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SUMMARY

This report deals with the activities performed in the San Mateo Union High
School District (California) as a part of a multidistrict, multistate and
federal program to implement curricular, instructional, and organizational
changes In selected American MO schools. The emphases of the changes are
to b.ing about a curriculum directed comprehensPrcly toward adult roles by

clAterion based, self-paced learning materials in appropriate learn-
ing environments.

The first section of the repc,ri deals with the approach employed to define
the criteria for the study in such a way that consensus on definitions
could be achieved among all participating agencies, the loud community,
,end the local students. The process of analyss of the present curriculum
for the purposes of determiring those parts, which met the terminal
criteria of the study and those which needad monification, is also described.
The naxt two sections describe the tY.:11niques u,ed to specify and evaluate
behavioral objectives for the district program and the procedures used to
select, develop, and pilot instructional materials and media related to the
specified behavioral objectives.

The development and cperation of airin programs for all levels of pro-
fessional personnel is discussed in a later section. The programa range
from skill development in writing behavioral objectives, eval'tation, and
the development of self-paced learning materials to modern system manav-
ment techniques required for instructional systems an& total school
programs.

Final sections of the report seal with communication and management require-
mants of tt,e multiagency program. The topics treated include communication
with tile local community, between the local district and the state agencies.
and among the agencies within and outside the state jurisdiction (e.g.,
other districts, other state agencies, USOE). The management needs of this
complex system are elso treated in these same sections.

The appendixes consist of documentary evidence which supports the findings,
e.g., it is pos.lible to redirect the major efforts of a single school
district to accoupliah the purposes of the study. The findings also
indicate the necEssity of placing the responsibility for such a program
with someone in Coe local district with sufficient time and authority t.,)
effectively coordinate and manage the many iaterrelated activities of each
a large undertaking.
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INTRODUCTION

Durink: the school year 1966, the San Mateo Union High School District
initiated a program in which approximately 1% of the operating budget of
the district was assigned to be used for curricular and instructional
innovations. about the same time, the district became the site for
an ESEA Title III center for Lhe purpcse of creating certain changes in
programs of the district. After a year's operation of these two activi-
ties, At became appazent that there was a need for a unifying plan of
operation based on a sound educational and philosophical baser. The Board
of Trustees of the district and the superintendent were in the process of
developing just such an operational plan when the pa!ler Designing an Organic
Curriculum was presented by Robert M. Morgan and David S. Bushnel? of the.
Bureau of Research, U. S. Office of Education. Dr. Leon Lessinger, super-
intendent of the San Mateo Union High School District, was invited to
attend a conference in Fort Lauderdale, Florida, during which the district:
was offered the opportunity to become one of the E.S.'70 school districts
which were to develop the concept of the "Organic Curriculum" in a tune-
tional sense.

Within a short time the districts which plied this venture had determined
a working definition, of the "Organic Curriculum" which included the follow-
ing criteria:

1. Criterion based curricula

2. Self-paced learning materials

3. Modes of instruction designed to meet the requirements of the
students and the materials to be learned including:

a. variability in group size from individual to large group
b. appropriate use of technological educational aids
c. multiple stPifing patterns ranging from tutorial to large

difZerentiated teams

4. Adult role oriented comprehensive curricula to include the skills
and knowledge necessary for the development of an intellectually
stimulated, vocationally prepared, healthy citizen of our demo-
cratic society

It was further determined that the activities needed to develop the
"Organic Curriculum" would require concerted Federal, State, and Local
support plan.

