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ABSTRACT '
) This third in a” series of ten learning modules on’
school- community relations is designed to give secondary and
postsecondary vocational teachers help in understandzng how to eamploy
brochfres for pnonotlonal purposes, how to plan and design attractive’
brochures, and how to see plans through the production processes to
the final task of putting the brochure into the hands of the reader.
The terminal objective for the module is develop a brochure to
promote a vocational prodram in an actual school situation.
Introductory sections relate the competency to cthers in the progran
and list both the enabling objectives for the three learning
experiences and the resources required. Materidls in the learning
experiences include required reading, a self-check quiz, model
ansvers, sample brochures to critique, model critiques, and the '
teacher performance assessment form for use in evaluartion of the
terminal objective. (The modules on school-community relations are
«part of a larger series of 100 performance-based teacher education
(PBTE) -self-contained learning packages for use in preservice or
inservice training of teachers in all occupational areas. Each of the
field-tested modulet focuses on, the development of one or more *
specific professional competencies identified through research as
important to vocational teachers. Materials are designed for use by
. teachers, either on an individual or group basis, working under the . ‘
- direction of one or more resource persons/instructors.) (JH) .
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This module is one of-a series of -100 performance-based

teacher educatidn (PBTE) leaming packages focusing upon

spacific dprofesslonal competencies of vocationd! teachers. The
i gom ncles upon which these modules are based were iden-

and verified through research as being important to suc-
| vocational teaching at both the secondary and

POSt-

tion of teachers in \all\oocupational areas.

oduie provides learning experiences that integrate
application; each culminates with criterion refer-
sment of the teacher’s performance of the spec-
ified competeéncy. The materials are designed for use by indi-

- . vidual or groups-of teachers in training working under the
- digecﬂonmdwiththeassistanceofteachereducatorsactingas
resource persons. Resource'persons should be skilled in the

teacher competency being developed andsshould By, thor-

oughly oriénted to PBTE concepts and procadures irk v.Eing

these materials. .

rlanning ahd conducting performance- preservice and

. nservice teacher preparation programs to meet g wide variety

of individual needs and interests. aterials are intended for

use by universities and colleges, state departments of educa-

tiorl, post-secondary institutions, local educatiorragencies, and

others responsible for the professional development of vocas

tional teachers. Further information about the use of the mod-

ules in teacher education programs,is contained in-thrée re-

, lated documents: Student uldqc Using Performance-Based

Eo“ her Education Materials, Resource Person Guide to°

- Using

Guide to Ifiplementation of Performance-Based Teacher
Education. °

The -PBTE curriculum pabka'?es' are products of a sustained
" research and development effort by The Canter's Program for
. . Professional Development for Vocationaf Education.
dividuals, institutions, and agencies pagticipated with The Cen-
ter and have made contriputions to systematic develop-
\ ment, testing, revision, and refinement of these very :i(?nifieant
‘ , training materials. Over 40 teacher edygators provided input i
development of initial versions of the modulgs; over 2,000
. geachers and 300 resource persons in 20 universities, colleges,
and post-secondary institutions used the materials and pro-

vided feedback to The Center(l(or revision and refinement.

\ -« Special recognition for major individual roles in the direction,

develgpment, coordination of testing, revision, and refinement
+ . of thése materials is extended to the following program staff:
James’B. Hamilton, Pvgram Director; Robert E. Norton, As

. f

S

ary levels of instruction. The modules are suitable for -

The design of the materials provides considerable flexibility for :
based i

Performance-Based Teacher Education Materials and °

any in- -

<

sociate Prografn Director; Glen E. Fardig, Specialist; Lois Har-
rington, Program Assistant; and Karen &rlnn. Program Assis-
tant. Recognnion is also extended to Kristy Ross, Technical
Assistant; Joan Jones, Technical stant; and Jean Wisen-
baugh, Artist for their contributions to the' fipal refinement of
the materials. Contributions made by former program staff to-
ward devel ntal versions of these materials are also ac-
knowledged,'Caivin J. Cotrelt'directed the vocational teacher
competency research studies upon which these modules are
based and also girected the curriculum develo nt effort
frbm 1971-1972. Curtis R. Finch provided lead8rship for the
program from 1972-1974. S

Appreciation is also extended to all those outside The Center
{consultants, field site coordinators, teacher educators,
teachers, and others) who contributed so generously in véirious -
phases of the total effort. Early versions of the ma jrials were
developed by The Canter in cooperation with the:Vocational
teachier 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 Misscuri-Columbia. )

Following preliminary testing, major revidion of all materials
was performed by Center Staff with the assistance of numerous
consultants and fisiting scholars.from throyghout the country.

Advanced testing of the materials was carried out with assis-
tance of the vocational teacher educators and students of Cen-
tral Washington StateCollege; Colorado State Unjversity; Ferris
State College, Michigan; Fiorida State University; Holland Col- -
lege; P.E.l, Canada; Oklahoma State Universjty. Rutgers Uni-
versity; State University Col at Buffalo; Temple University;
University of Arizona; University of Michidan-Flint; University of,
Minnesota-Twin Cities; University of Nebraska-Ljncoln; Univer-
sity of Nqgthern Colorado; University of Pittsburgh; University
of Tennessee; University of Vermont; and Utah State University.

The Genter is grateful to the National Institute of Educaion for
sponsdrship of this PBTE curriculum development effort from
1972 through its completion. Apﬁreciation is extendsd to the
Bureau of Occupational and Adult Education of the \S.S: Office
of Education for their sponsorship of training and advanced
testing of the materials at 10 sites under provisions of EPDA
Part F, Section 553. Recognition of funding support of the
advanced testing effort Is also extended to Ferris State College,
Holland College, Temple University, and the University of
Michigan-Fiint. - ' . . )

- Robert E. Taylo
ExecutiveADirecfor , .
The Center for Vocational Education
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The success of a vocational education program
depends to a considerable extent on how well its
purposes and activities are communicated tQ the
people who supportit. Vocational teachers, there-
fore, must develpp skills in communicating and
interpreting, their programs to the public.

_Public’ stpport for vocational education can

come from many different groups in the commu-
nity. Each group has its own special interests,
nee,d%hnd attitudes toward education. Just as
each{group may benefit from a strong vocational
education program, so each may be able to con-
tribute to furthering the goals and purposes of
vocational education. .

* To take agvantage of this potential support, vo-
cational teachers and administrators should use a .
variety of techniques to publicizetheir programsin
a way that will capture thé public’s interest, create
and sustain favorable attitudes, and motivate the
public to act in support of vocational education.
B

One simple, yet effective, means of informing the
public is the brochure. It is an efficient and effec-
tive device for telling your story to the very people
you want to reach. The brochure takes a relatively
small budget to produce, and it defnands little of
the reader’s time or effort, yet its effect may be
significant indeed. It can be timely, arresting, and
informative all within its small and simple format.

*

Vocational teachers are often-involved in the
production of promotional brochures. In this mod-
ule, youwwill find learning experiences designed to
help you to understand how to employ the bro-
chure for your prgmotional purposes, how t n
and design attractive brochures, and how"to see
your plans through the production processes to
the final task of putting the brochure’into the
hands of your readers. ’
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ABOUT THIS MODULE = - )

Objectives :
| Tersinal Wﬁ"%&m
igtion; develop a:bri L. ‘m

U

RARS

8 person;u nn;mg wﬁcm Fmance

Assessriont Formh, pp. 37238 m& | Expeiience ll).
Enabling Objectives:

1. After completing the required readihg, de'monstrate
knowledge of the.steps and procedures involved 1n

)W"‘\Vr >4

planning, preparing, producing, and distributing a .

brochure to promote avocational prdg ram (Legyning
Experience /).

2. Given e§§mples of brochures designed tcé#)romote
vocatio programs, critique these bfochures
* (Learning Experience 1) "

Resources

A list of the outside fesources which supplement those
contained within the module 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 occupatlonal specialty, and (3) to get
assistance in settigg 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 progress at any
time.

Learning Expéilence |
Optional

Reference: Public Relations Guide. Cincinnati, OH:
The Procter & Gamble Company, Educational Ser-
vices, 1975. (Revised 1977) |

-

rr(:ctuggvsgﬁhpg’r
!9“‘

v

Reference Amerncan Association of Agricultural
College Editors Communications Handbook. Third
Edition. Danville, IL: The Interstate Printers and
Publishers, Inc., 1976.

Reference: Strunk, William, Jr. and E. B. White. The
Elements of Style. Second Edition. New York, NY:

Matmitlan Pubhshlng Co., 1972. . .

Learnlng Experience ||

Optional '
Promotional brochures used for programs in your

gccupatlonal specialty to exarm§ne and critique.

resource person, public rel. t/ons specialist,” or

other person with expertise in prepanng brochures
with whom you can discuss your critiques.
Teachers, loca) printers, /ournallsts etc., knowl-
edgeable about planning and preparing promo-'
ti@nal brochures with whom you can consuit.
Materials to use In preparing a visual layout for a
brochure. K .
A resource person or other person with expertise in
preparing brochures to critique your brochures.

Learning Experience |l|
Required

Anactualschools:tugt/on inwhich you can develop

a brochure to prombote your vocational program
A resource person to assess your cémpetency in
developing a brochure to promote your vocatuonal
program. L

N v

/ . >

This module covers performance elemen number 241 from Catvin J
Cotrell et al., Model Curricula for Vocational and Technical Teacher
Education Report No V (Columbus, OH’ The Center for Vocational
Education, The Ohio State University, 1972) The 384 elements In this
document form the research base for all The Center's PBTE module
development .
For mformatlon about the general organization of each module. general
procedures for the'r use, and terminology which Is common to all 100
modules, see About Using The Center's PBTE Modules on the inside
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TEXpenencej

OVEHVIEW :

- Enébhng
Objective

el
/ Ophonal

Actxvnty

After complating the required rea,di

" steps and. procedures inyolved in pl
dtstnbutmga brochure t promote a

. -You will be reading the jnformation ¢
"7 Promationat Brochures, pp. 6—18.

{ -

. T
You may wish to read the supple 26N

Guide,.pp. 20-22; AAACE;: Comm
and/or Strunk-and ‘White, The Elem

You will be denfonstrating knowled

6 of - th
voived in planning, preparing, produding,
. brochure by. comple'dng the Self-Ghe‘c

\"

* .

.
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demo(nstrate; K
nning,*’prega:ing,
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For mformatlon om

alue of brochures in promoting a vocatlonal

progtam, a‘\d how to des\gn produce, and dlstrrpute brochures, read the

following mformatlon sheet:

DEVELOPING AND DISTRIBUTING

PROMOTIONAL BROCHURES

One of the best ways to inform the public about

your vocational program is to tgll your story ina

br6échure. Other media such as radid and televi-
sion announcgments\q_‘wspaper stones, public
meetings, and other public relations devices, all
have their partlcular uses, but a brochure can get
your message to the specific audience you wantto
reach, at theb t time, and with aspecnal impact.

A brochure (flyer, leaflet, or pamp‘hlet) is an un-
bound paper publication, usually printed.on" a
single sheet, which may be folded or unfolded. It _
carries a single message with a limited scope. A
brochure is meant to have a specific purpose, and
not to contain a thbrough coverage of any topic or
phase of your vocatiopaL program,

.

As avocational teacher, supervisor, or-adminis-
trator, there will be many occasions when you will
want toinform the public about your program. You
smay want to change people’s attitudes about the
- Program, encouragé some partrcular action, re-
quest support for your efforts, or simply provide

* information to- the general public. A well-planned
and produced brochure can do all of this*and

more.! “

You gan use a brochure to report the accom- .

pllshmentsofyourprogramsuchastheplacement
record, and job success of your trainees..A

' ..

effert, of which promoffonat brochures may be a part. you may wish to

refer to M3dule G-
Your Vocational*@rogram.

