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Th1s gu1de is directed to educat1on program adm1nfstrators and ba51c

how their functions relate to those of the center and to federal
-regu]at1ons and policies, and also to pass on some of the prog-
gram -experience accumulated by Job .Corps teachers and adminis-
trators dur1ng the last dozen years. . .

The first two chapters out11ne‘the program, the po11c1es and
policy sources which define the education administrator's
éuthor1ty and responsibility, whether such policies are specifi-
ally directed to the administrator or to the operating agency or. cor-
poration and de]egated ‘through the center director, Although -centers
differ somewhat in organization, every éffort has been made to .
_include what the administrator and teachers need to. know to
.meet statutory and administrative requ1rements for a basic .
‘education program in Job Corps : N R
The 1ast two chapters ard d1rected to both administrator and
. teachérs. They deal with basic teaching strategies and w1th
.recommendat1ons_‘d1scuss1ons and su%gest1ons for program -
. 1mprovem§ﬁt and enr1chment, The section does not dup11cate

.. the instructions in the major pregram manuals. It considers

matters of more general interest,and concern, such as ways of
1ntroduct1ng—contro11ed variety into Job Corps education prog-
rams and improving the morale and motivation of .both teachers and
students.. I .
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Ot ' | T
e POLICY AND PROGRAM DESCRIPTION R

1. The Basic Educat1on Program

The most autboritative and exp11c1t statement of policy for the Job -
_ rCorps Basic Education Program is contained in the Code of Federal Reg- L
- ulations, Title 29, Subtitle A; Section 97a52 (Federa] Register, v.,
40, no. 211 Friday, October 31, 1975).,

R a. . Po]ic Operators of Job Corps centers shall. establish and
 maintain the Jpb Corps Basic Education Program. <Centers are encour- .
~_aged to supplement and to coordinate the material and instruction for C

each corpsmember with his or her individual vocational, pfagfam: ‘ LT
Classes shall be smaill enough to allow for 1nd1v1dua1 tutor1ng (29

" CFR 97a.52a): "« X

b. Program Descr1pt1on The Job Corps Basic Education Program L
prov1des disadvantaged young men and women with the tra1n1ng in the. read--
ing and mathematics skills, work attitudes, and consumer awareness- they
need to find and hold worthwh11e Jjobs and funct1on as useful and pro-.’
ductive ‘citizens. It encourages them to attain seventh to eighth grade
levels in.reading 'and mathematics, as well -as to master vocational’ ‘
coping skills and attitudes. For students who reach these basic skills
levels and wish to continue, the program includes a préparatory course
leading to a high school equ1va1ency certificate,and trans1t1on to .
more advanced 1nternsh1ps and programs such as those in Jun1or cé]]eges.

The Job Corps Programs exemplify a systems approach to education, in-
c]ud1ng provisions for multiple individualized entry, placement, and . . .,
" progress;. 1ndependent teacher-assisted instruction; and objective e
measurement of achievement.' These ‘features are partly d1ctated by
the characteristics of the Job Corps popu]at1on and centers. Instruc- '
tional programs are typically combinations of the most suitable com-
mercial materials with materials and tests specially developed by or
for Job Corps.. ‘The Job Corps tests, progress records, and teacher's”™
handbooks organize what would otherw1se be an assortment of commercial. -
~.and noncommercial materials 1nto sequential learning systems with spec-
ified obJectlves , o S /

Jy - _' . .
The programs’ take entering corpsmembers at whatever Ieve1 and test teach
,and advance . them as far as possible before they leave the center. The
p]acement and instructional components accommodate individual differences
in preparation and apt1tude the curyiculum is designed ‘'so students work
at their own pace and receive the instruction, tutor1ng, and remediation they
need. .Freed- of some of the rout1ne of preparing. and" present1ng materials,

'kf‘ ‘\.-.,." ! '.. f ~ X ) »
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‘teachers devote moretime to helping studénqﬁ indiVidud]]y;‘ Competi-* °

tion is deemphasized and individual growth encouraged through the

" specification of learning goals, needs, and proficiencies.: - r

- Programs. typically influde (1) 4 diagnostic and placement phase,- (2) .

a study -or instructional phase, and -{3) a mastery, or exit-testing,

- phase. The systems approach requires that the instructioqa1‘ghase be.~

broken’dQWn.into;sma11’seguentia1 steps followed by. progress ‘Checks.
Therefore, programmed books and similar materials are used extensiye-
1y,ysupp1§mented by tutoring, remediat practice ma'eria]s,‘qnd‘audios

- visual ai

.Tﬁé_rationaleuof-the'systems-approach is evidentn4n~thewihstrdéiiona1~?~w
.sequence. ',To realize the objectiyes of immediate success, self-—' "~

competition and intrinsic reward, proper, initiat’placdement is essen-
tial. The learner can interact successfully with the material only -
if the proper match is established at the outset. Diagnostic tests
match student skills with instfuctiqpal units. After each unit,
corpsmembers  take progress checks: to demonstrate mastery. Succéss-
ful completion leads to the next unit., If results show need for more

~ work, alternative-remedial or tutorial work is prescribed to present
the content in a different way. - , g .

- Y

o . . . A . N . ."'.'...
Though programmed learning is the dominant mode-of instruction in some

- parts. of basic education, one-to-one tutorial work is provided through-
-out, especially in the initial stages of ‘beginning.redding., The .
" teacher serves as counselor, guide, ‘and resource person and helps '

students move through the prdgram.at their ow“;peed;,”

.Enteifng corpsmembers vary widely in academic attainment. Many qbne

‘readers enter the ‘program along with.a few who read at high school

level or above. .Although the average corpsmember has had-nearly ten
years of schooling, the average achievement level at entry s fifth
grade ‘in.reading and 'math. Entrants have typically advanced, a half-
year in reading and arithmetic skitls for each year of schooling, a
rate which research indicates is not atypical for disadvantaged popu-
lations in employment and training programs. Individual differences

. are overshadowed by similarity in educational disadvantage and poor
~ mptivation, which constitute the main challenge facing the,Job Corps

basic education programs. - : , , .oN

Reliable gains data on the use of the Job Corﬁs‘Bésic‘Education;Pro-‘
gram are difficult to obtain because of fluctuations in population -

size and problems with-gathering and processing data from a widely

dispersed and variable sample over a five-year ‘period. Gains in read-.
ing and mathematics reportéd for the years 1968-1974 range from 1.3:
to 2.5 months per month of instruction. Even if one takes the average
gains of. 1.7 months in reading and 1.9 in mathematics as. the best es-
timate of actual gains, the results are better 'with the Job Corps_pro-
gram than the .5 gain per month, or one-half grade level per ygar,
the same students made in school. Allowing wide margins for the .

) ] s )

)
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effects of relearning and measurement error; it seems safe-to say

that students on the average progress more rapidly in the Job Corps

Basic Education. Program than they did before they entered . :
The genera] po]icy statement for the Job Corps Basic Education Program .
encourages centers to supplement and coordinate the.material and in-
struction for corpsmembers with their individua rocational programs
In addition to the required use of Job Corps defeloped reading materi- .
als referred to in the following sectfon, the uke of supp]ementary
* _ vocational materials and re]eyént auxiliary coupses js encouraged.

AN _ N
2. Reading -/ R .

/

’ a.~ Policy. The baschJob Corps Reading Program shall-be-outlined-
in a Reaaing Handbook to be issued by the Director, -Job Corps, and to
-be used by all centers. /It -shald consist.of three—maJor segments:.

- beginning read1ng, covering literacy skills from zerd to the equiva-
lent of school grade 3.4; graded reading, covering skills from 3.5 to
7.4; and advanced read1ng, covering 7.5 and above. Each of the major -

. reading segments sha conta1n ultiple graduated skill levels. A
‘supplementary languige and studX skills program shall be provided as
needed -to ‘enhance employability of individual corpsmembers. - Such a
supplementary. program shall include at least speech improvement, vo-
cabulary sk111s,/grammar and usage, reference and study sk111s andf*‘L/
1etter writing 029 CFR 97a.52 b 2). N

b. Program Description. The purpose of the Job Corps Read1ng
Program_ is tg enable corpsmembers to-attain a seventh to eighth grade
reading ability. The program is designed to accommodate corpsmembers
who cannot read at all along with those who read reasonably well and
to include’/frainees who learn readily as well as those who do not.

. The materials are pr1mar11y self-instructiopal, the teaching individu-
. a11zed,, nd the components range from the most bas1c~through co]lege
1eve1s// . :

As sgon as possible after trainees arr1ve on center, though not the
f1rs day, they-are given a brief reading-placement test developed
g/ua11dated by Job Corps. The results of ‘this test indicate the -
oximate level of-reading comprehension. . Based on‘their. sqores,
tudents are given one of several more finely grained .group ot indi-
',~1dua1 diagnostic tests for appropriate placement into specific in-.
‘structional materials, which are followed by regular: ‘mastery tests.
/ Alternate tests and 1nstruct1ona1 units allow students to progress
/ through the program as rapidly as interest and-ab111¢y perm1t.

Corpsmembers who test below the th1rd grade level. enten a beg1nn1ng
reading class. A series of 15 programmed hooks using a Tinguistics

. approach gives corpsmembers’ slow but- steady. exposure to individual .
sounds and letters, to combinations that form small words, and final-
1y to simple sentences. This linguistics program is des1gned to ad-
vance even non-readers to a third or ‘fourth  grade level. Studepts ,

[ 4
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... .seventh grade... .Selections. are-brief .and-are- related to: the_in,”

. who are unabie to recognize 1etters begln by working with an 1nstruc- Lo
. tor'on_.a one-to-one basis. Once.started n the appropriateﬁprogrammed B
 1instructional book, students proceed by reading, marking and checking =
answers, and taking. short written and oral tests at’ 1nterva1s. ‘At the -
- - end ‘of each book' they are g1ven.q§comprehension test before progress-'~
©ing to- ‘the, next book. - ‘Audfo-visual devices provide supp1ementary g
pract1ce in sound-symb01 re]at1onsh1ps.{h Lo :

Students can advance to ‘the graded read1ng sect1on from beg1nn1ng
reading or start -there on the basis of -placement tests. i In graded.:
reading, about. 2,000 " selections are distributed over a range of -
eight levels: of difficulty, from approximately the .third through he

and’ experiences of corpsmembers.. Each selection is ‘assigned:a d
culty level according to a standard readab111ty formula, and-
als are classified into. interest areas such as Sports,.Jo
bies, Space Age, and Wild. West. Graded reading provides:a-sy ema
' 1ntroduction to ‘a wide variety of self-pacing, commercially ava‘
-able reading materials, some developed espec1a11y for JobCarps.: Mo
combine a brief reading selection w1th comprehenS1on and YO bu]ary
quest1ons. . , SRR :

.Feedback is prov1ded to corpémembers and 1nstructors by compre ens n
checks and periodic teacher-adm1h1stered advancement tests. - Resu]ts' .
~are recorded immediately and visibly.  When corpsmembers have read at ' "
least fourteen selections at a part1cu1ar Tevel with comprehension '
,scores of 80 percent or better, theytake a level advancement check

and read- ora]]y for the teacher to determ1ne read1ness to advance.

Students are expectEd~tq;£art1c1pate act1ve1y in the 1earn1ng&process.
They select and locate mapterials and correct their own tests.* The .

. teacher and teacher aides assist individual students as needed, func-
~tioning as roving diagnosticians and tutors who employ supp]ementary

7 and remed1a1 techniques as necessary. .

'J1The -advanced read1ng phase of the program takes a trainee from approx-
" imately seventh through twelfth grade reading skills. It is struc-
_tured like gradﬁd reading and uses similar mater1a1s written at. high-
er levels. Cordsmembers.enter advanced reading by placément “test or -
after completing graded reading. Advanced reading also supp]ements
the General Educational Development (GED). Program whith is designed

& prepare corpsmembers to pass high school equivalency tests.

he supp]ementary Language and Study Skills Program 1s designed- to im= .
. prove. written and spoken Eng11sh skills and to teach basic reference
techniques. *Study areas in the prpogram-include: basic language -and
“vocabulary skills, grammar and u$age, dictionary skills, and letter.
writing. Students can begin the program when they enter the first
‘level of graded read1ng . _ .

I-4 . January 1979 '
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: u,a1ized 'self-instructional, and self-pacing. . In most study areas -

L1ke other Job Corps programs, language and study sk111s is- indiV1du-ﬂj;1h

placement and advancement are détermined by a pre-test and: postftest

i“‘"for each unit. A pre-test.1nd1cates whether. students need work:in a

- wards. Those who fail the post-test do remedial exercises’ ‘before re

‘particular ynit. ~If so, they take the unit and-a post-test after-
'tak1ng the post-test 1n order to progress.,,“

S PO] . The Job" Corps Basic Mathemat1cs Program sha11 befde- v.e ;
scribed Tn detail in a Mathematics Handbook which shall be issued by.. " "

:;;tthe Dwrectcr, Job Corps, and which shall be.used by all_centers.. The;gg;;f
. program shall follow-a skills 'sequence beginning with whole nimbers

*"-operations -and shall ‘include fractions, measurements decimals’and
pergentages, as well as personal and consumer math. Instruction ‘shall’
“combine: programmed workbooks and computat1ona1 exercises (29CFR97a 52

-'fvb 2)

~

- ‘-b., Program Descr1pt1on The Job Corps Mathémat1cs Program

“teaches -a- variety of _‘computational skills essential to: emp1oy-.wv
‘ment. Students hav1ng the ability to count from one td fen-'can-enter
this éurriculum with special assistance. A1l students.learn to’ ‘per-

form- add1t1on, subtraction, multiplication- and division w1th who1e

numbers up to -seven digits; with fractions; and with.one-, two-y
v=threea, and -four-place decimal numbers, They also learn to convert -

. and usé’ equivalent percentages, decimals, and fractions; to 1dent1fy L

basic  geometric forms; and to convert from one. 1inear. measurement sys--v =

. tem to another. Emphasis is on practical. computational skills and’ ap-
: ~p11cat1ons rather ‘than onimathematical concepts. - WOrd—prob1em books

- in each -operation plus a number of Job Corps Math: Supp]ements 1mprove g

* program continuity and offer practice in app1y1ng ¢ tat1ona1 reas-

- oning sk111s to ‘the sp]ut1on of problems. : :

'~The sk111s approach enab]es students ‘to exper1ence success in. computa“
o tion early in the Mathematics Program and encourages ‘them to conf1pue
’ work1ng in mathematics until they can handle the math in the1r éhosen ‘ 4
vocat1ona1 f1e1d and in day-to-day 1iving.. v : S

fhe bas1c mathematics systems are d1V1ded into entry. 1nstruct1ona1

and exit phases. The! entry phase cons1sts of a number of d1agnost1c

, tests to determine trannees ‘areassof.deficiency. Performance on =

.. these tezag places the!jtrainee into the apgropriate unit in. the in-

~ structio phase. In\general, for each component of the curriculum,

there is a- test which determines if a student enters: 1nstruct1on at .

that phase. Students continue to test on progressively more diffi- -
u]t units until they encounter their first point of failure, which e
termings=where they enter the program, After the students complete ...
e first instructionat prescriptior and pass the appropr1ate Mastery R

Test; they take the’ next Diagnostic Test in t e system. This process’ LR

cont1nues until a student has comp1eted the b s1c mathemat1cs curr1cu- k)

Tum.
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T (Thusﬁ“flie the Reading Program, the Math' Program operates“on an un-
.. graded basis,.with individual placement through diagnostic tests.
- - Students are taught only ‘the portions of the curriculum they neqd.f
. Once placed; ithey progress at their own speed. They are continually
"required to make active responses tg problém materials. At frequent
. intervals théy take. tests to evaluate pérfaormanee and the effective-
ness of instruction, and as they progress, .they rely upon the instruca
) tor for guidance, evaluation of test results, motivation, and special
instruction. : : -

The "instructional matérials for the Basic Math Program copsist of
several programmed text-workbooks selected for: ,(1) low reading
- "leved; (2) Tnterest ‘to Job Gorps students; (3) ease of use in a va-
riety -of learning situations; (4) simple and direct teaching design;
(5) self-instructional format; and (6) clearly defined entry. and exit
points. . Supp]ementiry materials are incorporated ipto the program by
medns -of a series of checklists.. Additional exercises®are available ,
at,all levels for review and remediation: puring.and after each
ski]ls_unit, students take’practice guizzes and tests which:range
.. from short progress checks on small segments of the.program to more - .
“ :-tomprehensﬁVe unit and section.tests covering large segments.

e

4, Advanced Ggﬁera]:Education Program ‘(GED) T ;-

-a. ‘Polity.” EdGh center shall offer the Jeb Corps Advanced .Gen-
~ . eral Education Program to prepare eligible corpsmembers for the Ameri-,
can Coungil on Education lests of General Educational Development '.» ...
(GED).. -The use of supplementary materials, particularly in mathe- ° o
~matics, is encouraged. Qualifications for entry into the Advanced’
»General Education Program shall be.a skills level at or above that
- required for completion of fhe basic,reading and math programs. Op-

- erators shall'make arrangements with local testing agencies, usually
State Departments of Education, for administration of GED tests and .
shall pay fees charged by such agencies when the corpsmediber taking ..
the test is currently. enrtl1éd. For all examinees who make qualify-

,» the center shall initiaté application to the -app!

1ng"sco;§i } C opriate
state foffa high school equivalency certificate: (29 CFR 97a.62 b 3). -

. b. Program Description. The Job Corps’ high 'school_equivalency
preparatory program helps corpsmembers achieve and demonstrate, high -
school proficiency on the American Council on Education's GED tests

.+ and attain state certificates of high school equivalency where possi-
db‘leo. : \ ‘ ' ’ . )

-

. whigh are taught indirectly.q The subject matter of the Job Corps Gen-
erdl Education Program 1s divided into five major content areas:
grammar and usage, social studies, natural sciences, literature, and
mathematics. The program prepares students by improving reading
abjlity, increasing vocabulary, giving experience at interpretive

t ', and providing fémi]iarity with the subject matter areas covered
bygthe curriculum. Complete mastery of subject areas is not expected.

_l 2 Janﬁar'y 1979
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The GED Program comprises approximately 20 units which encompass about
120 Tesson booklets. [f/studénts demonstrate proficiency on the
Screening Test for a particular unit, they need only take the corre- -
sponding Unit Test to receive credit for the unit. Theoretically,
students can pass through the entire program taking only the Screen-
.ing and Unit Tests without completing any of the lesson bggklets and
accompanying Mastery Tests. In practice, -this is extremely rare,
though many average corpsmembers complete the program without taking
all lesson booklets. Program time is correspondingly reduced.

- J . . .
Each 1esson is designed to be mastered in a period of an hour or less.
Much of the specific lesson content is presented to expose students

to words and facts that will increase their general information. Many

science and social science lessons function as reading comprehension
exercises with curricular content. Mathematics and English usage les-
sons dévelop specific skills. A1l lesson units focus on major con-
cepts and the related words and facts. In'the language components of
the program, substantial mastery of common English usage problems is
sought, since this is the most frequent point of failure on the high
school equivalency examinations. Literature units contain excerpts
from recent writing to give corpsmembers enough familiarity with 1it-
erary forms to interpret them.

The program has been designed %o require as little routine teacher at-
tention as possible. Instructions for placement of materials are in-
cluded in the manual aJong with detailed administrative directions.
Once corpsmembers have become familiar with the organization of and
procedures for taking the lessons and grading the mastery tests fol-
lowing each bookTet, the assistance of the dnstructor 'should be:re-
qu1red‘on1y when corpsmembers encounter content difficulties they can-
. not resolve themselves and when progress is to be'recorded. Corpsmem-
bers are encouraged to enter the GED Program after level eight of
‘graded regding. Many centers-also use standardized tests to verify
ability to~cope with the instructional program.

Most ‘centers have been able to make satisfactory arrangements through
State Boards of Education to schedule trainees for the GED Test. Al-
though corpsmembers completing the preparatory program are sometimes
under the minimum age requirements for certification in the state
where the center is located, many states have waived or modified re-
quirements. Results for the entire Job Corps population over the
years indicate that approximately. ten percent of those completing Job
Corps have taken and passed the American Council's GED Tests.

5. World of Work

L

a. Pof\c . Each.Job Corps center shall conduct a World of Work
Progran for a‘l corpsmembers that develops constructive work attitudes
and employability skills. This program shall follow the format of the

Basic program developed by the Director of Job Corps. The centers may .

augment this with other materials. The program shall include units on

1-/ Janvary 1979
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information, job application ‘forms, in-
and a final unit on exit readiness.
“Vocational instructors shaTkserye as consultants_on ,structuring the
World of Work course, in coordipation with the’ educat1on, health, and
residential 1iving staff (29 CFR 97a.52b"4).

Jjob attitudes, sources of j
terviewing, consumer e

b. Program Description. The goal of the World of Work Pro ram
is to provide corpsmembers with the opportunity to learn the skills
and behaviors necessary for getting and keeping a job. The center is
viewed as a work world setting, and corpsmembers are given the chance
to learn and practice appropriate behavior dur1ng enrol]ment. ¢ “

Corpsmembers beg1n learning these skills as soon as they arrive on
center. Bécause many need academic development, requirements .for
reading and writing skills are minimized. Early units of the* Worid
of Work are audio-based and deal with skills necessary for getting
and keeping a job.

The major World of ‘Work kit presents typical.problems—encountered by
employees ‘during the first few weeks on a new job. Company rules and
po]1c1es and ‘relationships with co-workers and supervisors present a
series of problems few trainees have experienced. Through dramatic

episodes and discussions, the program familiarizes students with the
types of situations they may encounter and presents ways of avoiding
or overcoming problems that can arise. Techniques can alsobe applied
‘to the first few days on a Job: Corps center, for many of the srtua-

tions encountered are similar. ] .

- The k1t consists of 14 cassette lesson tapes six discussion tapes,
student record booklets, and an instructor's guide. Tapes can be
used individually, with corpsmembers proceeding at their own pace, or °
to the class as a whole, or with the entire group listening to a les-.
son and responding individually i3 their student record booklets. The
four major topics are New on the Job, Dealing With Superv1sors The ~
Rules of the Game, and Moving Up or Out.

. The ‘World of Work Program. a]so includes sections on consumer educa-
tion, supplemental skills, and exit readiness. The consumer educa-
tion lessons are presented following the units on job readiness, after

" corpsniembers ‘have an opportunity to improve reading skills.

The lessons on consumer education prepare students to shop more wise-
ly.and get value for their money, to be aware of the pitfalls of con-
sumer buying, and to guard against fraud and unethical business prac-
tiees. . Especially developed for Job Corps, the consumer education
units teach techniques for comparing products and services to find
good -buys; for dealing with stores, salesmen, and advertising media;
for finding free or low-cost medical and legal aid; and for managing
money. Thirty-nine hour-long units in varied media provide frequent
changes of pace. Students read or listen to new information, answer
quest1ons and check their answers as they proceed through the units.
Al11 necessary jnstructional tontent and directions are contained in each
unit.

15
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‘Progress is recorded on a unit score card, which stays in the class-
room in a marked folder. When corpsmembers are working individually,
the teacher functions as a troubleshooter, helping with questions on
subject matter and procedural difficulties. Teachers also lead group
sessions, help corpsmembers select units, and control test scoring
and recordkeeping. i ‘ :

The supplemental skills section is offered and scheduled at the dis-
cretion of center directors. Exit readiness is a,required review and
reinforcement of essential job-finding, application, and interviewing
skills shortly before scheduled program termination. ’

It is extremely important for corpsmembers to be skilled in these ’
areas if they are to make a successful transition from the center to
the work world and become competent consumers and ‘successfully em-
ployed members of society. To insure that all areas of the program
are completed by each corpsmember, instructors record progress on a
"Student Performance Record for World of Work."

6. Health Education .

a. Policy. A comprehensive health education program shall be

provided to ai] corpsmembers as soon as possible after enrollment.
Coordinatidn among the center staff shall be arranged by the center
director when responsibility is divided for different types of health
education training. Sufficient time shall be scheduled to see that
corpsmembers complete at least the following subjects,-for which cur-
ricutum guidance shall be provided by the national office: (i) intro-
duction: “The Importance of Health Maintenance"; (ii) UNutrition";
{iii) "Dental Health"; (iv) "Obtaining Health Care"; (v) "Love, Sex
and The Family"; *(vi) "Reproduction"; (vii) "Venereal Disease";
(vifi) "First Aid"; (ix) "Emotional First Aid"; and (x) "Drugs and

“" Their Misyse" (29 CFR 97a.52 b 5). . :

b. Program Description. The goal of thé Health Education Program

is to establish a learning eénvironment in which corpsnembers can de-+
‘qudp their ability to make rational and informed hgalth decisions
relevant to their needs. The program seeks to encourage students to
:explore health concepts through group discussion. Most entering
corpsmembers make health decisions based on limited knowledge; with
‘informed. understanding, their skills and self-confidence can be im- =
proved. Since many corpsmembers come from high~risk ethnic, econdmic,

" geographic, and occupational groups, the special health needs of these

groups are considered where approprgate. .
»

" The ¢ourse consists of 20 hour-long sessions on the ten topics in the
policy statement. The Job Corps Health Education Program Coordinat-
or's Handbook (JCH 330-C) contains directions for the instructor in-
cluding.use of teaching aids to help stimulate group discussion. Aids
include films, slides, posters, and suggested questions apd techniques . .
to help prompt non-directive discussion. The program drdWs on previous A
]
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student knowledge and presents information through visuals, speaking,
and hearing rather than through reading. .

“ATthough the program ‘can be given by resident idvisors or counselors,
1t is taught by instructors in most Job Corps” centers.. The Job Corps
Health Office recommends that a staff membef be ‘specifically desig-
nated as Health Education Program Coordinator. to insure that the 1isted

‘policy requirements are met. The coursg’should be specifically sched-

. uled for each entering corpsmember. The Health Office. also recommends
that center health staff and outside Mledical personnel be employed as

. advisers and guest speakers in presghting selected modules. o

. 7. Driver Education

a. Po]ici. sTrainees in yﬁé:;ions where the' possession of a driv- .
er's| license 1s essential fop employment shall be given'first priority .
in cqurse enroliment. Tho éyﬁho will need to drive to and from work
.shall\ have second priori}y? The program shall be designed to meet
the State 11censing'requ rements for classroom and/or on-the-road
training of the State 1n which the center is located. Centers shall
pay the cost of such licenses for Corpsmembers who qualify for -them.
‘Driver education trainees shall be qualified for Federal licenses in
all cases in which they drive such vehicles (29 CFR 97a.52 c 1).

b. Program Description. The Job Corps Driver Education Program
(ETH 410) establishes minimum standards for instruction. Center di-
rectors should appoint one or more qualified full- or part-time in-
structors who meet state requirements.. Federal employees should be
qualified according to the Federal Civil Service General Schequle for
,‘gducation and Vocational Training (Series 1710-1712). :

Forty hours of classroom instruction and at least eight hours of "be- °
hind—tge-wheel" instruction are recommended, with a distribution of
class hours that includes: approximately 60 percent on the driver ;
and driving in traffic, 25 percent on the vehicle and the highway, .
* and five percent on local traffic law. . '
. The program encourages maximum use of visual aids, models, and-exhib-"
its and suggests that the instructor read and explain key passages’
for students with reading difficulties. A1l trainees operating gov-
ernment motor vehicles should have either (1) a valid State, district,
or territorial driver's permit, or (2) a government driver's permit .~
(SE 46). Corpsmembers.ineligible. for State, district, or territorial,
. licenses for reasons unrelated to driving skills or driving recprd
should be granted a government driver's permit only with the center
director's consent after meeting the physical and medical criteria of "
- the local Ticensing authority. : ’

Corpsmembers grénted a government driver's peritit are limited. to use
of official government vehicles for official business only. The cen-
ter. should also have a formal program of safety inspection and vehicle

1 1u . January 1979
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mafntenance to insure that all vehicles used for driver training or ,
for official center business meet local licensing and safety require-
“ments. C “ S

.
o/

8. Bi]ingua] and Multicultural Programs - ' ' /

a. Policy. Selected contract center operators shall develop and

* maintain bilingual programs for persons of limited English=speaking .’

ability when such persons constitute a significant portion of their-

corpsmember populatiohs. Guidelines to assist centers in the develop-
. ment of such programs are available from the national office. Such

“centers shall be selected by regienal offices, in consultation with:
the national office, and provision for such programs shall be intltd-
ed in their contracts. Regional offices shall arrange for the assign-
menty0f selected applicants needing bilingual pragrams to the enters
wher€ such programs are avail:b]e (29°CFR 97a.52 c 2). VA

Every Job Corps center shall Conduct a structured intergrou “relations
program designed to reduce prejudice, prevent discriminatory behavior
by staff and corpsmembers, and increase understanding among racial/
ethnic groups. Technical assistance materials shall be made available
by the Job Corps to assist in the development of this program. The
program should include at least: (1) information for corpsmembers '
about the history and contributions of various racial/ethnic groups;
(2) small group discussions about specific kinds of behavior or speech
which may cause tension or misunderstanding among racjal/ethnic groups;
and (3) planned activities for leisure time velating to/ the customs ‘
and interests of a variety of racial/ethnic groups (29/CFR 97a.77).

* fe . .

- b. Program Description. The goal of the Bilin ual Program is to
insure_that corpsmembers are not denied entry into An/education- -
vocational program because of language barriers. » program attempts
‘to help students become literate in two ‘languages an functional in two
cultures. To insure that students not fall behind/ in basic education,
the guidelines encourage teaching in both English and the native
tongue so that students can become reasonably litgrate in both.

‘The provisional Job Corps Bi]ingua]-Mu]ticu]tura][Pngpam Guide in-
cludes recommendations for basic education and vocational tkaining -
courses in both English and Spanish, deve]opmentfof an adequate Eng-
lish as a Second Language Program (ESL), use of materials in English
"and Spanish, use of trained native Spanish-speakjng teachers and aides,
and inservice training for teachers and administrators.