Because of the magnitude of the task assumed by the association of school
districts, it was determined that to improve the efficiency of the activ-
ity, each school district would be assigned specific curricular work.
Thus, each district would perform its developmental task And disseminate
the results of the work to the other districts cooperating in the project.
Representatives of the E. F. Shelley Company, which was serving the Office

5
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oU Education as manager for the project, assigned the following areas of
investigation to the designated school district:

Bloomfield Hills, Michtgan
Baltimore Public Schools
Philadelphia Public Schools
Quincy Public Schools
Monroe School District
Portland Public Schools
Mamaroneck Public Schools
Atlanta Public Schools
San Mateo Union High School District
Duluth Public Schools
Boulder High School
Willingboro Board of Education
Nova School
Mineola Public Schools
Edgowood Independent School District
Breathitt County
Houston Independent School District

Humanities
Vocational
Social Studies
Math
Vocatioaal Education
Industrial Arts
English
Science
Reading and Writing
Humanities
Humanities
Math
Math
Math Arocational Integration

Science
Humanities

Support for these activities was anticipated from funding under FSEA
Title III and, with the assistance of the E. F. Shelley Company, pro-
posals were submitted. lipproximately one half of the proposals were
funded, but San Mateo was one of those which was not.

At this point the local decision was made tc proceed with die project in a
limited fashion using local funds. The obvious disadvantage of this
approach is that the project would take much longer because of the more
limited nature of the funds available. However, an unforeseen advantage
of not using outside funding was that it became possible to readily change
the scope of work within the project as new information became available
as the work unfolded. Because the area assigned to San Mateo was relatively
'undeveloped, this became extremely important.

The major work under the project is coordination of activities supported
through other channels and thus there are no direct research or development
results of the project. Because of the nature of the wort, activities will
be described rather than presenting a precise discussion of methods, controls,

etc. as properly found in a research document. The body of this final
report deals directly with two of the objectives stated in the initial
proposal submitted to the Office o: Education. They are (l) develop an
integrated comprehensive curriculum for grades nine through twehe, and
(2) delimit general purposes of the "Organic Curriculum" to the local
school district. The several other objectives listed in the project
proposal will be dealt with primarily as they relate to the two wh.ch have
been stated. The activities carried out under this grant will be discussed
under major heading which have been somewhat arbitrarily chosen because
they are to some extue discrete functions. However, because of the
interrelated nature of t%is project, it would be unwise to consider the
activities !.ndependent from each other. In reality, many of the activities
Pre parallel in nature, and have been used to serve more than one function.
Th.: general flow of the work listed in the first three activities is
sequential in nature and followed the pattern inferred in the sequence.

2



Activities four through seven were parallel activities throughout the life
of the project.

1. Analyze the present nine through twelve curriculum.

2. Specify and evaluate behavioral object.1.ves for the district

program.

3. Select, develop and pilot instructional materials and media.

4. Training programs.

5. Establish communications with the community.

6. System management.

7. Relationships with other agencies.

3



E.S.'70 FINAL REPORT

SECTION 1: ANALYSIS OF THE FRES:%T NINE THROUGH TWELVE CURRICULUM

General Analysis

The curriculum of the San Mateo Union High School District, as established
by the Board of Trustees, had not been reviewed in any great depth since
early in the 1960's. At the beginning of the E.S.'70 project, it was
determined that the curriculum would be reviewed for the project and, at
the same time, the results would be used in the preparation of educational
specifications for d new high school which will eventually be our E.S.'70
high school. The procedure employed was to use teachers and administrators
from the district, parents, and other adults from the community, and stu-
dents who are currently enrolled in district schools. These peop'.e were
drawn together in the "District Educational Spezifications Committee."
The committee was charged by the Board of Trustees to review the educa-
tional philosophy, goals, and objectives of the district, and to produce
guidelines for the development of th curriculum for the new high school.
One of the basic resource documents was Designing an Organic (irriculum.