1 To galqsklll in planrf acor‘rrprehensuvesohool-commumty relations

velop a School-Community Relat/ons Pian 7or

N

-~

7/

brochure can describe the occupational oppor-
tunities in your field and can encourage young
people to begin their training. You may want to let
%e public know about the courses available in

ﬁr program and how they may-enroll. You can
ask\for support for some special need such as
enlanged or modernized fagilities. You may wish to
Jpoint out a particular educational problem, or tell
the publrc about a community service your pro-
gram offers.

One of the advantages of a brochureisthatitcan

be designed for the general public or aimed ata

specific audience. By using the approprlate ap~
proach you can reach—
" e taxpayers, to tell them how their vocatlonjal
education tax dollars are being spent
e parents, to describe vocational training pro—
grams in which thelr children enroll
o students, to excite their interestin your occu-’
pational field
o trades people, to tell them how they can up-
grade their. training and skill
e employers, to inform them iﬁout a source of
skilled workers, or to get themMo participate in
your program -
) communlty leaders, to describe what your
‘program is. donng to meet communlty needs

There are special occasions when a brochure :

can be used to good effect. Registration time is.a

-good time ta have brochures available which are
designed to get prospective students interested in
- your program and to teH them about-the quali-

L 4

fications they need. When a new program is
started, or an ongoing one is reorganized,, you
should iet people know about it. - e

©pen House or Parents’ Night provides another
great opportunity to distribute brochures describ-

. -ing what you are doing for students andthe com-

munity. At election or school- -budget time you can
use brochures to infqrm the public about your
program’s progress orits problems (but be careful
nottogetinvolvedina partlsan polltrcal situ atlon)

The end of the school year is the right occasion.to
use a brochure to publicize” your students’ ac-

“complishments or summarize the progress your

program has made.

-7
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One reason a brochure is effective in conveying
amessageis thatits singlg purpose permitsitto be
designed for special impact. The public, deluged
with advertising, finds .the ‘brochure quick and
easy to read. With some care and imagination, it

can be made both eye-catching and.attractive. Be-*

cause. of its neat form and size, it can be easily
saved for future reference-(as, for example, when
you advertise the evening adult classes that will be
avarlable in the fall).

Compared to other media, brochures can be

oduced at relatively low cost and are efficient
because they can be distributed to just the right
people Carefu) planning and creative ideas are
more important than an unlimited budget. Bro-
chures are not complex to produce—in fact, if
there is a vocational graphic arts or printing pro-

© gram available, most of the work can be done right

in your own school at a very minimum oMost

Aiming at the Audience T

* Before you get very far along in.planning your
brochure, you will need to know who your readers
are-Confine yourseif to one subject at a time and
one audience ata time. Don'tattempt to tell every-
body everything in a single brochure. Decide first
who you are trying to reach, how you are geing to
#9€t their attention, then what you want them to
Iearn and what you want them to do about it.

Write-down some of the characteristics of your
proposed audience: ltspducatlonal level,econom-
ic level, basic concerns and interests, typical read-
ing material. A hrochure written for the education-

‘3

I

\
vey your message, you won’taccomplish anything.
«An unread brochure is useless.

As you begin planning your brochure you s'ho'uld
eonsider how you can reach your audlence
through—

_ e attractive and catchy titles

e a simple message wntten ina lively style

e pictures, type, and Iayout that gain and hold
attention .

a subject that has meaning and |mportance to
"the- readerJ : |

There are a lot more ways,of promotlng your
vocational program than simply using the vqell-
worn apQroach of describing employment oppor-
tunities in'glowing terms. You can probably think
of many topics to stlmulate publlc‘mterest suchas
_the following: ‘

e how your ) vocatlonal subject is taught

¢ safety education in vocational training
e school course offerings ’
e job placement for students
e career planning
> e evening programs for working adults
e consumer educatlon in vocational €ducation
e community ‘servicés your program cah per- )
*form .

e_how students can earn'while Iearmng

o future pla?s-(or your program
e how your/program aids the underprivileged,
handlcapped persons or the exceptional stu-
dent
.A ' k

Planning the Brochure

In.planning foryour brochure, itis |mportant that

. you consult with your school administrators. They
need to be aware of any contacts you make with
persons or groups outside the school. In some
cases, their approval is needed_before you can
finalize plans to producer and distribute a bro-
chure, particularly if you will be requesting funds.

v : §

al community may cause the less educated to .

throw it in the wastebasket unread. Try to think of
what in your vocational program might interest
yoyr intended readers, and what aqproach you

* should take to appeal to their interests. Just about

everybody gets a flood of unsdlicited maferial
these days, so unless you find some way to get the
reader’s attention and hold it long enough to con-

L 4
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You may have the help and cooperatlon of a -
small group of peoplein preparing a brochure— or
you may do it pretty much on your own, with help
only from anillustrator and the'printer. Either way,

. You can produce a successful brochure.

If your brochure topic involves the whole vocas-
“ional program in your school, organize the pro-.
ddction as a group effort. Get everybody working
in the program to contribute in some way. There
‘are mamy™ways to praduce a brochure, but yOU/

~ might follow the steps in the following plan:

= 1. Get the group together to discuss the purt’
pose of the brochure, the main theme and
the intended audience.

,2. Show them good examples of the kind of

,brochure you have in mind. Don't limit your-

."self to school productions; show good com-
megcial brochures as well. )

3. Encourage questions and discussion on all
aspects of the brochure: the audience, ap-
proach, facts needed, appearancs, budget.

4. Ask the group for ideas about distribution of
the broc . How many caopies will be
needed? SMall they be mailed? How'does the
brochure fit in with school public relatlons
plans-and policies? '

5. Decidewhois going to write the text(youmay |

- find yourself doing this). Arrangeforothers to
_review the text.and make suggestions.

6. Decide on questions of general format, kinds . ..
/Jfélllustratlons «and the tlme schedule for -

production

7. Begin working .with production specialists
like the prlnteraﬁigraphlc artist, or work out
the preliminary design and layout yourself.

it may well be that you will need to do part or all

of the brochure planning on your own. That gives

you a heavier load of responsibility, butit can result
. . ) ° R

. b
injugtﬁsuccessfulaproduct Basically, the plan- -
ning is the same. As part of a school s¥stem you
can tap a number of reSources and get valuable
assistance in the production phase from'a variety
of people. Usually they are quite pleased to be
called on<tq.use their professionalexpertise. Con- -
sider the following resources. , ‘
o The librdrian and school registrar can furnish
facts and data about the school and the com-
munity. - :
e The English.or, yoﬁrnahsm teacher can.review
and edit your text and offer suggestlons about
style. |
» Theartor graphlcs teacher can be consulted ‘
* about design, layout, and color. Y |
o Friends and colleagues can react toyourdraft ‘
of the text. P |
o The school secretary can type your manu- i
script. - |
* o A representative fram a paper company can |
show you samples of suitable papers. T i
e A printing teacher may be available to help |
“+ you through the production stage. ) \
" @ Students will usually volunteer to help with _ i
foldihg, envelope stuffing, and distribution.

A Production Sequence

As planning proceeds, it is wise to adhere to a
production sequence to be sure that everything
gets done and that thé process goes as smoothly
as possiple. There will be inevitable slippages, but
thatdoesn't lessen the need for a plan. The follow-
ing sequence can be used as a guide.

1. Establish the need v
. . and purpose okthe
) brochure.

2. |dentify the audi-
encefor whomitis
to be designed.

3.+Discuss with oth-
ers your ideas and

" plans.

4. Meet with the
school administra-
tor to '\obtain ap-
proval and secure
funds. .

5. Prepare \idyaft of

. the text.
6. Prepare a rough .
yout of the.bro-
chure. \

7. Méetwith " a
printer, illustrator,
-and/or publica:

*tions specialist t\o




» .
discuss your ideag. .

b
. 8. Revise and refine the plans and layouts
as necessary. : .

9. Get reactions op draft from colleagues .
and friends.

#10. Revise again if necessary. v K

11. Prepare final illustrations and text.

12. Prepare.a visual layout. ‘

13. Take material to the ptinter with final instruc-
tions. )

14. Print the brochure.

15, Distribute the brochure as planned.. -

16. Prepare a file on the brachure for future refer-
ence. tnclude ideas for improvements, reac-

tions lof the public, and production methods. .

1

Sources of Funds
There are probably as many school financial

situations as there are schools, sg finding money 2

to produce a brochure is really an individual prob-
lem. One note of encouragement should be nien-
tioned. If there is a genuine need for the brochure,
if you have a thoroughly worked out plan, andif the
proposed brochure does not conflict with other

- public relations effortsy'you- can usually get the |
funds for it. It is ggazing how mych support you

will find for a good idea.

Some: general suggestions may be helpful.
Within your own school there niay be money for
the brochure in the public relations budget, fhe
general vocational department budget, or from the
principal's contingency fund. Your school ‘sys-
tem’'s public relations office .ay foot the bill.
School and community organizaﬁons such as
PTA, your advisory committee, or a trade associa-
tion may be willing to help.

-

Before you sf¥rt asking for money, know what -

you want to accomplish and how-much it will cost.
Get estimates for the artwork, paper, and printing.
If possible, have other options prepared, butdon’t
present them until after you have tried to gét sup-
port for the most desirable finished product.

. lfyou canwse school personnel for much of the
work, there may be little or no extra labpr, charges
involved. Even with recent materials’ price in-
creasgs, costs forthe brochure should.not be ex-
cessive and can Qring'substantial returns.

Putting It into Words v N\

. . ,
. A brochure can't (and shouldn't) héve a lot of
text, but what there is can be very important. The

¢ , .
K . LY \
Q . o

.*
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shorter the tekt, the more carefully it must be con-
structed and written. Every word ¢ounts.

Plan your emphasis and approach‘when ybu first
begin planning the entire project, before a word is

© written. Your preplanning may be jyst a few notes,
. or a complete outline. ‘A group may help yeu.to./

develop thoughts, ideas, and an approach, butthe
actual writing is an individual task. Good writing
takes time, effort, ane-patjence. It €annot be hur-
ried or done thoughtlessly. Sorpetimes ideas for
writing \have to be left to sort themselves out in
your mind before you can. begin putting them
down on paper. The following guidelines=for pre-
paring written materials are intended to refresh
your memory and to help you write punchy pam-
phlets and brilliant brochures.? )

*

. Know your readers.—It is worth repeating that

- you should keep their image in mind as you write.

Have a clear picture of the person you are writ-
ing for—age, education,’ income, occupatfon, lan- .
guage level. Consider not only what they know
about your subject, but whdt they want to know. Be
aware of their interests, their likes and dislikes,
their prejudices. Use words that are in their vp-
cabulary, and write in a style that makes the read-
ers feel the copy is aimed directly at them.

-

Have a plan.—You are not ready to write until

tate in a single sentence. Make an outline of the
material you are goin§g to present so that you will

/Zou have a well-defined goal—one that you can

_be certain you have included all the main points

and have arranged them in a logical order. Even a
small brochure demgnds that you have a frame-
work ert which to but¥d. It can be a very simple one
with just two or threg headings and subheadings-

-~

* A ' | .
2. AAACE. Communications Handbook, Third Edition (Danville, IL* The
Interstate Printers and Publishers, Ific., 1976), pp. 37-40.
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written in short phrases, or it maype a completely
detaded topic outline. .

ake a rough draft.— Get your thoughts doWn
on paper as the ideas begin to flow.’ T;Q‘
of the text must-be interesting eveh it .Jg onl
sentence or two long. Use short sentencesto keeg
it moving. Your first draft will probably not be your. =

4

best work, but it'gets you going. It can be revnsed-, 1

and polished later. Follow yoUr plan and don tlet
extraneous material creep in..