The guidelines recommend local development of: 1) curriculum content
panish which paraHels the English curriculum; (2) a Spanish lan-
-gquabe course to. teach or improve Spanish skills; (3) English as a.
ecand 1ap§§3§e to give Spanish speakers English-speaking skills, and
to a the transfer of the reading and writing skills from the na-
tive Tanguage; (4) cultural awareness, including history and geography,

. \ /
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socio-economic development, the perspectives,‘educat{bﬁ, literature
and art of the Mexican-American, Puerto Rican, Black, Native American,
and Anglo-American cultures. ' ‘ .

A]thougﬁ/the education department is not specifically charged with
the intergroup relations program required,of 411 centers, a number of
bilingual centers sthedule courses in athnic heritage as part of the .
:edpcation program in conjunction with gke residentigl living depart-
ment, or independently as a center-deve oped pro depending on
where responsibility is delegated by the center director, .

< ‘ : . .
9. Avocational Courses ard Services

- a, 'Pblicz. Avocational courées and services for corpsmembers
shoyld .include a structured program of physical education, including .

. rules, techniques, and practice in major spprts. Center directors are

encouraged to sthedule it after hours whenever competent instructors
are available (29 CFR 97a.52 d). ‘ -
The center operator shall develop a recreational/avocational program
to be carried out, for the most part, aftér class hours-and on week-
ends and holidays. Corpsmembers shall participate in the planning.
and implementation of such activities. A1l recreation/avocational
center programs shafl inciude the following components whenever feas-
ible: (1) cultural events; (2) sports and physical fitness; (3) arts
and crafts; (4) community activities; (5). movies, 1ive Shows, and: spe-
cial events; and (6) reading and reference materials including a_suit-
able stocked 1ibrary, either on or off center, which is accessible on -

'.weekdays; evenings,” and weekends. Each center director shall provide

supervision, instruction, and facilities, either on or off center, for
carrying out this program, utilizing corpsmember,recreational aides
whenever feasible. Tools, sports equipment, athletic clothing and re-
lated items shall be lent to corpsmembers on an as-needed basis and
shall be returned to the center: (29.CFR 97a.74 a-e). -

o

b. Program Description. The only avocational course specifically
mentioned in the policy €tatemeént is physical education, including
rules, techniques, and practice in major ports. Since drowning is
the second most frequent cause of accidental death, coming after death

in automobile accidents, physical education is construed to include

. water safety and drown-proofing at-all centers that have swimming

"pools or that are adjacent to open bodies of water.

ing of the major indoor and outdoor sports is in-
cluded_in the’Job Corps Residential Living Manual (ET Handbook 404).
Centers are gncouraged to conduct these physica] education activities
include iwstruction in the rules and techniques of the
orts and do not exist simply as unstructured activities with
or basketball. Knowing the fundamentals of these sports
provides/an opportunity for developing a 1i ng interest in perfect-
ing Is, opens opportunities for intramur3¥competition putgide the
er and helps m%nifest special talent. . -

- ‘; G
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Centers should designate a water safety director who has been certi-
fied by the Red Cross as a Life Saver or Water Safety Instructor and
-is responsible for cgordinating or supervising such act1v1t1es as:
drown-proofing, the granting of access to facilities based on swim-
ming tests, designating off-limits areas, providing 1ifequards, 1ife-
jackets and the 1ike. Insurance is the responsibility of thecenter
director and adm1n1str5%1Ve officer. : .
Though not specifically required byopo]1cy, all. the enumerated avoca-
tional activities and services are advantagecus to student morale and
retgnhtion. They are .frequently assigned to the education department
either as a direct.responsibility or for coord1nated development with .
thé residential 1jving and guidance staffs.

ol
R4

Where centers have‘the staff “and Fesources to establish an independent
corpsmember library-tq provide a place for study, independent feading,
and ]1brary research, responsibility for its establishment and mainte-
nance is wsually delegdted to the education administrator. Libraries
- should be attractive, suitably stocked, and available to. corpsmembers
‘during evening and weekend hours as we]] as during the educat1on days
where staffing permits. Paperback books and magazines in display
racks are often more appealing than shelves of hardcover books, but
" the library should contain a reasonable mixture and include some basic
reference works, such as a set of encyclopedias, an unabridged diction- ,
ary, and a good atlas. Though- somé ‘centers have obtained free books
from libraries and used bookstores, book donation drives usually bring
™ disproportionate numbers of 0l1d and unsuitable books. :

Reading and library use are promoted by encouraging corpsmembers to
select one or two paperback books to keep, trade, or return'to theli-
brary in exchange for other selections.  No records are kept, the idea
being to encourage free circulation. Since the center must budget a
reasonable amount for replacements, the decision to adopt this free
circulation method should rest with the center director and depend -
upon the financial resources of the center. Where funds are limited,
a check-out/check-in circulation system can be worked out using corps-
member aides and volunteers to maintain the Tibrary and its records,
or centers may sell paperback books at reduced prices in canteens.

where time and resources permit, some centers have instituted center-
developed avocational courses such as home and family life prepara-
tion. These programs are structured to provide essential information
and skills for independent and family life for the employed person and
include: Yrooming, choice and maintenance of clothing; food selection,
preparation, and sturage; -election, maintenance, and furnishing of
residence; and, tn some cases, child care. | .

guidance fur Lhe developmentl of ulher vplivnal and supplementary avo

cational cou.ses. with regional or Agcency apprvva], can be obtained
from the National Job corps Divisiun of Technical Assistance.

[
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LA X CHAPTER 11

.. ADMINISTRATIVE POLICY AND RECOMMENDED PRACTICES

G
Lo "o !
T -

S ‘J; .
1. The Education Administrator _

The education administrator, or ﬁ%incipal teacher, is the ranking -
member of the center's eduation department, responsible for super-
vising teachers and managing a complex adult ‘educational system
- ‘that ranges from pre-elementary ‘through pre-college inatruction
~and that emphasizes practical academic competency and vocational
training;. . ' - : ’ ’
The'center operator, through the <enter director, delegate; authority °*
and responsibility to the education administrator for: ‘(1):ehacfing
"policies and practices related to educational personnel and :ge&ining;
(2) directing schedulinyg and accountability in-the educaticfi depart-
ment; (3) maintaining.educational records and reports; (4) Bonducting
courses according ‘to program guidelines$ (5) providing reqiiired
educational materials.and.facilities; and (6) extending and linking
the program with outside resoyrces. o ‘

" In addition to having intimate knowledge of the education program
manuals, guides, and handbooks, the education administrator should
know the regulations: and recommended practices. cited or discussed:
below. Although many of the following policy statements are directed
" to thé center operator or director, only those have been included. for
which operational responsibility falls on the education administrator.

This guide does nqt attempt to duplicate information about program
details contained jh the program manuals themselves; for these the
education adminis®rator should consult the appropriate handbooks,
manuals, and guides mentioned in the program policy statements and
1isted in the appendix. ’

Although the code of Federal Regulations does.not include complete
policy statements on establishing facilities and materials for housing
and delivering .the Jab Corps Basic Education Program, policy is
implied in the provisions directing establishment of these programs.

2. Education Personnel

a. Policy--Personnel Standards. The center director shall:

(1) Develop a written staffing plan which shall provide
for an efficient and effective management structure, with clearly
delineated lines of responsibility and authority. The plan shall
provide for flexibility of staff use to meet clear and individual
corpsmember needs. ..

111 January I§79
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t_4nd hire only qualified staff. Teachers and .
. health shall be properly certified, licensed, or

- accredited, "including ‘tertification, licensing or acc 2ditation

._in the state in-which the center is located. The regional office °
: “mayaive this requirement for teachers in exceptional circumstances.

: '(3) Develop and maintain personnel management policies,
/'including plans for hiring, supervision and 'evaluation of staff,
. in accord with specifications agreed to in the operater's contract
‘or agreement with the Department. Federal Civil Service and agency
~ regulations. shall .apply to centers operated by FederaT.agencies.
Utilize she services lof work study students; interns, volunteers
or -other types of supplementary staff only after submission of a

letter of intent and obtaining the approval of such by the regional-
- office. (29 CFR 97a.110). : \ _

b. Po]icy:-Equa1 Qpportunity. Each centernéperatpr'sha11:

_ : v
(1) Obtain, develop and utilize the skills of-minority
group staff members, including worien, to the maximum extent, with
. due consideration to the relative percent of minority group corps-
members ; ; s ‘

(2) See that women and minority.-group members are assimilated
throughout various center organizational and responsiblity levels;
R
(3) Provide prompt, fair, and gmpartia1 consideration of ;
discrimination complaints, pursuant to $97a.98 (29CFR 97a.]11b).

c. Recommended Practices--Teacher Selection and Qualifications. |

The policy requirements for personal standards and equal opportuni
are clear-cut and emphasize flexibility of staff used to meet centgi
and corpsmember needs, minimal standards, for teacher qua]ifications
and exceptions thereto, and provisions for use gf interns and volun-
teers. The implicatiens for the center education administrator
.should also be clear or should indicate responsibilities that require
further definition through discussion with the center director.

programs for theé disadvantaged have a particularly critical effect
y on motivation, learning, and retention. This fact has serious _

consequences for both the teacher'and for the education supervisor

who must choose Job Corps teachers. For the teacher, it implies

an additional need for interpersonal skills, and for the supervisor

a need to measure or estimate skills other than through credentials

or even subject-matter knowledge. Credentials have significance

for program accreditation as. is described in a later section.

But the close interaction between teachers and students imposes

an additional need for consistency, emotional stability, tolerance,

and sensitivity to student feelings. ,

The qualities and characteristigggof the teacher in basic education

! ' T, Z0 ~January 1979
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The roleg of a teacher in the Job Corps Program requires the abfﬁity ‘
to understand and adapt to the problems of the socially, emotionally, _
and economically disadvantaged, and many able, and indeed superior,
tedchers lack the interpersonal skills and resources needed to estab-
1i'sh the necessary rapport. In addition, the successful Job  Corps -
teacher requires in.special measure the remedial techniques and
professional knowledge of the skilled teacher to compensate for

the inevitable weaknesses of any instructional program.

1

Experienced public or private schdol teachers may have problems adapt-
ing to the Job Corps Program. ' They may require a longer period of
adjustment and on-the-job training than novice teachers—t0 accept the
basic education programs as the.primary mode-of ipstruction. Never- .
theless, these teachers can offer enrichment to the Job Corps students
once persiuaded that the Job Corps system has proven to be an effective
approach with these students:

Possible monotony in programmed instruction also pequires the teacher
to be an effective motivator and an active, aggressive participant

in each student's progress. Instead of completing records, refiling
materials, and letting the system run itself, the effective systems
teacher will be an dctive interventionist and a source of relief from
the tedium of the printed page and constructed response. '

Some of the implied qualities §hbu1d be sought at the time of hiring
or encouraged in-making present teachers more effective:

(1) Prospective teachers should know or inquire about the
Job Corps program and population. They should be committed to assist-
ing the educationally and economically disadvantaged to help themselves
and should understand the challenge of. teaching tﬁe disadvantaged and
what makes it rewarding. Applicants with negative stereotypes abBut.
the economically and educationally disadvantaged should obviously be
avoided. )

(2) Teachers should be sympathetic to and informed about the
problems of poor youth; they should not be patronizing or unrealistic
in their approach to prublems they are asked to resolve.: Innocent or
uninformed benevolence can be as disastrous in the classroom as hos-
tility or indifference. ' ‘ .

(3) Although appiopviale esperience shoyld be an asset in any
applteant, professional training and experience are more critical in
some program areas than in others. bBeginning reading is one such area.

a teacher with knowledge about techniques of individual diagnosis and
' remediation can help a recalcitrant reader make thp‘initial break through
Teaching experience with the disadvantaged in other program areas can
also contribute significantly to identification and use of helpful

supplemgntary materials.
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~ (4) The gredtest interpersonal efféctiveness in encouraging
learning tends to be found in-teachers who are perceived as friendly, *
consistent, positive, flexible in interpersonal relations, as well as *
active and dedicated in the classroom. These characteristics are 1ikely
to have more impact'on thé motivation to learn than any steregtyped ..

qualities of race, sex, or background. : -

- (8) It is important that the teacher selected have abundan®
energy, regardless of age or sex. Physically and mentally active teach-
. ers are needed in Job Corps; teachers must be able to take the stresses
. of interpersonal conflict, discipline, and occasfonal extra duty while
maintaining initiative in teaching and seeking ways of enriching class-
room experience. : ) ' : :

., '(6) Teachers should ideally have varied interests and hobbies .
upon which they can draw to enrich the lives and experience of system-
atically deprived young men and women. Skills shared with enrollees
will provide a further basis for appreciation and identification and
will -enhance the presentation of academic subjects.

° d. Recommended Practices--AcéredT%atjon and Certification of Staff.

Y ° ‘ -
In a 1966 field test of adult basic education system$, Greenleigh As-
sociates concludéd that centified teachers were not essential to effec-
tive teaching of disadvantaged adults. But the fact that high school
graduates with high motivation and the right personal characteristics
~ were found effective does not negate’ the point that experienced teachers
. With these qualities are likely to be the most effective teachers. ,
Education administrators may want to consider the possibility of sécur-
ing high school credit for part or-all of the Job Corps Program. The
admipistrator should consult with local school officials regarding
local requirements for credentials to include in the 1ist of teacher
«qualifications. Among the centers that have already obtained accred-
itation are both conservation and contract centers. Education admin-
istrators are advised to investigate their own options. Suggestions
for obtaining progwam accreditation are contained in the section on
administrative practices later in"this chapter.

e. Po]igx;-Staff Training. The Center Director shall provide
necessary staff training based on a center-developed annual training
plan. Staff training shall include, as a minimum:

- (1) General orientation to the Job Corps program and its
corpsmembers’' backgrounds; ' '

/' ’ . - - . i
(2) In-sérvice orientation on a regular basis; and
(3) Supervisory training.

The center shall maintain a record of training c?mp1eted by each staff

)
!

— : ' 4
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member. A copy of the record shall-be placed in the relevant staff
member's personne) file (29 CFR 97a.118§. : ' o

~ f. Recommended Practices--Teacher Training. Selected persons
‘with the appropriate qualificatjons will not by themselves establish
an effective basic education program. The qualify of instruction pro-
vided by a teacher who uses the basic education system also depends on
specific knowledge &nd conviction. Thus the center.or region should
provide an organized and detailed training program. *

Where possible;, teachers and teacher trainers should participate, in

an initial discussion and formulation of training. Teacher trainees.

should understand the concéptual basis of the Job_Corps systems approach
to instruction, as well as how the major components are related to this

conception. ’ o ) o '

(1) M~ is recommgcdéd that a training plan be formally_pre-
pared and written out before training. Accumulated experience in learn-
ing theory, ratified by recent research, emphasizes the need for a pre-
cise definition of goals and an analysis of the steps and means to be
used in reaching them.  The trajning plan should include these compo-
nents: . ! - /

(a) Adequate facilities and competent traiding staff
should be identified. TN

Q

(b) - A timetable and‘tréin{ng design including retraining
as may be required. . :

~ {c) An outline of the training course, including the ob-
jectives of teacher training and basic education for disadvantaged
adults. Etements should inciude:

. 1 Characteristics of the population--their incoming
skills levels and functional needs in ‘the vocations being taught; ~
’ : »

I~ .

The role of the teacher in the syétems classroom;

, r

3 The specific materials in the Joh Corps Program,
their purposes, and how they are combined to provide sequential skills
development; and -

4 Examples of effective and ineffective teaching
techniques in each of E:e major program areas.

(d) Explanation of teacher trainees pre- and post-train-
ing performance and learning evaluation. l

(e) Materials and resources for instruction.

-
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(2) In training for the systems approach and programméd‘in;
struction, techniques:for changing attitudes require special gttention, -
particularly with experienced teachers who are adcustomed to traditional
methods. of instruction. Opportunities should be built into the training
for new Job Corps teachers to explore the possibilities for pﬁ&sonpl- :
initiative and creative -involvement in the learning 1aQoratong{env@ron-,
ment. "Teachers need successful role models and opportunities; for:per- "~ -
sonal discussion. Such experience is critdcal to establish al“successful

program and to develop and retain gpod teachers. Its promotjﬁh'kéﬁuires
higher training ski1l than the rote' presentation of ‘tools and téqhniques;

it must be carefully planned for if 4t\is to occur at all. o

Based dpon régiona]‘reports;”e&ﬁcation depprtmeﬁt'membefs hé}é empha-
sized the following major training needs: : T

. .

a

b

Cultural awareness and ethnic group.baCkghounis

Curriculum development tethﬁiques

L1

d) Behavior management tecﬁhiques

e

(a)
(b)

(c) Audio-visual teaching aids

(d)

(e) Group communications processes
(f)

P P
f) Remedial education techniques

{=.

Theory

Methods and techniques of remedial instr ction\_:L
|

nN

3 Practical application
(g) Programmed instruction e

1 Theory” |
Methods of'dev.e]opihg and evaluating programned
material, - _

I~

¢

: ] :

*
fe

Diagnosis of learning brob%aﬁs‘

Sy

Etfective instructional design

s R
(h) Driver"s Education Instructors School

) —

Methods of teaching

Ino

Safely aspects

&
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con 3 Audio-Viguaiuﬁeachihg'aids‘ -

s =T A S
j-lj;’ ~..{1) _Program_content and manual procedures review, in all .

J° “curriculum areas - o -
B o - ‘
‘ *, . (3)" Professional currency--self-development courses and "=
¢ readingg in educatjonal” trends ' o
K] ' s “n‘ ' . -‘. . !

. g, Recommended”Practices--Staff Supervision. It is strongly re~
. commenled that: det#iTed written policies for staff supervis¥on provide
“for refular ‘and periodic visitd to the classrooms by the-sducation, ' .-
“adminiStrator. Staff should be acquainted'with their responsibilities
" for attendance; maintaining order and cleanliness in the educatiop ¢
department and .associated facilities; keeping equipment 1n. good vepair,
. supplies in‘adequate numbers, and educational materials fn\presentque .
* condttion. ' ' ;,.“ S e T

__These are properly regarded as minimal requirement§ for any suttably.

~ run ‘educational_program. They should not be interpreted as imposing
" a-quasi-militark atMosphere on the classroom or teachers or requiring *- .
- that seats and, students be continuously arranged in rank and file. As -
much freedom in classrpoms.is ancouraged -as is compatible with the or- .
-derly pursuit of 1nstrqctfong1\object ves. T ' - o

/(ihe "Education Facility.and Program Operation Check]iét.&‘tﬁe "Class- |

. room Visitation Report," and "Program Materials and Records:Check,"
included in the appendix to this guide, are recommended instruments, .

“ for mohitoriqg education programs and ‘for maintenance of facilities.

. «t

—_— LN - , , C e
- The Visitation Report and -the Materials and Records Check . can b N
. produced or duplicated and used by the edication administrator as a\.

basis -for recording unscheduled classroom visits to-assess teacher -
performance. . If completed and filed several-times within a year, thdy .
__can provide an objectjve. basis for establishing expectations and stand-,
“ards and serve as a basis for annual performance discussions. Devel-"'
.-oped at a Job Corps. center by an education administrator, they have )
- been effectively used to insure that.program responsibilities are being
‘met. . S l - I N
Congistent probYems should be affirmatively handled by counseling and -
retraining in consultatiom with the center director and project manager .~

. when necessany. . . ) : . .
S ‘ . R I | . v
. ~ . h. Recofffnended Practices--Substitutes and Cross-Training of Teach-
'; ers. To provide for emergencies caused by the simultaneods ‘absence of-
K severa1'téachers_and to-maintath program continuity, the education. pro-
~gram administrator should have a contingency plan for staffing class- :
rooms, including a properly maintained 1ist of back-up substitute teach-
. ers who can be available-on short notice. Such a list can also provide °
‘a tesfed pool of teacher candidates to f111 vacancies, -

Rd
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The avaflability of substitutes will naturally differ depending on the
. proximity of the center to urban areas, schools of education, and gther
sources of .quali\fied teachers, but every center should have a contin-
: gency»pian that details the most effective use of avaiiab]e resourtes
- to counteract predictable disruptions " S

‘ Though much of -the Job Corps Basic Education Program deais with e]emén-
tary basic sk¥M1s which-should be within the range of all teachers,

there 'is a tendency for teachers to specialize in teaching a sfngié

‘.subject such as reading. math, World of Work or even a subsection of
these programs, such as beginning or graded reading. "While ‘this may"
be motivated by the desire of teachers -to become truly expert in one .
phase of instruction, it 1imits Job Corps center flexibility in respond- .
" ing to changing errollments which may also reflect changes in the-basic *
“education needs of corpsmemberse\ It also 1imits education staff flexi-
bility in responding to teacher absences whiie maintaining the quality
of - instruction , .

Excessive speciaTization often 1eads\yo staieness and narrowness in
téacher interest and perspective that benefits neither the professional
growth of teachers nor the students.. It is recommended that the educa-
tion administrator periodically rotate teacher assignments at least
-. for short periods, and, where staffing pemmits; experiment with, variants
such as team teaching, combining classes for limited periods, and the °
Tike. The breadth and variety of. such experience will challenge and,
stimu]ate teachers and 1ncrease their Vaiue in adJusting to necessary
Iprogram changes.

1. Poiicy--Corpsmember Aides. and Incentives Each center shall .
estab]ish and maintain i1ts own incentives system for corpsmembers.
Incentives shall include at Jeast increases in living allowances, pur-

" .suant to.section 97a.81 of this Part, special awards, and prizes, such
as"trophie$ and certificates for outstanding achievement in specific
areas. The corpsmember governmﬁﬂé shall be involved in developing,
operating, and evalgiaing the effectiveness of the system. Some in-
centives shall be g®8red to.the improvement. by individual corpsmembers
in their. own level of achievement rather than to their success in com-
petition with other corpsmembers (29 CFR 97a.78 a-c).

Each center shall estabiish, with naximum corpsmember participation,

an elected corpsmember government.” Each center shall also establish
“and maintain a structured corpsmember 1eadership training program with _

staff advisqrs (29 CFR 97a 79 a-b) ;

"Incentive increases in ‘the monthly 1iv1ng allowance, based on time and
performance in Job Corps, may be given in increments of $5 per month.
up to a maximum of $50 per month ?29 CFR 97a. 83 f)

11-8 January 1979 -
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I Recommended Practices--Corpsmember ‘Aides and Incentives As
part of the overall center leadership and incentives system, it is
highly recommended that corpsmember aides be used to extend the effec-
tiveness of classroom teachers by assistingin individual remedial

, ‘practice,. tutoring,.taking the class roster, rearranging and indexins
“instructionaT materials, and so forth. They can be recruited, suitably -
trained oand'Compensated to proyide leadership skills and service :

" Student aides can be pf?particuiar value in beginning reading c]asses
, Where their employment provides a specific, form of remedial assistance
' whose advantages are discussed in a sdhsequent chapter of this guide

r
o~

- Use of advanced corpsmembers their training, and their compensation

sbould be outlined in a plan that establishes the -expected services

and benefits. Care should be taken that corpsmembers are not ‘used as
~.aides to the detriment of their own educational or vocational progress.
+ Rotations should be established to allow the individual aide to benefit

from the experiencé and become useful to.the teacher and, at the same

time, proyide for the training of a successor to continue assistance

for the teacher. _

The system for using and rewarding corpsmember aides can be Eeneficiai]y .

andTEffectiveiy developed with the student government and ratified by

them as.part of the overa]i corpsmember 1eadership training program

The same 1imits 'should appiy to using corpsmembers as aides ard in

educational tasks such a$ library and récreational aides, s are imposed

ﬁsr emergency ‘projects: " "No corpsmember shall partiqipate...long enough
detract from his or her educational and vocational training, in

w;ich case rotation of corpsmembers should be considered " (29 CFR -~

97a.90a

“k.* Recommended Practices--Voiunteers Tutors, Consultants. As

“a 1egitimate extension of the center's community re]ations program .
and linkades (29 CFR 97a.99), the education administrator is. .encouraged
to include paraprofessionals and volunteers from the community .in. the
education program.: Volunteers may offer instruction, lecture, and °
may maintain certain facilities, e.g., 1ibrary. Enrollees should be
encouraged to participate,in act1v1t1es and offerings generated by
community representatives.~ It is also recommended that edu¥ation ad-
ministrators, with the:concurrence of the, center director and regiona]
offices, seek to employ ACTION voTinteers, including retired teach
who have provided invaluable and personaJ]y rewarding serv1ce “at” ma y
Job Corps centers.

4

In addition consultants from -local universities schoo] systems,  hos-
© pitals, vocationai and industrial sources should be invited as guests,
lecturers or for ‘special educatignal and residential 1ife sessions on

newitechniques, idea exchange sessions, and discussions. *

¢
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3,: Scheduling and Acéountabi]ity'

~a, Planning. The long-range plan and overall schedule of center

activities are the responsibility of the center director; the master
education schedule is usually prepared or its preparation- delegated
by the education administrator to a specific staff member. To use A
staff efficiently and to adapt the program to individual center needs,
the center director and education administrator require data on student

- progress and interests, the achievement of prerequisites for various = -

activities and the availability of facilities. A1l staff members. should:
assist in providing the information needed. B L

In Tong-range scheduling of activities, required Reading, Mathematics,
and GED Programs should be offered continuously; other programs can

be taught in intensive short periods. The latter should be‘scheduled
frequently enough to accommodate enrollees who can advance through '
the curriculum rapidly. o T
In assignments for  the daily education schedule, the education ad-"
ministrator has wide latitude within the maximum benefits concept (29. -
CFR 97a.56) -to schedule breaks, recreation, lectures, special films,

or outdbor activities, in addition to iae. sual variety of programs.

Small .discufsion groups may be formed! Adstruction on special topics, -
- or for supplentary work on parts of_gha,_,'ndard curriculum., - - . ..
Since some of the education schedu]esdare'comp1ex, one of the ‘educa~
tion administrator's problems is to pridvide clear directions to the
. students for the activities they wil] be engaged in throughout the
day. To reduce possible confusion, the -administrator may wish to as-
sign enrollees to some activities on a regular weekly basis. For ex-

ample, the third hour each morning may be assigned to World of Work -

It

discussions with a different group of ten students participating each
day. L ' ’ '

b. Policy--Individualized Program Scheduling and Pro ress gval-
uation. The amount of time appointed to each corpsmember s education .- .
and vocational training shall be determined by the Maximum Benefits =

- system (29 CFR- 97a.56): The Center Director shall implement a Maximum
Benefits System to evaluate the progress of each. corpsmember. The
System shall provide for the establishment of Progress/Performance

. Evaluation Panels (P/PEP). The P/PEPs shall: - .

(1) Cohsist of at least one staff member from each of the\L
basic education, vocational training and counseling program areas;

(2) Receive progress evaluation reports from instructors,
counselors, residential advisors, and other staff as appropriate in
time for each P/PEP's meeting about an individual corpsmember; - -
‘ (3):,Meet‘ini¢ia1iy to evaluate the progress and review the -

fraining schedule of eﬁchﬂcorpsmembeﬁ,within 30 to 45 days after en-

rollment;
.o
=y ;',' A

[4
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: (4) Meet at least every 6(5 days after the initial ev"lon"
to make periodic afsessments of each corpsmember's performance in all
program areas; .\ . . :

¢{5) Have additional meéfings with cvrpsmémbers at the corps—'
member's request or at the request of a staff member concerning any
aspect of the center program; - N

~ (6) Arrange, whenever feasibley for the .corpsmember to be
present at each meeting where their case;is to be discussedy

.(7) Make recommendations already known to the corpsmember
involved to the Center Director about such matters as course or sched-
uling changes, allowance increases, incentive awards, and readiness
for entry into the exit program; and B ' :

(8) Inform corpsmembers about actions they should take to.
friiprove performance and of all recommendations the panel decides to ¢
make to the Center Director (29 CFR 97a.81). . S

"¢. Recommended Practices--Progress-Performance Evaluation Panels.
The Maximum Benefits System establisheS individual time schedules,
prescribes individual programs according to ability, assesses progress
~through a Progress-Pérformance Evaluation Panel (P/PEP), and initiates .
efforts towards positive placement when -corpsmembers. receive the maxi-.
mum benefits from the program. ' T . . ‘

b

Programs and schedules for education and training should meet, the needs
of each carpsmember. These programs and-sthedules must be reviewed.
periodically and thanged by a Progress-Performance Evaluation Panel..

. Each panel may recognize progress; recommend awards or certifigates
and, where corpsmembers have been.on center for a sufficient length
of time, may also recommend pay raises‘. Disciplinary pfoblems do not
come before the panel, and, panel members should insure that corpsmem-
bers view the panel's function as supportive rather than punitive.