An E.S.'70 coordinator served as the executive secretary of this committee.
The method of operation of the committee used was tc divide it into several
task force groups. Each group attempted to independently prepare philos-
ophy statements and goal statements for the district. The purpose of
dividing into several groups was that each was to assume a different role
position; e.g., one group assumed the position Of looking for a maximum
involvement in school and community affairs by the staff and the students,
another group assumed the position of attempting to develop a program
which would he specifically oriented toward vocational education. As each
subcommittee presented its work to tbe. executive secretary, it was compared
with and contrasted with the work of other committees by a small group of
professional staff members who attempted to reconcile the various philos-
ophy statements and goal statements into a single set of statements. From
time to time, the total committee would reconvene for the purpose of
reviewing the status of the reconciled statements and at this point in
time, the various subcommittees would negotiate changes in the wording of
the statements. The eventual product appears as Appendix A entitled
"San Mateo Union High School District--Educational Philosophy, Educational
Goals, Educational Expectancies."

The next step in this activity was to bring together a group of approxi-
mately 50 teachers who were chosen primarily for their broad multidisci-
plinary viewpoints of education. These people were charged to translate
the goal statements into statements of educational objectives. At the
end of two days, they had developed about 70 statements which they felt
were representatives of the educational objectives for which the district
should assume responsibility. It is to be noted at this point that these
objective statements again were not as specific es is normally found in
performance or behavioral objectives. Very often the criteria were stated
or the resources available to the student were unspecified but were inferred
in the statement. These statements were then referred back to the major

8



S

committee made up of community, students, teachers, and administrators of
the district to determine if they truely reflected the intent of the
original goal statements. Following this activity there were approximately
two months of intensive rewrite and reflection by both the District Educa-
tional Specifications Committee and the group of teachers that had written
the performance objectives for the Listrict to make certain that each
group was satisfied with the statement of goals and objectives.

When this work was done, the total document was published and disseminated
through the usual administrative channels to all 5030 teachers in the
district. Each teacher had an opportunity to review the object)_ve stat...-
ments and to respond co them either through deletion or addition. During
this period of time, it became apparent that objectives could be met by
students through a number of different learning experiences offered by a
variety of departments. It was therefore determined that the statements
which had teen previously called objectives would better be called educa-
tional expectancies and that each department in turn would determine the
criterion performances against which each student's progress would he
measured when meeting the objectives. (See page 3, Appendix A.)

The completed philosophy, goal, and expectancy statements were then Alb-
mitted to the Board of Trustees of the San Mateo Union High School District
for official action. It was requested at that time the Board adopt the
new philosophy statement, adopt the goal statement3, and adopt in principle
the expectancy statements. This was achieved.

It is important to digress now to discuss twu other projects which were
running in parallel fashion with that of the District Educational Spec-
ification Committee. The first project dealt with Program Planning
Budgeting System which is a segment of a project sponsored by the
California State Departmen' of Education. This district was selected by
the State Department as one of six pilot districts from throughout the
State for the purposes of establishing a model program uudgeting system.
It is important to realize that in a project such as this it is not only
necessary to identify the cost associated with each program, but it is
also necessary to identify the associated educaticnal benefit. It there-
fore became logical that the expectancy statements, which had been
developed through Lhe work of the District Educational Specification
Committee, could become the criteria statements indicating the benefits
derived by the completion of programs by the students.

A task force made up of teachers and administrators from this district,
using outside recources from the California State Department of Education,
the consulting firm of Peat, Morwick, Mitchell, an Co. and the unofficial
assistance of the other districts involved in the State project, proceeded
to match the expectancies with the program categories which will appear
in the program budget. At the present time, this work is still in process,
but it is possible to say that it is showing positive results, and that
during the school !tar 1970-71 there will be several programs in this
district which not only have been budgeted by program but also will have
measures of program benefit.

The se......nd parallel activity came about as a result of legislation in the
State of California. ILe State Department of Education is required by



the Legislature to state the graduation requirements in specific subject
areas for all students in the State of California. This legislation also
allows that individual se.00l districts may submit to the State Board of
Education their own graduation requirements. Those submitted by districts
may be used in lien of the State requirements if they are equal to or
exceed the requirements de',-mined by the State Department of Education.
This action requires that i B expectancies developed by this district be
cocpatable with the State Lepartment of Education Objectives or that the
results of this work be submitted to the State Board of Education for
approval. We are currently in the position of establishing priorities
within the expectancy statemen,3 which will become the graduation require-
ments for the San Mateo Union High School District, It is our intention
to submit these expectancy statements with appropriate criterion state-
ments to the State Board of Education an' requer,t that we be allowed to
establish these as the graduation requirements for this district.

