





4
o

-/

e d




s
d
e
=) s
s v
5 -
P

s
E
e
2
e
%
#
e
e
B
#
2
W
&
o




SN B NS R 71



92

R o K F % % & ko3 % Qf

hseniio:



XTI
Xy

bf
XViL
Wil
£X
X
X1

T T R R R N

BB R R OR & & W FE
L% o B B W B W # oW oW o § w4 & B %

IR N R TR NN BN

8

BN EE E N




XXTIT




miboole of 4he aibler il comblee,

b present offered 45 he Tolioulne Gitlons Hdebpaed, Bristols |

T [P s e i e T T e T e e
is leven, a5 1% 49 In the oose of Hapdell, buo olly Wb sobools

sndt oo counby S

By vesetionel offiee Welnty, T

avhasde of Yeruloh, Sty pind

Peleler sond thelr pedls o the werly oltien of Yowpovt Do,

Povtamoshly, o Vsebilngbon vespeotively ler pantetine enplops

The yegulienonl

3 Sl Yo srbabiistdag o vatallony olllse Weaining

pregran du nob, &

enbively on the ailas o Joontion of & solnel

but on the desiys @z the locdl sehool o veod 5 seed 1o selblne W

y prgotions On @ parbetEn

& progtas vhordhy the papdle ney pub iads

bosles, thoue ol Tl e il §



9

»A.;U.; 4»5&" . 4,‘?
G s

e eppakes She valow of U

AR

Lhess aeald el

]

sy arel gat wlonp

e

g o bev wid

4?@,‘5}*’ %ﬁfﬁ z&zﬁ e e

fn baw

#
3

T . i Bom e
AL obher podls by

Uhee a8 B Yo

i) The sehso

el @ﬁ%’% é%?"ﬁ&'%%

, i . R

dusss offioss ol













?«%&5‘5 :‘%%ﬁ




D,
g&&? >




%%










16




sty ol W ¢







3

2







23

e 3 and HMer 1 comaning the nals




2ls
















29







31




a2




4

elhor e g

Gl g

soguonted
















36




39



















)




&9

P













k-










g
3




p i)
&5@5







g

ol
S




57




R R R







&0




61

N
e




il g

A B0







1
o,

AN
;9




e %‘é‘ E
ovkisde (o) & e
















fie













.
fad

CHART TIV

i

Botings L 8 8 b &

Bpecifie
Ubjectives




75




AU TEISTATIVE

gufficient slass  Oredit for




17




78

CHART VI

TRACHE LD IRATOR

-

%%ﬁ%m% 3

Subject-matior ' ._ - of
braining ' %g&%ﬁmm ' wmim %mmﬁm




38
;;2‘:; g e

UPEEYY
v1s)







81

BT 18

| PUBLIC RELATIONS

o oW o W e N B e @

TR
Statonent 2



Bo
a3




B3

guaRr XIX

CTION OF GTUDENES

'%‘ . Tg“ff )

pant % Statenent 2

Brudente aseept
b jostives




Besber of Bespondants

BB KU

L1

Shabament 1 - Bbabesmat 2







b i *%"E% ARG

»,
®

.
S

“ wf Bespand

o B wf




ey ol Bespondents







CHABY DLIII

%‘Wﬁ%ﬂ%& %}gmg%% |

15
1%
13
12
11
10

=3 B

ser of Beepondente

oo W P ow

Lm;

fatings T 273 L5 T E I L %

Beatemont 2
Business forme SPence mﬁwia:ﬁ Content of in-

ased T el stractionul
v v , materisl




£
3




Number of Respondents

91

CHART XEIV

STANDARDS

15

e F K & F

N W O Wi O =1 O

1

|

Ratings 1 2 3. 4. 5.

Statement 1

Extent office
standards are
used

12 3 4 5.
Statement 2

Extent to which
teacher is able

to meet standards




'}*Qf













9




DIRECTIONS FOR MARKING CHECKLISTS
AND EVALUATIVE STATEMENTS

Statements are to be marked by the teacher—-coordinator in the
light of his own program as it exists. In marking the checklists,
place a plus sign (£) in the space provided at the left of the
statement if it is true of your program and a minus (=) if it
is not true,

If the statements do not entirely cover your situation use the
blank spaces for indicating your response,

Indicate the summary of the checklist by placing the appropriate
figure of the rating scale opposite each statement, The rating
scale is identical to that found in the Evaluative Criteria used in
the Cooperative Study of Secondary Schools Standards.

5.~-Very superior; the provisions or conditions
are very extensive and are functioning
excellently.