T P/PE . forward ‘reconds rlecessary for asses
ment of ach-'schelluled studerit's ‘education;prpgress dd.the central ...
reeordg office w&%hgdﬂdnéﬁw

3 f

3-Tﬁ§f§dhcatf6nfﬁdﬁ9nistrétgr mugt.ihéuré-gcat'teacgers,grgadeéjdhgtéd
to attepd alt /PEleeetings-and forward Feconds 1 y for assess- .

e " anéweek -after attainment,:Wqr Ehe use ofifhe’ 1 7y
p/PEP at meetinds i, “Theses dgtd, along-withiheatt{fude: and ~:de~t¢éfob;-f:'
Kmeht-infOrmatiénLfﬁom3Var{b@s~£éﬁ%¢f}prb naiiv EompaiefEs . .C nstitute 7
the basis for the panel's determinationi .t W

s

Schedulsria

d. Recomménded Practices--Course f834d uppn’ program” -
and corpsmemgbr.oharactef?Stics'and ?ecemmghd_a;__ ;;dﬁ;h§FEZPﬁ,‘shtViy'
. center directors are responsible for schedulifigieddcational ;and -train-

resources and insurg flexibilityyn meeting the needs of individual
corpsmembers. Center direttors e also responsible for insuring that.
the central records office, or a staff member delegated as a schedulin

o } _— v - »

ing’activities that make efficieii use of available staffy.space, and

W

TN
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coordinator, is provided with the educational and training schedules
+ and is able to maintain corpsmember accountability at all times, Cor-
responding responsibilities fon the use of educational staff, space,
- resources, and the provision of the necessary educational scheduling
~. information devolve, on the education program administrator. R

. I ‘ . N .
‘Specific responsibility for scheduling course‘content begins with the
orientation course for new center enrollees. In add¥#tion to a general
statement about the aims and techniques of-thiBasic Educational Pro-
gram, the education administrator may be requested to present or at
least to coordinate presentatiori of the Health Education Pr gram (HEP)
and the, Recreational-Avocational Programs of the center and to direct
administration-of the initigl diagnostic tests in Reading and S
Mathematics.” Usually the presentations for HEP and the .Recrea- . .
tional-Avocationd] Programs are handled by the Health Staff or Health'
Education Coordinator and by the Residential Life Staff, -respectively.
Further details on the required administration of the initial screening

. tests are contained in the following section on the-conduct of- urses
and in the Reading and Math Program Manuals, ET- Nos. 402 and "4Q03. a

Within one week after completion of the entry Occupational Exploration
Program (no Tater than 30 days after entry into Job Corps), corpsmem-
bers will meet with the P/PEP in order to indicate their first, second,
-and third choices of VoCational training programs. The panel. and the
corpsmember will discyss the corpsmember's educational placement test
results and the educational program to be pursued. The P/PEP will
then allqcate the corpsmember's time between education and vocational
training in accordance with his or her individual needs, motivation,
and goals. - : - oo

. Because the Reading, Mathematics, and GED Programs are individualized and’
“‘enrollees are placed into levels or areas through the diagnostic pro-
cess and progress at ‘their own rate, the length of time that a“corps- . / .
member will take to progress through a course is not pregisely predict-
able, and the P/PEP must be prepared to change a corpsmember's schedule.
The WorTd of Work Program should be structured and scheduled so that .= .
.relevant elements are presented to the .corpsmembers during their stay -
. at the center and at times when these elements have the most meaning,
as during the reqyired exit readiness phase .(CFR 97a.52(b)(4). . The .
- Health Education Program requires a minimim of 20 class hours and should
also be scheduled rmear the beginning of an enrollee's education program.’

e. Recommended Practices--Master Schedule. As an element of the
center's scheduling and accountability system, it is recommended that.
-the education administrator assist in developing a master class sched-
< ule for corpsmember enrollment. This schedule should include a six=,

hour teaching day for instructors as well as a planning period. The
schedule should also include smaller classes for. remedial purpcses--
not to exceed ten students in beginning reading, with somewhat larger )
classes for more advanced students ranging from 15 to 17 -enrollees. . °
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Schedules, for corpsmembers should be developed.based upon individual
needs and gapabilities. Initially, low achievers may be scheduled to
spend more time 'in the'basic education programs to develop the necessary
" foundation for vocatiohal training. When corpsmembers' educational
devel advances, more time may be allowed for vocational training.
Corpsmembers not in the educational program may concentrgte on the
vocational area—to obtain marketqﬁge skills. '

Under the Maximum Benefits System,’ education-vocational scheduling
eptions shquld be flexibly rather than mechanically applied by. P/PEP
members, so that a balanced work-education schedule follows educational
~.program priorities. . . o e -

+ f. Recommended Practices--Individual Scheduling. "It is strongly
recomménded that the education administrator periodically review sched-
uling of individual corpsmembers to avoid extreme scheduling patterns
detrimental to student motivation or learning. In general, no more
thanftwo consecutive hours of any one subject should be scheduTed for
a given morning or afternoon in basic education. Neither should a
single subject be scheduled morning and afternoon. Conversely, consec-
utive sessions of a single subject should not .be interrupted by more -

“than a few days, particularly in fundamental subjects sugh as beginning
reaggﬂg;Zr.arithmetic operations .with whole numbers. /.

"Indi idyal educational programs and schedules should reflect understand-
ing of and due regard for limits of attention span and recall, and the
\demands of various programs.and program levels upon each. ’ :

b; “Policy--Exit Schedu]ingif Whenever feasible, beginning.af Teast *
45 days prior fo a corpsmember's termination, the center shall hold a
refresher traiﬁing.ﬁ;ogram for the ‘corpsmember to reinforce the WorTd

of Work Program. “ The refresher program shall include training related
to plannifg a job huht, chobsing the best job, filling out -employment
applicatiop forms, job interview techniques, and dress and conduct
necessaﬁy’go get-and hold a job. Counseling on transition back t
community 1ife shall also be gjven (29 CFR 97a.37). i

"*h.” Recommended Practices--Exit igﬁedu]ingL\ In general exit pro-

- grams, consist of activities scheduled during-a corpsmember's last 45 ¢
days on center that are designed to help the corpsmember change from
1ife on'center to the working world. - (See ET Handbook 343 and 330-F.)
Many centers find that an intense review'of the subject matter in World
of Work is extremely valuable to corpsmembers. Other centers use the
General Aptitude Test Battery (GATB) to prepare corpsmembers for the

‘tests- they, are sometimes requig;d to take by employers or employment
agencies. \ Such additions are &hcouraged. An exit phase World of Work
Program, should be in addition to, not in place of, the regu-

“lar WOW Prodram - . ‘ ,

e
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i. Poljcy--Accountability and Attendance. "Accountability sys-
tem®: The center operator’s system of monitoring cqrpgmember attend-
ance, .physical location, and status, e.g., leave, pass? etc,, (29 CFR
E 97a.10§. ' R o . e, .
The center director shall establish ‘and maintain a system which accounts
for the whereabouts of each corpsmember at.alt times. .The §ystem shall
include a record of excused and unexcused absence from all scheduled ‘
activities; passes taken, all absences from the ¢enter, .and an accurate
leave record, showing Teave accrued and taken (29 CFR 97a.91). . -7
. . y - : :

. - J. Recommended Practices--Accountability and Attendance. - Account- ;
ability policies and procedurés should be established to insure that 7
class attendance and enrollee achievement are closely monitored. Rele-
vant .records’and reports should be maintained: daily and-used- for prompt

- follow-up, ‘particularly of unexcused absences, to discourage students - - .
fram cutting class and congregating in _dormitories_pr.other non-work. .- _

- areas. - An effettive accountability system is a cooperative effort of

education and vocational instructors, resident advisors and counselors,
and the center standards officer and student governmeht. Its objective ~
is preventive rather than punitive; an effective system is not a daily ;
list-of absences but is prompt action taken to locate and admonish or
counsel absentees and laggards. An effective system depends in part”
upen staff members taking personal ‘responsibility for challenging -and

-questioning students found between classes during class perigﬁs';o P

determine whether- they have passes and reasons for their absence from
assigned activities. - ' O T , -

4. Educational Records and~Repos£§'# )

_ a. Policy--Educational Forms and Records. -Center operators shall

- establish a uniform system for the maintenance of opgoing records far .

- each corpsmember during enrollment and for the disposal'of such records el
~after termination, - o - ‘ ' ‘\‘~

Duﬂ?ng'enro]]ment.jjnforma?ion'képt about the corpsmember shall- include
separate running accounts of the corpsmember's educational and voca-
-tional training, counseling, yecreational and dormitory activities, - ,
health, history, and administrative records. Education and vocatiogal = .
records:shall be'maintained in the appropriate- departments. Adminis- = -
trative records including the Corpsmember Profilé Record or equijvdlent
-.computer document shall he maintained by the center director or'his

or her designee (29 CFR 97a.114). ’ :

The Center Director shall establish and maintain an internal reporting
sy$tem which shall see that the Cerpsmember Profile Record is continu-
ously updated by the educational and vocational training stafft and by
P/PEP (29 CFR 97a.124F). Job Corps shall require deliyverers of Job.
Corps services to complete and distribute only those forms found in the
Job. Corps Forms reparat1!n Handbook- (29 CFR 97a.118a). .

-+ -
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o bi Po]icy-—Certifﬁcate of Academic Achievement. The center direc-
tor shal] issue a-certificate of educational achievement.&Q each corps--
membdlr “who has satisfactorily completed a program. The certificate
shall be developed by the Director, Job Corps, with the concurrence of
the Department of Health, Education, and Welfare (29 CFR 97a. 38)

c. Recommended‘Bract1ces--Forms Records, ‘and Certificates‘ A
distinction is made between educationa] records and forms which are
(1) required as a matter of policy to transmit official ihformation
outside the center; (2) internal educationg}:forms used to record . and

. track student_progress in the classroom; apd” (BL interdepartmental
fgrms used to transmit such progress to t%P centra] reygrds office at
" the center.

\\\1$~€g§_f1rst category are the Educat1ona1 Summary ‘and Test1ng section

_ Corpsmember Profile Record (MA 6-40), items® 20- 33 and 54-58,
and the Certificate of Academic Achieyement (MA 6-99). Instruct1ons
for completing these documents are on pages IV- 11 and IV-20 of Forms
Preparation Handbook for Job Corps, ET Handbook No. 334. The Education
program administrater is responsible for completing the Educational
Summary and Testing section.of the Corpsmember Profi¥® Record and for
sthe timely transmission of data about the test scoré® and. the comp]e-
“tion dates for program progress. entry or completion, or both.-" The
educat1on administrator is referred Eggthe cited pages of the Forms

Pr;parat1on Handboo) and to the Healti an¥ Basic Education. Program .
" guides referenced 1n the pub11cat1on ist in the appendix-to this
gu1de - . ' : .

-~
.

- The award1ng of the Certificate of-A adem1c Achievement 1s required,

~but completion arrangements and awar ’irﬂeft “to the:discretion and
convenience of the center director, who ay de]egate thef to the educa-
tion program administrator. The 'design of interdepartmental forms 'is
‘1eft to the indiyidual centers. Samples of the internal education forms
‘aré included in the pragram gu1des for duplication by centers. (The
interrelationships of these various forms are indicated in-the folloWwing =«
descr1pt1on of a functioning educat1ona1 records system. ) -

d. Recommended Pract1ces--Eduﬂat1ona1 Records System.. . The first
information required on an-enrollee's educat1ona1‘recor3§AW1J1 be thét«*
generated dur1ng the diagnostic test1ng adm1n1stered during. the or1en-
tation period. " The education administrator should insure that. each -
enrollee's Entry Reading (RJS1) and Mathematics (MJS1 and MJS2) scores
are entered on 'the Corpsmember Profile Form, or equivalent form, at- .
centers that use computerized central record keeping systems. The ‘RJS1
score will.also be entered on the JC Form 188, Teacher's Reading Place- .
ment and Progress Chart, and transmitted to the enrollee's reading :
instructor. Similarly, the MJS1 and/or MJS2 scores dre entered on the .
corpsmember s Mathematics Progress Chart and transmjtted to the enroll- "~
ee's math instructor. After enrollees begin their regu]ar educational *
program;, the instructors should maintain in-class progress records io
each program, using the forms a‘d methods descr1bed in the var1ous edu-

¥ )
Y '] ~ .

-~
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~ but these systems

ks .

’ L .

cational program guides Nhenever eorpsmembers comp]ete a milestone

in any program, -thé instructor should submit'a report to the center's.
records office.to be entered dn the Corpsmember Profi?e or equiva]ent

form S

‘-‘

| Centers shou]d a]so deve]op necessary internal report%ng procedures to

transmit classroom progress 1nformat10n to the central _records office,
ﬁﬁou]d be as s1mp1e‘as posS1b1e with a minimum amount

of paperwork for- t 1nstructor.'

v e -

_When corpsmembers 1eave the center, however, a1l in-class educationa1

Fedords should be sent to the:central records office where the accuracy

¥

and completeness -of ‘the entries will be chgcked against the Corpsmember

“Profile Form MA 6-40. The in-class records can: then be destrqyed
. since the MA' 6 40 1s the on]y requ1red permanent record of corpsmembers
~work. B . R

The Certificate of Acédemzs Achievement is a: cert1f1cate of accomp]ish-

" ment provided to the successful graduate and-is a document for report-

ing the level of educat1ona1 attainment, as required by the legislation.

_It is to be issued upon graduation | from the center. B 'ﬂtj.

A

2 . .
. el Po]icy--iducat1ona1 Performance Measuremenf‘f—Each center di-

‘rector shall maintain-data on the center's performancelan relation to
“its goals and periodic meetings between- each center and its .regional

- ance or to readjust goals as necessary.’

office shall evaluate such data and determ1ne how to dmprove perform-..

h
A

Examples of performance'\381s which may be mutua]]y agreed upon 1nc1ude

such items as numbers of center corpsmembers(who Were .

.‘4‘

(1) Program completers

(2) Absent, both as AWOLs from the center and from educationa]

and vocat1ona1 training classes

(3) <Enroived in. vocat1oha1 tra1n1ng and in the GED program,lx'“

and those who passed the.GED-test '~ NN L

. f. Recommended Pract1ces--Educat1ona1 Perfonnance Measurement ‘
The education program administrator should arrange with the center d1-
rector to collect performance data relevant to the Basic Education
Program and its success when accurate and informative data about. pro-

. gram operation is-not comp11ed in the centra] records off1ce or e]se- :

. where on the center.

. \ ﬁ' ]

5. -The Conduct of Courses '

a. Introduct1on This guide does not attempt to repeat content

presented in the various prbgram manuals, guides, supplements, and

’handbooks By v1rtue of be1ng d1rected in 29.CFR 97a 52 the Read1ng

A

IF:\, ¥ . .;"j : -I '_ ’ . . . . .
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and Mathematigs,Prggram Handbooks (ET Handbook Nos. 402- and 403) have
the. force.of policy. The program guides, manuals, .and handbooks that '
define the other components of the Job Corps Basic Education Program
dnd that describe their conduct constitute h1gh1y recommended practices.
A11 are listed in the append1x N , N\

P |

The pr1ncipaI featur that will he]p the adm1n1strator to monitor the
conduct of courses aii summarized in The Education Facility and Program :
-Operation Checklist, The Ctassroom V1S1tat1on Report, and Program Ma- '
terials and Records Check, in_the appendix..  The desirable charac er1st1cs
of the Job Corps systems teacher in chapters III and IV are summarized -
infonna]]y for the benefit of both admipistrator and teachers in the
Teacher's Checklist for Self-Assessment. Representative descriptions -~

- -of Samp]e C]assroom Arrangements and Equ1pment are a]so«1nc1uded .

b, Recommended Pradtices--Curriculum D1rect1ves To- mod1fy pro--
visions of this guide and of the other program books, to alter proce- .
‘dures, providetc]ar1f1cat1on, or extend policy and recommended practices -
to cover new areas, revised mater1a1sn~111 be periodically issued.

| c. Recommended Pract1ces--Departmenta1 \BIic1es for Conduct1ng
Courses. For.consistency, clarity, and emphajis, the education adminis-
trator should issue written po]1cy statements on _

(1) Required use of Job Corps program.mater1a1s and referente
gu1des as the principal base line for instruction for all spec1f1ed -
courses . ' ' N . N . A

o (2) Use of various instructional materials and techniques to 9/
vary and supplement the baseline programs with the qualification that '
they do not become the dom1nant mode of instruction, e1ther alone or

© in combination , _

. (3) fh1form c]assnoom d1sc1p11nary standards preferab]y arr1ved ,’
at through discussion with'the groups.mentioned 1n chapter III and reg '
'(-ercted,1n the Student Handbook (29 CFR 97a 51)

. R
-" M T

: (4) Grant1ng passes from class. to the health off1ce, counse]-
ors, and to other center departments or off- center act1v1t1es as part
of the overall accountability system B _ . B

(5) ‘A. -.program of incentive awards and formal recogn1t1on for
edycational ach1eVement

(6) Report1ng and attend1ng to c]assrqom 1nc1dents graduated
.accord1ng to ser1ousness .

\

(7) Standards for maintaining c]assroomuchords and forward1ng N
student records and progress data, e.g., Reading Placement and Proghess
Chart, Mathemat1cs Progress Record, and GED Progress F]ow Qhart

I1-17 . January 197? .
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' students in conducting educational _programs,

to maintain spirit of, cooperation o ) _ T
| ~‘ d. Reco;;énded Practices--C1ass Size. To meet the po]icy require—'

. Y. U
ET Handbook No. 401

’

(8) Expectations for teacher. activ1ty and invoivement with

~

.

(9) Teacher meetings to provide exchange of 1nformation and

‘ ment that "Courses shall be small enough to allow for individual: tutor-

ing"™ (29CFR 97a.52a), the ratio of students assigned’shou1d not be per-

mitted to exceed the following Yor the courses listed: - = /.

Maximum Recommended Ratios L
- Beginning Readnng, 10 to 1. ' P
Graded Reading, Math, World of. Work 15 to1
" GED"Preparation, -17 to 1 T
On-the-Road' Driving,-4 to ¥

o 0ptiona1 and Avecational Courses, 17 to 1 ; ,: AR

where corpsmember aides and other auxiliary teaching staff are used,
as discussed in chapters on teaching techniques. ,

4 e Recommended;Practicess-Student Feedback on Progress. It is

2

strongly recommended that procedures to provide feedback and progress
to enrollees be.established beyond minimum program- requirements and -

3

L

~

: It shou1d be'noted that these maximum class sizes are acceptable on1y L

that the education administrators include interviews with corpsmembers;'.'

‘as part of regular supervisory visits-to the c1assrooms. “Corpsmembers
.Should be aware af their owr placement.in. each program,-what i$ re-

quired for advancement and eventual comp1etion, where materials are

,1ocated where to go~for as51stance, and how to get progress recorded

 f. Recommended Practices--General Testing. The Stanford ACh19V94

”ﬁ-.ment Testing Program and General Aptitude Test Battery (GATB) are no.
.. tonger required parts of."the. Job
- however,.be used during . the ﬂast(#ﬁ days ‘of corpsmembers’ stay ata

center as a part ‘of a center-develtped Exit Program; this prepares
corpsmembers for -the testing they sometimes need when they app1y for
Jjobs. . '
Job Corps does not rsyuire gr authorize the general usé of IQ-or other
psycho1ogica1 tests, and no tests other than the programmatic tests
requested in the various education program directives will be used at

Corps.Testing Program.. The-GATB may; S

any center without -specific pennission from the Natiqnal Health Office. .

The center's education administrator should berrespons1b1e for educa-

tional testing. Administration of tests may be delegated to staff mem- - .

bers who. are trained to administer tests, but the education administra--

tor-retains authority and final responsibility. - The administration o;{fﬁ
d

such tests should be carefu11y controi]ed and test administrators sho
observe the ru1es . ? -

i ¢ R :
»\( Y ' 4 . x .
. . \
.
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_ : (1) The Federal Regu]at1ons (29 CFR 97a. 50) provide for the
._adm1n1strat1on of the RJ 1 and MJS1 tests during or1entat1on The
Reading and*Mathematics Handbooks ,require that under no c1rcumstances
- Will RJIST and MJSI tests. be adm1n1stered in-classrooms: where "other nor- "
A maL_c]ass activity is going.onjor where the test administrator is also
serving as an-instructor with other claims -on his/hér attention. Tests
will be administered in quiet rooms set aside for the purpose by a
staff member who is free to devote all of his/her-attention to the”
~proper mon1torfﬁg of the test session. (RJS1 testing procedures are
described in section A of +the EJ Handbook 40 MJST testing procedures
are descr1bed in section 1I° of ET Handbook b. 403.) .

»

(2) A test administrator or educatnon adm1n1strator must pot
perm1t a corpsmember to retake any test at short intervals in an effort
to raise the score. S . [ o ‘.

(3) Because GED test adm1n1strat1on is handled by state depart-
ments ‘of education and local administrators, discussion of the: educa-
tional administrator's responsibilities for these tests is 1nc1uded 1n
the fina] sect1on of this chapter on education’ program 1inkages.

§i Educat1on Materials and Facilities 3 ' o

a. Pol1cx;-Educat1ona1 Materials. The center director shall also
see that required forms and educational vocational training supplies
. are available to staff and corpsmembers as needed. The Job Corps re-
-gional offices shall instruct center directors and other nterested
part1es about hhow to pUrchase such materials (29 CFR '29a.118b).

b. Recommended Pract1ces--Program1Mater1a1s Requ1red ma¥Er1a1s o
for each of the Job Corps Basfc Education Programs are listed in the
program handbooks. In add1t1on, a single comprehensive 1list with or-

j- dering instructions is in the Catalog of Materials of Job Corps,. ET
Handbook 338 ;* every educaf1on program_ adm1n1strator shoqu have a copy. .

The program administrator | shoyuld estab11sh a stock and resupp]y ar-
" rangement that provides su1ta e and -sufficient quantities of materials _
(consumable and non-corisumabi¢) for evary component of the instructional’
system and insures that-cqrpsmembers' individual needs are met. A

e SYS for®stock control hqu]d establish reerdering levels so that each ’
ins uctor uas syff1c1ent supp11es on hand at all times.

. T0 1nsure cont1nu1ty of i struct1on, a single staff member, shou]d be
assigned responsibility for timely reordering of materials. Teachers
should inventory their educational supplies at frequent intervals and

. submit orders. The sys should also provide -feedback to teachers on
the status_of the1r orders, 1nc1ud1ng expected de]ays

-~

« *Commercial Supplies/ . , .
. . . . . : (. . N ) ’
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. €. Recommended. Practices--Supplementary Materials. The education
administrator is encouraged| to use part of the educatipnal budget for
- - supplemental materials, resources, and devices not defined in the Job
Corps baseline materials so'Tong as they help to accomplish program
: objectjvegf“ The administrator is;gdbourageq to augment.the program/but
should obtain approval from the Job Corps regignal office.Yor; substan- ~
tial'addiFions. ¢ - : o e oo o

'

d._,Récommended PracticeS--Audio-Visual Materials. It is regom- . :@ -

mended that, at least at Targer centers, the .education ad strator
designate one staff member on a partstime basis to providévaudio-yisual
aids for education, training, recreation, and other, program needs. =
This staff member should establish a plan for stock control, fiscal.ac-
countability, andrsecurity and3hrotection~of expensive equipment; ad<
minister the audio-visual materials budget; and arrange for necessary

BN "équipment—vepairs, film rentals, and so forth, . = Lo e

[ LN ..

The plan.should include provisions for the staff to make formal, written
requests for equipment and arrangements for seeking and responding to" . ..
‘student requests for recreational films, records, and so forth. Where =
time permits, the audio-visual program should “include provisions for. -
' obtaining materials through loans; gifts from industry, and community
..organizations. The center's audio-visual} resources include a stock of :
filps, film strips, tapes, and records that are frequently needed for. <
instruction and orientation and, where possible, -extend to models, mock-
ups, maps, and manipulatives. Arrangements should encompass orderly .- /
- and scheduled de]ivgyy and return of eq%ipment anhd media. . T

e. Reeommendéd'Practicesa-Education‘Bui]diggL_'CprtaintgeneriP< o
- . characteristics of a suitable basic education facility-deserve mention
" because their influence on program quality and student motivation is
. important even when not clearly measurable. An attractiﬂe,-quief;‘or—'.;
. ,-derly,-and well maintained facility influences student attitudes toward "
\lsic education 4in subtle, but nonethelgss) significant ways. An édu- "
~ caion program that.appears to.bé-neglected by the center can hardly,
enhance the respect of corpsmembers for e ucation. Within tHe range of
adnfinistrative discretion, then, there should be: .

- : w_ . ) .
(1) Adequate classroom space for]present and Projected enroll-
ment and to permit individual study and tutoring ' o

1 . ‘ﬁ' ) . . . X . .
. (2) Sufficient natural and artificial 1ighting and ventilation
for comfortable study S S

(3) Sufficient classroom furniture in good condition to meet:
seating requjrements.' . S - -

. (4) MAdequate and ¢tlean restroom facilities N 5

,"Highiy dééi}ab1e thougﬁ'not mandatory are a system.of bells to’monitor
. class changes, an audio-visual room or other closed space'pegmitting

v : . . R '
S ‘*/i’f— . 1120 |
o [ V _ . : . e‘ : . 40
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wediire storage of equipment, folding doors between ‘classes to alTow . e

‘alternative use of space, and bulletin boards for the decoration and

posting of. education information. .

.f.” Recommended Practices--Classrooms. The di?fefencés_in a Job

;':#yg s classrooms Tearning laboratory, and a convegtional schoolroom
ight w

meeglinsignificant or jncidental. There are wide differences
among:c rs, particularly since many centers use rooms that were
origi" b designed for other purposes. On the whole, however, certain
s are distinguishing, and reflect differgnces in function.
. o / .

differet

/

The Basic Education Program_cahses some traffic control and storage

prob]ezlt andeggoms for this program should be furnished ta encourage ) )
effici movenfent of people and materials. Sample classroom arrange-

ments and furnisidngs are Tisted in the appendix. More information is

" included.in the WBecific program guides. _ e

The following principles are abp]icable to all programs. \

: (1) The layquts ang-furnishings for the Job Corbs Basic Educa-
tion Program should dep from the stereetyped classroom. Setting and

" decorations should be a§ adult-oriented ag, possible.
N . v, . - ' .

: (2)‘ Where possible, arédk‘requifing activity and congrega%idn
of students, such as teachers' desk and materials storage, should be
separated from areas used for quiet stuggg - ¥ - ~

(3) Seating arrangements sholld permit free teacher access and
observation of work, preferably with enough.separatien between students

to minimize distractions frém individwal tutoring.

(4) Furnishings.shouldvpenmi; variations between group and in-
dividual work whenever possible. : T o o

]
s

(5) Each student should 1dea¥1y have about ten square'feet of
unencumbered space. . . . R
- ! - - »
., (6)" Wherever possible, classroom managgment: nd the mainténance
of order should,be shared with students. ‘

» ' k S .
(7) Materials, equipment, and records should be stored for

open and easy access whenever po?sible and locatéd where they can be

‘conveniently used and returned. : :

(8) Seating arrangements should be flexible and adaptable to
change in subjeé;\matter,_class size, and teaching method. , .
%9) use should be made of eye-appealing, subject-related, and ‘
preferably student-developed displays and advancement charts to stimulate.™.
interest and direct attention to progress. Care should be taken to make °
suth displays rzgiyant, age-appropriate, .and mogivating as well as decorative.

- /
-~ .
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(10) Aftempt should be made to provide classroom books and
supplementary materials relevant for disadvantaged youth and of a
multi-ethnic character. 3

. (119 Adequate equipment and audio-visual material, such as
films, film strips, tape, racordings, models, and mock-ups should be
provided for .easy. classroom use. :
Job Corps classes-tend to be small, particularly where classes are
designed to teach the Job Corps Basic Education Program: ~Blackboards .
~do not. dominate the classrooms as they do in more ‘traditional settings ~
and the teacher's desk is not the focal point and centerpiecgof the
room. s ‘ . S -

- Wherever furnishings and space permit, flexibility.of classroom ar-
rangement should reflect the importance of individualized instruction.
sSeats are moveable and are more often arranged in sémi-circles than
rows. (Whether it be a question of seats, tables; or carrels, the
arrangements tend to reflect the need for freejind unobstructed passage .
to mateyials, records, and to the teacher as a resdurce. These "traf-
fic patterns" reflect the prominence of independent work and a self-
direction within the guidelines of the program. ‘At a given moment,
the majority of students are usually in their seats, but openness in
the classroom and free access to tables, storage cabinets, and-“shelves
are needed for the program to work as intended. A structured program
requires less structure in the environment. :

The outlines for furnishings and components in the appendix, pages

A-15 -*A-19, are examples of functionag arrangements widely. used in _ .
Job Corps cenaters.’ Education adminis ors must decide what.sugges-
tions are adaptable to their own situ n. Suggestions vary according
to the ‘nature of the activities which predominate in different sections
of the program. Requirements for beginning reading, for example, natu-
rally differ from those for graded and’advanced reading, on the one
hand, and mathematics or GED, on the other. : '

The safety provisions under the Code of Federal Regulations should be
observed, particularly in classes located in, or adjacent to vocational
training areas: ' :

s
Y

The Center Diregtor shall see that corpsmembers are not required or
permitted to work, be trained, or receive services -in buildings or
surroundings or ‘under conditions ‘which are unsanitary, hazardous, or
lack proper ventilation. Such work and training shall meet the stand-
ards set forth in the regulations under the Occupational Safety and
Health Act (29 CFR 97a.115).

7. Education Program Linkages

v

a. Policy. Cegie(s showd establish relationships, whenever

feasible, with educational institutions to arrange for GED examinations
. . !

.
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+ and/or low-cost, off-center vocational training and to develop placement
opportunities. .

-

ity relations program pursuant, to
stablishment of a community rela-
such objectives as:
i
R ) i 4
(1) Giving communaty officials advance notide of .changes in
center rules, procedures, .or activities that may affect the commun1ty,

Each Eenter shall estab]ish'e co
section 411 of the Act, to include
tions council. The program %hall ha

~

. (2) Affording the community a vo ce in center affairs of
direct concérn to it, Aincluding policies goyerning the 1ssuance and
terms of paSses to corpsmembers,

(3) - Prov1d1ng«center-staff and .corpsmembers with full and
rapid access'to relevant community groups such as law enforcement agen-
cies, educational institutions, 4nd agencies which work with young peo-
plg in the community;, , . g

(4) .Arranging recreational or similar events in which both
‘local residents and corpsmembers may participate;

(5) Developing, where feas1b1e, job opportunities for corps-
members in the community;-and .

