable you to identify pefsons inthe com-
munity who are willing to serve as guest speakers
Qn certain subjects, to identify places in the com-

.munity for field trip sites, or to identify persons
.Who can serve on advisory committees. Card files

can be used for these Jpurposes.- In identifying
guest speakars or subject matter experts, the
name of the person and hls/herSpeciaIty area may
be noted on a'card. Space can be provuded to make
a brief evaluation of:the effectivéness .of the
speaker’s presentation for future Iesson pIartnlng
purposes. - . 3

Afilefor potential fiald trip sites will be he]pfut to

contact person is also included onthe card. Space
should be left to record any’ strengths to be rein-
forced or weaknesses to avoid in a subsequent
‘field trip.* . .

-Separation sheets should be used between un- .
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Attendance and Grade Records

Methods of keeping student attendance and
grade records will vary,f}‘om one schbol district to
another. For example, in one school district the
teacher may be assigned the responsibility of
keeping an official attendance record of a certain
group of students. in another sghool district, all
attendancewecords may be kept in the central ad-
.ministration office. Frequently, the teacher’s grade
book serves for keeping both attendance and
grading records. If you are requited to keep official
records of, student attendanch and grades, your
filing system should be kept in accordance with

the local schodl district's policies.
e N

)

'

Student Records -

Records concerning the. individual students ‘in
the class are usudlly kept by vocational teachers.
« Personal data sheets, home experience records,
student project reports, and other personal evalia-
tions (e.g., tests, an atp?oﬁiography, anecdotal rec-
ords, et&.) may be kept in a cumulative file. Keep-
ing student records enables you to follow a stu-
dent's progress, determine areas of strengths
and/or weaknesses and, consequently, be better
equipped to help the student. Records of periodic
c nces and even home visits can provide you
with the data and insights you need to work effec-

1 tively with students. « '

Student records should not be generally avail-

-able to students, although a student may need to

* be given access to his ar her own file. This is

. especially important since the signing into law of

Public Law 93-380, The Fandily Educational Rights

- and Privacy Act, which entitles parenta-and stu-
_* dents to see official school records.

Student Vocational Organization’ C
,Mﬁterlals and Records :

he student vocational organizatlion filing sec-
tion should be devised with the involvement of the
student members. Subsections of the file may in-
clude a folder for (1) materials explaining the
duties.and functions of each office, (2) special

* projects, (3) minutes.of meetings, (4) current
- ; ,

A

~ N .
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1.- Togain skill in gathering student data. you may wish to refer to Module
F-1, Gather Student Data Using Formal Data-Collection Techniques,
+and Module F-2, Gather Student pam through Personal Contacts.
’ N LY
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membership list, (5) financtal records; (6) state and * -
national correspontience, and (7) program of
work. You should remember that the filing system,

it simple, wilt be used more readily by students.

2

' N
Occupational Information - .

As a vocational teacher, you should have estab-
lished a special file for students to use to gain
information on occupational oppoftunities that
are available in your service area.2 A more com-
pléte occupational file covering many sarvice
areas, is recommended, however, to help students
become aware of as many available career options
as possible prior to making career decisions. An

 occupational file can entich-any vocational train-
ing program. ’ -

Occupational information files should be de-
vised especially for the students’ use. A check-out
system can be developed to allow students to re-
move the materials for a period of time to locate
personal information or prepare special reports. A
number of “out-guides,” with pocket envelopes
similar to the ones used for checking out library
books, may be prepared and used for this purpose.
When students wish to check out materials, the -
name of the etcupational file folder and the stu-
dent's name may be recorded on “out-guides” and
placed in the file in place of the material which has
been removed.

A card index system, similar {o the system com=
monly used to check out library books, may be
devised if this is preferred. If the cardindex is used,
a pocket folder and check-out card could be
pasted or taped to each occupational file folder

General Management Records

The general management records in your files

“ will include financial management records,_state
department reports, travel records, advisory com-
mittee records, inventory records, ddult education
records, student attendance records, and student .
grading records. Eacif school system will have dif- .

- ferent procedures for record keeping; therefore,
you will heed to be familiar with the policies and
practices of your,school system.”

o

.2. To gain skil in providing students with occupational Information, you
may wish to refer to Moduie F-4, Provide information on Educational and
Career Opportunities.

13
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What are the Basic Methods of Filing?

All filing systems are based on either the al-
phabet or numbers, or a combination of the two.

There are five basic filing methods that are gener- -

ally recognized as the most common and most
widely used. They are (1) alphabetic, (2) numeric,
(3) subject, (4y geographic, and (5) chronologic.
Color coding may be used in each method as an
- additional help in locating certain sections and
folders in the file. Following are descriptions of
each type of filing method. As you read, keep in
mind that not just one, but several methods will

- prdbably be combined and used in the fulmg Sys- .

tem you devise. —

 Alphabetic L

i ?—'iling materials alphabetically is'perhaps,the
- simplest and most common method of filing used
"1 by teachers. In this method, file is divided into
. ;sections, using guides or folders labeled from A
. through Z. Materials are then filedtalphabetically.

-

You may use only one gdide for eachJetter in the

alphabet, or several guides for subsections (Aa-Af;

Af-As; As-Az) if the files have large volumes of
fnaterlals You should plan to space file guides
thfoughout several drawers depending on the
amount of file material you have for each lettered
file guide.

Setting up afile based orrthe alphabetic method
is relatively simple. However, there are some basic
rules which, if foIIow%will make the ffling systeth
more effective.

e File materials in dictionary order. ¥ the first
letters are not different, go to the next letter to
determine the order. For example, the names
Bob Smith, Carol Smith, and, Aaron Smith

- would be filed: Smith, Aaron; Smith, Carol;

_and Smith, Robert.

filing, use full names rather than nick-
mes, even though the file card may have the
nickname written on it.