Choose your words carefully.— Select simple,-

effective ones that the reader will understand, but
throw out the clichés and ofd shopworn ‘ways of*
saylng things. Avoid educatiohal and technical

jargon when simple English words will gettheidea’

across. Look for words that- convey your meaning
Jwith the |east effort for the reader. A dictionary and
a thesaurus are the indispensable tools of the
. writer’s trade usé them to find just the word you
need. .

Use short words, simple words, active words,
colorful words, specific words, and familiar words.

.
N

3
S

‘\

Y e capltallzaﬂon spelllng and wbrd meamng

o~granmar ungtuation’ and’word division

~ e wgan‘?zﬁﬂnd logjcal sequence - -+’

t, -¢ -clarity and simpligity fwords and sentences J
> o*nterest ta the reader ™ . -

" titles, subheadmgs ahd captions that are |

N clear and dramatlc . o
Chpe

RN

. IIINustrations‘ )

Brochures need'to tell a story fast and forcefully.

* lllustrations can help dothis. “lllustrations” can be

If you have trouble putting something into words, it -

may be because your idea is hazy Once you know
whatyou wantto say, you won’t have much trouble
finding the right way to say'it. .

Punctuat& for clarity.—In speakmg pauses and 4

voice inflection help indicate meaning. In writing,
you must depend on punctuation to make your
meamn@° &Iear Well-planned sentences need a
minimum of purfctuation. When you-need help in

manu? don't just guess
Use capitals- and underllning sparingly.—

Unnecessary use of capitals adds nothing fo the ™\

meaning of your writing and ‘only detracts from its

" appearance. Again, check references when in
~ doubt. The use of underlining to create emphasis

soon wears thin and simply clutters the copy. Save
capitals and underlines for very special occasions.

~~Know your numbers. —If your copy contains

numbers, be careful tq follow the rules, such as
“spell out numbers of ten or less,” and “spell out
numbers at the beginning of a sentence.” For all

" the rules, see a style manual.

Edit your copy.—After you have ‘written your
first draft, set it agide to coolf¢r a day or so. When
you reread it, you will probably find some awkward
phrases.you hadn't realized were there. You may
also think of a better way to express an idea. Let
some associates read the copy and note the ques-
tions they ask. Revise, rewrite, and polish your
manuscript until you are satisfied. Then you are
regdy for final editing. Read the copy critically
several times, looking for different kinds of flaws
each time. Check for the following.

‘o

ﬁ;

P~
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+ puUnctuatjon refer to a grammar textbook ora style ;-

\
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photographs, paintings, drawings, charts, graphs,

maps, or similar matenals Use illustrations in your °

brochure to—

o dramatize the key |deas explain the story
e emphast?e a particular point
¢ stimulate and motivate the reader
,break up the text—provide a change of pace
o furnish a spot of beauty and pleasure ~
"o cutdown on words’ o
Line drawings (such as the itlustrations in this

module) can be simpie and effective. They convey
the idea by suggestion rather than by detail. Draw-

ings can be an integral part of the overall‘design -

and the aesthetic effect you ar?trymg to achieve.
Line drawings are easy toyeproduce by all printing

methods, mcludlng multilith and offset,and ¢anbe -

used with inexpensive printing papers.
Look at some samplesof previoys work done by

* your mtended artist to see what styte he/she does

best. To help the artist get the effect you want,
furnish himy/her with a slmple sketch of your'idea.
D%ct be embarrassed by any lack of personal ar-
tistic talent. Examine the artist’s pencil drawings
before they are inked —they are easy to change'at
that

s -
Phéfoggraphe can be very compelling when they
are well done. It is probably easier for you to, gét

good photos than, fine artwork:because photo= .

— -
-
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graphy is less demanding, and more people have
experience with it,

. Photographs should be technlcally excel-
lent— clear, sharp focus, correct exposure
, free of blemishes.. # ¥

¢ Each illustration should be substantial in

size—large enough to have realgmpactin the

brochure and to show needed detail. One or

‘?“,/" * twolarge photos are betterthan severalsmall
/ -ones.
5 e The plcture should have a center of, inter-

est—telllr@'just one story,wrth the main point ~_create an i

. clear.

Let the ptcture tell a story, including action.
Show something happening.

The ‘photograph must have good composn-
tion. Use the principles of simplicity, em- «
phasns, and balance

¢ Crop the ’prctu're carefully.~Select only th,e,
. |mpo?lant sectlon of the picture. {Cut off un
essential areas, wasted space, oor bac
grounds. Improve the composition by- ‘careéful
. cropping. -
¢ Handle the print with care. Avondfnngerprlnts
don’t use paper cilps ant don't write on the
back where ltmay show as an impression on
the front. . .

) Jn all lllustretlons elthér drawings or photo-
graphs, beware of the ®mateurish or poorly done.
Amateur illustrations can ruin your brochure and

- can creaté exactly the wrong effect. The school’s
art teacher may do #our illustrations for free, but
unless you know that the work'will-be goad, don’t
use that source. Some school systems have pro-
fessional illusjrators and photographers on the
staff just to de this kind of work.-Use the work’ of

. professionals if at alf possnt?lé

M

Layout and Design Coe

-

, - The design of the brochure is |mportant in creat-
* 'ing |mmediate “eye appeal" for your message. You

“

-

3

canorganize t

favorable attention, set the. d
age. |

You might want to project a feellng of acfivity,
craftsmartship, or hlgh style with the design and
layout. For example; a brochure desrgned to.pro-,
mote the machine shop, program might create an
|mage of precision in metal work by using eteet-*
gray paper, a modern Clean Iookmgtype precise
line drawings, and a carefully-balanced layout. A
rochure about a ‘child careprogram could use a
Ircately textured paper of a warm color, ‘avery .
informal layout with a script type, and one or two
Iarge soft piotographs of amIQren >

In plannrnga brochure, the desngh Iayoutghould
be developed early; otherwnse fhe effec i
You may find you'have the wrongsizgdL

. or too much copy for the avallable
. the copy and planning the design gé hdndin hand,
agsisting and complementing each ather.

12

. One of the best ways to get ideas for brochure
design is to look at good ones and.adapt them to
your own purposgs Collect appealing brochures
- wherever you-go: craft shops, exhibits, plays, con-.
.certs, or-vocational schools. There is nothing
wrong with porrowmg from others-—just use good
judgment and ethics, and observe the cogyright .
laws. Remember, you are not exempt.from cepy--
rlght réstrictions just L because yours is a nonproflt
program in a public schoel. -

Whenyou begin the desigh, you already should -,
have decn&ed on the purpose of the brochure ann \

e design élements, such as illustra-
tions, text, lifles, and white space, to;create this.
, t appeal.Awell-planned layout can gain the reader’s

ifed tone, and |

o
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have set some limits on your resources. Now you
, ¢an begin mixing thefingredients: (1) the copy you
intend touse, and (2) theillustrations you will have.

First, make some basic decisiong about the rela-
tive sizé and importaice of the illustrations and the
text. Then, begin making trial arrangements of il- -
lustrations, headings, and copy. Don't be satisfied
withlour first efforts— you can probably do better.

' _Next, make some rough drawings of the placement )
~of the pictures and text on the page. Ruled graph
paper may help you get the sizes an ions
about right. = ~ g

If pencil sketching doesn't come very easy to
you, try the paper and, scissors method. Cut col- -
ored paper the right suzefo represent pictures and
text, move them around on a-plaip white sheet
marked off’in the size of the fmnshee?brochure Be
sure to mark the margins and-fold lines so the copy
doesn’'t ‘end up where you_don't want it. Folds
should not run through heautﬁgsor pictures. Mar-
gins should:nat be equal all the way around; but
larger on the sides than the top, and still Iarger at
the:-bottom.

.~ Your pencil sketches, or the little pieces of paper
stuck on a sheet, represent the “rough layout.”
They form a general picture of your design.

Enlarge, reduce, eliminate, oradd tothe pictures
to get the style and effect you are looking for. If you
think’ your rough layout is good, ask somebne to
look at it and react to it—or putit aside for awhile
andsee if it still Iooks goodwhenyou comeback to
|t

- Apply the rules of prob"ortion.«balance, andem- '
- phasis- that are.common to all good two-
dimensional designs. You can use a formal bal-
ance (1), informal balance (2), design patterns;
based on the Z (3) or the Y. (4) or spots of interest

¢ ‘5)

V|

5
i
——
®

The ' rouéh "~develops into a “visual Iayout " To
prepare the visual layout, you decide on the ap-
proximate placement and size of the text, head-

. ings, and illustrations. The visual layoutis made in

actual size, showing the blocks of space to befilled
with copy, illustrations, and design: lings (hke
printed borders or symbols). Indicate the text copy
and the picture captuons by drawing blocks to the
exact size and space planned, and fill them with
heavy hori;ontal'lines.

E}

L S S
:

Most printers will be able to work from the visual
layout, but sometimes it may be wise to make a
finished layout, cajled a “paste-up dummy.” In the
dummy, photocopies, of artwork and printer’s
proofs of the type are pastedin thejf exact position
on the page. (Your brochure will probably not be
complex enough to justify the time and expense of
a paste-up dummy.)

:

1

P e e e e e s e

4

AY
In either case, the layout for the printer should be
marked with all the necessary instructions and be
keyed to the actual photos and text copy. For ex-

1213
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ample, to indicate the place for a-picture, ma¥ an .

“A” on the layoutand putﬁ"A" onthe photograph-

ic.print that belongs in ¥at space.

3 N

©

SAMPLE 1 - .

TYPE FACES | .

' Chbosing the Typé

L

~

One major part of any graphic design job is get-
ting.just the right style of print (or “type-face™) for
the publication. You should consult early with your
printer or graphic artist to get hetp on selecting the
type face. There are literally hundreds of faces
available, each with its own character. The printer
will be able to show you samples of the faces

-available in his/per shop. - '

A smali sampling' of the major families of type
faces 1s given in Sample 1.

C

>

[ ) .‘ . .
. ) Y Print (Olds’qde) oL
Print (upper and: lower case, Roman) ¢ Print Modem) © ..
. -PRINT (eaps, Roman) oo ¢y Print (Light bold)
® . Print (Medium bold). ~ -
- Print (Heayy bold)

%

PRINT (cap$ and small caps, Roman)
 .Print (italic) -

'Y

“
.

. Learning all about type faces and how to use
them appropriately could lead to a lifetime of

_ study. However, the following few tips'will helpyou

talk to the printer. -

o The height of type and thé space between the °

lines is measured In “points.” A pointis 1/72
of an inch. A typical book ormagazineis setin
10 or 12 point type. The text you are now
reading is set in 10 point; the side headings
are setin 12 point. ’ AN
e Abrochure or folder made up of display lines,
pictures, and a brief text should make use of
one of the modern bold type faces. N
o Don'tselect asmall size type just to be able to
. squeeze in more text. Type which is less than
" 10 points gets difficult to read.
e Be careful in mixing the families of type. The

S

headings can be simply set in bold face of a |

larger size of the text type.

e The texture of the paper affects the type'face
you choose. Type faces with delicate lines do
not print well on rough papers.

e Use restraint in chooging a facefor the main
headings, the,titles, and the front matter. Too
fancy a type face canspoil the effecton a small
brochure. ’ '

N

Printing Processes

You certainly don't need to be'a journeyman
printer "to be able to ‘produce a promotional
brochure for your program, but yousshould know
enough about prinfing processesand terminology.
to be able to talk intelligently to printers and
graphic artists. If you are at least familiar with the
characteristics of basic printing techniques, you
can\work with specialists to make good decisions
and get the kind of results you want.