(6) Providing corpsmembers an oppgrtunity for participation
in community service projects (section 41Tg

Each Job Corps center shall, to the extent feasible, establish coopera-
- tive relationships with .other Tocal manpower and manpower-re]ated agen-
cies, including prime sponsors under the Act with other agenc1e5fogera-
ting rograms funded through the Department of Labor (29 CFR 97a.9
(dre)). R
b. Recommended Pract1ces--Educat1on L1nkages The education admin-

1stra£or s encouraged to develop plans for integrating educational
activities with all other components of the center program; orientation,
vocational training and work experience, residential living, avoca-
tional program, community relations activities. This will help corps-
members better understand other training areas and will add growth in
citizenship and 1ife skills. Where possible, the education administra-
tor should strive to provide eligible enrollees with additional opportu-
nities for advanced technical and academic education through 1ocaq
education .institutiqons. Costs contingent upon enrollment in individual
classes at colleges or technical schools for ‘corpsmembers shall first

be cleared with regional or agenty authority. Such extensions of the
Job Corps Basic Education Program are referred to in.the Code of Federw]
Regulations as ‘occupational support services', or:

Activities or services required ancillary to the direct
operation of Job Corps, sych as recruitment ands screening

11-23 January 19/9
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. -services, union, contracted vocational training and
* ‘off-center education training, placement services,

-health services, and m1sce11aneous 1og1st1ca1 servi-
ces (29 CFR 97a.10). ‘ e

o

»
v

c. ,Recommended Practices--GED TesziggArrangements. ' ';

(1) Responsibilities. It is upua®y the education adminis-
trator's responsibility to arrange with local] GED test centers and
state officials for the testing and, where abp11cab1e, Ei certifica-

tion of eligible GED candidates. The overall center- ~[gs onsibility to °
arrange testing, to, app]y for state certificates, and to\pay the, test-
ing fee is contained in 29 CFR 97a.52 b3. This respons1b111ty 1s
frequently delegated by the education administrator to the senior.GED
1nstructor, except where the two roles coincide. Whatever the adminis-
trative arrangements, the education administrator should insure that
the ajpropriate arrangements are estab11shed on a continuing basis.

The administration of GED tests is controlled by various state depart-
ments of eduedtion. Each state department of education is authorized
to impose age amd-residency prerequisites for admission to the, test and
to establish its own standard passing score. Admission of younger Job
rps enrollees and temporary residents of the sfate to GED tests re-
quires careful and tactful negotiation befWeen the education program
administrator or designee and each local.GED testing-center.

.. . (2) Recommendations. Two recommendations of the Office™of

Education Credit of The American Council ‘of EducatYon, of which the

GED Test1ng Service is a branch, are of. part1cu1ar relevance for GED
testing and state accreditation effd(Es at Job Corps’centers.' These
recommendations deal with the testing of 17-year olds and the use of
Spanish language versions .of the tests. Recommendat1ons are:

(a) That the persons 17 ér older who do not meet the
minimum age requirements for certification be admitted to the test if
they have been out of high school at least a year before application
or if their high school c]ass has graduated, and.if they present:

: 1 Cert1f1cat1on of graduation from an apprent1ce-
. ship, Job Corps, or Postal Service Academy Training Program

2 A wr1tten employer request for GED test1ng to
&ua11fy for a job

‘ ,3 A written university request for GED testing to
qualify for admission . .

4 A wr1tten Armed Serv1ce recru1ter s request for
GED ‘testing to qualify for entry.

(b) That Spanish-speaking adults taking the Spanish .
AT ‘ .
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versions of the test be issuéd equivalency certificates by 'the state

based on that test with the same age and residency requirements applied
to English-speaking candidates. It is recommended that education ad- -
ministrators-with Spanish-speaking enrollees evaluate this alternative.

{

(3) Publications. Several publications of the GED
Testing Service will help the education admjn;strator'and GED
instructors to arrange for test administration.and state certifica-
tion of qualified students; also, they can help to determine when:
GED candidates are ready to take the GED test and have a reasonably
good chance of passing it. The newsletter is free,#ut the.f1rst
and third publications must: be separately ordered and prepaid:

. .
t » . . i

(a) GED Testing Service: Policies and Centers - This
booklet summarizes the policies of each state department g4f education
and gives the name of the person responsible for the program in that
state; itjplso lists the GED.LEiiing Centers by~state and location. $2.8¢

. (b) OEC Newsletter - Publisked three or four times a .
year; updates state policy statements; provides news about other policy
changes and items of interest.

(c) GED: Brochure of Information for Candidates - Pro-
vides general gyidelines for test -preparation and sample tests in each
of the major test areas, that, when self-graded, offer a pass-fail
prediction for each part. Recommended as a pre-test predictor after
the Job Corps GED Program as an alternative to the.Stanford Achievement
Test(SAT). Cost: $2 for a single copy, $1.75 each for multiple copies.
Order from The General Educational Testing Service, Oneébupoht Circle,

washington, D.C. 20036. ,

d. Recommended Practices--Program Accreditatiog. With careful .
planning through regional, state, or local authoritigs, organization,
and preparation, a number of Job Corps centers have succeeded in establish- ..
ing an accredited school. Where this has been done, students have
the option ot working toward a regular high'school diploma or the GED ,
without attending classés in a fraditional school setting. ,‘;;

To -approach a‘sch061 district on behalf of Job Corpsy the administrator
should understand all aspects of the éducdtion component: the objec-
tives; curriculum; the materials and-their publishers; the teachers and
their backgrounds. ‘ ‘ .
Experience -with Job Corps curricula in reading, mathematics, and ad-.
vanced general education (GED preparation) has demonstrated that some
school officials will accept this system and fully accredit programs .

based upon it. Schools accept this system for some of the following .
reasons: ' : PR
1 January 1979 [
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There are manuals in each subject matter area wh1ch spe11
out obJect'ves, technjques, and materjals to be used . D

. (2)_.School district personnel quickly recogn1ze the pub11shers
of material within the Job Corps system .

3) SubJect matter areas co1nc1de with what most schoQl dis-

. tr1cts consided to’ be the know]edge and skills necessary for graddation.

-1(4) There are charts within each subject matter area which
map- out/ for students the path to be followed to completion. Such.
charts also demonstrate the system's emphasis on short- -term-~goal, set-

‘t1ng and frequent success reinforcement; these factors are recogn1zed

. in modern education theory as necessary in programs geared to the d1s-
advant géd( , -

' fhe f regoing are proven positive aspects of the Job. Corps system in

'tenhq of its . saleability to local schoo] d1str1cts )

Therl is a def1n1te course to be followed in the approach to the school *
district. Successful experience indicates that it is best to start
with the superintendent. More tha§*%1ke1y, the superintendent will
have 1ittle or no ongoing relationsWip with the centergbut it is im-
poytant from the beginning that the super1ntendent know about the pro-
gram and its objectives. .

It is 1mportant to beg1n the negot1at1ons with someone who can actua]]y
decide’on the issues presented. .

, The presentation should include the fo]lowiﬁg{cthiderations: One per-

.. son should deliver the presentation. This sfiould be the most know-
ledgeable, not necessarily the most prestigious, representative. of Job
Corps ATthough it may b& advisable to have several people represent-
ing Job. Corps (agency repregentatives or project managers), too many
speakers tend to confuse: the issue. . .
It may be advigable to begin a brief description of what kinds of cli-
ents are serveE School district personnel may have only a sketchy
idea. Whoever makes the presentation should describe the proposed

. program in as compact, precise, and uncomplicated a way as possible.
Dramatization, extensive rhetoric, and uncomplimentary remarks about
existing schogl district programs will be more harmfu]’than‘he]pfu].

Visual aids, guch as flow charts,’may help to explain the curriculum.

A real Sﬁl}fhg point for the school district may be that the Jgb Corps
education:component can be, in effect, a free exper1ment in edugational
methodology. In fact, if the education component is fully accredited
and treated as an extension of the school system, ® may be_possible
for the district to receive average da11y attendancé funds from the

state.

,“ . 11-26. January \ 1979
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It is most important to emphasize the purpose of the presentation. - -
‘ Let there be no uncertainty as to what is being requested from/the

. school district. If high school credits are the issue, then how many?
.On what basis are they to be granted? ' :

If teacher qualifications are likely to be an issue, the adminstrator
should hdve the facts about teacher accreditation and skould be famil-
iar with local requirements. 1f teachers are not really qualified,
the administrator should suggest how they-might become qualified through
course attendance during evenings and smqgsrs. , _

. : - .
If the district officials have to further consider the matter bgfore
a decision is reached, it is advisable for Job Corps representatives

. to leave with them a brief synopsis of the presentation. .

)
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-: CHAPTER I1I
BASIC TEACHING PRINCIPLES . | .o

1. Introduction '

This chapter discusses some of the classroom techniques,-skills, ‘

‘ and principles that can make the systems approach into a personal v
b and significant learning experience -- a structured interaction bet- o
ween teachers and students that supports and promotes™learning. .

"+ While the framework for this interaction is determined by the system,
research and experience demonstrate that the ultimate success of
the interaction depends upon a .teacher who can make it both personal
and vital for the students involved. ) -
13

2. The‘Systemgjleacher

The Job Corps systems approach to basic education'changeg*fﬁé role of

- teacher as well as of students. The traditional teacher accustomed to
working with a large class at one time finds that, with proper p1anniné,
"he or she has {gen freed to become a learning guide -- able . «
to work with each student as the need arises. The good systems

teacher spends little time lecturing to the students as a group, asking
. questions and noting responses, grading papers or supervising silent
-study while seated behind a desk at the front of the room.

Typically, more time is spent with the students, moving among
them, working and interacting with them personally in response to their
spoken and unspoken needs. Instead of bejng constantly onstage at the |

" head of the class, the good systems teacher finds or creates the freedom A
to become a facilitator and organizer of independent or small-group
activities, varied occasionally .with a film or a game. One advantage
is that when‘the teacher does elect to present.material orally through -
lecture, charts, or a blackboard demonstration, ‘students are likely to .
be more attentive. The freedom from nearly total dependency on the .
lecture method permits its more effective use on those occasions when
it is the best method of instruction. - _ " ‘

R i '

“Initially, some teachers find their new-found freedom somewhat discon-
certing. Individual contact with students and their learning problems
jmplies a degree of personal jnvolvement that the expert lectgger can
avoid or disguise as commitment to the accuracy of the subject*matter.
On the other hand, unskilled or disorganized systems teachens can be-
come so overwhelmed by the mechanical details of ro]]-takingihfi1ing,
and grading papers and tggts that they become lTittle more than~senior
clerks. Unless teachers@re trained and assisted by their supervisors
and colleagues in planning how to delegate such tasks as grading and
recording scores to student aides, this potertial freedom will be lost,
only to be replaced by routine drudgery -- the occupational hazard of
arl types of teaching.

(o
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< Ultimately, alert apd active syst%ms teachers can ‘discover new ways of
thinking about ‘their educational.tasks and begin to see how they ‘can be
changed into opportunities for self-renewal; this process can bé greatly
‘assisted by departmental policies that promote-the regular exchange of

¢ ideas and the broadening of teaching skills. When routine instructional ‘
tasks, are shifted to the program and the learner, as is intended, there = N\_
should be not only more involvement of the participants, but also time ., °©
for the teacher to work with students on a one-to-one basis or opportunity’
to explore ways of varying and enriching the curriculum. * ) B TN
Many new teachers, "particularty these with traditional backgrounds, are
initia]]y%ﬁpqnthusiastic over being, as they see ,it, limited.to the.role
of resourfe persons. They consider the idea of students scoring their
tests, getting their own materials, and keeping their own records an '
organized chaos. Often these initial objections fade as the teachers estab-
1ish anather comfortable routine of mechanical procedures. It is unfor-
tunate for teachers, students, and the program when teachers become fixated

- at this level.of passive adaptation. No amount of retraining in the me- .
chanics of program administration w#ll contain the spreading apathy that -
such an attitude can impose upon the clqssroom. _

Effective systems teachers sooner or later realize the advantages irher-
ent in  an individualized’ system if they remain alert and seek oppor-
: tunities(;o be more active and personal jn their teaching. They learn to
do so iflonly as a matter of se]f—pne§§£}a¢i0n3 for whefe they do not,
' the result is .invariably chronie boredof’ or controlled hgstility; in
either case, this creates an atmosphere'that is destructive for both
ﬁpudent and teachers. .

. . . : L - .
3. Setting Up The Program ¢ : e N

v

. ‘ v .
'Tﬂ; program outlined in the first'chaﬁter includes commercially and
Job Corps developed instructional materials_and tests that are drganized
and -explained by handbooks, program guides,” and supplements which both
‘familiarize teachers and administrators with the intended operation of .
the Job Corps Program and provide comprehensive and’ specific instructions
for establishing and maintaining the system. Though detailed, the com-
ponents of the system are not difficult to learn and pyt into effect.
It has also been customary in opening -centers to provide initial tech-
nical assistance and training$ . . R
1 .

It is critical to ‘the establishment of a new program or the injtiation
of a new teacher that the prpgram be learned before meeting the students
for the first time. Where a new teacher is taking over an existing class,
it is the responsibility of the education administrator to provide suitable
coaching and supervised practice. Nothing will impair or delay effectiye
instruction or discourage new students more than to have a teacher grop
ing through a system no one understands.

. %
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'Nherever di!sib]e, in1t1a1 teacher training should be conducted by ‘some-"

« oné who ‘is not only familiar with the. program but also skilled in the pre-
sentation and illustration of events that arise’in its classroom @se.
Where a program is established and a‘'single teacher is being trained, the
. instructor will normally be an experienced teacher. Those estab11sﬁ1ng a
new program or planning to conduct a large training session should.coor-

. dinate, arrangements and inquire about regional ‘training resources through .
the center. project m ager. An experienced trainer can often save time
and ‘make ;the training more effect1ve by clearly explaining the system,%‘
suggesting how rooms' should®be arranged, materials disp]ayed “records
kept and so forth. An experienced trainer can also assist in identify: ng
common breakdown points, procurjng initial supplies, and establishing e
restocking procedures. Trainer§ can also serve as effective discussion:.
leaders when teachers are able to gather to exchange 1nformation and ex-
periences' ahout new ideas and techniques.

4. Initial Contact

_/

Par% of .the purpose of careful prior preparation in the mechanics
he Basic Education Program and the details of procurement, filing,
.. and course direction is to permit the teacher to focus attention on ™
. the mo ortant aspect of start1ng ug a program -- ¢he psychological
climate™of the classroom. Both in the | eg1nn1ng of a new class when
the number of encounters.-and impressions is multiplied and in the initial
contact with a single new student, the effective teacher will be attuned
to individual needs and the climate of opinion in which instruction must
" be started. Enthusiasiic acceptance is rares. Commonly, the teacher will
have to overcome defensiveness and passive resistance and undergo a
_ certain number of staged trials_of firmness and tolerance before student
acceptance will be granted. Trust and affection will come later, if at all.

> While being task-oriented and friendly, the effective systems téacher
is able to keep the overall goal in view. Since the teacher is often
working with students who are intimidated by learning however much, they
cover their fear and avoidance with bravado, the long-range strategy,
re-emphasized and incorporated in most of the new feachifg methods,.. ‘

is for the teacher to bpe lavish with praise and sparth criticism.

}' Recent strategfes of teaching, such as behavior modification and ,
pragrammed learning, have done little more than give th1s insight a "
new scientific emphasid, form, and t1t|e v .

%ur1ng the per1od of 1‘lt1a1 adJusement to program, classroom, orsteacher,
he student should. experience as 'much success and as few reprimands and
rebukes as possible: In order for behavigr to be constructively channeled
and modified, it must first be manifested. At first students may need
encouragement to move in roughly the right direction, or even to move at
all. Later, it will be desirable to provide feedback that will let the
tudents know how they are doing in order to shape their behavior towards
increasingly specific objectives. But, particularly during the initial

, '11-3 . January 1979
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per1od the teacher should avoid remaﬁks or act1ons that are 11ke1y to
reactivate students'”defenses-against feelifgs of failure, guilt, and '
shame. On the contrary, the teacher should, without flattery, try toi
convey a senge of optimism about the poSS1b111ty ‘that .the Job Corps  _
setting and program will provide a solid chance for success. . A
R : . '

. ‘_-5. Learn14g Through Tr1a11and Error -

One characteristic of students who have been unsuccessfu1 in 1earning in/ $ﬂ¥'Q‘

the past is a tendency to exaggerate the importance of errors and to V1ew
. them as ‘threats to: their sense of maturity and personal value. If students
Begin ith a damaged image of self-worth, they are likely to sbg mistakes )
as confirming. that they ‘are "dumb" or "lazy"-or "worthless.". To the extent
that hey consider peer pressure and status-seeking in ‘the classroom, st ,
dent Aare .also likely.to see mistakes as pub11c failure béfore a.jury of the1r
peers ~- commonly .the most s1gn1ﬁ1cant and irfluential group in the 11ves

~0f young adults, part1cu1ar1y those away from home. * -

Effective systems teacheQ§ should not only be11eve that much of our most .
1mportant and enduring knowledge comes through learning from our mistakes,
they should communicate this attitude in the classroom. If students can {ﬁf’
be brought to realize that recogniized and corrected errors are stepping-

s stones to the mastery of essential skills rather than marks of personal
worth, they will -have moved a long way toward e]1m1nat1ng harmful va1ue -
Judgements from the pfopess of 1earn1ng . e

“One of the values of programmed instruction is that it excludes the pres-
sure, for common pacing from the learning process{ The ,teaching psychology -~
which it. implements and which the teacher can assist is cyrrently termed ~ .-~
mastery learning. It asserts that under appropriate instructignal condi- '
tions .virtually all students can and will Tearn most of what they, are
taught and, though it has ancient roots, it has most recently been advo-
cated and elaborated by Benjamin Bloom (1968) and others. Permitting ' .

- each student "to mar his own, drummer" by means 8f defined objectives,
personally determined performance goals, and the private and tactful cor-

-~ rection of-errors may be the most powerful means. th& teacher has for

. 11berat1ng students from a personal 1dent1f1cat1on with failure.

To 1mp1ement this theory in the classroom, the tea her should work toward
the gradual development of trust and the conviction that the teacher is
an ally who is trying to help. It is important to structure program en=
try-so that the student experiences early success and to present informa-
tion agagt errors constructively. When a student makes a mistake, the
teache®should try to select some aspect of thé answer that is partly cor-
rect and give recognition to 1t before po1nt1ng out the part’ that is wrong.
- The way feedback is given matters. the tone of voice, the choice of
# words, or whether other students can overhear. Sometimes the best

I11-4. ° | January 1979 -
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resu]ts.occur whéh students can correct ¢he1r own errors. Trainees
especially, "must be taught as if you taught them not, And things
' unknown proposed as things forgot " .

6. Estab]1sh1ngﬁPersona1 and Program Goa]s _’ “ R *

The “coopdrative def1n1t1on and 1dent1f1cat10n of realistic 1earn1ng
- goals shouTd be ‘one of the first steps in establishing either a .
, group or individual program. It is, in fact, in order to do this for
- eacﬁ student and to deterg1ne the range of student strengths and weak-
nesses in a class ithat diagnostic testing is the first step in initi-
. ating a new student or group of students into an ongoing program, ‘
" Such test1ngvcan prov1de information about desirable goa]s and priori-
ties in teaching.
/
Goal definition and acceptance is often diffictlt because it 1nvo]ves
matching unexpressed®concerns and partly formed ambitions with immediate
tasks that are unappealing because tth confront students with ‘the
' ‘'gap between where they ‘are and where they want to be. The most success- ’
. ful strategy is usually to get the stydent to focus 'on an intermediate
goa] somewhere between the real and ideal and then to break the. inter-
“mediate goal down ihto easily mastered steps. Ideally, each stepyill
be significant and rewarding in itself as we]] as an advance towards
a Tong-range amb1t1on C . ~—

nection between aspiration and the masteyy of classrodm.skills and

‘units that will br1ng that%spiration within reach. Though the students -
~:may generally recogn1ze the value of educat1on, they may need to be
"frequently reminded that certain basic ed ion skills are essential

to the realization of their persdonal goals and ambitions.

. % . 3 o . .
Experienced Job Corps' teachers\know that needs such as love, security, ?
@ family, possessions,%and ‘economic independence are more motivating
"~ for most studenty than the abstract love of -learning. This does not
.mean that art, music, literature are deprecated. But by widening .

- horizons. while, 1d1ng‘on to what students -are realistically interested
in, teachers. can avoid the trap that once caused Mark Twain to define °
a classic as someth1ng everybody else-should read - '

An important mot1vat1ng device is to hq%i the student -see the con-

-

In estab11sh1ng goals, the teachers shou]d be able to respect values
they may not share “and recognize that the participants in Job Corps

dre in fact adults who need to develop ﬁhe1r freedom of choice and
self-determination rdather than children to bé coaxed or coerced into
"right" decisions. . . ‘

In adapting to an increasidgly redictahle vocational future, students
need both basic education and vocational skill§ training. Robert :
Hutchjns' crft1c1sms of overly speaialized vocational trainifig forty
years/4go bive been confirmed by recent nationwide research by Wellford
Wilms (see bibliography) on the effect1ven§ss and short-, range‘relevanoe

) . A . .
.
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of much vocational education. spite its own shortcomings, basic
“education can provide-an essential balance weight for overly specialized
vocational training. Until our prediction of economic and vocational
"needs is improved or the closer coordination between>school and work .
advocated by Willard Wirtz is achieved, teachers will need to assist
students in surmounting arbitrary educational and vocational barriers

~

that represent actual prerequisites for employment.

“ ‘ .
Most students in Job Corps reaTike the importance of reading, arithmetijt,
high school equivalency certification, and job-seeking and holding skills
for the attainment of their 1ife gbals. The art of teaching resides
partly ip defining the connection between these long-term objectives ahd
immediate learning tasks., . : . 2 . :

7. -Classroom Atmgsphere ' SN ‘ "y
In order to accomplish these learning §ba1$;'the effective systems teach-

gr will need to establish a classroom atmosphere in which they -

can be achieved. A certain amount of quiet and order is obviously a

minimal requirement for any type of teaching and, particularly, for teaching.
on anjindividual basis. TIf the constructive possibilities of-peer”support-%
and other forms-of social re#nforcement are to be exploited, the teacher
should aim at creating'a learning environment that not merely permits, but
actively promotes application to learning. As-in other areas of teacﬁing,
a constructive learning environment is less .1ikely to be the résult of
lecturing students on its values than on structuring activities that will
make it a natural by-product of personal commitment and interest. The
at§itude of the teacher toward the material being learned is probably

central to the feelings reflected by the students.

The classroom atmosphere is #1so related to the clarity of group and in-
dividual goals and the understanding of students about where they stand
in relation to them. For this reasop,:all the major Job Corps Basic Edu-
cation Programs include some form of progréss chart that, when properly
filled out and kept current, allews students to see their profress against
a background of planped achievement leading to thé mastery of a skill or
a subject. _ e

- - b ' - \
Where students are apparently committed primarily td/defying authority,
the creation of a suitgble atmosphere may indeed be-impossible and steps
may be required to change the composition of “the group in the interest of
the. program objectives. But teachgrs should not be too ready to conclude
that they are dealing with incorrigibles who can only be handled by being
expelled from the learning environment. Often it is the students who seem
to £it.the stereotype of rebel who are most clearly, even if most dis- .
ruptively, expressing their desire to be challenged or helped, along with
their conviction that they are beyond either. Obviously no &asy rules oy
formulas exist, -and each teachgr must decidg how to handle disruptite
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behavior. On the whole, teachers who enter or remain:in Job.Corpsatend
to be those who are W1111ng or evenceager to deal¢«with the difficult tases
as wi 11 as w1th students who dre more pase1ve and comp]gant .o B
Ine treme casesu classes that have formed a fixed hostility to a certa1n
teacher nr that have heen un@ble to find the necessary excitement in the
classroom in eonstructive learning activity may actively punish students o
who pursue academic goals. In one experiment with Job Corps curriculum

'reported by George Washington' University's Social Science Research Group,
the develgpment of such an atmosphere resulted in program failure. Educa~
tion administrators should be alert to the development of such an atmos-
phere and should -give attention to restructuring the class.’ 1

8. Mot1vat1en ~ .

Mot1vat1on is the centra] and pr1mary challenge faced by the teacher.
aided where’ possible by the administrator.- Whatever the advantage .of
various educational technoﬂog1es, 1nc}ud1ng programmed instruction, arous-
ing the motivation to learn remains largely a matter of human ‘and social
interaction. The strong, personal touch of an exper1enqed, sensitive, and’ -
~ energetic teacher is essential to susta1ned progress in learning for most
-students. \ ‘
Teachers who take this cha]]enge seriously and seek out meanSKand materials
for making their classes more 1nterest1ng and vital commonly find that
their own satisfaction with teach1ng increases. ‘The .obverse s1de;of stu-
dent motivationsis thus the teacher's self-motivation. Constructive change,
in one can start a cycle of mutually reinforcing change in the classroom
atmospherel’x ® . -

v

A la®er chapter of this guide contains suggestions about techn1ques that
might possibly assist in this process by providing an overview of poten-

- tially mot1vat1ng variations in;standard program conduct. While continu-
ing to emphasize the necessity of ma1nta1n1ng program integrity and system,
Job Corps educational policy has shifted emphasis from the perfection of
procedural detail, necessary during program introduction, "to supplementary
‘techniques that will improve the motivation to learn. .

In general, policy encoyrages classroom discussions on topics of interest.
and relevance to the course content; the use, of educational games; the use
of paperbacks, newspaper articles, magazines for recreational and diver-
sionary reading; the introduction of films, guest speakers 1nc1ud1ng suc-
cessful Job Corps graduates,.and the like. <The sole proviso is that
enrichment of the programs should not be permitted to .supplant the basic
programs and measurable progress toward jearning goals. Although such .
techniques can sometimes be the best means of conveying specific bits of
knowledge and skill, collectively they are extrinsic sourgces of enrichment
and. mot1vatlon that best serve a supportive function.

1y v rluanudry ) 1919
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~ . Next toﬁﬁadeve1oped commitment to learning, the m9§t powerful motivatidg

‘force in the classroom is the rapEort between teacher and studen%s. ‘Such .
+ rapport is built by an epergetic teacher who is able to come up with ac- .

tivities that. capture the interest and enthusiasm of students -- at.least

:§:> periodically '« but, more importantly, it is built by teachers who become.
actively and persona]]y involved in understanding. the 1nd1v1dua1'comp1ex .

2 of; academic needs, behavipral pattgrns, gmotional responses, and personab'

problems that distingu1shes each student. One good, wlthough admittedly . '

- . 'roughy-measure of effective teachers is how much they: know—about—each—stu——““"——
dent, apart from milestone scores, test grades, level of: adva#ﬂﬁment and
the 11ke )

ﬁ* Teachers who use “the' Job Corps system have found it-particu rlyv ortant
,to get to kno,)each student thoroughly. This is not easy with type of .
curricu]um erhaps because it tends to entail a degree of tudent self-
exposure, ' It may be even more difficult t acpieve with. the Job Corps. -
“Program, which can lend itself to‘a certaj# amount of mechanization. But
personal know]edge is essential t0 real effective. motivation
includes knowing each student's prEVi s school expe rience,
dreams, personal.strengths and weaknesses 7nferests ’ho
- backgrourd. .;,_ o ,
Personal attent1on must be backed up with more than superfnc1a1 charm L -~
The. teacher who.is. only interested .Jjn being a pal is'not iikely ‘to be .; S
effective as a teacher. More meaningful-and motfvatﬁng.to studehts than °.
.Talk will be. ev1d6ﬁce that the teacher knows where each student ‘stands in
‘the’ program each day, when thefstudnnt is making unusua]]y fast or steady .
- progress and: demonstrates approval w1th measur prque. «In thesJob Corps. <«

system, this may entai1 taking: the time each or every other day to re- - = ~.
vitw' each student's fiolder, jot down notes and preparp specia] supple-_ =
mentary~!ggk§heets or remed1a1 exerc1ses. . . . ,.O_r- R

' Adm1n1strato& 'should note that h1s'is why a plann1ng per1od is an essen--
-tial part of 7 teacher's schedule and’ why overcrowded days, c]assrooms,_
'and a facto atmosphere are worth f1ght1ng ) o .