Le=~3uperior;
a, the prov151ons or conditions are extensive and
are functioning fairly well, or
b. the provisions -or conditions are moderately
extensive but are functioning excellently.

3.-Fair; the provisions or conditions are moderately
extensive and are functioning fairly well.

2.,~~Inferior;

a, the provisions or conditions are moderately
extensive but are functioning unsatisfactorily,
or

b. the provisions or conditions are very limited .
in extent but are functioning fairly well.

l.-~Very inferior; the provisions or conditions are very
limited in extent and are functioning unsatisfactorily,




“The"
State Plan for Vocational Education.

o

 OBJECTIVES

teacher-coordinator has definite objectives as set forth in the
Mark the statements below with a

plus or minus to show whether you are accemnllshlng the general objective
of the vocational office training program.

General Objectives:

Specific

To provide for the school a program of vocational office train-
ing.

To provide vocational office training consistent with em=
ployment needs of business.

To provide vocational office training consistent with em-
ployment opportunities for school youth in the school service
area.

To provide cooperative part-time training program for in-school
youth.

To provide for additional guidance, placement, and follow-up

of vocational business students.

To provide for adult extension programs for retraining and
upgrading employed office workers.

Objectives:

1.

B s

2.

et

3.

-

be

————————.

5.
be

P e

o

7+
8'

To develop an appreciation of the need of getting along with
others.

To develop occupatlonal intelligence, such as proper office
dress, conduct, etc.

To develop an acquaintanceship with use and operation of
machines available in the office training laboratory. _

To develop an appreciation of the fact that detail work is
necessary to the efficient handling of daily business
routine.

To develop a knowledge of the fundamental rules of filing.

To apply knowledged gained in skilled classes.

Evaluation:

1.

24

Comments:

To what extent are the accomplishments of the general objectivec
listed above meeting the needs for vocational office training?
To what extent are the accomplishments of the specific ob-
jectives listed above meeting the needs for vocational office
training?



ADMINISTRATION

The teacher-coordinator works with the school principal and other
administrative officers on adminigtrative problems in regard to time,
credit and follow-up of part-time cooperative students.

1. (a) The office training class meets 1 hour daily during the
terminal school year,
OR
(b) The office training class meets 2 hours daily during the
terminal school semester.

2. One unit credit is given for students taking the vocational
office training class. '

3. One-half unit credit is given for the student participating
in the cooperative part-time work experience program.

Le (a) Provision is made to follow-up the cooperative part-time
student after graduation for two years.
OR :

(b) Provision is made to follow-up the cooperative part-time
students after graduation for Years.

5.
6.
Evaluation:

1. Is the class time optimum for training the cooperative
part-time student?

2. Is adequate credit given to the student for participation
in the work experience program?

3. To what extent does the data collected in the follow-up
enable the teacher-coordinator to improve the program?

Comment.s:



The’
business
office oc

9.

B ]

10.
11.

A Yt

TEACHER~COORDINATOR -

teacher—-coordinator needs to have a background knowledge of
subjects and to have had work experience in different kinds of
cupations,

Has had recent work experience in a business office within
approximately the past 5 years,

Has had approximately 300 hours of employment in an office as
a stenographer, bookkeeper, ¢r clerical worker.

Has filled more than one kind of office position successfully.

Has had basic business training in such business subjects as
business law, economics, money and banking, marketing, etc,

Has had adequate specialized business training to offer in-
struction in the different areas of vocational training, such
as, shorthend, typewriting, bookkeeping, office machines, etec.

Has had adequate general education and education courses, such

as, methods, practice teaching, etec,

Has had work experience in different kinds of office occupa~
tions so that he can help the part-time employee to meet the
business standards,

Has had in=-service training for teaching vocational office
work,

Has had training in meking occupational surveys and job
analyses.,

Evaluation:

1.
2.

3.

Comments:

How adequate is the subject training of the teacher-
coordinator?

How adequate is the work experience of the teacher~
coordinator?

How well does the teacher~coordinator apply the knowledge
obtained from the in-service training courses in teaching
the cooperative part-time students?



The
with the

fite
SUPERVISION

teacher~coordinator supervises the part-time employee and works
employer in helping the employee make the adjustment from

school to office work,

Work stations are carefull investigated by the teacher-
coordinator, '

Employers agree to supervise or have somé one in the work
station supervise part-time employee.

Duties of the part-time employees include a reasonable amount
of time on the different office jobs,

Teacher-coordinator visits work station of the part-time
employee at intervals to confer with employer and to observe
the trainee.