Each of the commonly used printing processes’
has its advantages and drawbacks.”By knowing
something about them you can balance your de-
sign and production needs with your available re-

. sources. If you can visit some commercial printing

shops while they are in action, you can gain alot of
understanding about the art of printing in a shornt
time. The. following information summarizes the
main points about each process. o

“ -




Mimeograph.—This process involves squeez-
ing ink through astencil onto paper. This has long
beernthe inexpensive and easy method of duplicat-
ing used by schools, but it is rot very versatile and

the quality of the finished work is relatively poor.:

Stencils may be cut on the typewriter or from
typewritten masters by electronic means. Line
drawings can be.made on the stencil, but the
mimeograph process can't repraduce photo-
:graphs. Papers suitable ~for mimeograph are
Jlimited. For good quality brochures, it is-best to
avoid mimeograph dupjcating.

Letterpress printing.— Letterpress is the kind of
printing used by Johann Gutenbérg in 1435. Cer-
tainly not the latest process, this is still used for
quality book and magazine printing and for some

small jobs. It is printing done by inking a raised .

surface and making an impression on the paper.

In the hands of an expert printer, letterpress is
capable of the most beautiful results. Poorly pro-
duced work can look bad indeed. Photographs
and drawings can be reproduged well, and there is
an enormous variety of type styles available. Let-
terpress .is used in many vocational schools to
teach basic printing techniques. .

" Offset reproductions.— Offset is printing done

fromasmooth metal surface. Theink istransferred
to a rubber raller or blanket, then offset onto the
paper. The\metal printing plates are made from
pasted-up r sheets by photography. Each
page is pasted 0p as a unit, and may include
printer's type, line drawings, photographs, or
typewritten material. Changes in the plates can
only be done by reshooting the entite page. -

Most people can't tell the difference between

offset!and lettérpress,whén l6oking-at the final

. results. However, offset is ‘easier to produce and

, permits almost an gn‘limited variety of layouts. The
paste-ups can be made the same size as the
finished work, or they can be enlarged or reduced
photographically to achieve the desired size. (An

~

-~ n

increasingly great proportion of modern printingis
done by the offset process because just about any-
thing can be printed this way. This module-is an
example of offset printing.)

Multilith.— This is a less expensive form of offset
-printing often found in schools and offices-as well
as commercial duplicating services. The printing
masters are suitable for shorterruns of from one to
three thousand, and do not gjve the same quality
"as offset plates. Its limitations are thaf halftope
photos cannot be reproduced and large solid
blackareas do not print well. These things aside,
multilith is a practical’process of considerable ver-
-satility, great speed, an
als@ very inexpensive. Most multilith fhachines
accept a maximum paper size of 9" x 12" or 11" x

14 7. o .~

Much copy is now being_prepared for printing
and duplicating using a standard typewriter. The
quality of the final product can, therefore, be no
bétter than the quality of-the typewritten material

“itself. For multilith and offsbt printing, try to have
your typist use an electric machine with a carbon
ribbon (rather tQan a’fabric ribbon). Whatever
typewriter is used, see that the type is clean, not
clogged, the machine in good alignment, and the
ribbon fresh. The IBM Selectric typewriter, with its
variety of interchangeable typing elements, can
produce several styles of type with two different
spacings. You can achieve attractive results by use
of different styles on the same page. .

A few words about choosing colors may behelp-
ful. Color can be'an important factor in the way
your brochure is received, and the kind of impact it
has. Appropgiate colors can help impart the feeling
you want to®tonvey —red and browns for warmth,
blue or green to suggest cool or precise objectives,
white to suggest cleanliness or happiness. Of
course, colors can be used to attract the attention
»fthe reader—red, orange, and bright yellow are
usually-considered eﬁectgle for this.

Bé careful of the combinations of colors you use
in the brochure.‘Avoid unwanted associations. A
combination of green and red is not only harsh, but
it suggests Christmas to most people. Orange-and

black mean Halloween; the combination of pink '

and blue is associated with babies.

<You can add color to your brochure by your
choice of paper and ink. Paper comes in an enor-
mous range of colors, and ink can be mixed to.
create any color you canimagine. Color areas can
be.produced-on white paper by screening, as on
the Dverview pages of this module. Probably the
easiest and safest way for the beginning brochure
. designer to produce a handsome- result is to
choose an appropriate color paper stock and print
the text of the brochurein black. Later, you can try-
more adventurous combinationy

1415, 7 -
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. Printing Papers
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Paper suitable for brochures comes in a bewul-

. dering and beautjful array of colors, textures, and

weights. Of the great many kinds of fine_paper,
book paper,offset bond, and cover stock are of
especial interest to the. brochure designer. Your

° printer has samples of the varlous kinds to show

you.
Book papers.— Machine ﬂnish book is'a soft,

- dull-finish paperusedlargelyln books, magazines,

and commerdcial printing. Antique finish book has
a soft, rough surface and uneven texture. Along

." with suitable oldstyle type, it is popular for pro-
.grams, folders, and booklets. Coated paper is sur-

faced with a special clay to make it very smooth,
and it can be of glossy or dull finish. Glossy paper
resists soiling, but it is hard to read because it
reflects the light."Coated papers are necessary fot
printing halftones (photographs).

Cover papers.—Covers are usually made of
heavy stocks that feel pleasant and have a firm
body. They come in a great variety of colors, tex-
tures, and thicknesses. The surface finigh or pat-
terns rangexfrom very smooth to rough. Cover pa-
pers can give your brochure strong character. The
coyers ofthis module are made of coated medium
weight cover stock.

Oftset papers.— These papers are made espe-
cially for use in the.offset printing process. Offset
papers come in a great variety of finishes, weights,
and colors.

Mlmeograph —This paper is very ink-absorbent
for use in the mimeograph process. Variety is
Ilmlted but a number of colors are available.

For small numbers of brochures (up to a thou- |

-sand), the cost of the paper isn’t very significant.
Jon’t skimp on quality to try to save money. For

lreally large quantities, paper costs can be an im-
{portant consideration for your budget. Your

'printer then should be asked to figure the costs
carefully for you.

" It is important to know something about how |

papers are desngnated as to size and thickness.

Book papers come in reams of 500 sheets, and the .

thickness or heaviness of the paper is expressed
as the weight per ream. Thus “40 |b. stock™ means
that 500 sheets, 25" x 38" in size, weigh 40 |bs. The
greater the weight, the thicker the paper. In the

e

module you are now reading, the body is printed
‘'on 60 Ib. coated stock. Coverstockis designatedin
pounds per 100 sheets; the cover of this module is,
printed on 80 |b. enamel stock.

Cover stock usually comes in a standard sized
sheet of 25" x 38", bond in 17" x 22". You need to
know the sheet size when you plan the size of your
brochure to avoid costly waste and cutting
charges. There are some standard sizes of bro-
chures that you'should use.

e 812"x 11" paper car be folded once or twice on

the long dimension to produce brochures.

o.9"x 12" paper can be folded in thirds toform a

neat 8" x 4" size. This fitsinto display racks and
envélopes. '
e 812" x 14" folds in thirds to produce ahand-
some 82" x 4%" brochure, or a slim four-fold
v 812" x 34" size. ~

e Avoid quaint or cute sizes. Any deviation from
a standard sheet begins to cost money and
cause trouble. .

e Avoidthe 8%2"x 11"or9 x-‘l 2" sheetfolded only
once. These folds produce & brochure of un-
gainly proportions. , ~

When you plan your desngn you must also plan
where the fold is going to occur. The fold line
should not break into-the major design elements.
Paperhas a “grain” just likea piece of wood. When

»
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usngavy papersyou shoUId pgt\the told soitis
done with the grain so the fold.is smooth and
sharp. Folds- made ‘across the -grain come out.
- lumpy and wrinkled. (Find a sheéet.of heavy.paper,
fold it in both directions, gnd notice the differ-
ence.) Your printer can help you by plapnlng)the
paper cuts so the folds fall with the graln

- In moderate quantities, folding can be done by
hand. (A volunteer group of students can produce

! lot of folds in a shorttime.) If you are producinga

,\/large quantity of brochures, the printer can do, the

folding by machine at very low cost.

“Envelopes come in a. great range of types and ,
sizes, but you probably will use only two of them. A.. .

No. 10 envelope (standard business size) is good
for dlstnbutlng folded brochures through the mail.

. The No. 6 size can be enclosed ijn the No, 10 en-

7

velope if a return is desn;d

v

B;oduction Costs

Conditions in the printing and paper tndustries
make it possible to discuss costs only in a general
and relative way. Paper prices have risen sharply
and supplies are not as reliable as they once were.
Generally, printing costs have gone up too, but
because of new technology, the costs of a few
processes have actually declined. If your schqol
system has programs in vocational printing
and/or graphic arts that can do your brochure,
your costs may-be little more than the cost of paper
and plates. \

As you plan for the productlon of the broch ure,
there are a number of cost factors you should keep
in mind. You will have to weigh these factors with
your needs and your budget. .

CoeST
FACTORS

'y Que1ity of work can vary tremendously from

one printer to -another.- Look at samples of .

.the _printer's work, and don't necessarily
choose the lowgst estimate.

. e School prmtmg even more chancy because
your job is going to be done by stugents:in
training. Discreetly look at the studerfis®ork

o/

_w

4
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to see if it is the kind you want to send but. If it
is.good work, you.will not only be promoting

* your own program, but also the vocational

printing program.

. o Planto prbduce all the brochuges you need.at
one printing. It is a lo} cheaper\o have some
copies left over than to rim out and haveto get

« - the publicétion reprinted.
o-When you get a price from,a printer, be sure
he/she has included all items, such as cuts

and plates, so you won't be in for some un- .

pleasant budgetary surprises.

¢ Getting color in your brochure costs practi-
cally nothing if you do it using colored paper.
It is somewhat more costly:to use one color of
ink, and much more costly when several ink

-+ colors.are specified. N

o If you ask the printer for special service, such
as a rush job, be prepared\'to pay fot jt.

Printing Schedules ?g :

If you want your brochure to r€ach your audi-
ence by a particular date, you will have to plan far
ahead. Good printing takes time, so don't plan to

run into the print shop at the last minute and ex-

pect the printer to.drop everyone else’s jqb just to
get yours out on time. If the vocational school print
shop is going to do the work, a special ciréum-
stahce applies. The instructional program ¢omes
first. Thus, your brochure printing may have to wait
until some students are ready to do it, so you can-
not’require a specific due-out date.

To get your brochure ready at a certain time,

. work out a realistic production schedule and stick

to it. When you make such a schedule, work back-
wards. , - .y
. 1. Determine the date when the brochure is to
reach its readers.
.2; Estimate and allow fortimefordustnbutnon or
mailing. . y
3. Ask the printer to estimate the ‘time he/she

needs for production after he/she receives '

all the copy and artwork.

/4. Plan to complete your writing and the prod-
. uction &N«u\stratnons to meet the ptinter’s
deadline.

The coPy should be rlght when it goes to the
printer. Any errors you make will cost money and
take time to correct. If the printer makes an error, it
is hus/her responsibility to correct it. Undetected
errors will make-you and your progtam look bad.
Proofread the copy several times, each time for a
different reason (grammar, punctuation, typo-
graphical errors, etc.). Ask someone else to read it
for corrections also.

?

The first time'you attempt to produce & broehure

.
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‘ you will probably be greatly surpn;ed atthelength  don'tmeed to send everything in an envelope, by toer
of time ittakes. From the first ﬁnght idea tp the first-class mail. Lower rates prevall when things
p

finished duct~in the hands ¢f the reader may, are folded and stapled, or placed in unsealed eh- "
take weeks—perhaps even fonger. The more velopes. Your school may have a postage méter - T
people that are invdlved, t moxe chance for machine that can save yoif money and time. Check - "’,a
’ schedule slippages and deldys. : ' with your local postmaster for e latest regula- :
y . . tiofAs and current rates. Coe e T
Distribution Methods . o - = An accurate and complete mailing list avoid$ -
/ * Abrochure is not worth very much unless it gets  Wasted postage and increases the chances of the

to someone who reads it, thinks about it, and is ~ Prochure reaching thesight persons. You may get
changed in some way. Distribution plans, then, are alist of parents of students from the school files, or

just as important as any other part of the overall you may have to compile a special list of people -
planning. You want to get your brochure into the yourself. The mailing list may be of community ’
hands of the right readers under the most favor-  |eaders, business people in your occupational

able conditions, A brochure that fs intended for.  aréa, or any other group you want to reach. The
parents at registration time and instead is given to important think is that the mailing list be kept alive

teachers at the end of the school year isn't likely to and up to date by frequent addition and subtrac-
accomﬁllsh very much tion of names and checking of addresses.