(B}
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. 10. Awards, Standerds " and D4§E1p11ne .
QFD1sc1p1?he prob]ems 1nvar1ab1y ar1se in the operation of'education programs, .
and Job Corps -program$ are no exception. Thekinds of problems, their '

; difficulty and tractab111ty vary as widely as centers and the kinds .of ~
.students they ¢ortain: , rural and urban youths; 3tudents’ who never had an. -.
re adequate grounding in academic subjects, *those who have good or even_g5%$11ent
academic ‘skills.but who-left school for d1sc1p11nary reasons, and recently - ' -2
h varied combinations- Qfyoung men and yaung.women. -Although the public image
tends to be that Job Corps deals w1th a s1ng1e k1nd of youth those with'.some

J-
"; .'l-“ : . . ’ a .‘ hd :
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program exberience or who have visited centers around the country realize
‘that the range is enormous and that the typical disciplinary problems in
the ‘educational’ classrooms vary accordingly. v : . ‘ :

., This gut§g1w111 not, accordingly, attempt to present a set of rules that
can be applfied at anxgcenter or in any classroom. Experience and observa-
» tion of centers ind{®hte that they generally do quite well in developing
» their own ‘@odes; in .dddition, the most successful behavioral,codes tend ./
to.be those developed ‘through a cooperative effort of students and teach- |
- ers;,; as was suggested ih the previous section. But there are centain reg-

_ul es_among.-the problems ericountered in Job Corps centersand class- '
' roomg evgrywhere. . : ' . S o

. ) K - : : : : . Cet
Some basic agreement among teachers and -administrators is needed at least .
in dealing with the most common problems: tardiness and absenteeism, se-
_ vere and ¢hronic lack of progress, forms of behavior that are disruptive -
+1in the classroom, and. behavior thgt.manifests_hoskility‘towards the educa-
‘tion program, such as destruction of materials. 1f-the program is to run
at all, teachers and administrators should have codifiég their. own posi- .
tion early, whether or not such rules are later modified or adopted by . -
some type of formal or informal student 'government.. - e
P . . ] _ ' o
-One key to the establishment of an effective set of behavioral ;tandards
and disciplinary measures' is contained in the word J'agreement."” As a
" minimum,, consistency and effectiveness require tha;@teathgrs and adminis-
trators within the basic education component arrive¥dt some consensus or
comprdmi se -between " "strict" and "permissive" measures for §ven kinds of
_infractions. , The system.will tend to be more effective as it is extended
- to include #eachepé and work supervisiors in gther center training com-'’
- ponents as well studeng\representatives.\- E ' » '
. _

A ' . A
. It 1s a common experience in Job Corps centers that whateversrules are
ultimately adopted are best kept simplé, uniform, and minimal. Rules that
attempt to ﬁqver every possible contingency and prescribe a punishment for’
every pdssible infraction tend to be resented and to ollapse under the
weight of theip own complexity. They also tend to give rise to legal-
. istic disputestabout petty matters and to obscure major progrép goals that
are thg. reasons both teachers and students are in the prograp/. It is im-
- portant to remember that the ultimate purpdses-of the prggxa are positive,.
"“'a perspective. that can easily be lost when-a hgst dof "Thdu'shalt nots")be-
gins to dominate discussion and Mtention. 'YP$ '
On the whole, it is best when a problem in classroom behavior can be
* haridlédiin the classroofi itself or at least by those immediately involved.
“, Students tend to lose respect for teachers who refer every problem or in-
fraction to a-counselor or a supervisor. All too often, this'merely means
that the problem does not get ‘resolved, particularly when the referee is*
a counselor who is-operating o incoriplete written or verbal information.
. Where "writing up" students removes the problem from:the ageria where there
. are realistic resourcés for solving it, the.practice -tends to beget stu-
dent resentment and scorn for the.gntire system.of standards. .- S

I11-9 January 1979
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It is unlikely that we,can punish people ingo wanting to learn, earn a liv-
- ing,-and be productive members of society. ®When students show they have
' ;zst,sight of these objectives by violating reasonable standards, and
- when large numbers of students are terminated for petty infractions with-
* out skills, diplgmas; or. jobs, discipline is clearly failing to support
. program goals. - - -. . . B : : :
The most- effective systems of rules and punishments tend to’be those com-
bined with a system of incentives and rewards. Napoleon once claimed to
- have re®established the Empire because he found he could not govern with-
out honors and titles.' At the.Job Corps level, it is desirabTe to make .
a System of recognition and reward part: of a disciplirfary system not only .
because it-1is more effective, but also because it helps to keep attention
-« focused where it ought to be, on the most effective organization of the
center, including the education-compohent, for achieving the positive .
-goals of the program.. - . v - - - e

‘1. The Roles and Relationship of Teacher and Counselor

.As has been suggested "in the foregoing sections on motivation and standards,
~&@ number of .the functions of the teacher border .on those of the counselor:
But there are both limits and distinctions to be drawn. ‘In order for the
educai@il.component to function effectively, it js vital that a cgmertable
.working relationship be developed at the outset between counselor$ and
, instructors.. Neither should be made to feel that one is usurping the
- other!s functions or that one is exc]dsive]y'inf]yential'with‘studeﬁts,'
!‘ Initially, it must be understood by all parties what, their primary func-
tions are and how they are to go about performing them. If possible, new
~ Yeachers should spend time with the counselors as pprt of their on-the-
- "Job training. In this way they can learn first hand about the kinds &of
problems counselors encounter. :Similarly, it is desirable. for counselors
to spend some time in the classngom to familiarize themselves with the °
*structure .of” the education component; techniques used-'by the teacher, and
:specific goals fof Wodividual students. A11 of these relate to the coun-
selor!S primary responsibility for guiding the student and for developing
the employability plan, of which the educgtﬁon component is a -crucial part. -

The primary responsibility of instructors is to motivate the students and
- to pelp them acquire the academic skilis essential to their short-range 7
training and long-range vocational goals. ‘At the same time, teachers
have a responsibility .to. their students on matters directly related to
the education program. They should know when problems can best be re- oot
solved 1n .the classrdom or when they are not so serious or chronic as to
"require ‘the services of a professional counselor. Resident adyisors can.
. ometimeshelp with problems that fall in an intermediate range. In re-
‘Tation to ‘the counselors, the responsibility that. teachers should take
-« Clearly includes helping students with day-to-day minor problems and.help-
ing to identify students with major problems. - , - L
III-10 /. . i Ja_ﬁuarv' 1979
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Without prqmoting\pr-condoniﬂg‘amateuf psychiatry, it.might be said that
all teachers, can profitably u8e a "counseling approach" in teaching. The
teacher who' is tru1y helpful to students is around when they need. someone

~to talk.to. » Better'still, teachers should enjoy talking to students and

listening to what they have to say.

‘Neverthe1ess, teachers must not a]]owééympathy to run rampént; This is’

not on}y~moor teaching; it is also po counseling. Responsibility -must

~ be demanded of studemts. A reasonable but firm course should be set, so
that ‘the students know where they stand. The teacher who can establish
rapport based on mutual r€spect should succeed in the role of auxiliary. -
- --GOU"S&]-OF.— . R . e e e Lo el L

A ready flow of 1nformzzj%n’ﬁgzheen counselor and teachers can make ‘both

- of 'their jobs easier . a ore productive for-the students. If the coun- .

selor, for example, is aware that a particular student -is making greater

‘academic progress than was originally anticipated, the counselor may be

able to use this information to encourage success in other areas. It is
also hetpful for the counselor to know about classroom-prob{ems. Coun- -
selors ‘may have more 1néight'1nt0¢spec1fic_stqﬂent problems ‘than the .
teacher, since theg are often more familiar with the student{s-person-i—u
al and family 1ife. 7/ L K ( ‘ .
‘ . ] L

' Many’pkograms have found it he]pful to set aside éTSpécffic_timeffor'the

P/PEP panel meetings. Pwpblems can sometimes be nipped.in’ the bud if time -
is-allaoted in this way. A1l too often, however, small problems are left ff
unsolved and develop unnecessarily into big ones. If staff are communi- ¥-
cating regularly, this can, for the most'par;,’bé avoided. .

education staff to confhgggith-the counselors. Often thfS)occurs before

Both teachers and counselors havé common long-range goals. Their‘spepi%ic

"relatfdnships to the students will be different, but if each knows what
~ the other is doing, those goals will be more easi]y realized. i

12. 'Codpérating‘with the Program

Students in the Job Corps Basic Education Program need continuous. and fre-
quent reinforcement from success experience. They need to feel that they -
are making progress toward some goal which they view as important. Far -
more than middle-class students in a traditional high schgol, académic
underachievers must be given frequent reiﬁfoﬁcement'a§ assurance that they
are on the right path and.can make it. Without such encouragement, there

is strong likelihood that‘studentgawill not complete the program. The sense
of progress can be obtained both ffom the way. the program is designed and
from the way progress is reported. : . . S

- To the extent possible, the Job Co¥pi}curr1¢u1um has been developed on the
a

basis of short self-contained modu units. These units should provide
the .means of realizing the subgoals leading towards mastery.
~ A . .

N

XY
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Each modular unit should be challenging enough t# give a sense of achieve- -
fment when completed but nbt 'so difficult as to be frustrating. One of thd
“teachers' central.functions is to provide fine-tuning between students and
program and, therefore, tedchers should consciously chapt-a course. through
the middle-ground between expectjing too 1ittle and -demanding too mugh. . If, '
the unit is too easy, no,learning takes place, boredom ensues, and stu--

~ dent caﬂ!ﬂrop out through disinterest. If the unit is too difficult,.the
student becomes frustratpd and unable-to learn. -More serious.-consequences
ensue from erring on the side of placing the student in 'too.difficult a ;/,4
lesson: than in one\E&gt is too easy. Students who:have experienced fail-'.
.ure-in the past becdme frustrated and attempt. to. maintain self-respect by
eitRer withdrawing .or behaving belligerently, and it may be'difficult to .

get them pack on the track. R ' el
. . . . ’ A
The mistake of making the lesson too easy is not-as likely to arouse se-

" vere adverse reactions. -Students may actually enjoy -for a time doing
something af which they are guaranteed success. “But no teacher should
consistently under-challenge students. or generally maintain an ‘attitude
of low expeckatiop. Studies have shown that teachers: who expect very s

"1ittle from certaln studerts crBate the condition¥ for a self-fulfilling. ¢

} prophecy (see biblhegraphy: Pygmalioh in the Classroom), because'thﬁyrdo :

; not offer them any chaWenge to_achieve.” L IR o .

“. . R

' Progress should be reported to the student by formal} means, such.as through-
certificates and charts discussed in the progra® handbooks and, guides. =~ -
' Underachieving students have been found to be highly sensitive to any re-
_port of progress and place High value on formal reports.- Students should -
be granted .points as they eaxn them, and-a visual record Should be kept in
their folders. Certificates and awards should-be issued, through a public
_ceremony upon completion of a jor unit of the,program. .

, 151.'Varyin§:Agproaches ,

It has frequently been #bserved that a -student who is not learning from one-
method will learn if # new .teaching strategy is used. Thus, a student who
has initially taught reading by the whole:word method may do better when.
taught through the phonics of component skills methad. Another possiblity
jw that the students may have.a tearning style which is not suited to the
method by which they are being taught. The teacher's flexibility in ne-
gotiating-a shift in method which makes use of a preferred learning styl®
‘can result in signifi;ﬁht improvement ‘in the rate of progress. '

-

1. Range of Resources and Techniques.

&

Students work more productively when they perceive the learning materials
as interesting and”useful. The teacher should not only have the resources

representing a range of difficulty ip.as many areas of Jnterest as possible,
but als6 the Skill to provide suitable materials to thé{indivian1,stqdﬁ?t; |
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When the student-is interested in preparing for a particular occupation,
- or, Job, for ‘example, rélevant materials should.be sought andgincorporated
1nto.tﬁe‘progﬁam;'-Mpteria]srfor disadvantaged adults should be clearly -
presented and contain subStantive content and vocabulary or probiems, rele--
vant ‘both to work-and ty ‘the.everyday 1ives of the students. The Job Corps
programs were.developed \and are regularly modified with these objectives .
_in mind, "but.théy have not yet been entirely realized. . v/, 7 ' S

LT R <. . P e .

. B . ‘ e . - . .l'. .

15. Student Aldes . __ . . T DR

“"JIﬁdWVTﬂGETﬁiéH?{HSthétf5h-cah»lezd'to'fwofﬁ}éﬁiéﬁggm”bémand;bﬁftha teachers’
time may be.excesstve and the needs of the students for social interaction . :

~may not be met. Use of student.aides can help solve .both.of the abowe - = .7

problems by freeing the time of the teacher and by providing contact between :
_members_qf,the_c1a55“inuthé{context of‘achieving.acadgmicﬁgqa1s,' JERE N

+:Rossible. . Having two pedpte in.the‘c]assroom,,1ikeyt§am teachihg, permits| -

" -mbre individual attertiqg and more flexibility in the use of the teachers | -

, than if, fMch teacher handles a class alone.- The .teacher aide ‘dges- not needc:
the same qualifications as the teacher and, as-a matter of facty most are’ \ - .
advanced students ‘or recent graduates. of ‘the program.’  The-important qualj- %=
‘ficakions for a teacher aide are ajlity to relate to.the students, interest’.<"
in the program, energy, a sense of responsibility;. and ‘Janguage competence.’

- Job Corps policy advocatds a combination-of teacher éhd;féaéhﬁ;Laide whereyer
! ‘
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. <" CHAPTER IV |
SUPPLEMEN]’ARY TECHNIQUBS AND REMEDIAL STRATEGf £

. ( . )
R PR Introduction I » B

Though various )Hucationa1 techn1ques‘have been. recommended D¥ .
educators as’ unique or ultimate -solutions: for the_educationally d1s- -
- advantaged, no unjversally acknowledged simple solutions exist., Even the :
" best me ds must be supplemented and seleécted. Given a good béiic ap--. ?-
proach . an informed trial and error method of §Upp1ementatibn s .
- tq be an effective way of keeping both teachers and students -inter- . o
eSted--perhapiLthe on1y essent1a} 1ngred1ent in effective educationj S

t

e .

« The fo1lowing discuss1ons summarize the pros and cons of methods or .
materials that-have been. found to be effective in at Jeast some pro-

grams for students -1ike those .in Job Corps. Further\1nformation

about these materials -and techniques is 1nc1uded in the~b1b1iography

'

2. Programmed Instructdon- N .

[] - .,

Programmed 1nstruct1on is a form- of remed1a1 ‘as well as basic in- .
struction apﬁ11cab1e‘to a wide range of settings and media. - The most
widely used form is the programmed book, and the most extensive range
--of material’ undoubted]y exists in this form. An a1ternate method in-
. creasingly in‘use is the programmed audio-tape, which may or may ‘not
“be synchron1zed w1th slides, film-strips, and response ‘booklets.

- The bas1c featUres of 1dea1 programmed 1nstruct1on regardless of form

" .aret ' (&) division of the subject matter into a sequence of small,
~ comprehens;ible;~and logically organized steps; (b) responses con-

- strd&ted so that:- students will almost always be ‘able to make the cor-
“reet choives -and have a-dontinuing experience of success;  (t)-arrange-
ment of- the\subaect matter that proceeds from the familiar to the un-
familiar and=from:the ‘simple to-the complex; (d) feedback that.keeps

. the students act1ve1y involved in their.own learning and aware of .

" theipr progress towards a goaIg and-(e) & method of program presertation.

“~that aT1ows students toaadvance at’ the rate they find most comfortable.
Programmed 1n$truct1on, thus, has many advantages in teach1ng educa-

- tionally “disadvantaged ‘students::,. The“fact that it-allows for flexible
éntry;.exiting,-and- schedu%nng based on a variety of factors such as

" the work~edhcat10n mix, speedsof éomprehension. or relearning, and span ,

 of ‘attention’is the reason 1t 1s the pr1nc1pa1 modetof 1nstruction Jn
dob Corps.- ;;. a” N . L o

v -

__,- 5 ™ - . (et . . -r__l..
o

Where a range of 1nstruct1ona1 mater1a1 is ava11ab1e, progr'p'ed Ln-
struction permits.: specif1c remedia). prescription by the teagher, re-. e
cyc11ng, ‘or. retrasking according to need. But it can.be de'd]y bor= ». ®
1ng, The effect1ve use of programmed instruction_for" reme jation j; .%:‘
) "L R _v' i ( ) <L ‘_<: i ,./ d ((,‘ P ‘
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Vdepends upon “the ava11ab111ty of supp]ementary programs and on the
. knowledge -and skill of the teacher in emp]oying them. Some resources

and a1terﬁatives are listed be]dw and in the append1x.

3. ,aéhavior Modification .. "

¥

{Behav‘or modification as used in the cTassroom is- genera]]y a groupof
tech"-uestwithvthe common purpose of improving: the 11ves and func-

M arn,pg env1ronment the curr1cu1um. Behdvior modi -
f0es -extend these principles. to employ all possible
snca] anhd persona] env1ronment of the 1earner.

Vi ) student and teacher‘agree on a goal and the
=‘h1ng t, and the student is kept inforgped about
phange in strategy. Teacher and studeQE, or teach-
“lassmates prepare a written agreement setting out

'ons, and rewards to be attained, ca]ﬂed a "c!ht1n*

Observing the Behavior and Devel;pjné;a?Pjan

| The development of a plan for modify1ng behavior usua]]y begins with

an objective description of the behavior; its frequency, and the set-
ting and circumstances sin which it occurs. Anyone,. including the stu-
dent, who can prov1de an accurate descriptive and quantitative record
of the behavior's o¢cyrrence dan serve as the observer and recorder.
The aim is to detect the 1inks between the behavior, such as failing
to' make progress in math, and the consequences that m1ght be serv1ng
to maintain it. .

‘The Plan

r
.

ally it is advisable to 11m1t the scope of- the mod1f1cat1on plan to

=

thg smallest significant element of behavior that students and teacher

can agree to.work on-together. The acid test of any plan for modify--
ing behavior and. changing the learning environment lies in the conse-
quences. If the results do not fit the theory, there should be no
hesitation about discarding the theory for one that:works. The plan
should 1nc1ude some kind of reward or positive reinforcer.

ome common positive reinforcers that have been used in the classroom
e food, money or tokens, attention or praise, or opportunities=to

engage in enjoyable activities such as games or other forms of

'." ‘-..‘ ) .. . Z *
) - Iv-2 -/ - January y1979‘
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1 recreation. - If a classroom p#ogram is to work, thelre1nforcer must
really be -something the student or students enjoy and not just some-
thing the teacher thinks they ought to enJoy ]

- : ¥ 4 e
Methods that use positive reinforcegent are best Reinforcement can
be used to support desired beh¥vior, and, through beifig withheld, to
discourage undesired behavior. Un11ke pun1shment and aversive con-
trol, posgtive reinforcement does'not: produce hostile or evasive side-
effects , . - .

_Kngsitive Reinforcement

Modeling occurs in the classroom when a student imitates the behavior
of an admired person and is_ graised, accepted, or encouraged. The
uses of this technique can rdnge from imitation of another's. behavior
* in a role-playing situation such as a job 1pterv1ew to the imitation *
. of the work-habits, general conduct, and values of an admired teacher.
Several recent. books have been devoted §o aSSIStfng teachers to become
* effective role-models for gtudents. A e]f-eva]uatlon of effeetive-
~ness can be a real challenge to the teacher. .

LY

Aversive Control - C - ' i ‘F;'zz

Only the miildest aversive techniques have a place in an educational

" setting.’ The most common form of aversive control in the classroom

-is the loss of pr1v1]eges which are earned. The social acceptability
of this.farm of control is suggested by its widespread use by @merican
parents. Another, related technigue, is.called time-out, a Brief pe-
riod of isolation from the group and other positive st1mu]at1on )
Fines, which represent the loss Mf tokens or money that can bé ex-
‘changed- for positive reinforcement, are in the same category.

Un]ess pos1t1ve behavior is rewarded, aversive contro] is 11ke1y to

have short-term effectiveness at best The long-range goal is always

to teach the student t xpect and enjoy the. reinforcements "th e-

sult naturally from practicing the des1red ehav1or, such as r§§3$ﬁ%
well, -

Behavior modification, least of all in a. c]assroom, is not a methodof
mind control. It werks best when the student accepts and agrees with
the objectives and methods of the modification and we]comes the change.

*fbecause the youth population in.employm and tra1n1ng programs such
_as-Job Corps is often a population for whom certain aversive experi-- -
“\ences in.school color the whole learning experience, the primary -em-
s phasis of a teacher in such programs should be devoted to developing
new and individually effective forms of positive re1nforcement Fi-
. na]]y, it should be remembered that-behavior modification, too, is not
- magic., References 'to several practical texts are included 1n the b1b-
11bgraphy S el .
R
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4., Componedt Sk111__ﬁpproach {

Often recommended for teaching complex subjects such as read1nga theJ"

.component skills approach involves testing to ‘identify weaknesses in.
specific skills followed by remedial attention directed toward their
correction.’ This approach assumes that reading is a complex act that
can be separated into. smaller_behaviors which can be taught and prac-
ticed séparately and then added togéether to provide 1mproved overa11 -
performance. " ,
~ Sometimes these skil]s are predicated on a natura] progress1pn in wh1ch
mastery of one skill must be attained before the. next higher skill can

' be.learned. :-For example,-a frequentlylgpscussed reading. hierarchy—45°
(a) sound-letter association; "(b) word-attack skills; (c) structural
analysis; (d) growth of vocabulary; (e) inferring meaning from con- .

text; (f) understanding grammatical relationships; and (g) ab111ty to

- use the dict1onary and other reference sources. , e
'The idea that reading can be broken dqgn into components that can be ,
individually strengthened probably has limited application. The com=-~
ponent skills of reading are’so varied, complex, and imperfectly un- -

. derstood that only the most obvious have been defined clearly enough

. for curriculum,development. While the skilled reader or speaker has
unconsciou$S mastery of a large number of.decoding, grammatical, and -

- synBactic skills, it has not yet proved possible to define, let alone
‘dévelop, training modules to teach all these skills_individually and
then reintegrate them into a smooth:z/ért1cu1ated performance. -

An even more difficult and inadequatgly understoodski]]whichstudents
must acquire before becoming effect1ve Jeaders is the ability to give
selective attention 'to key parts of a commun1catidh and then to ex-
tract the centra] meaning. 7 _

Effective readers do not read every word, but somehow have developed
+ the capacity to focus attention on the most important words in a sen-
tence or paragraph. A similar aptitude Ffor extracting the main points.
.and ignoring the Yincidental probably helps effective readers to answer
‘interpretation questjons. -They may have an advance model,of what will
. be asked in m1nd at the beginning.
Sk111s such as these are apparently developed only- through practice = -
and experience. Even instruction by an experjenced reader and teach-
er may not help becguse the learner does not know what questions.to
- ask and the- ifstructor is not aware of performing procéssesuthat have
" become:uncoriscious and automatic. Thus, because the analysis of the
component. réading ‘skills +is-still Jjndgomplete, no single best method
. for teach1ng them individually o lectively. has been 1dent1f1ed
“Building up raad1ng skiTls block by block with: carefh]]y des1gned
skill modules is st11] 1arge1y an unfu1f111ed ;dea] ey

e ’ . ! . ’ ' # : ———
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Morebver, reading skills are not necessari]y4arrangeﬁ in a hierarchy

from simple to complex. This sqrt of arrangement can be -more conwinc-
Qing]yiargued for arithmetic skills than for reading. 'Perhaps this is .
‘Why”it has been possible to program computers to perform arithmetic,
- but. impossible to get a computer to scan & passage or an article; sum-
“marize it, and respond to questions. Arithmetic, too, has its nophier-
~archical aspects. No one has yet been able :to solve word problems by com-
puter. This may explain why the most effective teaching of mathematics -
and reading still entails the judgment of a teacher with a knowledge"

of diagnostic signs of difficulty and of prescriptions for correcting

them. At our presengﬂﬁtage of knowledge, reading appears to be a.com-
" plex behavior whose skills are organi#ed more like the strands of a -

rope than like a pyramid of hlocKs.. oo ‘ ‘

When unrelieved by other reading activities, the component skills ap-
proach lacks the inherent rewards of reading. Complete reading of
even the simplest material leads from the parts to a meaningful whole,
.something component skills by its nature excludes. The two techniques
tend to be most effective when helg in a balance appropriate to the
neéds and intérests of the individyal student. '

A component skills approach has strengths that make it a useful remedial
and supplementary technique. -Students who have failed with reading

" may be willing to practice a component skill because it seems less
threatening than the total act with which they associate defeat. . As
‘with programmed instruction, mastery of a part can provide.the courage!
to attempt and succeed at the whole. When ityis possible to identify
the part as a key to failure, mastery of that component is the most
logical and efficient way to proceed before returning the student to
the regular reading program. . -
The)1imited availability of time and materials, the experiente of.
classroom teachers, and the incompleteness O0f our knowledge of read-
jng, suggest the use of component skills traihing as a sup- .
plementary rfther than a basic technique in Job €orps programs. Long-
_standing teacher recognition of the limitations of the basic programs

" indicates that component skills training is a needed teaching alterna-
tive whether employed as a break in the standard reading program or as
an ongoing supplement to it. . : o

5. Free Redding ' _ _ :(;

“Q'wide]y known and popular version of this,approach was presented by
ader (1969) in a book .entitled Hooked on ks, in which he reported -
on its successful application with disadvafftaged learners in Washingtor/, D.C. -
Fader and others advocate the method as a way to‘“get the most resist-
ant and uninterested readers jnvolved and/excited. Their program
kes use of extensive supplies of paperback books with popular ap-
peal for-disadvantaged youths. They argue that the opportunity to = -
} bornpyggﬂgggnda valued book will lead to' the discovery of the jays ,

'\\,,} ’ '
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of reading, which in turmwill mot1vate stqunts to correct and over-;
come many: of their read1ng d1ff1cu1t1es or t seek he]p in. order to
satisfy the1r cur1os1ty. S ,

A]though the approach seems psycho]og1ca11y soun?e1n its emphas1s on
motivation ard en the. potent1a1 contribution of reading in developing -
~a\ie1f-concept that can genérate unusu31 effort to oyerconre. obstacles,
itSwould be careless .to advance free read1ng as a universal reading
panacea. Motivation is undoubtedly a major factor in learning to read

- and it may-be a far more important fgctor than has been:hitherto re-
alized, but there is no compelling evidence that it is “a unique solu-

s tion for problem students whose past motivation has often led to frus-
. tration, failure, and rebellion against school. - Appreciation-of . the - -
status value of books is widespread and may be most keenly felt/by °
those who have failed to leara-to. read. But ownership and d1sp1ay
are not reading, a fact td which many of us who own she]ves & unread
books can readily attest. -

L ~ N - . .
However, the value of the "hooked on books" approach in Job Corps cen-
ters as an adjunct to. the reading program has wide acceptance. “A*va-<
riety of reading material at suitable levels provides students with a
. stimulus to relate the growth in skill to their own world as well “as
“to maintain and extend this skill. Many disadvantaged students. Simply
do not know what is ayailable in the world of books'and how exposure
to some of its riches can help extend their personal horizons. Making
such books available-in the classroom where they cannot be avoided may
well do more to promote re§d1ng than prov1d1ng a-center 11brary or
books in dorms. .

6. Language Experiénce ABproach Lo ' ”" _g’

This teaching approach to reading attempts to exploit the fact that
persons who are able to hear and speak already have an extensive knowl-
edge of their native language before beginning to read. During the
jnitial stages, reading is largely a matter of learning. to associdte 1
language patterns leacned orally with the conventions of a written ;
system that attempts to transcribe the patterns of speech. Thus,
learners already have a useful fund of knowledge at their command, a
fund that can be used in associating a new symbo1 system W1th fam111- s
ar words and 1deas. » ) _ >
Iyp1ca1]y, the.]anguage experience approach begins by having students
recount an experience in their own words. The teacher then puts these
words into-a written story and teaches the student to read them. This
approach has the advantage of being immediately related to the stu-
dents' interests and experience and of drawing upon their store of .
‘vexisting knbwﬂedge-—facts wh1ch he]p to build- conf1dence and elicit
cooperation. - ﬂn¢ _ .
<
This approach mtght be espec1a11y effect1ve w1th students who have a =~
faigly weil deve]oped verbal facility but who have for some reason
%been blocked in previous attempts to read..

°

¢
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The *shortcomings of the method 1ie in its requirement for extensive
.teacher time and the fact that it is ultimately liMited to the . . ,
“size of the students' vocabularies dhd.their4gange of intergsts. The
first disadvantage can in some measure be.overcome by-arranging to
have some d¥ the initial recording and transgription done in groups
- Fﬂgt include -peer tutors. An example of sucﬁ a project is included
"ifl/Behavior Modification: Enhancing Creativity and Other Good Béhavi-
ors; a volume provided to most centers and 1isted in the bibliog-
raphy. However, because of dependence .on previous learning, the |
-method can only -carry the .student so far. Its principal use is-1ike=
- 1y to lie in the area of overcoming initial dread and -‘reluctance td- .
ward reading. It might readily serve as a supplementary activity to
. be used in conjunction with the early stages of the beginning read-

* ing program, S _ _ .

.. Educational Games | ,ﬁ _ ' “//// - /

¢ 2]

.Over thé years, a number of teachers in Job Corps,centérs have used

.games as a form of diwersion to relieve the monotony of intensive pro-
grammed instruction. .Some of these games serve.an educatignal aswell
as a recreational purpose and so are entirely appropria e in the class-
room, subject only to the teacher's discretign in using them 4s a '

source of variety rather than as the principal means ¢¥ instiuction.
LY . P - .

a. Advantages'of Games
: (1) .Games can engage a student in a painless and even énjdy-
able activity that employs ney]yﬁmqstered skills and knowledge. ’

(2) Games provide imhediate feedback of r&sults with the added
» zest of competition. - L . '

(3)‘Gaﬁes.can ma&e répetitive skills-practice Both enjoyable
and effective. S - ' '

" . (4) Games can pnoJide the needéd stimulus of social intérac-
tion-during the learning process without making additional demands on
the teacper. - . et | .

Games can be used as an 'i.ncéntive for completion of-.instruciional seg-
ments, or simply for variety and excitement: Teachers must decide

‘which games are qppropriate for students at which level.
. , . * 7 . /) .

b. Games Related to Reading SKills. For reading-re]%ted skills. -
such as word-attack, word-recognition, spelling, vocabulary, and sound-
symbol associatien, examples of games that have been used successfully

" at Job Corps centers include the following: ‘ ' :

(1) scrabble . ' o

(2).Péssword .\\~///:}\\ o '_(/ ‘
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‘ depends on how the teacher Rresents a

7~ T | ‘.