Normally, when filing by persons’ names, start
with the-last name, then the first name, and
then the middle initial. -

A single initial should be filed before names
that are written out and begin with the same
letter. For example, the.pames Ralph Brown,
R. Brown, and Roger Brown would be filed:
Brown, R.; Brown, Ralph; and Brown, Roger.

Nupibers and abbreviations are filed as if they
wdl written out in full. For example, "Blvd.”
would be filed as if written “"boulevard,: and
*“12" would be filed as if written “twelve.”

~

“
- s

o Names with prefixes such as McGehee, Van
Allen, and D¢ Bolt are filed as if written as one
word. . ]

e Wordssuchas"and,” “of,” "for,” and “the" are
usually ignoredin filing. For example, if a-
book title is The Ruler, it would be filed under
“R" as “Ruler, The.”

Filing rules, like the filing system itself, are made
to aid in meeting the user's needs. The primary
purpose of es\tablishing a rule is to create uni-
formity so that, when followed, file materials can
be located quickly. Rules in alphabetizing are usu-
ally included in most basic English textbooks. You °
may wish to obtain one of these texts.to serve as a
reference.

-

Numeric

The numeric filing method. is, in its simplest
form, the arrangement of materials in consegutive
order by numbers. Generally, the numeric method
is used to avoid confusion between names or sub-

. jects that are similar, but for various reasons need |

to be classified differently.

For example, Mary Norton, Mary Ann Norton,
and Mary A. Norton may all have accounts with a
local bank. The use of different account numbers
to clearly distinguish between each of the three
Mary Nortons saves time and confusion. $ocial
security numbers are used in a similar way to dis-
tinguish among many persons with, common

, hames.

In the numeric method, a series of.numbered
guides, either purchased or hand-printed on bfank
guides, canserve to Iogicallydividethec‘ontents of
a file drawer. The numeric'method is comprised of
thrée basic parts; (1) a numeric file or storage

"container with numeric guides; (2) a numeric key

guide; and (3) a miscellaneous file for those mate-
rials that defy all attempts to be classified.

The numeric key guide, as the hame implies.’is
the key that you develop for your numeric file. It,
consists of an assigned number or set of numbers’
which correspond to major group headings, sub-
jects, or fopics. In addition, a second group of
numbers can be assigned to subgroup headings,
subjects, or topics. If needed, numbers can be
assigned to a third subgroup heading, and so on.
The following is an example of a numeric key
guude i

Lg-




00 — General Management Records
‘10 - ’Individual Student Files '
20 - Youth Organization Files

30 - Occupational Information Files
40 ~ Subject Matter Materials

50, - References and Resources

The listing above indicates the major group
headings If you were to devise subgroup head-
* ings, you would take each major group heading
and assign-a secondary set of numbers to all sub-
groups, subjects, or topics needed for filing your

materials under that heading. For example, you
might break the heading, “Generai Management
_Records,” into the following sub- headmgs

1 - Finance Records

2 — State Department Records

3 —-Travel Records

4 — Advisory Committee Records

5 — Inventory Records

6 — Adult Education Records

7 —_Atendance Records

8 - *Grading Records

9 - Miscellaneous Y,

Then, if 'you wished to file some financlal state:

ments’ related to generai management, you*

would file them under “01,” the first digit (0) indi-
cating “General Mangement Records,” and the
second digit (1) indicating “Finance Records.”

‘ _The file might be set up as follows.

It a further breakdown js desirable foy types of
" travel (e.g7in-district, out-of-district, out-of-state,
ould include a third set of.humbers in
y-guide, Or, if a more simple proce-
dure is desiréd, you may wish to label the folders
andfile the types of travel alphabétically within the
. 01 section of the'file. The alphabetic method is
usually used tésome exte nt with each of the other
methods. : ,

Subject
This method is used extensively by most voca-

.

.

' Geographlc

N
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tional teachers. The system.involves tiling mate-

rials alphabetically or numerically behind various

sub]ect matter guides. Frequently, colored labels
are used to quickly identify different subject areas.
The subject of each file folder pertaining to that
subject‘@rea is typed or written on the same col-
ored label. This-enables you to identify imtne-
diately the subject areato which'the folder belongs
and to refile it in th®.right section easily. For ex-
ample, in home economics, the alphabetically ar-
ranged subject areas might be color coded as fol-
lows. .

SUBJECT AREA LABEL COLOR
. Clothing and Textiles Pink .
sConsumer Educdtion Green

Family Relations Tan

Foods and Nutrition Blde

Housing lvory

Human Development Yellow

Related Arts Orange

Miscéllaneous Goldenrod

Y

Instead of flllng subject areas alphabetically, you
may wish to assign numbers to each subject area.
All foiders filed within the major subject areas
would use this number to help make it easier to
|dentrfy and return. folders to their propen location
in the file

3

This method of filing consists of using an al-
phabetucal arrangement af geographical locations
such as:cities, counties, or states, Materials rélated
to these locations are then filed alphabetically be- -
hind each geographrcal location. If, for example,
students in Ohio ‘from Dayton, Clevaiand, Akron,
and Columbus were all participating in thestate
youth organization convention, the local hoSt vo-
cational teacher might need to file information
about and from these students for'easy reference.
Correspondence folders, labeled with tHe names
of each city, would enable him/her to Quickly iden-.
tify ail of the students from a single city more easily
than by flling the correspondence under the stu-
dents names. The file might be set up as follows.
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All cogrespondence and memoranda cauld be

sub-fil

chapter behind the tolder for that city. If further
delineation was needed by schools within each
city, file folders for each school Eould be alphabet-
‘ically placed behind each file Ws follows.