1 An especially good idea is to have a list of of-
ficers of organizations in your commUnlty As a
vocational teacher, you may well want’to réach
‘influential people in groups such as the following.

e Business groups

e Labor organizations .

¢ Political groups .

e “Veterans organizations , \
City officials
School teachers and administrators
Profesgional organizations
Welfare agencies
Youth groups

./
Timing is all- |mportant Distributed too early, o Lurcheon clubs

people forget about it; too lafe, and they can'tact . In addition'/to bulk mailing there area number of
on it. A brochure designed to promote your pro-  other good ways to distribute brocr‘?es .

gram in a general way allows for fairly flexible -« o Haye them available on tables at registration
tlmlng, but note these’ tips. time.

* + ‘o Monday,is a bad day for your.brochure o " ¢ gend them to junior high and senior high
: -, arrive by.mail. Too much else arrives in the school counselors.

- mail for it to get proper attention. e Mail individual copies to those who'make in-,
o Abrochure asking for financial support prob- quiries about the vocational program.

~~ "«  ably shouldn’t arrive at iricome tax time or
X L when the real estate tax bills arrive. . o Take them to vocational banquets, meetings,

Y t a negative reaction o y s bro- and conventions.

’ B o You mayget a ative reaction ou —_

chure if it comes in the middle of a community o Distribute them through the PTA. .

controversy involving the. schools. Walt for o Place brochures on the tables of community

/ ’ things to cool down a bit. - luncheon-clul, meetings.

Inas darv sch Ipregram one method of ¢ Distribute them atexhibits, fairs, and displays.

n a secondary 00 . .
distributing your brochuré that seems simple (and P4 P:?ce them in the br::cSU(e _ratckt!n tl;)e .slgh‘)o'
cheap} is to send it home via the students. The , office and the cedtraladministration building.

’ trouble isfa great percentage of the.broghures will >, Most professional educators feel that they have

“idAnvARY: |
) * PRSP AT N T
S AR e sul

e e rs

e

"

¥

.

N never reach their destination. Sending it along n obligation to share their ideas and achieve-
with students’ grades improves its chances. * /ments with others. When you distribute your bro-
‘ In the commercial world, most promotional ma-  S4re: be sure to send-some copies to your col-

\ leagues and professional groups. Include in your ’

o . terials are sent by mail. Even though jt costs more

than. student delivery, it is faf, more efficient. You mailing list the local and state vocational associa- ~

e f Y

RIC » ~ o -7 1g ﬁ . ’ g




" * tions, the state department of vocational eddca- Mailing these copies of your brochure takes only a
tion, and the public relations office of the school few minutes, butitis both a professional obligation
system. Other teachers in your occupational area -~ and an investment in goodwill and continued

.will also appreciate getting a copy for their files. communication.
. -~ . o

»
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It you need tq refresh your memory. about writing style, writing errors to -
avoid, punctuation, capitalization, common spelling errors, and other

{ Optional
\ Activity

techniques of writing, you may wish to read Public Relations Guide, pp.
20--22;,"AAACE, Communications Handbook, pp. 34-42; and/or Strunk

and White, The Elements of Style.
\ N . - ..
NOTE: As you complete the following.activity, you will note that there is a
centerfold containing two brochures in the middle of the Self-\Check items.
Thesi};rochures areapart of Learning Experience I, and are placed here
f

. simply for convenience of book production. Their use will be exp[a}inéd in
Learqing Experience Il. Please disregard the hrochures at this time.

+
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-The }ollowing i\en%s chegk your compfehension of the material in the
informatjon sheet, Developing and Distributing Brochures, pp. 6-48.

5.

<. 6.

 SELF-GHECK " "

-, The left-hand columin contains a list of

1.

2. Suitable for short' production runs up to a

. The masters are made on a stencil .........

‘Cannot re

. Extremely\versatile, and capable of very high

- "'
[ Y

1. Matching:- .k -

s

L
L]

!

-]

charqpteristics, each of which applies to one or moréé&gnting
processes. On the right aré four columns, orie for each printirig process.,Read each item, anddecide
which process or processes that item describes. Then mark an X in the appropriate column(s).

s

Mimeo-
graph -

Oftset

Muiti-
lith

Letter-
. press

- N

Usually the least costly- of the reproduction
processes ......... e, e

maximum of 3,000 0rso.............ovnnnn

Reproduces photographs with high quality re-
sults ........... il Pt

Probably the lowest finished quality of the four.

printing eresses ........................
oduce phatographs (halftones)

successfully ......... e

Line d.rawings can be reproduced very well .

quality results. ...

R}
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Il. Essay: . . o - : .

>
1

Each of the six items beléw requires a short éssay-type response. Pledse explain_‘fully,‘put briefly, and
make sure you respond to all parts of each item. - S .

- . N N

public, why shouldn't
all their program-promotion purposes?- ) .

1. If a brochure is valuable as a device for inférmin’é and influencing the
vocational teachers use tfiis medium for

LN M - .
1] - * : N
R ' . v : . . . .
el N . . . - 3 . '
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7 2. Teachers and adminstrators sometimes think of the brochure as & promotional and advertising
s device for the sole benefit of the vocational program itself. How can it-also be used to render a
4 genuing service to the community in general, and, special public groups in pgrticular?
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¢ ‘ " BROCHURE NO. 1 " @ -
— T._____\ CUY ALONG DOTTED LINE — e e o ot oo oeme

. r

l*———__—’———'_ﬁ—‘q—_-
L » . .
- « . . . R , . -
. ‘ . * . - - . .
¢ - N . .
A AN - - - .. R . s
. \ - . ~ N .
. . \/
- » =
. \. L - .
‘ . . (Partia! List) . N : .
B . - m N : ' ? o
Aceount;ng Jr Managgment N ~ :o ’ - .
Asbestos I nstatlers” & | SN 0 . . . o
Auto Body Reparr ‘ . v omis, N . :
Auta Mechanics N T : . - ;o X
* Boitermakers . - v ) . . . e -
‘b y oe.- ) - (Pactial List) .
Cabinet Making - i . RN v . PO
\ Care and Guidance of Children : . - u v i . - ., .
ooy - . , |
Clothing and Textiles . ) - s ) ] . 1@
Consumer Education . < a P : . , N _}S ) A
Custodial Training - . - Autumitid Body Busider jRepairmarr
Bata Processing -+ ’ Autor s wae Meetiioy o T

Drafting A
Electricity ' -

N Bric « . ..
Catvne nraaker -iWhitiman

1P
’
<
”

‘e
alo4

whem
Electronic Technology , — ; -  Caronrr . .
Finance and Credit  + = : S F - Comer  Muson - .

J Fireman Training e : Ot ftoen D -1 C ¢
General Clericai . . 1 0 5 [ tiee «oin Conot@oton 7 oo
Horticulture . L @) ; ) Eloctin an T‘J,uﬂgmnc» -

* Hospitahity Chnics LI < 7 R € nurord ¥ ’ o "

¢ Housipg and Home Furnishings ¢ == C - b -|rU' .M ‘. ‘
Hydrautics — _h z N . Lot = 4
Institution and Home {Manadement Housekeening : m B P BN L.

. Job Satety Public Utilities O ‘ SRRV )
Leisure Time Activities P @ . ’ Ahih bt ¢ » &
Mach!ne Shop : h - Py 1o U"i‘T( 5
Masonry o . ' Patrerom 7‘~.W; . » - '
Millwrnight . . * omm m . Pheronagr ]v!-vo N -? .
Mine Rescue ' - e n i : Pt ' PR
Motor Vehicle inspection . Prasterr ¥
pPainting . o < PL\,"vtm‘\ . /
Plumbing 4 - 9 Printer Compoattns 7
Printing & , . Printing Pre g or
"Radio and TV Repyyr i o v - She 4t W N
Refrigeration and Air Conditioning ) A / Tt ! or “ by
Sheet tal > -E: Ta b P > N

b Small Engine Repatr ’ * :
Sxénographlc—Secremrml . . b u - ’ .

Tool and Oie Making : ’ e - - B
Tourist Courtesy oo . - : ) ) <
@ ractical Nurse ’ o . RN ;oo R
ERIC £ - L
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. ,
. — Short, intensive courses that are designed to meet .he specific . .
— Vocational Aduht Upgrade Training programs are g > .
needs of workers 1n any grven occupation at any tume . N
Intensive, short-unit. programs previded for em- . N
. - These courses aré usually offered at the convenience of the : .
ployed or temporarily unempioyed workers in rec- ,
. warkers and at tumes other than their working hours
ognized occupations

N

R

viding émpioyed workers the opporiunity to sup- y ! N"‘ % ,ﬁg‘g
2 ‘%

plement or upgrade their krowledge and skills and j:{é? S ¢~é!':~‘” >
en upgr W :
v mo ~ - UPGRADEITRAINI

. . R RS
~ These programs are designed specifi. a!ly for b §§ @%E« MA:Q;J\%@'-D‘D!&
r’ﬁi

-

, A 3 al v .
- 10 become more proficient I their OLEUPGLIONS Y e : Any industry or business or occupational "group maye request up:
. - Q . - The content of the instruction may consist of any .skill or know- .. grade training by submitting a formal request to the local-or area
bid ledge development that 15 supplerpentat and essénuag 10 the daily vocational education representatives
*  efmployment of the worker - K ; \e :
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RENTICESHIR TRAINING? s o
A appare 0t Crabite Occupation s one which , . . A
— Vocational Industrial Education has the Jirect v« : ’ o "4 . ) ' — Apprentices are required to attend classes i subyets related fo the o
. “ponsibility of qorganized suppISORA Ll 1o- i Contomanidy, ™ist bhe borned B, grgc ical trainimg on the job » trade each year of his apprenticestup ~ .
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lated instrucuon for apfrentices b Lo deardy dent tied and L conmnnty e Oun vt oF ecepted throlgh A mimimum of 144 hours per year of related instr®ction s con L
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S R e SR s e . classes of supplemental related mstruction for apprentices
. Ty Reduires ralated anstea rion 1o capploment e aork Experence . ht
- A quahfied person of legal working age who has A . i .
13 entéred Nto a written agreement with an em . lﬂwlv%de\empmem of skilis SU”W.g,”Hy broud W be applicable i,
ployer or Joint Apprenticeship Counci! under abgeh ° in ke uccanations throughout an industry - © .
the empioyer or JAC is to provide an bpportunity v, e
! for the apprentice,to learn an apprenticeable R .
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PURPOSE: :

The vocational staff exchange project
allows vocational teachers and administrators
to exchange work .stations with skilled
technicians and supervisors in business and
industry where vocational students are being
employed.

[y

, Through these experiences business and

industry can assist the educational agencies by
identifying ways to provide ?elevant
occupational education. They will also be able
to identify and put into practlce accepted
strategies of teachmg .

Teachers will
techniques,
socio-economic environment of a given
employment opportunity. This will provide a
practical insight for the revision of their
curricula for 4 more relevant instructional
program.

develop new skills,

and better understand the

" appropriate management practices

Admlmstrato‘rs ‘will work with
management supervisors and implement
in the
school systems. They ‘will also develop a -
process for a continuous liaison between the
vocational school and business/industry.

.