(3 Prope’ © T T
| 4'?Per'uack : ' o
(4) :Perq y Vol
(5) Ad-Lib
(6) Concentration

- c.’ Games for Mathemat1cs Sk111s
.=(1) Heads¢Up:.' o f’

(2) Ima-whdi-:. ;

(3) Tengd »

(4) 3 D Tic- Tac Toe

(5) Matr1x L ‘.
(6) Lucky Seven Puzzte SR - - i.;:- o

g (MBlocklt T R

' Infohmat1on about where to obtain these games is 1nc1uded”

1iegraphy at the end of this gu1de S

/fzé 1ist. is, of course, far from ‘exhaustive, but- it represents the

kind of mater15ﬂ that can be ‘'used to supplement the education;program.

in reading and mathematics classrooms and tb 1ift students oat of the

doldrums of routine into whichgall c]assromms, and particularly pro- .

grammed learning classrooms, are prone to fall. ' These games and others

.can transform the image of ‘the basic education department from one of ’,C

relentless drudgery 'to one of . app11cat1on interspersed with a period

of relaxation for consolidating and enjoying learning gains. Much \
3d uses devices such as games X

8. Sensory and Cogn1t1ve Var1at1ons in'Learning ) '

K

A Basﬂc theory is that students have-different 1earn1ng styles and. -
that all can profit from methods that employ more than one’sensory °
* channel of commun1cat1on v . !

The mu1t1sensory approach’ to 1nstruct1on is not necessar11y 1mposs1b1e
without ‘audio-visual and other mechanical equipment.- Talks by outside
. experts or other students who have been assigned a report, commercial
- dnd homemadé charts ‘and tape recordings, field trips and the like are
mu1t1sensory experiences used to supplement standard 1nstruct1on w1th R
minimal cos® and limited  planning or preparat1on Such techniques -

fed to ‘supplement-the learning program provide both sti ".and va-~

ation. (eachers may f1nd that some students learn thg’letters: of

¢ N :
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the andLbet more readily i(f they copy or trace over, them. Though

“such.variations’ are not nec@ssarily_dramatic, successful and self-,
renewing ‘teachers tend to kekp an open/ﬁ%hd and an open eye for such * .
possibilities. vt .o ) e '

‘, P Y o N s - . - \_)
Related to the concept that some studemts may have a hereditary or ™

. congenital-style is the germ dyslexia, or the hore general term learnin
disability, both of which deal with learning deficits rather than with-
preferred learning styles. ..While there is clear evidence t at a variety

~of cognitive dysfunctions inv~7+i~~ Tearning and including difficulties
.of vision, hearing, coomdinat. : | memoryexist, the incidence #n - -
the general population afid the «.. : tiveness' of remedial measures réd- Lo

* main uncertain. Since there is soa: feeling that the incidence in Job

“Corps may be relatively high, a systematiglscreening‘study has been
initiated. Until-a'clear policy for idendifying and. remedying such
problems is established, centers and regions.are encouraged to seek in-
formation about tésting and- referral services that can-be used when
classroom procedures and diagnosis have resulted in persistent failure.

-

.

The Job Corps Division of Technical Assistagge and Health Officecan - . =
provide some referrals: for professional diagBos's where that seems
warranted. T ' - : : _
9. Instructignal Hardware _ . | o P

4

in the press and popular educational 1 rature.. "Sometimes, pilot-tésts
with spectacular results hdve been repbrted-along.with elaborate pre-
dictions for a revolution in basic educatien technology, to be fdllowed
by long periods of silence.--dob Corps expefience with, even the most
modest and durable audio-visual materials has been uneven at best, large-.
1y because machines are easily disabled and expensive to repair-even when’
of simple construction; elaborate machines are 1ikely to be eveN more
sensitive and tewrd to spend more time in repair than in use. 4

_-Modes. & instructional’ pfogram pregéntgi;bn have been regularly promoted "

3 . - . ’
. Apart from mechanical problems are the educational limitations of many '

such machines. The development of instructional programs has commonly
fdiled to keep pate with ‘the invention of delivery systems, and the
téndéncy of hardware manufatturers to produce instructional units com-
patible only with their.own machines has accentuated the problem.
Many current computer mediated instructional programs labor undet self-
imposed 1im#ts -that are rérely balanced #® their effectiveness of pre- s
sentation. Such devices do rmoi.appear to have yet realized their potential
for individual instruction. They appear to be more expensive than written
programmed units. A recent Systems Development Corpora®ion study of
adult basic education progr.ms found only one project where instructionmal '
hardware was used. The judgemcnt is that such delivery systems are
vulnerable, expensive, and limited, <ven in programs not subject to .
the stresses prevalent in Job Corps centers, but their development bears
watching for a breakth.bugh. , - >

~
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10. Aides and OUtSideffutors

‘Tutoring has enjoyed varying success at a-number of Job Corps centers. -
- Both community volunteers and advanced students from the center have
serfd in this caaicity; their involvement depends on.factors such as.
the remotenaess .of “the center. the re<nnncivenass of the community and °
‘of "community orguiicacions ., renderiny tnis kind of sérvice, and the
_ Kroportions of Students at various levets of the educajggon programs..
j A few centers arranged with neighboring teacher-training institutions
" to bring in apprentice teachers or interns on a full- or part-time
weekly basis during semester breaks for academic credit. In cases
such as these, tutoring has evolved into substitute teaching involv-
ing classroom management as well as individual student attention, '

Tutoring ean involve any part of the Basic Education Program, but it
Jis probably most applieable\t§ the parts of the Beginning Reading Pro-
gram that involve repetftiveprgctice of spund-symbol relationships.
Fellow-students are suitabie;figfthis'sort of instruction, but they <
should not be used for repetitWe practice to the poipt of boredomor
to a degree that is detrimental to their own progress\ Students.can

. "also be used:for such operations as grading papers,' taking roll, and_ ~
¥.)ing instructi Z1gterials. When performing such tasks, students

‘efanr ' ; ideg,.and should be -

te]y"e r;?:ed.ﬂleﬁ.s

ay e T -
oy ' "V‘( ' e . .
Tutors are gifficult to retain-because they typically lose interest
after an initial period igh enthustasm.. The reason may be that
they are.too frequently taken foY™grdnted and used only faor routine
tasks, so that they miss the satisfactions of active participation
in the learning process. The retentién and training of tutors or
aides .is another area where teacher energy and ingenuity are essenti- -

, al for:continuity. Tutors tend to diminish in numbers and. disappéar
from the classrooms unless there is an exceptional commitment by ad-
ministrators to maintain a tutorial program.” Too often centers find ..
it diffigult to maintain a roster of paid substitute teachers, let
a]on?igg\fctive and self-sustaining tutorial netwark. N

~.

The use of more experienced students as tutors prevides greater de-
pendabglity and, where tutors are in a position to-relearn or "over-
learn™ the material being taught, mutual learningybenefits sult,
Tutors also enjoy certain psychological gains that, can reinforce their
commitment to the education program. .\

. v
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The most successful and effective student- tutor1a1 plans are those
that follow a preplapned sequence basgd on & prepared outline or.
scr1pt This, of cdursg, entails additional teacher planning and de-
sign,, but tutorial. progigms where students are allowed to muddle
throlgh together are 1ikely to bgcome exercises in mutual confusion
ﬂr h1n1y d1sgqued opportun1t1 for unproductive socializing.

5cr1 ts or plans for material that ‘must be frequently rehearsed can
be-developed for tutors through a-.ugber of strategies that may make
& ‘Teachers may pool theig ef-

forts to establish a script for tutors that will more than repay the
initial time investment. Apprent1ce teachers, with the help of guide-
linés, can be assigned the task, either alone or in cooperation with
present tutors The cooperative devefbpment of a program for recruit-
.ing," training, and guiding tutors could provide a model, with appro- \
priate modifications, for Widespread use. Such supp]ementary program
developmént could be undertaken locally,- regionally, or nationally

- and will be didcussed furtnsr at the end of this chapter.

i

"11. Peer-Mediated Instruction

-

Peer-med1ated 1nstruct1on is % spec1a1 technique that establishes pro-
cedures for students to WB(E in pa1ns, each one alterhatingas student
and teacher. The underlying theory is that if students know they must
reach a level of comprehension that will enable them to- explain the . -
lesson to each other, they wilY have a’greater incentive to master

the material themse]ves Students also gain by having an 1nstruq¢or
‘who can understand their prob]ems' Peer-mediated instruction operates
most -effectively when the teaching takes place according to a pre- ,
p1annéﬁ script and an answer k&) that' enables the "teacher" to deter-
mine whether. the "student" is. respond1ng correct]y or 1ncorrect1y ,
The principal exponent of peerameq1atedbdnstruct10n is Rosenbau -(see
bibliography), who claims that the methdd provides an effective Reans
of implementing the folldwing Wfarning principles: (a) students Jearn-
at differert rates, ¥b) they can benefit*from immediate feedback from
their performance, (c) they can benefit most ;from brief assignments,
tailored to meet tha%;vspec1f1c needs, ‘and 55 ‘they learn bettgr-and-
retain more tf they e to demonstrate and practice prof1c1ency be-

' fore moving to the next unit of 1nstruct1on

Peég-meyﬁated instruction exemplifies the effort to 1ntroduce soc1a1
interaction and social reinforcement ingg a learning model similar to
the programped learning principle*of mastery through a sequence of
smaT# steps. 1In fact, the peer-mediated model could be adapted to the
rehearsal of completed units pf programmed instruction, such. as the
lesson booklets in the GED pfgg.am or.the learning units 1n the Begin-
ning Reading and Mﬁthematlts Programs, ~ - \ .

Because it* intludes all Clas. mt:mt,ctb, the peecr- medlated mOdE] can pro-
vide Wore interpersonal feedb.ck and rehearsal than programs which de-
pend upon one or two te.chers, tutors, or aides. This could save
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‘teacher t{me to of?set the t1me 1ost\1n prepar1ng scr1pts and modules.
Becayse of their limitations, students tend to tire of repetitive

.task$ once the novelty has’ w?gn off. Thus,‘peer-med1ated 1nstruc- ,
tion is another useful, specia}- purpose techn1que in the repertoire
of rdmedial methods, .most effective 1n a surprise attack.on a part1cu-
lar problem. , - - . '

12 Nonstandard English

Where students from minority group cu]tures/commun1sate41n a dialect

or foreign Tanguage, it has been proposed by'some éducators that such ‘

students be taught first to read specially prepdred materials in their
own dialect -or language.j Standard English would then be 1ntroduced

gradually and a gradual transition effected.

¥ A J975 review of rograms and re]ated literature by the Social Service
Research Group o orge Washington University failed to discover any
.. evidence that the Mtroeduction'of this additional step into the.teach-
~ 'ing of reading or of English language patterps hastened mastery of.
skills. Because Of television,:radio, mot1oﬂ p1ctures and exposure
to teachers who use some form of standard English; most students are _—
familiar w1th standard patterns even when they do not reproduce them
in their éwn®speech. ,
. ‘ - A——J
Linguists-regard the patter% of Amer1can English speech as surprising-
ly unif compared with the variations in French and German. Edu-
cated kers from different linguistic regions may vary in the val-
ues they assign to some of the symbo]s -but much- of the--value of writ-
ten Engl1sh 11es\$n the fact that’it accommodates thése d1fferences
nd rema1ns a ‘tommon medium of exchange.

a

" A study of btack Ehglish by Melmed in 1970 (see b1b11ography) 1nd1cates
that a number of words which are different in written English and
standard speech are homonyms in the dialects of these students. The
fact that they do not distinguish these words in their speech and im-
mediatetly in what they hear daes not interfere with learning them
separate written words, just as failure to distinguish between "s
<§:d "so" or "merry" and "marry" does not gund1cap speakers of standard
glish from 1earn1;9/them as different wogds in what they read and

write.

Thus, while 1ittle 'seems to be gained by attempt1ng to generate a host |
of dia]ect-specific reading materials, the existence of nonstandard
backgrounds in the classroom challenges the “teacher to be sens<itive to
areas-of potential misunderstanding and broken commun1cat1on and to re-
solve or avoid them .

Coﬁsc1ent10us teachers will avoid 1ingudstic prejudice. Students ™
should never be humiliated or ridiculed for their speech patterns.
Neither should teachers regard such patterns as something to be

R &
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:jerad1cated On other hand, teachers shodld be aware that preju-
dice exists in many parts of society and how it affzfts empYoyment

and upward mobility. The- n d for easy communicatign should beé bal-
anced by recognition that a ent?a 1 o£~Languag education 1s
funct1ona1 competence 1n staqy

13, .Job Re]ated Curr1cu1um

-

- 1In theory, a work-related curr1cu1um would. be jdeal- for student§“*n a,
Joh training program such as Job Corps. Deve]op1n readsng-mater1a1s s
and vocabulary Tlists ‘relevant to. the vocational in rests of students
in the program .is often proposed. as a solutien to apathy in The class-
room. Unfortunately, vocationally related materials are only_ gradu- -
ally being~developed and identified. ‘The practical significance of
having a workman or workwoman-acquainted with the names of g‘e tools,
techniques, and theory of his or her trade is undoubted. But no
tests have ever been administered to Job Corps enrollees or other
part1c1pants in employment ‘and training programs to demonstrate that
vocational information predominates as an interest area. It might be
informative. to “conduct a test with video tapegpon various subjects,
including high quality vocational training films, to determine which
topics typical students would select first and watch more frequently.
The value of vocational knowledde is unquestioned; what has not been
exp]ered is the most effective way to use it as' a motivator for acquir-
ing a-difficalt skill such as reading. A study might well indicate
that a balanced 3election of recreational and vocational materials
- would have the greatest-appeal:.

14. Cooperaitve Program Development

A number of-.the remedial strategies whith, 1ike tutoring, have tended
to be neglected because of the effort requ1red to initiate them or the’
plarhing required to maintain them, might become more practicable if
supported by a cooperative effort of local, reg1ona1, or national
‘scope. A study.for a Job Corps curriculum library- to°gather informa-
"tion about existing program materialsjand techniques is currently.un~

‘ derway’iﬁﬂ’may serve as a focus for suggestions for cooperative ‘ef-
forts for remedial module development. By ¢oncentrating resources on
key areas of supplementary ,or remedial need and by 1dent1fy1hg program
initiatives suitable for more general use, many of the remedial tech- -
niques.with currently Timited use could be improved and made more wide-
ly available. .

-~

1 " Januaiy 191y



"ET Handbook No. 401

«
s
.
[ 4
° “s ae .
, o - (\-\
. : < :
N . . e -
o . 4 .
. N - "
. e
. e,
. /“‘ R P - .
1y ST %
o ) ,

APPENDIX AND BIBLIOGRAPHY



P “ EDUCATION FACILITY AND PROGRAM < -~
Y \ (OPERATION CHECKLIST : o/
' - e #
I. General Condition of the Total Education Pregrah
A. Phys1ca1 cond1t1ons 1n ‘the education fac111ty

ey RS .
'3&§B?\ 1. Are c]aééggﬁhs, hallways, etc.,: kept reasonab]y nea,

clean, and attractive?

2. Is the education ?%c111ty adequate]y 11ghte@- heated,
and ventilated? \\ ' ‘

3.” Are the classrooms spacious and quiet enough so- that .
‘individualized study and tytoring are actually possible .'

i and pract1ca17 U
R 4, Are furn1sh1ngs (cha1rs, desks, etc.) suitable and comfortable?
B. Teacher-student ratios and attendance- 'I s

1. Does the center have enough.staff to maintain teacherLs, dent ¥
ratios fairly close to thase recommended for-ghe variousicourses?
a. In Beginn{ng Read’ng, 8 to 10 students per feacher

b.” In Gradédlﬁeading, 12 to 15 students per teaeher

A :_ c. In GED about 17 students per teache(
| d. In World of Work, about 15 students per teacher

L
2K 4

e. In Mathemat1cs, about 15 students per teacher

5va11ab1e when regu]ar ones. . °
3. Does there apbefr to be a fairly 1ow rate of absenteeism "amo
the teachers? -

2. Are suitable substitute teachers
o are absent?

X7 .

4, In the classrooms that you visited, what was the average ra ¥
of students actually present to students sched ed for the ¢]dsses?

" C. Supplies and Equ1pment - . . “‘\\\
e

1. Does the principal teacher have an up- to-date copy of th
Table of Allowances covering educational materials?

>

&

. 2. Do the teachers inventory their educational supplies per1od1ca11y
and submit timely orders for rep]en1shments7 A

A-1 7S Janu\a:@fam
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3. -Ha§ the center deve]oged’g’s1mp1e and orderly procedure through
. which teachers can order essential supplies and be kept 1nformed
of the status of their orders?

4. Does the Education-Department have a regui budget from which
= it may purchase materials as n ded? .
source for getting repairs on .

necessary? Is audio-visual equ1p—
 promptly when neceSSAry? -

5. Does the‘center have a relia
- audio-visual equipment w
ment being sent for repa

activities when ‘emergepty -conditions require cancellation of

- 6., Does the center haVe zﬁ;ont1ngency-p1an for corpsmembers'
large numbers of vocational and/or academic c]asses or,work .

projects? .
II. D1agnost1c Placement Test1ng ' . .
© v A, RIS Test1 ' ' N .
- . 1, Are new ehro]]ees divided into, groups of reasonable size
s . (10 15 eoroﬁmembers per group) for testing?
¢ X
- 2. Are the enrollees scheduled for testing reasonab]y soon_ |
~, " after their arr1va1 on center (but not the f1rst day after
- : arr1va1)? . Con , .

[ h
3. Does the test adm1n1strator exp1a1n the puf-pose, nature,’ '
and format of the RJST test in accordgnce with pp. 3-5 of R

the 1972 Reading Manua]? e .
fr¥\1t?

"4, Does the test adm1n1strator ehforce’the 13-minute time
A -
. "5) Does “the test administrator mopitor. the enro]]ees dur1ng the
' .ent1re tinte that they are working on RJS1? . .

1

"

6.. Are the RJST scores reported prompt]y to:

( q.' The ‘Central Records Clerk for posting to. the Form 'MAS-40
: on the’ Center Computer Profile and on the MA6- 527 ¢

. ) b. The Reading teachers for posting to the Form 188s and f:’
gu1de the teachers' eho19es of requ1red secondary place-
‘e ment tests? ,

[ L -
B. MJIST and MJS2 Testing B * -
. ’, . : '
1.» Are new enrollees divided 1nto groups of reasonab]e size (10 <15) -

for MJS] test?ng and MJS2 testing if requ1red?

'\

’ . ..2.  Are new enrollees scheduled for MJsi. and MIS2 testdng soon -
/ . after the1r arr1va1 on Center but not.the first.day?
‘ i ".‘ K

4 ' - ." " v .

h/n

L ) . _2 I . . ) » 4 M .
- A-2 o Ja‘nUa_‘_ryJ 1979




X

.*.

If.

A.

‘5, Dées th

Beg1nn1ng Read1ng \ (,

_.ET Handbook No. 401 L - -

i o . . \ o oo . ; .. l'_ " .

LIPEES
e

. \ ' . "'. l‘g ’ : ' ’ - —— .. '.1
3. Does the test administrator explain the nature, purpose, and
format of MJS1 (and MIS2 if necessary) in accordance with
pp. 7- yo of the 1973 Math Manua17 .
..4; Does the test adm1n1strator enforce the time 11m1ts ) - e
v * : h’ . m . ¢
a. 25 minutes for MJS1?’ L y,‘ L o
‘b. 40 minutes for MIS2? D

-

= L
 test administrator use all five forms of MJS1 and
" both forins of MJS2, and distribute them so that” students -
seated close together w111 not be worklng on the same fopm~of,
the ‘same teSt7 2 _ v
" ™~ . , .
Does' .the test adm1n1strator manitor the enro]]ees dur1ng the
‘entire tjme that they are -working on MJS] or MJ527 . -

7. Are the MJS1 tests scored 1n accordance wmth pp. 8 and M of
the Math Manual? _ .

0

'8, Is the MJS2 test administered to all enrollees who score 60

or less on MJS]? . L. 4

r 5
9. Are the MJSZ tests scored in accordance with pp. 10 and 11 of

the Math:Manual?

1

10, Are the MJS1 and MJS2 scores reported promptly to:

.a. The Central Records Clerk for posting to the MA 6-407" -
Or the Center Computer, Prof11e7 .

b. The Math teachers-for posting to the JC51 Progress Chart
and to guide them in selecting requ1red secondary p]ace-
. \t ment tests7‘ :

/. L

‘11, Are all parts of the MJS] and MJS2 tests destroyed as soon-as

the scores have been rev1ewg€ and record/g7
R , ,

\

.D es the teache: adhlnister the Su111van Placement Exam1nat1on to \
'enrol1ee> who score 8 or less on RJS17?

Does the teacher yd Quef the :amp]e page of the Su1]1van EXam w1th

‘. the students. to make sure that they understand the format? o,

. « \
boes’the teacher adder € 1 easonably closely to ‘the recommended 30 40 .A{

mipute t1me Timit? -

After an enrollee has ..mpleted the written work on the Su}11vanfz;ah\
dods the teacher listen to the stuqvq; read a]oud from xgrious subtests,.

& i '
( ’x Ca . ‘. ‘ T . “..A .
. ‘ . . D ’ o ‘
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.starting with the first one oA which the student made two or
more written errors or omissions?

a\“

E. Does the ‘teacher make pass/fail decisions on the various subtests
- on the basis of the quality of the ora] reading, rather than so]e]y
on written errors or omissions?
F. Does the teacher adhere to a reasonabiy strict standard of what
constitistes satisfactory, or pass1ng,' accuracy and fluency of
. oral reading when making pass/fail decisions on the subtests7

G. Are students being p]aced into the books of the Beginning Reading
Program in accordanceﬂwith the flow chart in section A of ETH 402?
3
H. "Does the teacher have and use. the Teacher's Guides provided by the
publisher to go with the Su]]ivan workbooks?

1. Teacher's Guide to the PreReader.

2. \Teacher's Guide to Book 1 (and éook T1R) ) \_'
3. Teacher s Guide to Books 2 through 7
4. Teacher 3 Guide to Books 8 through ]4 . l

5. TYeacher' We to Programmed Read1ng Test Book Series I f

Y

6. Teacher s Guide to Programmed Reading Test Book Series I’

I. Does the teacher have and use ¢ : L

v

1: The Suilivan sound- symboT cards?

O

2. At Teast one Language Master machine with headset and Language
.+ Master cards for individual student practice on sound -symhol
’ re]ationships7 1 , . \ >
J. . Does the center .have an ade?uate supp]y of all the Sui]ivan materials’
"+ designed for student use? (PreReader, Books 1, 1A, and Books 2
— through 14; Test Books for Books 1 through 7 and Test Books. for’
;Books 8 through 14)?
.\. ‘
K. *hre the Sullivan PrOgrammed books ,being used conipmab]y by the
.students?" .
L. Does the teacher refer to 3Ee appropriate publisher's teacher's
guides- and”introduce new sound- symbol relationships and other
:concepts to corpsmembers before they enter a new unit of any boqk?

L .,
M. Does ‘the teacher cheék the corpsmember's written work on each

" Progress” Check and listen to the corpsmember rea the Progress
Chec a]oud? |

-~ \

.« )'. by , . . ‘

~o Aj4 l‘“ ~January ']\979‘;" ‘




. IV,

_Graded Read1ng
A. * Does the center have aﬂ] the graded read1n@ mater1a1s ava11ab1e in
the reading c1assroom° _ . p
B. Have all of the reading se]ect1ons been proper1y code-numbered jn | ~
accordance with the instruetions given in append1x EII of the ‘
. Reading Manual? (
L , ;
C. Have ‘the reading teachers agreed upon an appropr1ate nnxture of -
reading materials for students at each of the 1eve1s7 (See ETH. 402
pp. 48 and 49). . . .
. D. Do~ tra1nees record their work proper]y ‘on the RJRR1?
E. Do teachers score and record every fifth se]ect1on on the RJRRI )
" and administer an oral reading check on the se}ect1on?
. F. Are these per1od1c oral reading fhe@ks be1ng treated by the teachers
as opportunities for disgnosing and reggd1at1ng ,students”* d1ff1cu1t1es,
. or’ are they merely perfunctory,exerc1s for the record? . .
G. Are the tr‘?hees being requ*red to atta1n‘scores of 80 perce o
“more on 14 selections at a 1evel beforé tak1ng the LAC test
comp]et1on of &gat lTevel? .
L ‘Ho Aré cop1es of the Master Index- read11y ava11ab1e?‘ E
. 1. Are the reading Seleotions ‘attractively,and conven1ent1y organ1zed?
J. .when a student fails an LAC for promgtion to .the next ]eve] do ‘the
teacher's attempt to 1dent1fy the naflire of the student's prob]em
and suggest that he/she do the reqdired additional. read1ng work From ‘
materials that offer.exercises related to the student's deficiencies? .
K.\‘Does the teacher make proper use of the oral reading portion of the.
LAC ig placement and promotion? (See ETH 402, section A, Yart 4, _
» for a dlscgislnm,of how LACs shou]d be adm1n1stered ) A\~ i;)} -
(;‘) - ) " ) ) I . l .V-.b. .‘
. . ‘!(7 - ‘ L. . R ,
~ % . - f e o oL
: ¥ ‘ » A5 _ vy ~January 1979
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‘N. . Does the . teaCher conduct remed1a1 tutor1ng or assign supp]ementary

exercises from the pub11sher s teacher's guides when a corpsmember
performs. gpor]y on a Progress Check?

\0; Does the teacher c1rcu1ate actively through the- c1assroom, tutpr-

ing and assisting students, encouraging them to use the sliders L s
properly, avo1d skipping, etc.? . . . .

- P. /when a student begins to work with the Level A materials, does the

"teacher- provide tutorial assistance with the exerc1ses)that accompany
them? Y i 4 .
. ’ - . 4 . °
Q. Are the end-of<book tests be1ng used when appropr1ate and scored
,correct1y’

. ’ ¢ . ' o
4 - _ .. . . ‘ . ,
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[4

; 'uﬂ;'_when the oral readTng port1on of an LAC reveals that the student
- lacks word-attack (phonics) skills, does the teacher tutor him/her
us1ng Mott Book 1607 ; - /
.,.Mz. Are the LAC test story cards, worksheets and answer keys keﬁt secure? a.
s b 4
B 'N. Does the teacher 1mpose a reasonab]e limit (apout 50 minutes) on
the time that a student can spend on an LAC? : ,

Q.' Are the LAC test worksheets destroyed as soon as they have beeg-

~~. scored and recorded on the Form 1887

P.. Are students be1ng°p1aced into the program in accordance w1t@;the o
f]ow cqart and procedures described in sect1on A of ETH 402? S,

Q,ﬂ During your yisits to Graded Read1ng c1assrooms, were you able to
. ‘call -upon a féw stugents at random to read aloud to you,and find.
- that their aral reading. of the materials on which they w3re work1ng

* r 'was reasonably good?‘ﬁ . 1~¢m\<

- ) “, ./ . © . i
/v///;;;;;;ed Read1ng * , ‘ R A

A, Does the center‘have all of the mater1aih ca11ed for? .

-

B:,'Are the materials read11y ava11ab1e in the Graded Reading and/or
the GED c1assr00ms? . .

o

C. Are students being a§s1gned to Advanced Reading when it is appro-
+ priate? (See section D-of the Reading Manual for a d1scuss1on of

how and why C/M might be assigned to Advanced'Read1ng ) g(
7 P~ N
VI. Mathemat1cs o ' : ' L l’f ' | Y
. g o :
°,,(/A. Are students being splaced into the 1esson prescr1pt1ons ip accordance
' with the flow chart? . e *’ S AR T e FR e
I . AT R “2 v R ‘._ .

Lol SR,

h
E.' ‘Dog‘teachers control the 81agnost1c/Umt and- Sefc on Tests str1ct1y,
avoid-coaching students on them, score thﬁp “and’ destroy
‘ them as soon as the .scores have been reco eg nd@é%i prescr1pt1on e
\ dec1s1onSvmade?

C. When(a student faf]s a Un1t\Iest does the. teacher use the item
analysis feature ori the back ef the test answer sheet,and the sk111s .
directory in appendix IV to choose.and Aassign a. remed1a1 prescr1pt1on
for the student? .’ r I

D. Does the center have su1tab1e~remedta1 mater 53%1 tegrated 1nto ‘
the Sk111s D1rectory’ Are they readtly availa he classroom?

-E. Are the students be1ng requ1red to comp1ete all parts of their
lesson.:prescriptions,’ including the Word Problem books and the J
mater?als when ca]]ed for? ‘ o | o . -\ -

LN ]

- * '
. S A . ‘e N
[N L v . ; . . . ) .
2 \ ~”o o . . N .
" : ' « . S N )
. . ’ » .
. . . s . &
Q -~ \ . > : © . Y0 .
. v . . v i
& : A
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* F. Does the teac e the who]e ndmﬁers‘speed checks hegular] ' “p

two or three times each week in each class? Are the speed cheggs
-contro]]ed and - adm1n1stered properly’ ~ S

1 G. Is each student requﬂred to~cqmplete at 1east four of the 11 measure- -
ment minjlabs? . PO : b
. . . . A ’ ﬁ‘i ‘-: \‘/ " '. :. R *
.. VII. GED Program . m“w St : ' T B
‘W\ - AL s the center emp]oy a reasonab]e and cons1sten€*standard for
o term1n1ng when students are ready for entry into the GED program’

B. - Does the teacher have and usé appropr1ate materials. to supp]ement _
-+ lessons~in the GED program; particwlarly in math? . :

>

-
-

C;' Are the Screen1ng 52? Unit Tests proper]y contro11ed,dhd»adm1n1stered?
L
- Do [pes. the teacher tutor students who perform poor]y on the Unit Tests?
E. Are adequate supp11es of commerc1a11y deve]oped GED preparatory work-

books ava11ab1e to supp]ement ‘the program?