. Chronologic

The chronoiogié method uses dates to assign A

. materials to the fite. The- basic feature of this

‘J‘Specia_lized Filing Systems

alphabetically by the name of the club/.

e

] }4 .
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method is that the most recently dated folder is
kept at the front of a file section, and the mate-
rials withi the most recent dates are filed first within
the folder. Little or no consideration is given to
alphabetizing by name, subject, or location.
Chronological files are used by those who file cor-
_respondence, or who keep daily logs or school
records that can best e located by dates.

One variation of the ch ronologic method that is
widely used in business and which you can easily
adapt for your own use is the tickler flle. As the
name suggests the purpose of this file is to
, "tickle” the. meémory and remind you that some-
thlng will occur on certain dates. A card file, ex-
‘panding file, card index, or notebook with guides
labeled wit the names of each month followed by
folders or cards for each day in the month, are .~
frequently used for this purpose. Your desk calen- .
dar can also be used as a modified version of the -
tickler file in that it serves as a reminder of dates for
reports and professional activities, etc.

Numerous filing systems have been designed to
accommodate the specific needs of individual
businesses, schools, and other agencigs which
needa highly organized and efficient filing system.
Ihere are various trade-name methods such as
Direct Name System, Findit System, Varidex Sys-
tem, Safeguard Alphabet System, Super-/deal Sys-
tem, and E.E. Bee Line Filing System, just to men-
tion a few.'Reference books on filing and records
management will provide you with” detailed- de-
‘dogptions of these: various Jiling systems if you

nt additional information.

Each of these systems has somethlng uniquely
different from the others (e.g., position of guudes in
relatlon to folders and subsection folders, various

color codlng for sections and subsections, the -

combination ,of alphabetic and numeric guides
plds color). However, these systems still adhere to

th& basic principles of the flve previously men- -

tioned filing methods.

There are also some specialized filing systems
available specifically for vocational teachers.
These systems wgre designed o provide a method
of fllmg which could be used universally by
teaqhers You may, wish to adopt or adapt one of
the followmg for your instructional area.

~ !
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Agdex System Y

This system was deveéloped by HowardiL. Miller
and Ralph J. Woodin. Itis a comprehensiyé,numer-
ical system for use by teachers of vocatighal ag-
riculture and county extension agents. Tﬁts par-
ticular system is available by purchase on,§ non-
profit'basis through the American Vocatloh‘él As-
sociation. ;‘;

. \A
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Under this system all agriculture ! matenals are
classified as either Agriculture Enterprises, Enter-
prise Practice, Agriculture Sciences, Agriculture _
Occupations, Profegsional Materials, or Additional
Materials. ‘For these groupings, a numeric key
guide is combined:with a color code for easy and
consistent fllmg, . T« ¢

For example ‘in filmg subject material, the ag-
riculture  teacher may find a publication suggests
several possane subjects under which the material
might, be filed, as‘in the case of an article entitled,
“The Breeds of Dairy Cattle.” The title suggests

#  three possible: subject headings—breeds, dalry.

and cattle.

" Under the Agdex System numbers from 400 to
499 are assigned to subjects gglated to Animal Sci-
ence (cattle); the number 10'is designated as a
subsection denoting the subject dairy; and a third
subsection, 30, further delineates the topic which
in this case is breeds and breeding. The numeric
filing of this article would appear as 4§~ The
teacher does not have to be concerned whether to
_ lookéor the material under 8 for breeds, D for dairy,
orCfor cattle ifit his‘t\);en filed under this method.

Many vocational agriculture publications are
now indexed by the publishers to let teachers
know immediately where the publication belongs
in the Agdex file. The growing use ‘of Agdex since it
was first published in 1959 is cleatly an indication
that teachers are recognizing the need “o have a
workable filing system.

%

Distributive Education File Index

Based on the Agdex System, the Distributive
Education File Index has been develoged coopera-
tively by the South Carolina Department of Educa-
tionand the Clemson UmverS|ty Vocational Educa-
tion Media Center. This system is presented in six-
teen majorsectlons usinga numericmethod witha
color coge. Blanks have been intentionally left in

‘each numerlc key guide to allow the individual
_teacher to adapt the numbers to the local labor
market training areas. The system is discussed in
depth-ina publication entitied Filing: Distributive
Education, pubhshed by Clemson University.
¥
Dewey Declmal System

The Dewey.DecumaI System, commonly used in
all pubjlc libraries, combines the subject and

qnumeric method-in a system for filing books. This -

system provides an extensive cross-reference file
by subject, title, and author which allows you to
find certain references,when only one of the
cross-references is known. While few classroom
teachers use this method for their own filing sys-
tem, the large majority of ‘all school and public

libraries use this system. NE

. 2" Clerical and S
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You may wish to have your reference books pur-
chased and indexed by the Dewey Decimal System
through the library. If&: is tone, the kbrarian's
records will show that book is shelved in your
department if other students should rieedfo use
the book. An advantage of having reference books
purchased and classified in this manner is that the

librarian accepts the responsibility of making an

annual inventory of all library indexed books, thus
relieving you of that inventory task:”

Occupatlonal Informatlon Systems

There .are several recognized specnal systems for
filing occupational information 'for your students’
use. The most widely used is the Dictionary of
Occupational Titles. Others include the Stapndard
Industrial Classification, Alphgpetical Index’f Oc-
cupations and Industry, US. Office of Education >
Occupational Coding System, and maje recently,
the U.S. Office of Education’s Flfteen Occupational
Clusters. Additional occupatianal filing systems
which are used primarily by guldance counselors *
include the Chronical Plan, the Career Information
Kit (Science Research Associates), and The Ben-
nett Plan. This listing is far from complete, but will
provide you with some basic references if you want
additional information on occupatlonal filing sys-
tems. N