FEmployer fills out 2 form on work habits, suggestions for
improvement, and work performance every six or more weeks,

The teacher-coordinator spends at least 2 hours in supervision
and coordinating work each day,

Sixty per cent of the vocational office training class is

— employed in part-time office work,
8.
9e
Evaluation:
1. How adequate is the supervision given by the teacher-

2.

coordinator?

How adequste are the records which are filled in by the
employer of the part-time employee?

Comments:



ke )

PUBLIC RELATIONS

Public relations plays an important part in securing the cooperatic
of the businessman and of the community in the successful part-time
cooperative office training program.,

1., An advisory committee has been set up to give advice about
equipment, employment, course offerings, etc.

2. Publicity of the cooperative:part—time_office training pro-
gram has been given to the public through clubs and civic
organizations,

3, Publicity has been secured through the newspaper and/or radio
to acquaint the public with the cooperative part-time office
training program.

4. Publicity has been given by calls made on businessmen of the
community in accumulating data for the community survey and
job analyses. ' : ‘

5. Publicity has been secured by the service that has been
rendered to community groups.

6. Public relations have been furthered by the F, B, L, A, Club.

7. Businessmen of the community have been invited to the school
to speak to classes and club groups.

8. Class visits are made by students as field trips to various
business concerns.

9, Visits are made by individual students to various business
concerns,

10, Publicity is given by students in your own school,
11.
12,

Evaluation:

1. To what extent does the advisory committee help in establishin:
good community relations?

2. To what extent do businessmen and civic organizations help in
presenting the cooperative part-time program to the community?

3. To what extent does the newspaper and/or radio help in getting
the cooperative part-time program before the community?

L, To what extent does the F,B.L.A, further good community
relations?

Commentss:



3
SELECTION OF STUDENTS

The reguirements for entrance to the part-time cooperative programs
vary in different schools,

1. A detailed cumulative record is maintained which gives back-
ground data concerning the student, such as, family, test scores
subjects taken and grades received, extra curricula activities,
etc., to assist in interviewing students for admission to the
vocational office training program.

—— et

2. Students are interviewed by the teacher~coord1nator before
acceptance for the office training class.

3. Students are enrolled in the vocational office training program
to secure acquaintanceship with various machines, to apply
knowledge learned in skill classes and to acquire part-~time
work experience (if work stations can be secured) before
securing a full-time job upon graduation from high school.

Lo Students must express a willingness to work part-time.

5. Students should be 16 years of age before entering the coopera-
tive office training program,

6. (a) Students must have completed 1 unit of general or basic
business, 1 year of typewriting and 1 year of shorthand; or 1
unit of general or basic business, 1 year of typewriting and 1
yvear of bookkeeping to enter the vocational office training
program; '

OR
(b) Students must have completed 1 unit of general or basic
business, 1} years of typewriting and 1} years of shorthand; or
1 unit of general or basic business, 1% years of typewriting
and 1% years of bookkeeping to enter the vocational office
tralnlng programs;

OR \
(¢) Students must have completed 1 unit of general or basic
business, 1 unit of typewrltlng and 1 unit of business arith-
metic;

(d)

OR

7.
8.
“ Bvaluation:

1. To what extent are the studens willing to accept the objectives
of the office training program?

2. How adequate are the requirements for entrance 1nto the office
training program?

Comments:



Lok
PERSONNEL RECORDS

The personnel record is prepared by the teacher-coordinator., This
record which is maintained in the business education department is
used for job referral purposes.

1. The personnel record, provides for a picture of the student
for the purpose of recall.

2. The personnel record provides space for recording personnal
data about the student such as, address, telephone, date of
birth, parent or guardian's name and occupation, date of
graduation, or date of withdrawal and the reason.,

3. The personnel record prov1des space to record ratings of the
student in different skills,

L The personnel record provides. space to record personality
ratings of the student.

5. The personnel record provides space for recording participation
in extra curricula activities,

6. The personnel record provides space for a statement concerning
the health of the student.

7.The personnel record provides space for recordlng part-time
work experience of the student.

8, The personnel record provides space for a two year follow=-up
of the student after he leaves school.

9. The personnel record provides space for noting deficiencies in
previocus training, additional training that is needed, and
remarks.

10.

11,

Evaluation:

1, How adequate are the personnel records in placing students?

2., How adequate are the personnel records in follow-up of student?

Comments



OFFICE TRAINING LABORATORY AND EQUIPMENT

Every vocational office training program should have an adequate
laboratory and equipment for training the part-time cooperative students.
The equipment should be comparable to that of the office of the
community. How does your office training laboratory meet the require-
ments listed below?