Analyp'.s of Vocational Education

In preparation for the development of the general plan for vocational
education for the San Mateo Union High School District, the. Coordinator
c2 Vocational Education reviewed the vocational data from the longitudinal
follow-up of the graduating class of 1966, the longitudina:. follow-up of
the graduating class of 1968, and the VEA follow-up studies to ascertain
the vocational educational needs of the students in this area. These
findings were compared with the findinCs of a rather extensive need study
prepared by the San Mateo County PACE Center. With this information, it
was possible to prepare a mnprehensive vocational educational five year
plan for the district. (See Appendix B) This plan was accepted by the
California State Department of Education and initiated during Cie school
year 1969-10.

Because one of the objectives of the Organic Curriculum is to prepare
each student with entry level skills for c vocation, the project director
consulted with the Coordinator of Vocational Education in the development
of the five-year plan.
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SECTION 2: SPECIFICATION AND EVALUATION OF BEHAVIORAL OBJECTIVES

As was stated in the first section of this report, this district developed,
with the help of staff and community representatives, a new statement of
the philosophy and goals of education and educational expectancies for
graduates of the district. Within these statements of educational expec-
tancies there are few criterion performaces stated for the students. As
the next step in the development of behavioral objectives, the district
made use of a variety of resoutces and procedures to develop specific
objectives statements. In all of the following activities, the director
of this project was involved as a consultant to assist in the writing of
objectives, as a critic of completed work, and as an interpreter of the
Organic Curriculum. The major value of the services of the director was
to insure greater internal consistency of the completed work and to furnish
identification of other consultants who were capable of contributing; to
the project.

Reading Skills 012.1tives

By using combinations of ESEA Title III and local funds, members of the
English teaching staff of one of the high schools of the district prepared
a list of reading performance objectives for the students of that school.
Thesis objectives were reviewed through the regular curricular and adminis-
trative procedures of the district and served as the basis for the develop-
ment of a clinical reading laboratory in that school. The terminal per-
formance objectives for that program became the terminal performance
objectives, in reading, for the district. (See Appendix C.)

Office Occupations Objectives

By using a combination of ESEA Title III and VEA and local support, the
business education departments of the district, under the direction of the
coordinator assigned to that division, prepared performance objectives in
typewriting, office machines, and shorthand. (See Appendix D, E, F.)
These objectives were reviewed for appropriateness by representatives of
the Bureau of Business Education of the California State Department of
Education, the San Francisco Bay Area Council of huiiness Educators,
representatives of the local business community, and the regular curricular
and administrative bodies of the district. After agreement was reached,
these objectives became the basis for the development of learning activity
packages in the office occupations.

Social Science Objectives

Using local funds to obtain teacher time, the social science depattments
of the district are currently developing a statement of learner objectives
to guide the development and selection of curricular materials in the
district. (See Appendix G.) Ihese objectives are bqing evaluated by local
staff and outside consultants for consistency with the California State
Guidelines for the social sciences and the local expectancy statements of
the district.

7



Phased English Objectives

Using local funding sources and staff time allocated from the regular
instructional day, one school in the district is developing behavioral
objectives which will describe the terminal criterion performances which
can be expected by all graduates of that school's English program. (see

Appendix H.) These objectives are being evaluated against objectives
prepared by other school districts from across the nation which are
involved in projects for the coordination of the development of the Organic
Curriculum. This work is being done primarily by local staff with some
assistance from staff members of other districts involved in similar
developmental tasks.