. Keep in- mind while you are reading about
selected occupational filing systems, that any sys-
, to be effective, must be one that isusable and
understandable by the user—in this case, the stu-
dent.itis, therefore, of the utmost importance that
the occupation3l filing system you devise be sim-
ple enough for students to use, yet logical and
consistent enough to allow proper storage and
quick[etrieva ‘,,the underlying purpose of anyfiling
systemn. ’

_Dictionary of Occupational Tities.—This sys-. .
tem is a numeric classification system, commonly
referred to as the DOT, which has,been developed
and published by the .U.S. Department of Labor.
«The DOT is basically organized in terms of worker
characteristicg and job characteristics, and is de-
sngned for filing occupational information. The
- nine major occupational categories that reflect dif-
ferent combinations of job status, product, ser-

“ vices, people, function, 1nstitution, or ‘industry

structure are— . .
0 Professnona""Techmcal and ‘.
1 Managenal

3 Servjcfe Occupations

Occupations
Processing Occupations ,
Machine Trades Occupations

[ B 6}
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~ 7 Benchwork Ocgupations coding sysfem, the first three digits glways deeig-‘

.\'

p

8 Structural Work Occupations
9 Miscellaneous Occupations

The categories are divided into three-digit and
six-digitgroups. The followingis an example of the,
DOT classification for etyplstwhuch is coded 203,

First digit posutmﬂ
Category 2 {froni the nine major occupational
categories) is “Clerical and-Sales Occupations.”

Second digit position:
Division 20 is assigned to stenographlc,,typmg,
filing, and related occupations.

Third digit position: ' ~
Group 203 is*assigned to typist.

In a six-digit code, the fourth, fifth, and sixth
digitindicate the degree to which the job requires
working* with data- (fourth), people (fifth), and
things (sixth). Oh a e from O to 8, certain job
functions have been identified for the data cate-
gory, the people category, and the things category.

. The Q'indicates that the job requires ahigh level of

work in the category of functions, while the 8 sig-

nifies little or no relationship with the functions in
that category. Figure 1 shows an example of DOT
code number assignments.

* The numeric values in Figure 1 can be decoded as

follows:

* 63 Machine Trades Occupation
62 - Mechanical Repairing
620 - Motorized Vehicle,-and Engmeermg
Equipment Repairing <
3 - Compiling, Average
8 ~ No significant Relationship
1 - Precision Working—High

Use of this system requires some training and
experience to achieve a full understanding of it. It
will-be helpful to you to remember that, in the DOT

FIGURE 1

‘nate the occupationial ciassification. The fourth,

fifth, and sixth digits indicate the levei -of pro-
ficlency, in terms of education, tralnlng, and ex-
perience, that is'required on the job in rqlation to
data, fourth digit; people, fifth digit;-and things, -

“Bixth digit. The lower the digit (0, 1, 2), the higher.

the level of proficiency required. The higher the -
diit (8, 7, 6), the lower the profncnency in terms of
education, training, and experlence

Also, each categqry (daé people, and thmgs)
stands on its own. For example the automobile
service mechanic needs an average proficiency
level for working with data (3); no ;g%f'lslency level
for working with people (8); and, very high pro-
ficiericy level for working with things (1).

Understanding the DOT classification system
will enable you to point out to astydent who enjoys
working with people (fifth digit) that the work of an
automobile service.mechanig¢ requires very little
involvemgnt with people. Therefore, the student
may: want to seek a different career that involves
working more with people.

This is just one example of how yoy might use
the DOT to help 'students become more aware of
their career options. As you gain further under-
standing of the DOT classification system, you can
help students find more meaning in the occupa-
tional file about careers and the relationship of
careers to the individual student’s needs and inter-
ests. To fully understand the DOT classification
system, you may wish to seek additional informa-

.. tion from the local employment office

U.S." Office of Education Coding System—
The-USOE QOccupational Coding 8ystem is one

_ with which you can readily identify since the clas-

sification system limits thé occupational listings
to those that are suitable for vocational training.

. Theclassification system was devised to enable lo-
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cal and state educational agencies to identify

and classify information so as to describe subject

matter and curriculum activities more uniformly

across the Uhited States. Seven major vocational

and technical areas are identified by the Office of
. Education (OE} code numbers as shown below.

01 Agricultural Education

04 Distributive Education

07! Health Occupations

09 Home Economics

14 Office Occupations

16 Technical Education

17 Trade and Industrial Occupations

Thése code numbers are a part of an overall
classification system that is used by the U.S. Office
of Education to standardize terminology related to

curriculum and instruction in local school districts

(USOE Handb8ok VI). The coding system is de-
signed to identify, classify, and describe a broad
spectrum of subject matter areas and activities,
including vocational education, in. elementary,
secendary; junior collége, and adult education
programs. The complete listing for vocational
education in this classification system can be
found in Vocational Education and Occupations,
available on loan from most state vocational divi-
sions. |t can also be purchased from the U.S. Gov:
ernment Printing’ Office.

_ The OE coding system forvocational education

is a numeric method based on subject matter and,
is comprised of a six-digit code. The first two digits
refer to the subject matter area (e.g., 17 for Trade
and Industrial Occupations); the second two digits
refer to the principal training area of the subject
matter (e.g., 17.03 for Automotive Services); and
the third two digits refer to the division of the
principal training area. (e.g., 17.0302 for Au-

tomobile Mechanic). In a few cases, a fourth set of
two digits is used to designate more spe|cialized ’

job areas.
Every teacher of vocational training should be-

{ - * ‘
[ e ’
k3 e

come familiar with the coding system for his/her
service area. Most student placement and follow-
up reports requiré a knowledge and use of the
USOE six-digit code to identify a student’s occupa-
tional objective in vocational education,

U.S. Office of Education Occupational Clus-
ters.—More recently, the U.S. Office of Education
has formulated a clusterihg system based on fif-
teen broad occupational areas. These are—

e Agri-Business dnd Natural Resources

e Business and‘Office Occupations -

e Communications and Media Occupations
Consumer and Homemaking and Related Oc-
cupations oy