F.” Does the teacher make use of the Advanced Reading program to prov1de
some variety for students whose schedu1es ‘would otherwise 1nc1ude
'noth1ng but GED c]asses? : S

. G. When a student's reading. sk111s but not h1s/her math skills are

judged adequate for entry into GED, is the student scheduled for

4 both GED classes and math.classes and required to complete the . -
basic math program before attempt1ng the math lessons of the GED
program? . .
VITT. World of Work Program. . ; o o i
" A. The B 1d of Work Units - ot L
e asks,wor ork Un1 s ; . ' o 5&\
1. Does the center conduct an organ1zed WOrld of Work .pragram e
. to develop trainees" skills:.in dealing with app]ﬁcat1on forms, . *
vt dnterviews, JOb ‘searches, gett1ng,a]ong on the job, income .
tax, labor: union matters, and persona] budget management?

. 7 \s Q '
2. Are all students, 1nc1ud1hg beg1nn1ng readers, schbduled for , o
World of Work and,requ1red to comp]ete the course? « P

3. Is the World of Work program schedu]ed and conducted in a
' timely, methodical manner so that ‘an average corpsmember will
be able to complete the course within, an‘i‘erﬁgpzlength of stay?
4. Are appropriate, techniques being used to enable Beg1nn1ng~ °
+  Reading students to attainm at 1east the m1n1mum goa]s of
the course? ) R

% ’
H \ \ .
L Ty ' -
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5. . Are suitab]e matéria]é-avaiTab1e‘fncaHequate quantity?

.
Pl

6. «Does the center have the necesSary audio-visual equipment
o for the. courseeread1Jy ava11ab1e 1n serv1ceab1e cond1tion7

- '

B, Exit Phase World of Work  ° P e

‘T At conservat1on centers, is an ex1t phase review of Nor]d bf
\ work subject matter conducted ih accordance with JCH 343.37

o
(4 ¥

(.
2. At contract centers, is an exit phase rev1ew of World of R
Work subject matter conducted in accordance with the center'%*
“contract. and p]acement plan? | - . \
's-v/ ) + % , »
'7 - .\..( . / . ) ) :’_ [RNN ! ’
. “ ™ ‘ )
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v . . v
- B . ‘

Teacher  ~ . . - oo

Supervisor .

" "‘ﬁ” « [N '
I. ACTIQN'OR ACTIVITY OF TEACHER

‘v, xx_, Providing individual or sma]]
A group instruction
at C/M's desk
at- teacher s desk.
Conducfing group discussions
Lecturfhg to«c]ass
‘ Ut11121n93f o
o ‘ fﬂm
s —_— K Y‘OV1 Sg S
" discls on,re“a anatron
____,Did not phRovide- 1nstruct10n,
T etcss vy L
_____Adminfstering test-
Grad1ng tests or-papers .
‘“ Posting Records - &
L Counseling C/M  °
!@! A In class - J
. * In separate room:.
- 7T Qutdide of Birilding
. Sitt zng at desk 6exp1a1n)

L

. . Read1ngfeﬂ?1a1n) B \
. \: - T X
~II %mTTON OR ACTiVITY OF CORRSMEMBERS
g working 1nd1v1dﬁa11y in program
S i ‘Participating in group discussion -
Pay1ng attention to 1ecture,
4 explanation, etc. - :
" -Using. supplementa] mater1als
L .- Taking test . .. o .
. - Self-grading work |
s K . C ot part1c1pat1qg i
' o >'o$vab13 fashion
" # C/M reading magazine,. el
R (nét supplement) e
- 4 ___-§{/M8leeping Ll
# . C/M‘hnnoyrng or d1sturb1ng
L - class .

CLASSROGK VISITATION REPORTE

| Length of Visit:.
111 METHODS- USED

.""'

T ET Handbqok NO. 401

Date

Time

b

JobUCorps base 11ne 1nstruction
~ Supplemental instruction .
Job Corps supplement only
Teacher supplements :
Partially JC base line’ 1pstruct10n
ﬁeviating markedly from JC base-Jine

_____Littie or no supp]ementa]
1nstruct10n

Iv. CORRSMEMBER TEACHER RELATIONSHIP .

(Discipline) - R

A

.t No. prob]ems, supenior control
no frictian .
Few.problems; good contr01 )
no ¥riction -
Prob1ems, fair contro
friction - -
.Many problems, 1ittle control
-much friction - . e

some

____ Other (exp]aln) —_—— ’

° .
B K+ ] N\ b} . . ’
T g - . " .
. ¥ . . . .
' wh v .
. J . ., G
\ .

- . '\ .

L]
o1ass
T Class
T sC/M permitted to -enter and leaygr-
- class frequent1y -
. Tardiness or absence oﬁ C/# not
quest1oned

Eeg1ns Qn t1me .

,n‘

January 1?19 ‘

V. USE OF TIME - <- e

s

v «

egun late (or dismissed ear1y)

LxT
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CONDITION OFsROOM ‘ VII. CONDITION OF OUTSIDE- AREA
v Neat;ﬂclean, and arranged e .. No litter
Numerous decorations and/or posters Little 1{tter
Some decgrations and/or posters. -
v Y-ty and-disorderly = = -
. gﬂb and/or postgrs
ey, :
- £ | .
»‘ ”K, . A - 3 . .
A . . - L j\ _'\‘ I .
L} d' '
. o -~ 2 p /
7 ) ﬁ’r' ' V .
[ '~w-‘-\',. ‘
LR .
u W . -
‘ ¢ S SET .
) B B 4
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. . . , .. . .
. PROGRAM MATERIALS AND RECOR§S CHECK ][ﬁ © '
’d. .. : ‘.. )
- Teacher- Date Ca
Supervisor RO 54' ' * , K " o
I. PROGRAM MATERfAL§ ANﬁ EQUIPMENT i II1. CORPSMEMBER CLASS RECORDS
A1 .dob Qorps baSe.l1he‘materiaTs : "/ _# of records c ecked
. presént.and arr%ng : # current, corfect and compTete
=« No. basg_;;gg_maaﬁ iale- missing, N____ # not current, correct and,
| . but no ranged op accessible e - complete :
@ Base 1ine materials missingw, - I# of completed records not turned
T ___ Supplementalkmdterials present, into office
organized and used (Job Corps :
teacher ) . Iv. ATTENDANCE RECORDS (DATE)
_____'Supplemental materials present :
.but not organized or Tittle used - # corpsmember checked
L1tt1e or no supp]ementaT mater1a1 ) -# corpsmember recordéd on
T present . teacher records :
A/V present and in use as needed M corpsmember not recoeded on
No AN preseht or not in use if teacher records
~ ‘present : _# agree with data (Master
. ~ Schedule) report:
. MILESTONE? OR UNITS ' . # disagree with data (Master .
o , o Schedule) report . °- '
. # of records checked N Teacher was present and respon-
~+Units \or-milestones reported to ‘ ﬂbS1b1e for above accounting '
central records * \ ° ‘ - Substitute was Jpresent and
Units or milestones" reported on ~ responsible ﬁpr above accouet
corpsmember class records . ' .
. S V. - COMMENXS: .
- Incidence of Correspondence or Agreement ° L ' ' . e

J B
-No- errors " B
Few errors 3 ‘ cl o
Many errors LT : ;' T ‘ |

|‘| I-

Number of M11estonesk(Un1ts) Reported and/ ' )
or Recorded and, Program‘Comp]et1on . . . .o «

. _# agree on C/M profﬂe (157) NEEE L . ﬁ . “
' -# disagree oh profile - ° o . L
_ # agree with C/M class recordS“ - .
# disagree with T/M class records ' . - A:'\

. . ..
. " - » - o - v
—s-—,.;._,. ' .l . . . . = ¥ . e, ., -
. ’ . s s . .
. .

0. e AEEERNREN 5} o B Januar;'1979’;-: AR
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. . L IV'. { . . ,
_ ) t&a&\ : TEACHER.S CHECKIIST S .
\.1 o : e . -

This check11st is adapted from a, check]1st for community teacher aides.* ,
It summarizes and extends'tomments in the gu1de on desirab]e teacher charac-

terist1cs. ” § - "
- i ’

8 PARTICIPATION ;— EDUCATION AND TRAINING L et

L4

1. Observes the needs of the 1nd1v1dua1 student as they d1ffer\from '~_‘q
_ those of other.students and adapts teaching accordingly. . , L

2. Actively and fnte111gent1y 1ntervenes to assist students with or .
.without, being asked. . . :
" e
« ° 3.7 Understands levels of student ab111t1es as they relate to specific
~ programs and program, Tevels. . .

-

4, Speaks grammat1ca11y acceptab]e English, free from extreme accents
that impede, commun1cat1on or vocabu]ary 1nappropr1ate to the CIhSS-_j
room.. , "o . '

5. Uses techn1ques that motivate students to succeed progress, and
improve program and classroom performance. . _

' 6. Encourages the deve10pment of latent taTénts and 1nterests in
o students that, even (if not academ1ca11y re]ated help to improve
students' se]f-1mage ' %

7. Exp]ains.educat1ona1 subjects and materials clearly qnd patfenéTy.‘

8. Shows a commitment to both basic education and vocational traIning
programs as means to a better life.-

g 9. Shows a. commitment®o the strengths of the program and 'its 1mprove- S
o ment by construct1ve act1on rather than by criticism and comp]a1nt

10. Displays understand1pg of program elements and procedures

‘ 1. D1sp1ays 1mag1nat1on and originality by proposing new 1deas,
; approaches, and 1mprovements to program or supp]ements

12, Displays tolerance for differing standards, "habits, cultures,
r“ . - language patterns of students: : :

M & . ’ N ) . 2t .
13,  Kpows what is go1ng on. in the world ocally and°nationa11y and tries.
» to br1ng it into the class. ' ,

v }I o h ' K
e 1%9- Possess s or. seeks formal education, tra1n1ng, or exper1ence requ1red.-
* . to hand]e,essent1a1 ass1gned work. : " ,
I

o . . _/’": - ’ ST
* v N ‘
v . . , ‘ TR
. . . . ’
O ] N

AMapted from. "Contr1but10n Appra1sa1 Sheet for Commun1ty Teacher A1des,"

+'PROJECT. UNTQUE, Edgar F. F1ske, 1970. e AR
4oy '-f."‘._‘ ? $ L s - . - ' 1,\ .. v.v‘

B "‘. T .'_:" :“"m\ 86- ) .
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I11. EFFECTIVENESS H‘P ORDERLINESS
]

hs

15,
¥

d.

8;

2.

3:',',

6.

ET Handbaok'uc;.‘r(&m .

e

Possesses'or seeks formal education, training, o® experience required’
to handle-more difficult or advanced projects or fasks.

. "~ PERSONAL ATTRIBUTES

L : W

.t

Projects an air of enthusiasm about teadhing and an interest ih

the program and

students. -

v’

(s

Readi]y ‘adapts to new 1deas, change§ in the program, and 50 forth,

-

Demonstrates an 1ntere§t in se1f-1mprovement by eann1ng new things,

P )

) reading, taking courses to keep current as far as:poss1b1e.

Al!empts to solve problems w1th minimal adV1cé“and coach1ng fnom

others.

Epts construct1ve cr1t1c1sm from others attempt1ng to 1mprove
"hisor her performance’ and contr1but10n. ot .

Is calm under pressure or dur1ng emergenc es. (minor jnjuries or v \'
111ness 1n*the c}ass, outs1de d1sturbances, and SO forth) - "

* -

“

-

-

/

Is frank and forthr1ght in support1ng conv1ct1ons without being’

host11e or personal.

5

.Tends to be se]f-conf1dent

-

about the potent1a1 ‘of prodkam’ and student. L.

fx

(
Open and a;tive]y cooperat1ve with fe11ow/teachers rev1ewers.
. superv1sors, and cher center staff. S

14
.-,

0rgan1zes time, effo t;, pr1or1t1es in the classrpom so as to be
most effective in- dea ng with sstudent ]earn1ng‘prob1ems on'an
? 1nd1v1dua11zed’bas1s. ;

Alert to neegs¥
ﬁead1ng rath-f

-

©

-t

PRd problems be
]_han following student moods’ and 1nterests.

3

-

&> -

g2_nd opt1mist1c about the. program apd ¢

¢ -

Y

b

o

»

L
2 6

-

e they arise, and effective in

o

Ma1nta1ns ba1aﬁced system of rewards and d1sc1p11ne, f1rmness and

‘permissiveness in’ the c]assroom

-

' Creates and ma1nta1ns a ‘harmonious work1ng atmosphere.

[}

N

s

: Dependab1e'w1th réspect to working on’ program, be1ng on t1me,
-keepingy appointments with. students and so forth .

.«

lAggrESS1ve in start1ng S'd comp1et1ng th1ngs that need to be done.

A- 13

7. ”Eithpr keeps or sees to 1t that c1as
‘ and freé’from clatter- and dlsorder.

8?

s\ooms gfe kept reason

4

ab1y clean P

‘.m"" -\_

b January 1979
. x}‘_o.

e . :
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9.

. and supp11es.

'!" oy . )

ET Handbook No. 401 *  * - .
»° | - B g
Assists in seeszg to it that halls and toilet fac111t1es are kept
adequate]y clean and orderly. . | ‘ 3

Acts to insure adequate storage,-use, and upkeep of. program materials

: .‘ - ‘\”\j‘
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' SAMPLE c_LAs/sizoou ARRANGEMENTS AND EQUIPMENT

Beginning Reading Y |

a

: , = . (Ten Students)

% .
Furnishing, Purpose and Suggested Location

-

1, Ten 1nstruct1ona1 stat1ons--e1ther carre]s, tab]es, or tab]et-afm\chairs. ‘i
r ten students to work 1nd1v1dua11y and for seve 1 students to.work in
sma11~groups with. the instructor. Arrange for un1nterrupted work,andéfor _____

“T'\easy superv1s1on Seme stations may need to be arranged for Sma11 group

.gv'.. .

work. ) )
. L sl \"
N -

B , o | o y '
2. Instructor's desk‘with lock. For storage of manua]s,~guideSmtest keys,

\and basic supp11es Arrange to command-a ‘view of lab act1§\t1es--

+

frequ t1y in a corner‘or near the door. -+ ¢ L .

3. File, four-drawer, with 1ock For f111ng folders containirg Students

ﬁ N
“iprogress charts" and "Ehd- of~§ook Test Book]ets," Also to secure a11 o

.‘"‘w

G
ﬂtests and keys. . Locate near 1nstructor 'S desk * SN

()

Q§$.

,43; Storage un?t w1th adgustable shelves (schoo] shop*cou]d bu11d a custom

o
Ea S

un1t) To store supp11es of. texts and supp1ementanﬁ§§ater1a1s Locate\

-
"so as to be conven1bnt to both instructor's desk and to students.' ‘
qgnne To ho1d ‘

o oardSq JsoJated

5. Table or: 1nst4uct1ona1 stat1on for the Language Mas

&
Language Master, earphones, and a box of Language ul:

as much as poss1b1e from other students, but under su??'visiph.'gz
6., Bulletin board ‘gnd blacksoard. To d1sp1ay flow charts ag“set of sound-

- symbo] cards,.etc ATso for sma11 group work w1 h th€ 1nstruCtonpf‘“, 'v?;f

4 Consp1cuous ]ocat1on near_area where 1n§tructor can, use sound symbo1 card§:

ﬁ
e

- a 'v. W *
e .9 i
R and can- 111ustrate for g up work. B PO SN
- o oy~ ( 'L. " . 5 o [Yhots - .
R R 3 . R 1 . N i e
~ s S .
’ -_w\ “ ~ < ) ".. 4 ’ v ﬂ. ~, T
Y aw, - 4 L 2 { * e a 8 M »
) 5 - ‘ L ) o i T
] Y IR ’ |- i ”~ \. .i " ‘ -
s - v < * L, r S :
. it S - \ : 89 - - v & .'t 7
g T e s T T Gangary M9TST - X
s ‘_ I K _({. .-' - Y R ol . . —‘ ‘J-k“ ' ' ’ 'A, ’ -
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- w group work.

. o v1ew of lab act1v1t1es. Frequent]y in a corner or near the door

" _ . .

o . ET Handpook No. 801 |
“ . . . ‘.{ ' B " y

‘ ' ﬁrad%zuRéadihg ot

(Fifteen Students) .

Furnishingsl.PurpoSe and Suggested 'Locgtion - - P } q_;

1. F1fte3% 1nstrug;1ona1 stat1ohs,(e1ther carre]s, tab]es, or tab]et-arm

~cha1rs. FOP)mOSt student‘ﬁhb work 1nd1v1dua1]y For sma]] group work ok
in phonics w1th the instructor. Arranged for individual work and so-that'
' students can move to Master Indexw to retr1eve se]ect1ons, and to correct

answers with a minimum of d1stu$ance : ' , _ A

‘2. Instructo;’s desk witn 1ock. For storage of manuals, guides,:test keys,

and basic supplies; may be used as cgnter for small group. Arranged for .
easy supgrvision, Some stationsimay need to be rearranged for small
o TN . LT _

e’ L

3. ?d]e four-drawe tw'th lock. To-file students’ fo]ders'containing their

e

"progress charts." and tests, and LACs and aﬂ,swer keys. Arranged to cémmand '

A

‘4 Storage rack for graded readjng se1ect1ons, Master Index, and answer keys.

See Job Corps Read1ng Handbook, page 55 for des1gn. To ho]d graded read-

7 \
ing mater1als 1n an eas11¥ access1b]e manner. ConVen1ent.to a]] 1nstrUct1ona1

1.

. .
=

stay1on51 Locat1on is 1mportant in determ1n1ng c]assroom traff1c

;-5. Bulletin Board To post "How to use ‘the Master Indexa" gu1de to reading

’code numbersuietc Locate near._ rack so that students can consu]t when

obtafning and returq1ng selections. | A : : )
:\\\Bharts. lT.arge percédtage charb, suggested m1xture of-graded reading

'se]ect1ons. For 1nstructor and students to compute scores and p]an read-

~ .

’ . ~
. N B
g _ Conspicugus 1dcat1on. : oY o
L N R
. ¢ 4 K { . . .\._ . s e g
» . . '.-" ° " . N . . ,‘?9 < 7. : ‘ S "
PO Yoy L IR SR A
’ . . ' e AT €, R 'Q'"‘.:\ M
N > N J'-’ e E -
® - e,
m..,.\._. A - m L - L
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Advanced Read1ng : . '6 |

L]

(F1fteen Students) P

[
LI 4

Furn1sh1ngs, Purpose and Sugggsted Location

1. F1fteen 1nstruct1ona1 stations, e1ther carre1s, tab]es, or tab]et-arm
chairs. For 1nd1v1daa1—work Arranged for un1nterrupted work and easy

isupervis1on. Also arra;ged for Easy traff1c f]ow to and from mater1a1s.
. -t
s, Instructor's. desk with 1ock- For storage of manuals, gu1des,'test keys,

and basic supp11es Can be used as center for sma11 group conferences

+ Arranged for un1nterruptedmwork and easy superv1s1on A]so~arranged for

&,

easy. traff1c f]ow to and from materials. R e
3. File, twoadrAWer W1th lock. To store Leve1 Advancement Checks, other

tests, and answer keys for advancement tests. Near the nnstructor/s

I

desk. S . ¢

s, . - . ..

4. Rack (opttional). To hold reading records sheetsf Near the entrance )
"N
that students can‘retmeve and return the1r records.
5. Tﬁﬁﬂe to hold SRA k1t I¥a, Better Reading Books, answer keyg and SO forth

S

leg\students stagions. Arranged so that the traff1c,flow will not
u

disturb others. g '_‘ N . .
ﬁ . K

~

6. Bulletin Boaﬁ for &)ercentage chart ang so forth . For 1nstructor ,and )

students to compute scores. For bu]]et1ns Near the ‘answer, | keys» -

e .o <0 . \ T Py ' . . ) .’f R
.’ h ) ) '-'. ..,. ’ }
. ) ‘,?’.
- 449 ¢ 4 ' .
¥, | R ¥ DT
. - , H : y oo \ o
1 Vo . '_ - o o . o ”\
. o e« : AR T 4 N -,
* ’ -. L. ‘..;{"“‘ ‘4:,’\“& - . ‘ ~ . . Ehe o - . .‘ R
ERERPERE o ) .
v A I SRR L N
Yoo e A R el T v&'.&.r"»‘ﬁ’ {gi*v. ...‘. "’?
TR S S N L Qg e T Y e ‘
N L . A .. | ‘. ) . : 3 o
4 (%4 © o L g .’ - T ) . ‘ o . ‘
R Y T o & . L Sl 4? oL
« R d hERIR . e Fl ) . . ., ° . “‘
‘);}"‘\ ' ?“ 3 i ‘ ?o N.
) y $- o
\‘ .
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-*urniShings;

S \ :h ., . ) _ 4 s ' . ¥’\

3 il

: fu~:->‘13 | ‘djf:~ Mathedatics and_GED (’ | ‘.)‘ : !
< ! 4 Ve . . : . }

n (Math F1fteen Students,_GED up;to'Twenty.Students)

,a . : . = -

- A . LTS

‘iﬁhd Suggested Location* R L 5

-l
! '.-

].

,.chairs. For individual work.. Arrange:/foz’igd1v1EUh1‘work and - so\that

‘supervision.

Fifteen 1nstrUCt1ona1 stat1qns, either carre1s, tab es, or tablet-arfi:

* (;' 'q |‘

students can retr1evq_progress checks nd.the1r keys. Arranged fo;’easy

- Instructor's Desk. For storage of: ‘manuals,. 901d95’ test eys and

‘o

.supp11es. %1s0 for conferences. Arranged to. command a viéw of the. 1ab

L [} , .
: r

act1v1ty. ,Frequent]y near the door or in a corner. v .

"File, four—drawer with lock. (Three to. four for GED classes. ) To file

students' folders containing their progress records;_to file cop1es of ‘
all diagnostic, unit, section, and exjt tests in math, file remedial

s .
exercises. . Nea the instructor's desk.

4

r-"

: Storage cabﬁnet'with;srjﬂves/shelving, To- store 1nstr0ct1ona1 book]ets

and supp]ements, remed1 1 mater1a1s. Conven1ent to all Jnstruct1ona1

' -a
.

stations, and arranged for a convenTent flow of traff1c to mater1a1s that“

.1111 1east dJsturb others “?», L ' .
Bu]]et1n Board B]ackboard 'Informat1on, bu]]et1ns, and space for

111ustrat1ng pr%b1em so]v1ng techn1ques. C]ear]y v1s1b1e from all parts
of the room. e '. : - L. o 5 ,,?r o

2

4 < L] - . .
- - § - s . i .
. L d .
« [ Q \ = L

R X O o T O s -

o A o s IR ) ey e s PO

-0 re: o Weit-18 I);gg*: o -Qaﬁﬂary 1979 - .
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T S Ao T "‘f«opw of Work B
N ot ST - e ,&"‘ G
voew )L . o - (Fﬂfteen Students)/ P R S NN
O S Y o, v
Al 4 :\ I?"‘u . - . : - v ‘<.. .'.' v C . s r‘""-.."“
FUrnishings, Purppse and Suggested Locatian ;' o '1 _ AT "f'ﬂ ‘
i N - - ) RN IY
1. '_Fifteen 1~ns’truct1ona1 statipns, e‘lther&«carre1s, tab]es, or- ~t:at;let-arm "’ m"'_'-'-.
. »rt “w e
- . chairss At Teast three or four shou]d be near an. e]ectr1caﬂ out]et when
8
*i equipment is- needed. For either 1nd1vidua1, small group,oni]arge group
_ work. Plan to arrange,the lab for various exercises as needs arjse in the:
. program. S .'l‘ o .." R | LT
. :Z.PvInstructor s Desk. For storagé~of manuals, gu1dé§’ te%t Eh.,. basic'
. supplies. For student conferences. ~Arrange to command a v1ew*t'
Lo actintX\\\frequent1y near the door or int a corner. . I
3. Fale, two-drawer with lock, Conven1ent for stor1ng consumer education |
book1ets, worksheets, fo1ders, etc. Near 1nstructor s desk,, but accessible
to students. _ .ﬁ
(

. 4. Storage cab1net Wwith she1ves, for storage and access to World of Work -
mater1a1s, AV e_qu1pmentq(below) k1ts, cassettes, etc. Convement ‘ -
to 1nstruct1ona1 stat1ons as we11 as proxamate to. 1nstructor s desk. '

\q
Arranged for'a conven1ent fJow of traff1c to mater1als that will. 1eas;
d1sturb others. ‘~7 o . . A

- ." " -“' ° . . .
. 5. Equ1pment, e1ther in room or eas1Ty access1b1e for use: filmstrip projector,

T cassette players (3 5), 16mm‘proJector. For group or individual work as -

if per the. world of Wark curr1cu1um Prgjector and recorder should be

stored so that they are readily accessible without excessive delay in -. &

. 1 - b . b N )
-*EEtting U Qan be stored on tables or in capinets. - ) :
W : S BEE .

’ . iﬁ x} > "9 ' - /‘” . l
2"\ ) - ] ’ / ':‘l'. ! . .
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T o §UPPLEMENTARY MATERIALS RELATED TO READING |
| o LANGUAGE SKILLS AND MATHEMATICS -

T e L e T
: Games Re]at o Reggjhg and Language kilﬁs J;_;. e

{ ' . Kl ‘q7 . ) ,l ?“- " *
;‘ Phonet1c word Tmalyyer . . o 1] o - B

.4‘
7

ol oq . o te ~
L, A dri]l dev1ce using 1nterchangeab1e/cardboard d1scs to build words
phonet1ca11y. Consonants and, consonant b1ends are matched w1th word
endings by turning “the d1sc i _ , N

.-h

Mi‘lton Brad]ey Company,#7507 ' - .

Antonym Poster Cards ’ : '..m - ;gu,',. . - '_“:-;_:_JL.

30, giant-size cards on durab]e thite tagstock, designed to ‘teach
the readinyg, Spe111ng;*and use of words w1th opposite meanings, 120

different.womds. -~ - ‘ , »

-

Mi]ton Bradley Company, #7529

-

Homograph Po;!gg Cards Y

60 eXampTes of words which have the same spe111ng but may be used in
‘d1fferent settings to hpld different meanings. Each word used- in two
simple sentences to illustrate different meanings. Second coler used;, _‘i

to emphasize-subject word on each card. e
Milton Bradley Company, #1552' ST c o
~ Homonym Poster Cards . - L ;' S o &
4 Y o PR TS )

ii(]ZO) ofywords which sound alike but have a different me -Simple .
"sentences illustrate the use and meaning of.each word nt for
teaching spe111ng and building vocabulary. ‘

30, giant-size white cards, . pr1nted in two colors on eac?i, 60 pairs

M11ton Brad]ey"Company;W#?5§Q§§ﬁhg&&.f. ' ’
B ) . ’ * B ‘T"'"‘,_ h { ,. ‘ . . )f . [ ’
Synonym Poster Cards Lo ™ : - b . x

30, giant-size g%rds on durabTe wH‘lé ta stock des1gned to teach the
-+ reading, spelling, an& use of words with the same or similar mﬁan1ngs
120 diffegent .words. L o ,

. .
« oz, L

. ~ Milton Brad]ey Company, #7543 L L

Popu]ar Games That Ean Be Used in‘an Educat1on Program '

These games are popular fam11y ghmes whlch are read11y ava11ab1e at most

3 ‘of the large department. stores or at stores spec1a11z1ng in ‘the sale of.
“educational materials.  The price range-1sibetween one:gnpd five dollars.
Most of th%fe games are for sma11 . groups and can be;ignp eted w1th1n one
hour - ‘ » -

Q 7 ‘ . ‘ ' o AN
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GameS/R'1ated to Reading and.La;gque Sk11ls a Jo \}1'u o Qr

51;' Go to the Head of tTESC1ass” " ool e Y e ) )
72 'Pasgword :t“ p_]'n .“‘.,_T? - Y o ‘”i.'" ‘ 745)%? "

3. Phonet1c Quizmo - S S e

'4. ‘Probe S - ' \ * ".,_ ‘ -a’

6. » Scrabble R A T

8. Spil}and Spell’ , | - e L
© 9. Sentence Buidder - . T e

0. quétente;Scﬁabb1e‘v‘. : . " " . 4£7/-
1. split Word - - T S

) .
'* . : ) : . -
. s . N

» @ "-."-‘ L . . . ) FR
'}3.¢“Vowe1.Dom1noes : . KE ...
& . , 3 |
Games for Improv1ng Memory, Percept1on, Thought Processes and Concentrat1on
‘e

12. Tuf Abet

1. Bra1n Drain (1nd1v1dua1 use) L

2. Careers , 0<37 = , '
3. Checkers . / K
» A S v N S
4. Chess e o : o o
. : * - SR . vy ;
5. C]ue . . - .

Condentrat16h ) S

Instant Insapity (iﬁdividua1 usej ”

6

7

8. Jeopardy -

§. Scoré 4 .
0

Stratego - . . . o

sty . e U T e
- " ' ' qi"r I 3 . - ‘ .-'\ " : # . . :‘?"‘&l .'
TLo12. Pythagoras . . L L WIS oo T T e T

. S t . . ‘
\(o DAt £ e 2)A-21 L .;'r'ﬂy January. 1979
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15 Double m Q - r . ' &
Math Games- ' ;7“ P .7'1’“ R N
Ar1thmet1c Qu1zm0v+ L T % #a | ’ | }l- 1_ - ,i;‘

A" fyn game - for va1ﬂab1e pract1ce An number c6mb1nat1ons (add1t1on, |

Ll

subtract1on mu]trp11ca 5 and division).. Contains cards. for the,

ent1re class and is simi “to B1ngo v L T e

~Milton Bradiey- Company— #9300, and 9301 R RS 4

Qu1nto ' L e L 1§‘, N
) * bd. 4 ._.w ¢ '.