COST TO PARTICIPANTS: e

‘V.ocational-technical educational
personnel selected to participate in the .-
project will continue to receive their regular
salary. Travel and per diem will be reimbursed
to participants at no cost to local systems.

Business and industry participants’ cd'st
will be absorbed by the buslness or industry
sponsoring them.

,, .,

[}

-
-~ .

SEE OTHER SIDE FOR
ASSEMBLY INSTRUCTION

’- -
EXCHANGE SITE SELECTION:

The exchange site selected. for the

educator will be in cooperation with all
parties concerned and will be at a site where
the educator will be exposed to situations
relevant to the” performances of his/her
regular job. ’ - .f\,‘;
S
The business and mdustry participant
will have an ‘exchange site specifically
designed-to meet his/her.needs..

LENGTH OF E;(CHANGE EXPERIENCE:

kc-‘f

"The length of the exchange experience
will not exceed four weeks. Two weeks of this
time may be. spent out of state. Length of
time at a site and the number of exchange site
experiences wilt vary to meet the needs of
those participating.

(A

® .

®
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3. ‘Why should s

-

«

el : —

chool administrators be consulted and involved in the early planning stages of the
development of a prgchure?

-

4. Amateurish-fooking' brochures are sometimes justified by school personnel with the following-

" statement: “This may not look very profess
and therefore will make allowances forit.”

» reasoning.

1

\__~
TR .
. &

ional, but the public will realize that it comes from a school
Agree or disagree with such justification, and explain your

<




. : /
5. Suppose your school system has a vocational printir,l!g program thafoffers fo produce your brochure
for you. Why might this arrangement be an advantageous one—or why might you decide to take the
work to a commercial establishment? . '

4

4
B - -\
.. d
S .
[ ri - l‘
. @ s
-
—_— ' v
— ~ . .
A ‘ -~ s
1 N !

.
> -

6. In distributing a brechure infénded to inform the public about your vocational progra?n, cost-and
. effectiveness are not always directly related. Explain why this is so. - ,
’ J ‘ . h

da
&
-

. ~ 4
( .
>
*
N L4 2 '
.
~
“ = »
a ¢
s
+ v
A ’ e ‘ \
- »
. v , .
o -
8 L . \
q ~ - -
L] ’ *
.
v A}
- -
’ E3
-
* ~*
¢ , b
[
‘ 22
- [
o B o 31 . f
ERIC ‘ ' -
. ~
A Fuiext provid c ~ - -




a~

>

»
a

40,
-

Compare your written" responses orn the\\SeIf-Cheqk with the.Model An-l
sswers given below. For part |, your responses should duplicate the model
esponses, For parth; your responses fieed notexactly duplicate the model

-
- -

_responses;. however, you should 'have?’covere(d the same major points.

s v

~

®NDOR N S

MODEL ANSWERS
l Matching: | N .

Mimeograph
Mimeograph®ultilith
Mimeograph

Offset, Letterpress
Mimeograph

Mimeogrsiph, Multilith - / ’
Mimeograph, Multilith, Offset, Letterpréé -
Offset., .

Y

Il. Essay:
1. Each medium of public relations has its special , (

advantages and digadvantages.No one medi-
um is likely to fulfilall the needs of promoting
-the vocational program. Brochures can have:a
very positive effect gn the reéding public, but
they are not suitablg/for all dccasions. Because .
it takes a long tim¢ to prepare and produce a
brochure, it is mot suitable for quick &n-
nouncements about the program.

High quality brochurés involve considerable
expenditure of time and money, so for some™

purposes, a cost-free newspaper article will be :

a better choice. Some sections of the public
don’t respond to reading matter; but it may be
possible to reach them By 4 radio or T.V. spot
anngdhcement. The brochure is most effective
if it ¢ar be gotten into the hands of the intehded
audience -with a message and approach de-
signed to appeal* specifically to them.

. “Promoting the vocational program” should be
viewed in a larger sense than that of advertising
or propagandizing for the program. A brochure
may'benefit the public by honestly informing ft
about the nature oPoccupational education and
how public funds are being expended. Many
. yocational programs involve services that are
available to the community at little or no cost
- (the cosmetology program, for example, may
offer low-cost beauty semvices) that people
would like to know about, People deserve to be
‘informed about evening“adult classes that are
open to them for training or recreation. It is an

—

s

v

Y.

. Vi
obligatio/n of vocational programs to inform

’ parents/about training that is available for their
. children, and to give them a straightforward

appraisal of the ocgupational opportunitiesthat
“exist. Informational brochures designed to aid

_ the publig will gain goodwill and support-for .

vocational education.

. Early'in the planning of a brochure the teacher.

must consult with school administrators about
the overall plans. Alert administrators want to
know what is going on, and wilLwant to be able
to help where possible. The teacher should
check to be sure the proposed brochure does
not conflict with other public relations efforts of
the school and that it meets all the require-
ments of administrative regulations and §chool

policy. / . \ .

Expenditure of school furids probably requires
specific administrative approval which should
be sought before any production commitments
are made. If you are doing:to have to ask for
specigl funds, it is wise to have the administra-
tion in on the early planning. Many school ad-
ministrators will want to see the text and design
of the brochure before production gets under-
way to be sure it reflects well on the school.

. Itcan be argued thatindeedschools are notina

position to compete with large corporations in
the ptoduction of professionally prepared bro-

" chures and other printed materials. Schools are

staffed by-subject matter expertg and eduoation”
experts, not publications specialists. The pu blic
is aware of this and may judge school publica-
tions with a different standardhan it does the
commercial brochure or flyer. In fact, an elabo-
rate-and obviously costly brochure produced by

avocational program might generate consider-
able resentment because it looks Iilfgq:blic

£

funds are being squandered!

However, it must be remembered that the public
has become more highly educated, discerning,
and sophisticated than it éver was before. It
sees highly creative graphic effects on televi-
sion, is exposed to beautiful work in national
magazines, and is deluged by high-power




brochures in the mail. The public cannot help
being unimpressed when it receives abrochure
produced by a vocational -educatiop program
which looks like amateur work— prinited on ob-
viously cheap paper, using an awkward ap-
proach, and studded with errors. The impres-
sion.given the reader may well be that teachers
are persons of good intentions, but of limited
competence. "

Perhaps .the best compromise is that the
brochure should be modestly presented, but
planned and prepared so carefully that it con-
veys the image of vocational education as
staffed by educators of both high ideas and
great skill.

. The more obvious advantage of having your
printing done within the vocational school is
that of low cost. Because the labor is'done by
trainees, it may be that the only cost of the
brochure is paper and printing supplies. Then,
too, your job will be done close at hand where
the printer cantalk toyou if complications arise.
Ifthe product is a good one, you will be helping
to promate the printing program as well as your
own. .

However, production jobs in a training program :

are done when the students are ready for the
experience—not necessarily when the cus-
tomer wants the job. You may not be able to‘get
a due-date from the vocational program. There
is always the possibility that your brochure may
not turn out as well as you expected. Trainees
can make mistakes and may not have the tevel

N

-

of skill needed for complex layouts. If this hap-
pens, you do not have the recourse that you
have if the work is done in a commercial shop.
You may,wish to use a professional printer if
your broclhure requires special equipment (e.g.,
die-cutting) or expértise not found in' training
institutions. -

6. Distribution costs for a school brochure may -.

range from absolutely nothing (e.g., sending
the brochure home with students) to very high _
(e.g., first-class U.S. Mail). Each of the many
methods has its advantages and disadvan-
tages, and they are not always related to cost. If

you want to reach the town’s small-business .
owners, an efficient. method is to place a bro-

. Kiwanis Club lunchedn meeting— at practically

chure next to each place setting at a L:Z;s or

no cost. If you are attempting to enlist the sup-
port of civic leaders, you may have to mail a
personally addressed, first-class envelope to
each one.

Asking students to distribute your brochures to
theirfriends and neighbors may be a cheap way
out, but only d'small percentage of the bro-
chures may end up in the hands of the intended

« readers. The moral is, do not choose a distribu-
‘tion method only on the basis of cost or con-
»“venience. A brochure, to be effective, must be

read by the audience, so arrange a distrfbution
scheme that will get the brochure where.it is
supposed to go, whether it costs some maney
or not.

/

LY

-,
LY

o

LEVEL OF PERFORMANCE: For part |, you should have answered all eight items correctly. For part Il
yourresponses should have covered the same major points as the model responses. If you did not have
all eight correct in part{, or if you missed some points or have questions about any additional pointsyou
made in part |l review the material in the information sheet, Developing and Distributing Promotional

Brochures, pp. 6—18, or check with your resource person if necessary.
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Enabling § Given examplds of brochures deslgned to promotevoceﬁonﬁiprogra\_
Obijective .critiquethosebrochures _ e A e
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programs.
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‘You will be.critiquing the sample brochures, using the Brochure Evalua-
tion Sheet, pp. 27-28. S A T S

.

. v S
You 'will be evaluating your competency in critiquingtheeampie brochures
Feedback by comparing your completed critiques with ihe Modei Critiques, Pp- -
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You may wish to interview persons with special ekpeﬂisejﬁpfénnirgg_ and |
preparing promotional brochures, such as other teachers! program ad- . '
¢ ministrators, local printers, graphic designers, or journalists, . - .
X 2 - < - ‘ o s
v ' - * .® . 1
. 3 [ o3
i . . . N : ; . v .-
\. - . s ~ «
You may wish to prepare a-visual layout for a brochure for-a vetational! -
‘program, school organization, or club with whigh you are involved. * . N
. . . . ‘ - ‘ - , " :_‘V:“\'\~ L o
I T f
- ) . T
- . R e N N . . {l * ° ..
L You may wish to have your brochure reyiewed'an’d critiqued by_your
s Optional resource person or other person with expertise in. this area, using|the
Feedback ‘Brochure Epaluation Checklist, p. 30: e e ey
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v In the 6§hter of this moduie (following p. 20), you will find samples of two
Activity . brochures designed to inform the public about specific vocational educa-

tion programs. Before proceeding with this activity, you will need to re-
move the brochures from the modufe, and complete the following steps: -
(1) separate the two brochures, (2) fold each brochure in thirds so that-the
circled numbers 1 and 2 are pn the covers, and (3) for Brochure No. 2,-cut
‘along the dotted lines at the(top of the brochure so that the top is pointed.

“After you have completed th construction of the brochures, réad each
, through carefully, npte yourrésponse and reaction to them, examine thern

: in terms of content, approach, design, and technical quality. Be prepared
to critique the two brochures™ | - >

& ~ X ) .

Brbchure No. 1, “Vocational Adult Upgrade and Apprenticeship Training,”
sisdesigned for an audience of unskitled and skilled workers. Brochure No.

., * 2, "Wonderland Staft Exchange Program,” is designed for anj audience of

-~ teachers, techniciaris, and supervisors. /

Now that you haye examined the two §hmple brochures, critique they,
.brochures using the Brochure §valuatior/Sheet below. Each of the ning-
items requires a short essay-type respong . Please explainfully, butbriefly,
and make sure you respond-ig:all pa each item. Base your responses

on your knowledge of broctiure design, writing style, organization, topic
selection and approach, and prinfing processes. .

- - 0

Activity

-

'BROCHURE EVALUATION SHEET . . o
BROCHURE NO, 1:  * BROCHURE NO. 2: .

Aduit Upgréde and Apprenticeship Wondérland Statf Exchange Program

1. What is the central purpose of the brochure as you perce’nved' it, and how clearlyawas this purpose
presented to the reader? ’ ‘ : 3

»

1

[
-

[}

x

v

. - .
ﬁf How sufficient was the information that was presented, and didy

learn enough to be able to acton
it in some way? ’

.
) /.J
- .