Construction Occupations -
Environmental Occupationg

Fine Arts and Humanities Occupations
Health Occupations v
Hospitality and Recreational Occupations
Manufacturing Occupations-

Marine Science Occupations

Marketing and Distribution Océupations
Personal Seryices Occupations

e Public Ser'vice(gccupatiogs. s

o Transportation'Qccupations

N
®

This classification system has received wide-
spread interest from vocational and career orienta-
tion teachers who have found it easy and manage-
able to organize an occupational information file
into the fifteen comprehensive areas. These broad
occupational areas may be more consistent.with
your students' ideas about occupations than other
classification systems. Thus, a subject matter
method (the fifteen clusters) combined with an
alphabetigal filing method, and arranged on the
basis of your knowledge and judgmentin filing the
occupational information, may be one method to
use in devising an occupational filing system for

students. L] .

b
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Optional
Activity

" To Tamiliarize yourself with filing equipment and techniques on which

. _ﬁling systems aré based, you may wish to meet with avocatiopal teacher in

Optignal - |
Activity

-~

L

your occupational specialty who is responsible for organizirg and main-
taining a filing system for his/her program. During the visi}, you may
abserve his/her filing operation. You may also discuss with this/person the.
types of filing equipment involved in his/her system and the methods and
procedures he/she uses in filing. .

You may wish to review one _or more. of the following supplementary
references: ¢ —
- o Dictionary of Occupational Tltles Volumes | and II. to further your
understanding of the clustering system )
. Vocational Education and Occupations, to further your understanding
of the U.S. Office of Education occupational coding system

e Miller and Woodin, Agdex: A System for Classifying, Indexing and
Filing Agrigulture Publications ,

e Filing: Distributive Education

e A reference book on a specialized fllmg system such as one of those
réferred toonp.15. - . . .

~

.

% -
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The following Items check your comp'rehenslor'\ of the material’ in the
information sheet, Devising and Maintaiping a Filing Systams pp. 6-a8." .
. Each of the six items requires @ short essay-type response. Please explain
fully, but briefly, and make sure you respond to all parts of each item—

-

.
-

. . -
[d .

SELF.-CHECK -

- -
]

.1. Explain why you should devise and maintain a filing systefn.

R %
et r

’

2. Discuss what fgctors will determine the type of filing system you use.

v
o
’

¢
P
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‘exd

3 Explain how the alphabetit and numeric filing methods are incorporated into the
methods of filing., . o . :
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5. Explain the importance of storage fdcllities and equipment in-a-{iling system.
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i 6. Briefly describe how you get started.in devising and maintaining a filing system.
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'~MODEL ANSWERS Lo

) ‘ R . <§ ) v
Compare your written résponses on the Self-Check with the Model An-
swers given below. Your responses need not exactly duplicate the model

- responses; however, you should have covered the same major points.

rd ] - >

5 4

. . . . {’
1. Devising and maintaining a filing system will groupings will be alphabetically arranged,
enable yoyto (1) organize teaching and instruc- while the various subsections may be arranged
tional materials for convenient_storage and bya numeric method (or vice versa). In addition,
quick retrieval, (2) reduce a cluttered lookinthe - the other three methods—subject, geographic,
classroom, (3) preserve instructional materials * and chronologic—willuse either the alphabet,
and visual aids, (4) keep regcords-and reports . ‘or numbers, or-a combination of both for ar-

accessible for current and future use, (5) re- .*ranging the materials in fhe file.
move out-of-date materials, and (6) become a- ;

more efficient and well-organized teacher. 4. You should devise an occupational information

filed for students. In addition, the type of mate-
rials'that you have will determine‘the kinds of
containers (e.g., folders, boxes, cabinets, etc.)
that will be used to store these materials. The
type of storage facility needed for instructional
and laboratory equipment will also be deter-
mined by the type and size 8f equipment you
need stored.

5. Since thé purpose of afiling system is to or-
ganize materials for easy storage and quick re-
trieval, it beBomes important that appropriate
storage facilities and equipment are available.
These enable you to store materials properly
and in an orderly manner so the materials are”
preserved for future use. Without proper stor-

. - age facilitiés and equipment,.you are left with a

Some materials lend themselves to being clas- potential filing system without a place to put it.

sified alphabetically, while others may require

the use pf other methods such as humeric, sub-

»

6. Inorderto devise and maintain afiling éystem. it

- i . el will hgsnecessary to decide (1) what materials
gtﬁt;eg%ou%rﬁz:;cjh gg‘r’n:&’?g‘(’j'ggfm i'r:ewaig should Be filed, (2) how they should be fited, (3)

A . wherae to file the materials, and (4) what equip-
,;gelfp ?ndaf:r?aul!sd be use d to most effectively file meng_and supplies are needed.‘Once the deci-

\ - sionslare madk, it wilt be necessary to plantime,

3, Each of the basic filing methods will use either on a régular basis, to update and discard out- -
the“alphabet,-or numbers, or a combination of of-date materials. 4
the two.. Frequently, the major headings or "

-

o> b
LEVEL OF PERFORMANCE: Your completed Self-Check should have coveréd the same major points as
the model responses. If you missed some points or have question$ about any additional points you
made, review the material in the information sheet, Devising and Maintaining a Filing System, pp. 6-1
or check with your resource person if necessary. ' - , 7 :

/
’ hY

~ file to help students become more awarg of

+2. Factorsthat will determine the filing system you career options either in your service area %in -
" use should inclutle (1) type of instructional and careers that cover a broad spectrum ofoccupa-
" visual curriculum materials used, (2) kind of tions. Further, it will provide students with
storage facilities that are available to you, (3) guidance in choosing an“occupational objec-
type of instructional and laboratory equipment tive in vocational education. An occupational

+ used, (4) kind of records ta be kept, and (5) kind inforration file wiltenrich and extend thelearn- .

and amount of occupational information to be ing experiences:available to students. ‘s _/_J
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- Learning Experience Il
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e OVERVIEW

Enabling _ .
- Objective




Actimity

Activity

Activpty. ’

l Optionai
\ Activity

A

Identify teaching materials which you have accumulated in your occupa-

tional specialty and wish to file. If teaching materials in sufficient quantities
are not available to you, identify personal or business records which would

be appropriate for filing.
i ’ .