. A mathematical Scrabble game 1ntended to be played uging mu]tﬂp1és <
"of five; but which can be used for other mu1t1ﬂ1es to strengthen M
all of the mu1t1p11cat1on aqg add1t1oh facts. ' R
J. L. Hammett Co.,’ code 82812464 6 L L L

CoS . A e

. ‘Heads Up’" - S ; oy *

/)A“f%n game in which -numerals and" ¥s are- threwn oﬁ'd1ce feom
wh1ch the student: forms true mathemd$ical sentences on a p]ay1ng
board Invo]ves a11 four operat1ons of ar1thmet1c oo,
J. L. Hammett Co., code 82804#944 . o / LI

R S ( A

' Rea] Numbers Game e ? : ) o N ?
Students roll f1ve numera] and operat1on cubes and combute as many
numbers as possiple from the' set of naturals, 1ntegers, rat1onals, o
or rea]s -Good %ractice in computation. . ™ A '
‘Creative Pubiieat1ons, #MGP-ZZ, - e ;__.f';a
Based on a number sequence TUF is a ser{es of games progressﬁng
from s1mp1e1'nes involving only: the operations of ‘addition- #hd sub-

- traction to more advanced mathematical operations’ and” concepts: 5

mu1t1p11catfon sd1y1s1on, fractions, decig® s, nedative

numbers, number systems in other basest

and even exponential.'powers, frac ional roots
iiﬁ'!py ‘

dgarlthms, etc., The "
set contains 60 3/4-inch co]ored -4 b]ank cubes

as extra replacements, 3 t1mersa

. 1.
A .

'Jaﬁuany}1979.;;i”.
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r_3-D Dominoes : ' " (Grades 3-6).

45 plastic game pieces which have three sections to be matched. -
Game includes six example charts and instructions plus a solitaire:
game. ' ' N g

Miles Kimball Company, #K4799

o gy R

Radix -(Grades 5-12)
Deck of 52 Playing cards containing four numeration Suits?',base 2,

. base 5, base 10, and base 12, Played Tike "rummy" for two to four
players- but can be used as a solitaire game. - ' -

James W. Lang Company

. : L 3
‘ Competitive Firactions Game : h - (Grades :3-6) -

A game for three to five students which reinforces a student's ability
to understand and mentally add simple fractions of 1/4, 1/2, and - '
3/4. Moves are dictated by cards.. Includes fractional pieces,. .~
playing cards, three playing boards, and.instructions. '

Selective Educational Equipment, Inc., #GNO439

Fraction Dominoes ’ {/ {Grades 3-6) |
This set of dominpes consists of 28 wooden'piéCeg to-showfre]atidn-
ships among numbered, named, and pictured fractfons. “For exampie, .

~a circle showing a 1/3 pie section may be matched with either a.

~ domino which reads "1/3" or one which reads "dne-third." -

Selective Educational Equipment, Inc., #ARN612

Come'Outvaen Lo S .QGnades 4-8)“‘

-Two decks of cards, each containing 52. cards. Students add simple
fractions .and find .common denominators. Deck A shows halves, fourths,
eighths, sixteenths; Detk.B shows halves, thirds, sixths, ninths, and
twelfths. The games-are similar to “rummy" and are for two to six
players. : - ~ _ -

' < o . . ~
Holt, Rinehart, and Winston, Inc., #COE-A and COE-B

Action Fraction Games ‘ Co S ’ (Grqdes 448)
“Games' for up to eight players designed to develop %6ncept§’and skills
with fractional numbers. Players.roll fraction-marked cubes. The
Circles Set and Sauares Set would probably be most useful.

Math Media, Inc., #M320-1

o | A-23 " ¢ January 1979
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IMOUT . o o  (Grades 4-8F .

Rules are similar to Bingo, and whi]ehcall cards are'prefer}ed;fon'
the faster method of playing, there is also a spinning device. 7

Each is a game in which the entire classroom may part%c1pate at R
. the time. (48 cards in .each game.) '

" Addition and Subtraction ' L , .'!?
Multiplication and D1v1s1on , ) ™ .
-Fractions

Imout Company

Wiff 'n Proof - '_', . .. (Grades 9-12)

The 36 red and b1ue 1og1c cubes, three playing mats, one-m1nute timer,

and teacher's manual prov1de 21 qha]]eng1ng game$ involving ' 'well
. formed formu]as in 1og1c ,

Creative Pub11cat1ons, #MGP 28

Checkline . y ,'; L -5_«7 . . (Grades 1-12)

The obJect1ve of this three dimensional tic-tac- toe game fobr two, /,
three, or four persons .is to get four chips in a Tine -@ither vertically,
hor1zonta11y, or d1agona11y on one- 1eVe1 or. all four levels,

.-
‘

‘Creat1ve Pub11cat1ons, #MGP 15 1'73_ A . ;:\' )

- Haar. H0011m Percept1on Games | ‘wi'F i&‘ ;f-‘ (Grades 6- 12)

Bt Games using the des1gns on tAe back of 36 cards requ1re the students ’

“to visualize the cards .in vary1ng combinatioh’ in-order to form

- patterns,. Set. includes a series of 15 ,games, - thrée forms of. solitaire,
... ten strategy games for. two to four p]ayers, an ESP game for two to six

1 players, and a party game. ° . CRER
~ﬁSe1ect1ve Educat1ona1 Equipment, Inc, ;‘#ALP001 bv T -
iAftermath I '__ S g:‘r::v!¥3\ ST

o~
.w

Self- exp]anatory book]ets conta1n{ng cartoons, humor. des1qns, puzz]es,
_¢odes, and games to re1nf0rce the curriculum. D1tto masters aiso
. ava11ab1e. : T

Creative Publications, #MEP-9 -

‘-

vAddfesses,of-Companies Referenced Above

.Creat1ve Publications , TR e
P.0. Box 328 N \ ¥ , :
Palo Alto, Ca11forn1a 94302 ’ . ‘ v - .

[ ﬂ N U ST . T
| _ ] o . , , S .
o . § ' ' ) >
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Cuisenaire Company of Nnericé, Inc.
.12 Church Streéet '
New Roche]]e, New York 10 05
J. k. Hammett Company P
~ Hammett Place S
'Bra1ntree MasSachusetts 02184
Ho]t R1nehart, and w1nston, Inc.
383 Mad1son Avenyer. -t -
New York, New York 10017 »
IMOUT Ari thretic Drill Gﬂs o
706 Williamson Bgﬂ1d1ng N -
C]evg]and Ohio #4114~ . o
James w Lang ;gw. T C e a
P.0. Box 225 . © - ¥t -
’ M0qnd M1nnesota 55864 ( o
:' T. it A ' ;. 2

Math Media, Inc.ox ¢
P.0. Box 345 ¢ .0 %
'Danbury, Connect1cut 06810

* Miles-Kimball Company .

41 ‘West Eighth Avenue
Oshkosh, Wisconsin 54901

Milto ad] j :
Spring¢ Massachus tts 0110{"

"Se1ect1ve Educational Equipment (SE&}P'Inc;

3 Bridge Street . ’ 2
Newton, Massachusetts 02195 * ~ !
L.

..
’ o %
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a. = Development and Ma1ntenance } SR
4 N e

: Requ1rements and procedures relating to the types, clearance,

preparat1on, pub11cat1on. d1str1bution, format, rev1s1on, maintenance;

etc., of Job Corps pub11cat1ons are contained herein and in the

L

— e ——
o

fo]low1ng referenced puﬂ11cat1ons

(1) 29 CFR 97a. 118 (Job Corps Documents - Ma1ntenance of |
- Center Library). T
- (2) ET - Jog Corps Forms Preparat1on Handbook Emp]oymen - '
and Training Administration Manual, hapter 4450.
. - ”)
. (3) ET 338 - Cata]og of Job Corps Materials. :
. L P
b. List of Job Corps (and related Pub11cat1ons) R o
’ Fol]ow1ng is a 11st of all Job Corps and related pub11cat1ons
w1th1n wh1ch are conta1ned the requ1rements, gy1de11nes andﬂprooedures
necessary to the operat1on anésmanagement of the Job Corps program
at all levels: . o o T R
St opoLIcy, MANAGEMENT,mOPERATIONAﬁ SUPPORT
* ET HANDBOOK " FORMER : ',
" _NUMBER - DESIGNATION TITLE |
JC Regulations "- jﬁ Jab .Corps Program under Title- 5V
- , of the Comprehens1ve,ﬁmploymen

2_9 vVC F& Part 97a b

“ .

A and Tra1n1ng Act. . =
334 : - o Forms Preparation Handbook for -
’f{ L. Job Corps under CETA. L E

Job Corps Adm1n1s¢ra}1ve Handbook

700, C- ,

701 - ; j'fX: // Job/}brps Center OEerators Gu1ﬂe¢¢*
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ET HANDBOOK FORMER

NUMBER DESIGNATION TITLE _
B JCH.640 - Jgb Corps Transportétion Guide.
© 333 ( JCH.313.3 -Job Corps Screening & Adm1ss1on
' Gu1de 5
Co : ) PN 4
343 JCH.343.3 : Job Corps Placement fuide.
.. 338 JCH.191 Catalog of Job Corps Materials .
(Forms, Test, Handbooks, Guides,
,  Education Materials, etc.).
630 JCH. 630 ) Corpsmember Allowances and
" Allotments.
. 820 JCH. 820 Job Corps Community Relations Guide.
L . .
¢ - Jobzgorps Financial Management
. ) | (Under Developinent).
- e TS-180, MA - Property Handbook for MA Contractors.
- ADM Manu : ‘ ; ) .
. ’ ' =
bl , o N
= 'BASIC EDUCATION
401 © .~ PM 400-1 \ Job Corps Educat1on Program Guide.
- 402, " PM 400-2 - uJob Corps Readl7g Program Manual
4027 - PM 400-2A . Job Corps Readtng Program Master Index
403 . © PM 400-3 ;f' ) ) Job Conps MathiPr6gram Manual
o, . R 5.
- 321 < >~ . PM 400-7 ~ Job Conys Instructorqs Tra%ging Gu1de
- ’ A for the World of Nork Curriculum’ :
1 S - o .
} 324 ‘ PM 431-(TM) Advanced General Educat}on Program = ,
" : | Guide (GED) ! g. u |
L33 - - ‘Educational Mater1a1s That Work
v a0 ~ PM 400-10 Dr1ver Education Program Guide
o412 T PM.400-12 " Phys1ca1 Development’ and Recreat1on
, . '/ for Job Corps CCCs
° . /Q-, . ; ) =/ .
-oag , “PM 400-14 © ! - Job Corps Film Catalog ;
t . . P .
v a l . » u q2 - ) - ‘
. - ' . L] ] ' 4 ‘ . - ‘.
L e <§3§§i7 -
o el Ly Ra27 Y “January 1979
ERIC Y A : L




ET Handbook No. 401 °: B =~

EF HANDBOOK | FORMER S I C
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770 . - - Job Corps Vocational Skills Tra1n1ng
. ' Project Review Gu1de11nes

, 325 JCH 400-15.2 Job Corps Occupational Training Guide
’ : ‘ (Including Training Achievement Records
' : (TAR) Supplement; and Occupational
Training Gu1des (0TG) Supp]ement)

- [ - PM 400-15 Work-Yocational Training Manual (€CCs)
. P 400-15.1 Vocational Training Manual * .
N - ‘ o
- // .
/ P
L | RESIDENTIAL LIVING/COUNSEL NG | ‘
404-D PM 400-4D - /” "You Make the Difference-in Job Corps,
- _ B Y Every Staff Member Helps . . .
- 404-E c PM 400-4E- - fJob Corps\zzs1dent1a1 L1v1ng Guide
404-F - PM 400-4F * . ‘Jeb Corps Counseling Notes (1ncludin§' e
v o ™ . kit and-AV materials) '
: 337"_ : : ” - S Center Secur1ty and Law Enforcement //
y 370 : // © 7 JCH 7370+ - .. Corpsmember Cenduct qnd D1sdipﬂjne
oL “JCH 7330 Legal Services for Corp embers ’
J ' 74 : =, (Gu1de11nes and Procedures) ~
£ o ] * . P
N INT RGROUP RELATIONS PROGRAM ‘ ¢ s Y u
C 419-A - - J@# 400- 19A Dig It/ : .
719-8(1) JCH 400-198-1. here Do Yoy F1t In (Instructor's Manual)
_ 419- B(2) ) JCH 400-195-2 Nhere Do You F1t In (Staffﬁ;mbersQ )
© M- c  JCH 400-19C ,  Getting It 41 Epgéther (Corpsmembers)
: 4]9-0 B ) - JCH‘4007190 szo1n%;Yo§r +h1ng \5 Lo
\ l. o \\'-‘. 1 3& ,,‘{;\\L}(’\A\‘b, | .\“, A“ \_MK:‘=
L - =HEALIH;PROGRAM, R S
. : ’ -2 \.\ ) ':[M - ',_ @ ) l&‘ _I :5 ¢\
N , 3 ' » o ‘&_,7 ‘ L - y
330.. . ~ JcH 3% JLb Corps Heé]ﬁh Program Gyﬁdk v
L . . A . B .
-330:1 { K 330-A o Guide Yor Uenta] Health gzng¥351qng1s R
C ‘ : - SR Par§f61pat1ng in, Job _gor 74
- , A .. "
Los 3302 - o 330-8 . ‘,‘ <Hea}th Occupat1ons Tra1n1ng Guic 8.
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o 330-K
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k;f  330_p -'
. 330-0°
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. __NUMBER )

i . 330.3°
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FORMER

DESIGNATION

330-C

T/s ||A||
T/s uBn
T/S \lcn

T/S uDu\
T/S uEu

T/S uFu

/S "G

T/S uHu i
I‘/S nI_n

T/s “J" -

T/s an
T/S IILII

T/s o
T/S uouf )

NV
L 4
N

\

R
N

<

1

™

A-29

"
TITLE ‘ . .
Hea]th Education Program (HEP)
Coordinators- Guide.

d
Daﬁﬂ Program | ).
Immunization. P . ‘

Physical Standards and Health
Eva]uation‘#rﬂ

Menta] Hea]th

Medlca] Transfers, Terminat1on and
Referra] Prosess
Fed aﬂ

w% Ocmpensatwn Act
(FECA) o

Rec pd??%) ' .
V@ tedksee Forms Preparataon

'r4~ﬁ ook) o

AL Pregnancy

HeaTth Ed;2at1on )
{Vacated-see 330. 3;/above)

?' Sexuagqty (Under De«giopment)

Death 'ocedur‘es

Mental Health L
(Vacated-see 330-D, above)

Environmental Health
Drug Program
Ocular

Health Serv1ces Fac111t1es
(Under Development)

Administrative and Authorizatioens -
Standing. Orders. ' (Under Development)

, -
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., AcKerman, q; Mark. Operant Conditibning-Techniqués for the Classroom
. Teachér. Glenview, I11inois: Scott, Foresman, 1972. .

A useful guide to contingency management in the classroom. 143 pages.

Alschuler, Alfred, Diane Tabor and James McIntyte. ngphiﬁé Achievement
‘ Motivation. Connecticut: Education Ventures, Inc., 1970.

Techniques to .assist the instructor in indreasing Students’ interest
in achievement, d eloping potential,-and in their own kind -of .
. excellence. 217 pages. - ' . .

oy

N . \ )
. 'Botel, Morton. How to Teach Reading. . Chicago:- Follett Educational
Corporation, 1968. :
A siﬁp]y written manual designed to assi§ the reading.instructor
. in diagnosis, phorics instruction, specific word attack skills,
selecting good resource materials, and teaching oral reading. 149 pages.

Burrichter, Arthur. Special Techniques that Work in Teaching the Culturally
Deprived, Englewood C1iffs, N.J.: Prentice-Hall, Inc., 1972..

A_useful booklet dealing with un erstanding the culturally different
and assisting them to understand [thempselves. 40 pages.-

Carroll, Johi B. -Language and Though . Englewood. 1iffs, N.J.: Prentice-

’ Hall, Inc., 1964. 118 pages. ./ _
‘CHa]fant; James C. and Marjaret / Scheffelin.: Cenffa] Processiﬂg_'

_ Dysfunctions in Children: ‘A Revtew of Research. Washington, D.C.:
-7 @vernment Printing Office, 1969. -

1 4

A review:of why some children experience difficulty in learning = = -
_ how to read. 184 pagei.

Chall, Jeanne S. Ledrning to Read: The Great Debate., New York:
McGraw-Hi11 Book Company, 1967. :

A’ﬁeview.of.the different methods ahd—approacheé uti1{zed between
1910 and 1965 for teaching reading, and a discussion of the advantages
and disadvantages of each method.> 372 pages. o

Cohen, Allan S. Teach Them A1l to Read. New_York: Random House, Inc., 1969.
p = = ,

A how-to approach to teaching the disadvantagéd child. The bobk 
concerns itself with theory, materials, prevention, and remediation.
329 pages. ’ ' ) ’

.
[
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* Coste¥lo, William. Tutor's Guide to Reading: A Manual for Teaching )
" Remedial Reading. Hayward, California: JS2 Publishers, 1970. -

///{An excellent manual for guidelines in using the -language-experience
method. The manual-includes methods for diagnosis, skill emphasis,
the use of phonovisual-and auditory aids, and the use of games.
55 pages. ‘ / N -

. ‘ ! ’ \ R . ’
Dinnan, James. Teaching Reading to the Disadvantaged Adult. Englewood
Cliffs, N.J.} PrenFice-Ha]T, Inc., 1971. 3 | ‘

o

> A7 pages.

.

Concentratés’primarily on teaching feaqing_cszrehension to adults. -

Enright, William J. and'Gafy S. Graham. Deve]opi;gl an In-House Education
Component for NYC-2 Projects: Program Design, Procedures and
‘Instructional Materials. Springfield, Va.: '

Enright; William J. and Gary S. Graham. The Development of a Comprehensivg
Basic Education System for Alternative Education Programs. Walnut
Creek, California: Graham Associates, 1975.\ \

Description of the development of a system for providing basic -
education to adolescent and adult academic underachievers. 61 pages.

quér, Daniel” and E1ton McNeil. Hooked on Books: Program and Proof.
New York: Berkley Medallion Books, 1969. - -

]

A detailed description of how to implement the Hooked-on-Books
Reading program' with discussions and results given on the implemen-
‘tation of this approach at a training camp for delinquent boys and
a junipr high school in Washington, D.C. 236 pages.

Fernald, Grace. Remedial Technigues in Basic.Sch061 Subjects. New.York:
McGraw-Hi11, 1943. : '

i

fFreiré,‘Paulo. Pedagogy of the Oppressed. The Sea§ury Press,. New York, 1974,

A revo]utionary>view'of the education of adu]tﬁ and the adult
disadvantaged in the United States and arbund the wor]d. 50 pages,

, Paper.

P

\ Gall, Meredith D..and Beatrice A. Ward. Critical Issues iﬁ\Educationa1‘
Psychology. Boston: Little, Brown, and Company, 1974.

A collection of readings by, advocates and opponents of most of the

learning theories and educational technologies currently affecting L

teaching in the United States. From behavioral objectives to =,
black English. c. 400 pages, paper. - ’
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* Gartner, Alan, Mary Kohler, and Frank Riessman. Children Teach Childten.
New York: Harper and Row, 1971. s . R

An account of the Youth Tutoring Youth Program of the National

Commission of Resources for Youth. In this after-school program,
underachieving Neighborhood Youth Corps enrollees tutored ydunger
children. The bobk also discusses the theory of learning through
teaching and, discusses how to organize such-a pregram. -180 pages.

Gentry, W. Doyle. Applied Behavior Modification. St. Louis: The C.V.
Mosby Company, 1975. R 4§ :

A brief survey of the range of behavior modification techniques
and the kinds of problems specific techniques. have worked with.
c. 100 pages, paper. . ,

" Gil1ingham, Anna and Bessie Stillman. Remedial Training for Children -
- " with Specific Disability in Reading, Spelling, and Penmanship.
Massachusetts: Educatprs PubTishing Service, Inc., 1960. v

Gives detailed methods on correcting all types of visual, auditory,
perceptual, and multi-sensory learning disabilities. - 344 pages.
Glover, John A. and Albert L. Gary. Behavior Modification: Enhancing
Creativity and Other Good Behaviors. Pacific~trove, California:
The Boxwood Press,‘1975., "r 3

An easy-to-read, practical guide to how the. teacher can introduce

“ behavior modification techniques into the’ classroom, with some
excellent suggestions about role-modeling, and applying behavior
mod techniques to reading problems. . c. 100 pages, paper.

Greenleigh Aséociatés, Inc. Field and Test Evaluation of Selected Adult i
‘Basic Education Systems. New York: Prepared for the Office of
‘Econdmic, Opportunity, 1966. ' )

* Hall, Maryanne. Teaching Reading as lLanguage Eiberiénce. Columbus,
- Qhio: Charles E. Merrill, 1970.°

Haring; Norris G. and E. Lakin Phillips. Analysis and Modification of .
Classroom Behavior. Englewood Cliffs, N.J.: Prentice-Hall, Inc.,
1972. | :

A useful guide for the use of contingency management in the classroom.
196 pages. L ’ .

Heilman, Arthur. Phonics in Proper ﬁerspective. Columbus, Ohio:
Charles E. Merrill, 1968. . - .

!
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A thorough discussion on how to use the phonics method for reading.
instruction.~ The book covers the purpose and limitations of phonics
instruction, teaching auditory-visual discrimination and association.

* of consonant letter-sounds, teaching vowel sounds, syllabication
and alternative approaches to cracking the code. 121 pages.

' Aolt,. John. What Do I Do Monday? Mew York. E. P, Dutton and Co.,
- Inc., 1970. o . : '

p 5 ’
Real#stic approach to the wholeness of learning theory and methods
to have students actively participating in the learning pyocess.

L .
,Horn,'Thomas D. Reading for the Disadvantaged—Problems of the
Linguistically Different Learners. New York: “Harcourt,. Brace
and World, 1970.

A collection of papers written by 24 reading specialist§, linguists,
'sociologists, and psychologists. 267 pages.
* Hunt, J. McVicker. The Challenge of Incompetence and Poverty—-?a@erg
in the Role of Early Education. Urbana, I1Tinois: University
_of I11inois Press, 1969, 289 pages. :

" Hutchins, Robert Maynard. The Higher Learning in America.” Yale _
University Press, New Haven, 1936. _ . -

A critique of American institutions of higher learning, professionSW
schools, and vocational education that reads as if it were written
yesterday. By one of America's most outspokén and influential
educatqrs. 119 pages, paper. . ’ .

" Individualized Manpowgr Training System. MbntgoMery, Alabama: Technical
Education Resgarch Centers, 1972.

This manui].may be of more interest,to the program director. It
gives good recommendations on staff development, organizing
programs, trainee orientation, ‘ahd staff training. 105 pages.

James, William. ' Talks to Teachers: New York: W. W. Norton Company,
Inc., 1958 ,

‘A classic discussion of the role of .the teacher by perhaps America's
greatest psychologist, who was also a teacher, 191 pages, paper.
@ ) o A 4
p

¢
£
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~
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Johnson, Lois V. and Mary-Bany. Classroom Management: Ihéory and Skill
Training. New York:. Macmillan Company, 1970. :

Fhe authors discuss more systematic and dynamic ways in which.to
understand, describe, and explain the jndividual and the co]]eqfive
behavior of students in a classroom setting. Johnson and Bany §
offer ‘a training program that enables instructors to cope effec-

~‘tively with classroom management problems. 453 pages.

Leonard, George B. Education and Ecstasy. New York: Dell, 1968.

‘A futurist's view o%,what American educaiion_might.1ook 1ike after fhe .
year 2000. Thoughtgfprovoking and entertaining, even though some of the
predictions have already begun to look a little too ecstatic. 239 pages,
paper. - '

Levitan, Sar A. and Benjamin H. Johnston. The Job Corps: A Social Experi- -
ment That Works. Baltimore: The Johns Hopkins University Press, 1975."

A balanced but generally positive review of ”possiﬁ1y the most
controversial social program inaugurated by the Great Society,"
with recommendations for improvement. 118 pages, paper.
. ' . A
Loebman, Joseph M.” Teachers' Math Supplement. Walnut Creek, California:
Graham Associates, 1975. ‘

o 8

A.quide for enriching the Job Corps/New Education Math Curriculum
through games and other exercises. It could be used to supplement ‘
any programmed jnstruction system for math. 286 pages.

Melmed, Paul J. “Black English Phonology: The Question of Reading .

~ Interference," Language Differences: Do They Interfere, ed. (//

James L. Faffney and Rogers Shuy. Newark, Delaware: Tnternational ,
Beading Association, 1973. '

An experiménta] study of the degree of interference in learning to
'read which-might be attributed to learning the .rules of black
English before Jlearning the rules of standard English. 16 pages.

~ Neff, Monroe C. and Elaine T. Paterro. Using Real Life Materials for
the Culturally Disadvantaged. Englewood CTiffs, N.J.: Prentice-
Hall, Inc., 1972. )

_ The authors suggest the use of a variéty of cross-cultural materiiis .
to assist minority groups in ascertaining practical knowledge that wilp=—"
enable them to function effectively in varied environments. 61 page§........,

Otto, Wayne and Eunice Askov. The Wisconsin Design for Reading Ski1l. *
Deve lopment—Rationale and Guidelines. Minneapolis: National i |
Computer Systems, Inc., 1972. :

Brimemin omearnees
~
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- Patterson, Gerard R.. Families: Application of Social Learning to
£ Family Life. Champaign, TT11no1s Research Press Co., 1971.

? . ——" . s,

An influential book about the use of behavior modification.techniques
+at home with implications for its use in other residential and
group-1ife sett1ngs as well as 1n the classroom. 143 pages, paper.

_Peterson, Gene B _nd Thomas F. Drury. Bas1c Education in Manpower \
Training Programs. Washington, D.C.: Bureau of Social Science
Research, Inc., 1972

Pdpe, Lillie. Gu1de11nes to Teaching Remed1a1 Readtng to the Disadvantaged.
New York: Book-Lab., Inc., 1971. ' ‘ 0

An excellent, simply written book for tutors. who may not have a
thorough background in reaqing instruction. 125 pages.

Pobham, James and Eva Baker. Planning an Instructional Sequence.

. Englewood Cl1iffs, N.J.: Prentice-Hall, Inc., 1970.

This book focusses on selecting and stating instructional goals.
The information offered on how to establish pupil performance
standards is particularly useful. 126 pages.

Popham, James and Eva Baker Systematic Instruction. Englewood Cliffs, .
N.J.: Prentice-Hall, Inc., 19/0. :

Designed to assist the instructor in establishing instructional
objectives, instructional activities, classroom management techniques,
and evaluation procedures. 161 pages.

Raths, Simmons, Harmon. Values and Teaching. Columbus, Ohio: Charles
E. Merrill, 1966.

Demonstrates unique methods of how to help students begin to establish
and clarify their value systems in the learning environment.

W,
Rivlin, Alice and Michael Timpane. Planned Variation #n Education:
Should We Give Up Or Try Harder? Washington, D.C.: The Brookings
Institution, 1975.

An evaluation and discussion of educational intervention strategies
of the past, what has been learned, and what are the future prospects
of success. 76 pages, paper.

~
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Rosenbaum, Peter S. Peer-Mediated Instruction. New York: Teachers
College Press, 1973.: i 4

Schubert, Delwyn and Theodore Torgerson. Improvimg the Reading Program. -
Iowa: William Brown Company Publishers, 1972.

Gives' many practical suggestions for organizing or teaching ina |
remedial education program. 379 pages. : -

Sherman, A. Robert. Behavior Modification: Theory and Practice.
Monterey, Californmia: Brooks-Cole Publishing Company, 1973

A survey of the theory and‘practice of behavier modification,\
including some of the problems, ethical and practical, that have
been ericountered. c. 100 pages, paper. )

Smith, Edwin and McKinley C. Martin. Guide to Cutricula for Disadvantaged
Adult Programs. Englewood Cliffs, N.J.: Prentice-Hall, Inc., 1972.

_ Discusses all aspects of working withfthé adult student in a reme-
dial education program with many feasible specific recommendations.

64 pages.

Smith, Frank. Understanding Reading--A Psycholinguistic Analysis of
Reading and Learning to Read. New York: Holt, Rinehart and
Winston, 1971. - -

An excellent theoretical review -of fundamental aspects of the skill
of reading and what is involved in learning to read. 239 pages.

Systems Development Corporation. Job-Related Adult Education. Falls
Church, Virginia: 1971. o _

A review of exemb]ary job-re]af%d adult bqsic education/brogramsi:
Prepared for the Evaluation Division, Office of Economic Opportunity,
Washington, D.C. 120 pages. . : '

(Uﬁmer, Curtis. Teaching the Culturally Disadvantaged Adult. Englewood -

Cliffs, N.J.: Prentice-Hall, Inc., 1972.

A thorough booklet covering all aspects of teaching the disadvantaged
adult and orgarizing an education program. 95 pages.

'wagner,‘ H. and C. C. Arnold. Hanbook: of Group Discussion. New York:

-Houghton Miflin, 1965. , !
Suggestions for conducting group discussions. 285 pages, paper.

v

4
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Walther, Regis H. An Education Model for Manpower Programs: A Manual
of Recommended Practices. Manpower Research Projects, The George
Washington University, Grant No. 42-11-71-06, Manpower Administra-
tion, U.S. Department of Labor, February 1975.

A summary of expérience with Job Qﬁrps materials and a survey of
the use of various remedial techniques with disadvantaged popula-
tions. A major resource for thjs guide. 110 pages. - C.

N

. p '
Walther, Regis H., Shirley E. Cheykasky, and Margare? L. Magnusson.
The Accelerated Learning Expgriment: ' An Approach to the Remedial- -
Education of Out-of-School Youth. Bethesda, Maryland: ERIC
Document Reprodu\;1on Service; 197? '

Walther, Regis H. » Margaret L. Magnusson, and Shirley E. Cherkasky
A Study of the Effectiveness of Graham Associates' Demonstration
Project on NYC-2 Educat1on Programming. Sprjngf1e1d' V1rg1n1a
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