There have been two other attempts by this district to develop and evaluate
behavioral objectives, but. they both met with misfortune because of lack
of funding. As originally conceived in 1967, the development of the
Organic Curriculum was to be supported by a variety of funding ager ies
in the United States Office of Education. This district was asked to sub-
mit a request for funding of the development of behavioral objectives
consistent with the Organic Curriculum and to develop learning materials
to assist students in reaching these objectives in the field of communi-
cation skills. The request was made under Title III ESEA, but the verbal
assurances of funding did not materialize. The purpose of this grant was
to do the developmental work listed under "Reading Skills Objactives" and
"Phased English Objectives." Because the funds were not forthcoming as
we had assumed, the resistance of the faculties of the schools of the
district increased, and the role of the coordinator as a "change agent"
became more difficult. The necessity of reallocating funds from other
district projects to the development of the English curriculum further
damaged the local image of the project.

Approximately one year later we suffered through a similar experience, in
responding to a solicitation from the bureau of the Office of Education,
by being accepted and then being rejected for funding in the development
of behavioral objectives in the field of the social sciences. This second
experience so damaged the image of the project, that the district adminis-
tration was determined to use local funding for all developmental work
even at the expense of having to move more slowly. This has been the
major reason for the district's not being closer to the realization of
the Organic Curriculum than it is.

On the other hand, it tust be states that the basic philosophy of a
learner paced, interdisciplinary, criterion based curriculum has been
accepted by the majority of the leading members of the staff of the
district. Because of their interest and enthusiasm, the project has pro-
ceeded and will continue to do so.

Evaluation of Behavioral Objectives

In establishing any evaluation scheme it becomes necessary to determine
the set of criteria by which the program is to be evaluated. In the case
of the behavioral objectives, as it should be with any set of educational
objectives, the number of publics which must be satisfied i numerous.
In particular, this district is concerned that the objectives of the



educational program meet the needs of the local community, the district
Board of Trustees (as stated in the local graduation requirements), the
professional educators (as represented by the various disciplines), and
the California State Department of Education (as stated in the State

Education Code).

It is the district administration's hope that the needs of the local com-
munity and the district Board of Trustees may be met simultaneously
through the adoption of Lhe philosophy, goals, and expectancies
(Appendix A). The original statements were developed through the cooper-
ation of district staff and lay committees. The refinements of these
statements have been reflected off a variety of committees representing
a rather broad cross section of the community. We are currently in the
final phase of determining which of these expectancies (with proper
criterion measures) will become Cale new statement of district graduation
requirements. This final work will include contributions of a large
number of staff committees and ar even larger number of community groups.
At the time of Board review for adoption, which is currently anticipated
to be the spring of 1971, the selected behavioral objectives will represent
those which most closely specify the educational program of the district
as perceived by the public and the Board.
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SECTION 3: SELECTION AND Da-LOPMLNT OF INSTRUCTIONAL MATERIALS AND MEDIA

It is the philosophy of the San Mateo Union High School District that as
instructional materials are developed there be a pilot program established
in one or more ,f the schools to validate the sectiohs of the curriculum
which are being renewed. In the case of the four areas that will be dis-
cussed in this ar..ction of the report, there: ha$: been a pilot program in
one or more o: the schools which was implemented alon3 with the instruc-
tional orcgram itself.

Reading Laboratories

The San Mateo Union High School District established three, somewhat
dikferent kinds of, reading laboratories for students of the flistrt.
The purposes of all three program:: were to treat remedial and developmental
.reeds in reading for students of the district. Simolistically, the three
laboratories consisted of (1) the Capuchino reading laboratory, which is
staffed with three teachers and a paraprofessional for 45 students;
(2) the Hillsdale reading laboratory, which is staffed with two teachers,
a paraprofessional, and 1.5 students; and (3) the Burlingame reading labor-
atory, which is a self-contained classroom of 25 students and one teacher.
All laboratories had equivalent learning materials available. The major
differences among these three programs are that in the Capuchino reading
laboratory there it a variety of skills represented by the individuals on
the staff wh.:: each deal primarily in the area of his or her speciality.
Studen,a proc.2ed through a diagnostic procedure and are then assigned a
teacher, or to those teachers, who can best meet the needs of the individ-
t:al youngster. As the youngster meets the criterion level of performance,
related to that need, his reading ability is then reassessed and he is
reassigned in a new section. All of this can take place without changing
the student's program because of the "block" assignment of a number of
students and a number of teachers at the same period and time of the day.