Review your teaching materials, or personal and business records\\to
determine th&xaugber of groups and subgroups required for your filing
system. o . -

Y
’

Arrange your material orrecdrds according fo one or more of thefive filing
methods (i.e., alphabetic, numeric, subject, geographic, or chronologic).
This will include listing key wortds, letters, and/or numbers that would most

ropriately and easily identify your materials or records. Label your file
guides and subgroups accarding to the method you select.

- o
* . K B
‘Contact a central purchasing or business office to obtain an office supply

catalogue in which you can review the available equipment and supplies
and determine those that would best fit your needs.

} o

N

.
1

You may wish to obtain the equipmentand supplies necessary to install the
system you have planned for filing your materials or records.
\-\_) - .,

1

ES -~

\ ' :
After yoy haye developed your plan for a filing sysfem, use the Planning
Checklist; p. 27, to evaluate your work. .




PLANNING CHECKLIST

Directions: Place an X in the NO, PARTIAL, or FULL box to mdlcate that

" each of the following performance comp onents was not accempllshed
*  partially accomplished, er fully accompl shed. If, because of specigl cK-
cumstances, a performance component w kas not appllcable orimpossible . .
to execute, place an X in the N/A box. Resource Parson

LEVEL OF PERFORMANCE

Ya
Yo
A,
9,
'6:? "
Aoy

Theeﬂllng system plan:
. accounted for all the major groups and subgroups appropriate to D
the subject matfer materials, or personal and business records .

. ld‘entlfied major groups as headings for file guides

. was based on the alphabetic or numeric method, or combined one
of these methods with one or more of the other basic filing methods

. listed brief descriptive words for labefing file guides and folders .

5 r
aincluded, the use of color coded labels for major group héadings
(optiorgaf) ............ e e e e e et e

. included the use of color coded labels for foldér tabs of the sub-
groups behind major group headings (optional)

. included a description of the appropriate and convenient storage
facilities and equipment needed ....................... s

-

. requured fllmg supplles that are commonly available

OO0 OO0 0o oo

. described'.a system Wwhich is logical and easy to understand

. 10®described a system which would be of value in teaching and/or in
keeping personal and business records

0O 000 OO oo ood

[]

LEVEL OF PERFORMANCE ‘Allitems must receive FULL, or N/A responses Ifany item recelvesa NO, or
PARTIAL response, review the material in the information sheet, Devising and Maintaining a Filing
System, pp. 6-18, revise your plan atcordingly, or check with your resource person if necessary.

- g







Terminal.
Objective

\
°

“For a definition of "actual school situation,” see the insitie back cover.
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TEACHER PERFORMANCE ASSESSMENT FORM

~Maintain a Filing System (E-4) °

fw

Name

*

r . . i ) -
‘-Directions: Indicate the level of the teacher’s acmmpllshmentby placing

an Xinthe appropriate box under the LEVEL OF PERFORMANCE heading. «Dat
" If, because of special circumstances, a performance component was not

appllcable. or. rmpossuble to execute, place an X in the N/A box. Resource Person
~— »
¥ Py \. “ ) . =

’ . . LEVEL OF PERFORMANCE -

) o 33
- £ ’
( - R AR & &8
‘ ¥ . . L
1.. The scope of the filing system provudes for:
a. illustrative material ............. ................. D D I:] D

) . b teacher’s reference- materials | ... D D I:]
| c. students reference materfals ....... \ ......... D D I:] I:] .,

d. otherteachrng aids sUch as flhnstnps’ charts, posters,
OC. ..o AN AR Ooog

o - . . %
.2 Cabﬁ(ets. drawers, and other storage facilities are
adequately labeled ........ e S D D I:] I:]

3. Key words or brief descriptive phrases are used on file
guidesand folders....................c..ooovvvnnn... D D I:] D

4. Thé flllng system uses one or more of the five basic filing. — "
- methods ........ R i .......... D D I:] D

5. Ageneral managément file has begn deyrsea orkeeping ] ]
records'and reports such as financial records, travel rec-
ords, andprogramrepbrts...‘.»......................— D T.___] El":]
6. Student attendahce recdrds are filed and kept up to date . '
-’n accqrdance with school policies .................. D I:] I:] D

7. Studentgrade records are kept and filed in accordance
with school policies .......................... e . D D I:] I:]

~ . :
8. Individual student files are: , i
." a uptodate....... D D D I:] D

¢. are keptinsuch away that student evaluatien reports D I:] D I:]

.are not accessible to other students .............. .
¥ , -
‘\\\\ . g 32
“ ,
‘ : 31




13 Student help is used to check ,.out books and materials, D D”‘D D

15. Outdated materials are removed from the file and dis- D D D D

" LEVEL OF PERFORMANCE: All items must receive N/A, GOOD, or EXCELLENT responses. If any item
- receives a NONE, POOR, or FAIR response, the teacher and resource person should meet to determine

y

9 Files designed for student use are arranged so that stu- '
dents can easily check out needed materials ..q...... D D D D

10. An occupational information file: ' .
a. is accessible to the students ' i D D D D

b. contains up-to-dateo;:cupational information related D ‘ D D

to careers in the service area .....................

c. is simplegnd easy for students to usé ....... P D l:] D @

d. uses a convenient method for checking out materials D D lj D S

11. The overall filing system is current:orgahized,and'mate- D D D D

rials can be easily retrieved ............... e X
12. Instructional materials-are refiled on a regular basis after ' D D D D
(3 2 e vraeaan TS S |
N

label folders, and arrange file materials (optional) .....
- - .