~ .
’ i
/‘\ N , .
~

3. How wellwas the text written in terms of thg level and style Iikelyti? appeal to the supposed audience? ¢

.
A N

\




LY

[y
»

4. How did the type face contribute to the design ana readability?

*

« 2

- ! >
£«
&

¢

f

-

5. ‘How.did the layout (e.g., display headings, placement of text, illustrations) contribute to your interest

in, ang understanding of, the topic?

N}

6. How did the overall proportior;s and shape of the-brochure contribute to the design? —
u . / B

y

J

-t

7. How well cﬂosen was the paper stock for the overall buiposes of the brochures?

8. How did the colors of paper and ink contribute to the brochure’s impact?

—

-

-

e

pre

9. How effective was the brochure in infbrming‘ you about the vocational program, or changing your

attitudes, or motivating you totake some action?

”

B




Feedback
points. :

®

e

.
: {
. .

t <

\ Compareyourcompletédwritten critiques of the broehures with theMgdel -
Critiqués given below. Your responses need not exactly duplicate jthe
model responses; however, you should have covered the same mgjor ~

A : 7

. . p

14

. MODEL CRITIQUES' -

BROCHURE NO. 1: - ’

1. The purpose is to inform the reader abou;;::g/l.
programs; Adult Upgrade and~Apprenticeship .

i Training. The general purpose is easy to grasp,
but it is not ctear what-the-reader is supposed
to do about this information, or why he/she

' should want to be informed.

2.-The text is in “question-and-answer; form,so a

‘lot of information is presented in a concise
manner. One could learn a lot from reading this
brochure. However, the ultimate point seems to
be missing. There is no information as to what
action the reader is expected to take.

Bl

3. The audience for the brochure is unskilled and
+ skilled workers. The text hias too many long
* . words and complex sentences for the audience

and is a bit deadly. It could have been made

more personal gnd simple.

/

The type is neat and modern and is suitable for
the overall desjgn. However, it is too small for
easy reading and would discourage some from
- reading the brochure.

5. The layout is very spotty. It is difficult to grasp

the organization and thereally important points

- being made. The appearance is broken up and

’ unattractive without real force. The two back
pages look like fillers and afterthoughts.

\
"

6. The shape is good, and the proportion§ are
pleasing. N

BROCHURE NO. 2: .

Apparently the purpose is to get recruits for a
. staff exchange program, but the purpose may
simply be to inform the public-that such a pro-
gram is going on. Itis difficult to determine what
action the reader is expecw to take.

<

. The textis.pretty heavy with educational jargon,
so it is not easy to get an idea as to how much
information is available, and what it says. Some
questions, come to mind that aré not clearly
answered in the brochure, e.g., Why should
someone want to join the program? Exactly
what do the participants do in the program?
What specific qualifications do the participants
need? )

. The language, writing style, and educational

terms seem likely to put most people oft.

Though the brochure is aimed at teachers,,

technicians, and supervisors, -even they will

probably find the approach a bit dull and the *

text difficult to'read. It could have gasily been’

made more concrete, and much livelier and ex-

citing. .

. The pold type face harmonizes well with /thé?
bold heavy liges of the illustrations. It is fod- (d
ern, clean,#nd easy to read. The spacing and

\ “type face are good. |
C r o

»

The layout not only attracts attention but holds’
the attention of the reader. The main sections -
are easy to identify, and the whole design hangs
together. Though they are very simple, the
drawings have considerabledmpact and impel
the reader to readghe brochuée to find out what
is going on. L

a
N

The shape of the brochure is particularly aftrac-
tive and éye-catching. The pointed top suggest-
ing mountains reflects the shapes in the draw-
ings and helps unify? ign. It also sets this .
brochure apart from oth :

v

»
- . »

[




I BROC@E NO. 1: / . BROCHURE NO, 2: - e T
oo 7. The paper seems Wwell chosen for the overall ™ Again, the paper is very suitable. It helps give ’
! purposes of the’brochure. The firm, pure white, an impression of businesslike activity, and |
. coated stock gives a good, solid feel to the strengthens the feeling of the firm handshakein )
“brochure. |/ ° : the cover illustration. -
e . . o F - ‘ .0 \ . - 1
8. "The colors are very poorly chosen. Baby blue 8. The bright, cledr colors lend a vigorous” and
and pink are just not right for a brochure de- active feeling to the brochure. It looks simple,
signed to promote adult and apprenticeship butit has a lot of punch against the clean white -
training. Strong, warm colors would have _ paper and bldck outlines. =~ . AU
much more appropriate effect. . T . ‘ .
L1
-

¢

9. The brochure is very informative in describing 9. It appears to be a most aftractive: bf;ochuré.

) . two kinds of vocational training, but most read> Most people would enjoy looking at it, but.
: ers wquld not know what to do next. It doesn't probably few would be stimulated by.the'text. o
say what to do; where to go, who to ask. It is Fewer stillwill acton it because n ear course -
unlikely that most readers will act on the infor- of actior(évcalled for. - ‘ ,
e - mation in the brochure. ) : el
' - P » - & .

.
o toe A .
/

.
* .t

. LE OF PERFORMANCE: Y/oéf completed critiques should have covered the samem pointsas .~ g
thg’ model responses. If you missed some points or have questions about any additional poinats.you v
made, review the material in the information sheet, Developing and Distributing Promotional Brochures,

. pp.6-18, or check with your resource person if necessary. A P .
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‘. ) In order to gain an-understanding of the preparation of brochures for
’ v T - vocational education, you may wish to collect a variety of examples of
oy X _ brochuresinyourown occupational specialty for examination and review. *
: . { Optio:\al You can request sample copies from fellow teachers, the school system

¢ Activity public relations office, the state bureau of vocational education, and other
\ ' sources. To focus your thinking on the effect of these brochures, you may

* wish to select the most effective ones and critique them. You could use a
\' form like the Brochure Evaluation Sheet, pp. 2728, or you may devise.a

form of your own. : -

After you have completed your critiques of the sample brochures you have
obtained, you may wish to arrange through your résource person to dis-
o~ - cuss your critiques with a person knowledgeable in the production of
Opiional ' publicatioris. Such a person may be your resource person, a professional <
Feedback Fraﬂhjgs designer, a writer, or public relations specialist. Your resource -
person may.be able to help you identify other experts in the field. Compare
your evaluations of the sample brochures with the evaluations of the
specialist. . ,

To increase your understanding of specific problems and soldfions in the
‘ preparation of brochures, you may wish to arrange through your resource
/ ™~ ~<person to interview persons with special expertise in some area of this
e work. Some suggestions for such persons include alocal printer, represen-
. Optional ’ tative of a company dealing in fine papers, commercial php@ograprlgl;b
Activity ' commercial artist, journ__alust, school or college program adr_mnlst.rator, or
\_ coliege director of publications. In order to prepare for the interview, you -
‘ ~' may wish to review the material in the information sheet, Developing and
' Distributing.Promotional Brochures, pp. 6— 18, and develop a list of ques-
tions to ask the expert. « - - L
. Y To develop cofmpetence in designing brochures for a vocational program,
- *./‘ you may wish to prepare a complete visual layout and specifications for a
. ) ,\’\ brochure. i L g
l e Seléct the farget audience, and identify (Or describe) its characteris-
: ’ - tics. , -
. a%‘t':/?;' e Work up a rough layout of the design.
‘ - e Write, refine, and edit the text.
- ~‘ e Devise illustrations. ° . .
: . o Develop an accurate full-size visual layout. -
> . e Specify paper, color of ink, type style, needed artwork.
v - ) o Specify printing processes to be used. * &,
I

[

After you have\}\fféfﬁ'ared your visual layout and plan, you may gish to
arrange to have your résource personTeview and evaluate your laydut and
Feedback _specifications. Give him/her the Brochure Evaluation Checklist, p. 33, to

use in evaluatirig your work.

Optional

o | S 31 40
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'@ BROCHURE EVALUATION CHECKLIST

. If, because of specidi
applicable, or i.mpg§siblg to execute, place an X in the N/A box.

' Directions: Indictie the level of the teacher’s accomplishmentby pl';cing
an X in the appropriate box under the LEVEL OF PERFORMANCE heading. . Ost
cirqumstances, a perforrhance component was not

J

Name

Resource Person

>

|

N

in the teacher's plans, layout, and written text for a
brochure:

- audience, was selected

. the target audience was clearly identified and its charac- ,_ D
teristics delineated ........ P YR e

p—

. raugh and visual layouts were prepared

. the text was written at a level appropriateto the described
audience A

. the approach and writing style were designed to attract ’ D
and hold the attention of the audience

. the information was$ suffici:antly complete and was di- D
rected to the intended purpose

. the copy was free of grammatical and technical errors . D

. the layout design was attractive in appearance and ap-
propriate to the purpose '

. illustrations were used.to help tell the story

. the paper selected enhanced the overall effectiveness of
the design ..

. the colors selected for paper and ink.contributed to the
impact of the design :

" 12, the total effect was arresting, lively, and informative . ..
. .

~

LEVEL OF PERFORMANCE: All items must receive N/A, GOQD, or EXCELLEm responses. If any item
receives a NONE, POOR, or FAIR response, you may wish to review the material in the information sheet;
Developing and_Qistribu‘rg Promotional Brochures, pp. 6~ 18, revise your design arld plan accordingly,

P N

or check with your resayrce person-if necessary.

/

3

33 42

“ __

1. asingle topic, important to the chosen organization and D

N » '
LEVEL OF PERFORMANCE

(4
&
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FINAL EXPERIENCE

; SRR T
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Soiyan

4

e,

Terminal
Objective

<As:you fulfili-your tedghing.du ot
" _used effectively to promote your.vocation
- " that-decision,.develop-a-brochura to-infc
Y. about your program. This willinclude-s_ o =)
0% 7o idenitifyiriga sourcet funds forthe productio
- . .. -‘brochure- - . - = -t ZEEalmEa
e A S TR S P - ﬁw%&? £
< 7 e _planning ’memesaagavoreiﬁformaggh

. - pénded audience S >
. B A s A AP . S
. e writing-the text an Ng:

- - illustrations, graphic'désign
' . o consulting with spec
I "~ 7 theiradvice, suggestions;a
e S - » “arranging for the compléte
_ brochure -

. NOTE: As you comiplete. eech- of tha:above
St actions (in writing, on‘tape;m‘fgggh a’log):

.
. - ¢ 2

‘o s,

-~ ‘ . -

" Arrange to have your resource: persor. review-your:
- ¥ documentation. RENCYS

B i -
T

L I -

.

. Your total competency wili be assessed by.youl
> Teacher Performance Assessment-Form, =3

Based upon the criteria specified
resource person will determine wheths

_ brochures to promote.your. vgcational

ou’ari

¥ ur " 04 e £

¥
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&

‘ TEACHER PERFORMANCE ASSES

ENT FORM

Develop Brochures to Promote Your Vocatlonat Program | G-3) |

-
-
l o v

L

Name -

Directions: Indicate the level of the teacher’s accompllshment by placing

an Xin the appropriate box under the LEVEL OF PERFORMANCE heading. 08;8
If, because of special circumstances, a performance component was not

Resource Persoh

applicable, or. mpossnble to execute place gn X in the N/A box.

4

v o * LS

In plannlng tor the brochure, the teacher:
1. clearly established the need and purposes for the bro-

chure........ R
2. selected a single important topic for the brochure ....

A 3. identified the target audience for the brochure and de-
scribed its characteristics .......... ... ..o ool

. identified%nd secured available funds for prodﬁction,of
the brochure ................ .. froreee PR

5. involved teachers, school administrators, staff, and
community persons in the planning for the brochure as
necessaryanddesirable................ .......... .

In preparing and,éroduclng the brochure, the teacher:.

6. developed gnd followed a production sequence ......

7. used experts and specialists to improve the content, ap-
pearance, and technical quality of the brochure ......