The Hillsdale reading laboratory uses many of the same diagnostic instru-
ments employed in the Capuchino laboratory, but the major eifference is
that each student's profile is then fed to a computer system which pre-
scribes a series of activities which that student will follow for the
next several weeks. The student is responsible for following through the
program as printed out by the computer and the teaching staff of the
laboratory series as resource personnel -.1d tutorial aides for those
students who need help beyond the materials they are assigned. Here again,
there is an attempt to select staff of special skills sc that there is a
better match between the need of the student and the skill of the person
assigned to assist him.

In the Burlingame reeding program, which is the self-contat-1 classroom
with a single teacher, the major emphasis of' the program is based on the
philosophy that if a student and a teacher establish a good close working
relationship it is rossille for the two of them to work through the
educational problems that the youngster has. The diagnostic elements
aed learning act4.vitie6 found in the other two laboratories are also
found in this situation. The most important common element among all
three programs is that the young>ters must meet tat same riterion levels
for successful .^e.mpletion of eacn program.

t`14 10



During the school year 1968-69, there was a small comparative study made
among these three reading programs and a typical ninth grade English class.
The findings in this study, although not absolute nor complete, infer that
the reading laboratory at Capuchino Bigh School shows the greatest poten-
tial for success. As an example of this success in the entering ninth
grade class at that school, which numbered approximately 400, all but
three of the youngsters were reading to prescribed grade level at the end
of the ninth grade. The othe., two programs also showed success but not
to the degree found at Capuchino. No cost effectiveness study has been
made of any of the programs.

All three programs were desip,ne(:. to meet the philosophy of the Organic
Curriculum, in that students were able to progress through their learning
at their own rate; they were dealing with materials that were highly
relevant to them and their needs, and the materials used were drawn from
a number of academic disciplines rather than singly from the area of
literature. Further information on the Capuchino reading laboratory can
be fund in Appendix C.

Phased English

Building on the program in reading, the district ',lien proceeded to develop
a prcgram of total communication skilled training. This program included
r%ading, writing, speaking, and listening. In each area, there is an
5ctempt being made to develop criterion performances which meet the
minii'um levels of skill required for each educational goal established by
the youngster. Each student is allowed to challenge materialp or sections
of the course and to proceed beyond them if his challenge is successful.
The instruments that are used for challenge serve as diagnostic instru-
ments as well. Thus, if the student is not successful in his challenge
of materials, it is possible to immediately assign him to work in those
areas where he needs instruction. The establishment of criterion perfor-
mances for each section has been extremely difficult due to the wide
variety of perceptions by a number of people in the field of English as
to precisely what adequate skill is required in each area. This has
forced the curriculum team t, make some arbitrary decisions in establish-
ing criterion performances. i7e are currently in the position of valida-
ting not only the materials themselves but the selection of criter"::
performances to see if they actually do have a bearing on the projected
seeds of the student.

The program design in the school is such that all entering ninth grade
students are given a battery of diagnostic tests which indicate the
areas of need. All students are assigned to a reading prtgram, either for
the purposes of remedial reading or developmental reading. In the cases
of writing, speaktpg, and listening, the students may challenge through
the materials and not be assigned any course work in these areas.

The writing phase consists of several levels of skill required of students
depending upon their anticipated educational program. All students must
show evidence of the ability to spell, to punctuate, to write phrases,
clauses, sentences, paragraphs, and essays in a coheres. and meaningful
fashion. Each one of these specific skills is developed sequentially and
the skill development is monitored regularly by a sequen'ze of examinationb.