14. The filing system provides for expansion in terms of
space and sophistication ................. e . D D D D

carded periodically ........ e AXTRRRERTE X

~
. X '

what addijtional activities the teacher needs to complete in order to reach competency in the weak
area(s). . e
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ABOUT USING THE CENTER S PBTE

MODULES o

- ' ..’:l”/ w_-..’w .—i s
. o

- ’

v

Organization

Eath module is designed to help you gain ccmpetency
in a particular skill area considered important to teach-

. ing success. Amodule is made up of a series of learning
" experiences, some providing background information,,
some providing practlce experiences, and others com-

bining these two' functions. Completing these experi-
ences should enable you to achieve the terminal objec-
tive inthe'final lgarning experience. The final experience

} ach module always requires you to demonstrate the
Skl inan actual school situatipn whenyou are anintern,
a student teacher, or an ?Zgwce teacher.

Procedures

Modules are designed to allow you to individualize your
téacher education’program. You need to take onlythose

. modules Eovering,skills which you do not already pos

sess. Similarly, you need not complete any learning
pegience within a module if you already have the sk|I|
.needed to complete it. Therefore, before taking any
module, you should carefuliy review (1) the Introduction,
(2) the Objectives listed on p. 4, (3) the Overwews pre-
ceding each learning expenence nd (4) the Final Ex- "
beriez:e After comparing your prdsent needs and com-
petenicies with the information you have read in these
sections, you should be ready to make one ’of the follow-
ing decisions:
o that you do not have the competencies fhdicated,
and should complete the entire module .
e that you are competent in one or more of the en-
abling objectives leading to the final learning ex-
- perience, and thus can omit that (those) learmng
» experiencefs
e that you ara already competent in this area, .and
ready torc mplete thefinal learning experience in
order to “test out”
e that the module is inappropriate to your needs at
this time 9
Whenyou are ready to take the final Iearnmg experience
and have access to an actual school situation, make the

necessary arrangements with your resource person. If -

you do not complete the final experience successfully,

. meet with your resource person and arrange (1) to re-

peat the experience, or (2) com plte (or review) previous
_sections of the module or. other related activities
"\wggested by your resource person before attemptingto
“fepeat the final expenence

Options for recycling are algo.avaitéble in each of the

learning experiences preceding the final experience:~~ poor .

Any time you do not meetﬂzhe,mml um level of perfor-
rance required to meet an‘obj ectu& you and your re-
source person nay meet to select activities to help yo
reach competencyl This could involve (1) complets
parts of the modute,previously skipped; (2) repeatmg
activities; (3) reading supplementary resources or com-
pleting additional activities suggested, by the resource
person; (4) deslgnlng your own learning experience; or
(5) completing some other activity suggested by ybu or
your fesource person. -~

rilcp . o

- a? !

!

Ny

. ing the module.

.
[y >
.

.

Terminology . «
Actual School Situation .{(}%fers td a s;tuatlon in |

which you are actually wo ing with, and responslble
for, secondary or post-secondary vocational students in
a real school.,An intern, a student teacher, or an in-
service teacher wiuld be functioning in an actual school
situation. If you do'not haveacpess to an actual school
situation when you are takirlg themodule, you cancom-
pletethe module up to the final learning experience. You
would then do the fma'ﬁea\rnning experience later; i.e.,
when you havg access to anactual school situatign: -
Alternate Activity or Feedback .. . refers\to an item or
feedback device which may substltute for required
items which, due.to specidl tircumstanc@s, you.are un-
able to complete. - ’
Occupational Speclalty . .. refers to a specific area of
preparation within a vocational service area (e.g., the
rvice-area Trade and Industrial Education includes
occupational specialties such as automobile me-
chanics, welding, and electricity).
Optional Activity or Feedback ... refers fo an item
which is not required, but which is deslgned to supple;

ment and enrich the requlred items in a learning experi-' '

ence.

Resource Person . . . refers to the person in charge of
your educational program; the professor, instryctor,
administrater, supervisor, or cooperatmg/supervnsmg/
classroom tqache'r who is guiding you in taking this
module. .

Student . .. refers to the person who is enrolled and
receiving instructjon in a secondary or post-secondary
‘educational institution.

Vocational Service Area . . . refersto a major vocatlonal
field: agricultural educatlon business and office educa-

“ tion, distributive education, health occupations educa-

tion, home economics education, industridl arts edu-
cation, technical education, ortrade and industrial edu-
cation.

You or the Teacher . . . refers to the persor;} who is tak-

Levels of Performance for'FlnaI Assessment

N/A ... The criterion was not met because it was not
apbllcable to the situation.

None . -. No attempt was made to meet the criterion,
xalthough it w

acceptable manner, but has some abil erform it.
Gogod . . . The teachert is able to perform this dkill in an
effectlve manner. .