1, The vocational office training laboratory is located near the
other business classrooms.

2. Equipment in the office training laboratory is comparable to
that in the offices of the community.

3. The office training laboratory has sufficient spaée.

L. Adequate lighting facilities are provided.

5. Adequate number of electrical outlets are provided,

6. Washing facilities are readily accessible,

7. Filing equipment is provided.

8, Typewriters are provided in a variety of ﬁakes and models.

9. Visual aid equipment such as blackboards, bulletin boards, pro-
Jectors, etc., are available,

10, Posture chairs are provided.

11. Adjustable typewriting desks and chairs are provided.

s too—

12. At least one secretarial desk is provided and fully equipped.

—————

13. Office materials and equipment are available for use.

14, The following machines are available to students in the office
training laboratory: '

s r———

Adding machines Stencil duplicator
Rotary calculators Fluid duplicator

Key driven calculators I1luminated drawing board
Voice machines Bookkeeping machine
Voice recording machine, Others:

Electric typewriter

1]

16.
Evaluation:

1. How adequate are the facilities provided for in the vocational
office training laboratory?



Evaluation continued:

2. To what extent is the laboratory comparable, or better than,
the business offices of the community?

3. How adequate is the amount of equipment?

Comments:



SUBJECT MATTER

The units in the State Course of Study, Part III1, for Clerical
Practice and Vocational Office Training are list below.

1. The following areas of subject matter are covered during the
vocational office training class:
1, Job Orientation
2, Handling Office Mail
3« Using Communication Services
4, Transportation
5. 0ffice Duplication
6. Operating Adding~Listing Machines
7. Operating Rotary Calculators
8, Operating Key-Driven Calculators
9. Auditing and Verifying
10, Secretarial Procedures
11. Receiving Office Callers
12, Special Typewriting Problems
13, Machine Transcription
14, Securing and Holding a Position
15. Preparation of Quantity Mail ‘
16, Papers Used in Ordering and Receiving Goods
17. Payroll Problems
18, Typewriting from Dictation
19, Typewriting from Handwritten Copy and Rough Draft
20, Composing Business Letters at the Typewriter

il

|

2. An understanding of the principles and the application thereof
are taught in the filing course,

3. An acquaintanceship unit is offered on the various machines in
the vocational office training laboratory.

Lo
5.
EValuation:
1, To what extent are the areas of vocatioﬁal office training
covered to make the cooperative part-time office training

student vocationally competent?

2. How adequate are the principles and application of filing
rules in helping the student on the job?

3. How adequate are the acquaintanceship courses on the various
“machines?

Comments:



INSTRUCTIONAL MATERIAL

When the teacher-coordinastor hes. definitely set up the objectives
for the vocational office training class he may use the State Course of
Study, Part III, Clerical Practice and Vocational Office Training, which
provides a number of instructional units or he may prefer to prepare
units using meterial which will apply more specifically to the local
community.,

1. The teacher can state the objectives for each instructional
unit being used in the vocational office training class,

2. Instructional units as set up by the teacher-coordinator and th
Business Fducation Service of the State Board of Education are
used as a basis for class instruction, or additional instruc-
tional units are prepared by the teacher-coordinator,

3. The business resources, such as, business speakers from the
community, office equipment salesmen to demonstrate new equipme
forms from various businesses of the community, are utilized ir
the vocational office training c¢lass.

Le A rotation plan is used in teaching the machines available in
the vocational office training class,

5. Remedial work is provided students who need additionzal trclmnE
on some particular phase of their part-time job,

6., Each student has available 2 basic text book.

7. Reference materials are provided in connection with esach in-
structional unit,

8, Business forms sre available for class use,

9. Dupliceted forms or materials prepared by the teacher—
coordinator are used with some instructional units,

10,
llp
Evaluetions:

1. To what extent are business forms used in the office train-
ing class?

2, To what extent do students use the reference materials provider
3. How adequate is the content of the instructional material?

Comments:



STANDARDS

The teacher-coordinateor uses different ways and means of setting
up standards to be met by the part-time cooperative student.

1. The NOMA tests are used to set up standards.

cm——r——

2+ The advisory committee is used to help establish standards,

mateaqr———

3. The part-time trainee helps to establish standards.

oc——

L. Former business graduates are asked to help establish
standards,

D )

5. Employers of business students help establish standards.
6.
7o
Evaluation:

1. To what extent are office standards used?’

2, To what extent is the teacher able to meet the standards used?

Comments:
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