8. consulted a printer about production processes and re-. ~ "
qunrements .............. o _

9. made arrangements with competent artists for the prepa-
ration of illustrations ............ s
. 10.

prepared rough and visual layouts”

In completlng the brochure, the teacher:

11. wrote the text ata IeveI approprlate to the intended audi-
- NCE ... . .. e e P B
included information which accu rately describes the vo-
cational program

12,

13, eliminated ? grammatical-and, technical errors

AN}

LEVEL OF PERFORMANCE

"

AR
oy 1251
B

‘ I&?ﬁ :
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ERIC

Aruitoxt provided by Eic:

14.

15.
16.

17.

18. printing processes whnch produced a final product D
ighquality ..........c...
19. created an arresting, lively, and informative brochure . "’_\E]

In distributing the brochure, the teacher:

20.

21.
2.

23.

24,

used color to adv

.« 8 L4

' {
used a layout design-which is attractive in appearance
and appropriate to the puUrPOSE ...t C

chose iliustrations which heip.to tell the story

selected pape} which enhances the effect of the’ bro-

brochure

held final costs within the projected budget ..........
completed and distributed the brochure on sch.edule o

distributed the brochure to the audience for which it was
intended .......................... e > ........ “

.

sent copies of the brochure to professlonal agencies and D
associations ............. . i -
developed a file on the productlon of the brochure toald EI
futureplanning ............ ... i

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
what additional activities the teacher needs to complete m order to reach competency in the weak

area(s). . {

»
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e ABOUT USING THE CENTER'S PBTE.

MODULES

o~
S

Organizatidn . .
Each module is designed to help you gain competency
in a particular skill area considered important to teach-
ing success. A module is made up of a series of learning
experiences, some providing background information,
some providing practice experiences, and others com-
bining these two functions. Completing these experi-
ences should enable you to achieve the terminal objec-
tive in the final learning experience. The final experience
- in each module afways requires you to demonstrate the
skill in am actual school situation when you are anintern,
- a student teacher, or an inservice teacher.

Procédures

, L)
Modules ave designed to allow you to individualize your
teacher education program. You need to take only those
modules covering skills which you do not already-pos-
sess. Similarly, you need not complete any learning ex-

perience within a modyle if you already have the skill

needed to complete it. Therefore, before .taking any w.

module, youshould carefully review (1) the Iatroduction,
(2) the Objectives listed on p. 4, (3) the Overviews pre-
ceding each-learning experience, and (4) the Final Ex-
perighce. After comparing your present needs and com-
peténcies with the information you have read in these
sections, you should be ready to make one of the follow-
ing decisions: .

. e that you do not have the competencies indicated,

and should complete the entire module . .

o that you are competent in one or morge of the en-
abling objectives leading to the final learning ex-
perience, and thus can omit that (those) learning
experience(s) . )

.o that you are already competent in this area, and
ready to complete the final learning experience in
order to "test out”

o that the module is inappropriate to your needs at
this time - . )
When you are ready to take tf® final learning experience
andﬁave 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-
_ peatthe experience, or (2) complete (or review) previous
sections the module or other related activities
suggestéd by your resource person bgfore attempting to

repeat the final experience.

Optiops for recycling are also. available in each of the
learping experiences preceding the final experience.
Any{time you do not meet the minimum level of perfor-
mafce required to meet an objective, you and your re-
source person rhay meet to-select activities to help you
reach competency. This could involve (1) completing
parts of the module previously skipped; (2) repeating
-activities; (3) reading supplementary rescurces or com-
pleting additional activities suggested by the resource
person; (4) designing your own learning experience; or
(5) completing some other activity suggested by you or
your resource person.

Terminology - % o
Actual School Sttuatlon,. .. refers to a situation "in
which you are actually working with, arid responsible
Lror, secornidary or post-$econdary vocational students in -
a real school. An jntern, a ent teacher, or an in-
service teacher would be functioning in an actual school
situation. If you do not have access to an actual school
situation when you are taking the module, you can com-
plete the module up to the final learning experience: You
would then dq the final learning éxperience later; i.e.,
when you have access to an actual s€hool situation.
Alternate Activity or Feedback . . . refers to an item or
.feedback device which may substitute for: required
items which, due to special circumstances, you are un-
able to complete. ' > '

Occupationai Speclalty . . . refers to a-specific area of
preparation within a vocational service area (e.g., the
service area Trage and Industrial Edycation includes
occupational specigities such as automobile me-
chanics, weldjng, and electricity). . : )
Optiorial Activity or Feedback ... refers to an item
which is not required, but which is designed to supple-
ment and enrich the required items in a learntng experi-
ence. .

Resource Person . . . refers to the person in charge of
your educational program; the professor, instructor,
_administrator, supervisor, or_coeperating/supervising/
classroom teacher who is guiding you in taking this

module. ' :

Student . -. refers to the persor who is enrolled and
receiving instruction. in a secondary or post-seécondary
educational institution. a
Vocationdl Service Area . . refersto amajor vocational
field: agricultural gducation, business and office educa-
tion, distributive education, health occupations educa-

. tion, home econopmics education, industrial arts edu-
cation, technical educatior, or trade and industrtyl edu-
cation. - v ‘

You or the Teacher . . . refers to the'person who is tak-
ing the mbdule.

[

Levels of Performance for‘Fl‘mil Assessment -

N/A ... The criterion was not met because it was not

applicable to the situation.”” )

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

-althiough it was relevant. b

Poor. .. The teacher is unable to perform this skill or

has only very limited ability to perform it. N

Fair . .. The teacher is unable to perform this skill in an’

acceptable manner, but has.some abliity to perform it.
. Good . . . The teacheris able tg perform this skill in an

effective manner. ’ '

.Excelient . .. The teqsher is able fo perform this skillin a
very effective mannér. -

R o -
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Tltles of The Center's , .
Perlormauce- ased Teacher Educatlon Modules . ' : -
M A: Program Planning, Development, and Evaluation 5.5 pmv[lge ffgfshteu“m sA%ety st /

N Prepare Provide for the First Needs. o onts . A

A-; Comuct':r&mm; 'éyuri‘:va Assist Students in Developing Selt-Discipiine . :

A-3  Report the Findings of & Community Survey Organize the Vocational kaboratory ,. . .

A-4  Organize an Occupationat Advisory Committee .Manage the Vocational Laboratory .

A-S  Maintain an Occupational Advisory Committee ‘ . .
tg Coruuamp.ummsh es Using Formal Data-Collection Techniqueg S

A-8  Develop a Course of . ent Digta Through Personal Contacts s
A-9  Develop Long-Renge Program Plans F-3\ Use Conferences fo Help Meet Student Nesds vy * ,

A-10 Condud a Student Follow-Up Study F-4 o InformgHon on Educational and Career rtunities s
A-11 Evaluate Your Voctional Program F-5 In ApplyingforEmploymont or FunhorEducatlon . s .
Cdlmql.lqﬁuﬂondmnnl Category G: Sehool-commumyaomlom i,
B-1  Determine Neads and |m:,:,u of Students G~1 DovelopaSchool-Communlty Reiations Plan forYourVocational * ~

B-2° Develop Student Performance Objectives *
B-3 Develop a Unit of Instructiop

RIC:

PAFullToxt Provided by ERIC

. B-4 Develop a Leeson Plan ‘ -
B-5  Select Student instriictional Materials
B-6 Pnpuro Teacher-Made Instructional Materials

Cajegory C: Instructionai Execution
C-1  Direct Fleld Trips
c-2 Ctg\,d;“ud Group Dbcussions, Panel Dlscussions, and
posiums
Employ Brafnstonnlng, Buzz Group, and Question Box
Techniques .
Direct Students in lnstrucﬂng Other Students
+C-5 . Empioy Simulation Techniques
Guide Student Study
Direct Student Laboratory Expeérience
Direct Students in Applying Problem-Solvmg Techniques
Employ the Project Method
introduce a Lesson
Summarim a Lesson °
ploy Qral Quesﬂonlr? Techniques
Employ Reinforcement Techniques
Provide Instruction for Slower and More Capable Leamers
Present an lilustrated Talk
Demonstrate a Manipulative Skill .
Demonstrate a Concept or Principle - »
individualize Instruction ’ T,
Employ the Team Teaching Approach
Use Subject Matter Experts to Present Information
Prepare Bulletin Boards and Exhibits
Pmlnfonnwon with Models, Real Objects, and Flannel

Present Mlormation with Overhead and Opaque Materials
Present Information with Flimstrips and Slides o
Prasent Information with Fiims - "
Present Information with Audio Recordings
Present Inforrmﬂon with Televised and Vieotwed Materials
Employ Programmod Instruction N
Present Information with the Chalkboard and Flip Chart
CQuovy D: instructional Evaluation

+ . Establish Student Performance Criteria
D—z Aseess Student Performance: Knowledge
D-3  Assess Student Performance: Attitudes
D-4  Assess Student Performance: Skiils
D-5  Determine Student Grades N
D-6 Evaluste Your Instructional Effectiveness

ME Instructional Management N
E-1  Project Inetructional Reaource Needs

E-2 Manage Your Budgeting and Reporting Responsibilities
E-3 for improvement of Your Vocatlonal»Facllltlbs -
E-4 Maintain a Filing System .

"’c

~

:

- -

l—6 ¢ Provide Laboratory Experiences for Prospective Teachom

Plan the Student Tqiéhing Experiench

pem‘o Student

- c J Cmﬁ.ﬂgn .f Education
J-1  Establish Gutdoun&for Your Cooperative Vocational Program
J-2  Manage thé Aﬂqﬂ rﬂ:o Tmnsfcrs. and Terminations of Co-Op

e e 5
J-3" - Enrol ts in Youan—Op o @
J—4  Secure Tralnlng%tatlons fq Your p Proqum °
i R N

p t raining. YA nstructors ,

37 Coordinate On-the~Job InstilEtide:
J-8  Evaluate Co-Op, Studonts' - Performance"- «

4-8  Prepare for Stude

- The State of tno Art, General Educat

Program
Give Presentations to Pnomoto Your Vocational Program e
Develop Brochures to Proimote Your Vocational Rrogram .
Prepare Displays to Promote Your Vocational Program
PrepamNewsReleasesandAniclesConcemlngYourVocationu ° .

Program
Arrange for Television and Radijo Presentations Conceining Your
Vocational Program™ ¢ N

Conduct an Open House

Work with Members of the Community

G-9  Work with State and Local Educators R
G-10 Obtain Feedback about Your Vocatienal Program

Category H: Student Vocationat Omnhuon ‘

H-1  Develop a Personal Phllosophy Concemlng Student Vocatlonal
Organizations ,

H-2» NL ish a'Student Vocational Organization

H-3 Student Vocational Organization Membérs fo;

‘e Leadership Roles

H-4  Assist Student Yocationat Organlzation Members in Developlnq .
and Financing a Yearly Program of Activities

H-5 *Supervise Activities of the Student Vocational Organization

H-8  Guide Participation in Student Vocational Organization Contests  °

Category I: Professiapal Role and Development

-1 Keep Up-to-Date Professionally -

2  Sefve Your,Teaching Profession

-3 Develop an Active Pefsonal Philosophy.of Education

I-4  Serve the School and'Community
-5 * , Obtain a Suitable Teaching Position

G-7'
G-6

Y

J

-

«

.
«
.

J-10 Supervise art Em

RELATED PUS .

Student Guide to UﬂngPodormmco- 8
Materiais .

Resource Person Guide to Uﬂng Padomlm)—ﬁmd Tuchor
Education Materials R

Guide to m«uon of Perfonnuﬁo—Busd Tuchor Edycation

Perform eucher Eduéation;
n and Vocational Educatlon

. Ame

&

For Information regarding availability and prices of
T AAVIM
rlcqn Association for Vocational instructional Mate

-

se matetials eomoct— )

. -