Excellent . Theteacher is able to performt ¥
very effective manrier. -

3
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Titles of The Center's - , -, p
Performance-Based Teacher Educatlon Moduj.es . : T )
, .
cdnofv A’ Program Planning, quoloprqm. and Evaluation E-5  Provide for Student Safety
A-1, Prépare for a Communi Survey } E-6 Provide for the First Ad Needs of Students
A-2 Conduct a Community S E-7  Assist Students in Developing Self-Discipling .
A-3  Report the Findings of a Commumty Survey E-8  Organize the Vocational Labaratory
A-4 argianiza an Occupational Advisory Committee E-9  Manage the Vocational Laboratay_
A-5 aintaln an Occupational Advisory Committee . 2 . -
A-8 Develop Program Goals and Objectives . Category F: Guidan, (00
A-7 Conduct an Occupationa! Analysis F-1  Gather Student Data Ustng Format Data-CoIlectno‘ﬁ Techniques
A-8 Develop a Course of Study  * F-2  Gather Student Data Through Personal Contacts
A-9 Develop Long-Range Program Plans F-3  Use Conlerences to Help Meet Student Needs
A-10 Conduct a-Student Follow-Up Study s Z F-4  Provide Information on Educational and Career Opponumties
A-11 Evaluate Yopr Vocational Program F-5  Assist Studentsin Applying for Employmentor FurtherEducation
_ Category B: instrctional Planning , T, Category G: School-Community Relationa
B-1 *“’Determin Needs and Interests of Students G-1 Depvelona School-Community Relations PlanforYour Vocational *
b rogram .
s &g Deve:gg atﬂ?‘;ﬂ;ﬁz:&rggg:e Objectives G-2 Give Presentations to Promote‘Your Vocational Program '
B-4 Develop a Lesson Plan e G-3 Develop Brochures to Promote Your Vocational Program
B-5 ‘Select.Student Instructional Matenials ) G-4 Prepare Displays to Promote Your Vocational Program
B-6 Prepare Teacher-Made Instructional Matenals G-5 Pr;pare News Releases and Articles Concerning Your Vocationg} ,
. rogram L]
Category C: Instructional Execution G-6 Arrange forTelevision and Radio Presentatlons Concernmg Your,,
+ C-1  Direct Field Trips Vocational Program
G-2  Conduct Group Discussions, Panel Discussions, and G-7  Conduct an Open House
Symposiums 3-8 Work with Members of the Community <
C-3  Employ Brainstorqing, Buzz Grolip, and Question Box, G-9  Work with State and Local Educators—
Techniques M G-10 Obtaln Feedback about Your Vocational Program
C-4 Direct Students in Instructing Other Students .
G5  Employ Simulation Techniques Category H: Student Vmﬂooal o'rganlutlon . .
C-6 Guide Student Study H-1 Deevralop a Personal Philosophy Concerning Student Vocational
C-7 Direct Student Laboratory Expenence ; ganizations .
C-8  Direct Students in Applying Problem-Solving Techniques n‘z Establishsa Sdtudent Vocatifirgl Organization ‘
C-9  Employ the Project Method -3 repare Student.Vocational Organization Members for
" C-10 Introduce a Lesson “ Leadership Roles
C-11 Summarize a Lasson H-4  Assist Student Vocational Organization Members in Developing
C-12 Employ Oral Questioning Techniqyes - - o and Financing a Yearly Program of Actwities
C-13 Employ Reinforcement Techniques H-5  Supervise Activities of the Student Vocational Orgahization
C-14 Provide Instruction for Slower and More Capable Learners H-6  Guide Participation in Student Vocational Organization Contests
C-15, Present an lllustrated Talk Category I: Profeasional~Role and Development
C-16 Demonstrate a Manipulative Skilt -1 Keep Up-to-Date Professionally
g}; w?d"lmfzt: I?ls(i:,ur::(ile:rtl or Principle ) -2 Serve Your Teaching Professign .
- T-19 Employ the Team Teaching Approach ' :-3 B Develot;r)‘:récA:twle Pedrsgglal Philosophy of Educatlon
C-20 Use Subject Matter Experts to Present InfOrmatuon |:5 g%'t:?n a Sunta%?e%:}achir:;rwogll:on
C-21 Prepare Bulletin Boards and Exhibits
* G2 Present Information with Models, Real Objects and Flafnel I8 Provide Laboratary Experiences for Prospacte Teachers
) Boards g jects. I-; glan thie-Studem Tgraching Experience .
C-23 Present Informatlon wnth Overhead and Opaque Materials - upasvise Student eachers -
C-24 Present Information with Filmstnps and Slides Category J: Cooydination of Coo,
. g—_g :resen: :z:gxﬂ:b" W::: ;“fgis Recordi j—z astablish GuiAdelines for Yo tive Vocatlonal Pfrogram
resen ation wi udio Recordings - anage the nendance ers ahg\Terminations of Co-O
C-27 Present Information with Televised and Videotaped Materials Stugents ¢ P
C-28 Employ Programmed Instruction J-3  Enroll Students in ¥ow Program 4 o,
C-29 -Present Information with the Chalkboard and Flip Chart J-4  Secure Training Stations for Your Co-Op Program
Category D: Instructions! Evaluatio J-5  Place Co-Op Students on the Job_
D-1  Establish St udenthe rformanr:;e Critorta ' J-6  Develop the Training Ability df On-theJob Instructors
D-2  Assess Student Performance: Knowledge j:g ge:l::d;tneago%‘-tg:::n::sgl::tt&ob Performance
D-3  Assess Student Performance: Attitudes p [
D4 Student Perf : J-9  Prepare for Students’ Related Instruction s
-5 ,Detme rrnlnte S?Sée:t g;“dae:“ J-10  Supervise an Employer-Employee Appreciation Event
D-6 ' Evaluate Your Instructiona! Effectiveness RELATED PUBLICATIONS &
Category E: Instructional Management : . Student Guide to Using Performance-Basad Teacher Education
E-1  Project Instructjpal Resource Needs l"!eh:gtuerr(i:g‘?erson Guide to Using Performance-Based Teacher .
E-2 Menage Your Hidgeting and Reporting-Responsibilities Education Materials
E: T M dntg?nfgrg{;;éom::\t of Your Vocational Facilities Guide to the Implementation of Performance-Based Teacher Educatiou
i} . - ’ -~ -y
. For Informaﬂon regarding availability and prices of these materlals contact— >
o ~ AAVIM ¢ L
w& American Association for Vocational instructional, Materials . P