15
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Because of the wide set of student needs that must be met, this program
has developed into a clinical situation similar to the Capuchino reading
laboratory where teachers and paraprofessionals meet with youngsters
either individually or in small groups to deal with those "specific needs
identified through diagnostic testing. This clinical activity takes
place one day a week and the regular classroom program in English is
maintained throughout .,lie rest of the week.

In the original design of the speaking and listening phase of the pro-
gram, the criterion performance was that a student should deliver a five-
minute speech with a minimum of note3. However, as the program developed
it be,:ame apparent to the staff that even more important than delivery of
a five-minute speech based upon research and organization done by the
student was the necessity for the student to carry on a logical coherent
dialogue with other people who had researched and organized their think-
ing about the same Topic. This phase is now in the process of being
developed and reworkee, but it is our current goal that not only will the
student be able to prepare the previously specified formal speech but
that he will also be able to participate intelligently in a dialogue with
others. The skills necessary for the maintenance of a dialogue are all
those skills necessary for the development of formal speech with the
addition that the participant in a dialogue must listen carefully to other
speakers, analyze the information they are giving related to the infor-
mation he already has at hand in his own research, and then speak
rationally in light of this new relationship. This later becomes a
necessity if the student is to assume an adult role in a modern democratic
society which encourages freedom of expression, yet at the same time,
requires that people be accountable for their actions. A further descrip-
tion of the Phased Eaglish Program at Capuchino High School will found in
Appendix H.

Business Education

As mentioned in a previous section, behavioral objectives have been
developed by this district in the areas of typewriting, business machines,
shorthPnd, and office procedures. Following the development of these
behavioral objectives, the staff, using the resources of VEA funding, was
able to prepare learning materials for students in these same areas. As
a district, we have validated the material: in typewriting, and ve are
in the process of validating the materials in other areas of business
education.

It is of interest to note that there have been several experiments
involving learning situations of urusually large class size and learning
situations using spe.zific technological aids which have been also
evaluated in this dietrict. One of the larger experiments in which we
participated consisted of the teaching of typewriting through a series
of video-taped lessons. A summary of the evaluation of the use of video-
taped instruction would be that although the method itself shown promise
of heirs very valuable for students, the technological problems involved
with the equipment make it extremely difficult to measure the merits of
the program.
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Examples of the learning activity packages in typewriting and office
machines and a copy of the evaluation of teach ag typewriting through
video-tape will be found in Appendix I and J.

Social Science

The California State Department of Education has prepared for dissemina-
tion and utilization throughout the State a framework in social science
which is based on concept knowledge and inquiry training skills. In

response to the re(est of the State Department to develop a curriculum
using concept and inquiry crafming, and, at the same time, attempting to
be consistent with the philosophy of the Organic Curriculum, the San Mateo
Union High School District has held two summer workshops involving a
large numbar of our certificated staff members to develop a curriculum
for the social sciences. The result of this work has been the statement
of approximately 20 concepts which fulfill the broad social science
curricular needs of all students. They range from cognitive understanding
of self and the creation of a more positive self image on the part of the
student. Because of the broad nature of the concepts, the learning
materials that are in the process of being developed encourage the teacher
and the student to make use of areas of knowledge in such a way as to
require an interdisciplinary approach to the understanding and utiliza-
tion, of the concept.

The current status of this project is that a pre- and post-test have been
developed and the knowledge of all students in social science classes in
the San Mateo Union High School District was assessed at the beginning of
this school year. It is our intention to remeasure the ,students' knowl-
edge by the post-test in the spring of 1971 for the purposes of determin-
ing the student growth with regard to specific skills and ^oncepts.

Some learning materials have been developed and will be validated during
the school year 1970-71. It is our further intention that these materials
will be rewritten during the summer of 1971 for broader application during
the next school year. Representative materials related to this program
will be found in Appendix G.
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SECTION 4: TRAINING PROGRAMS

Training for Coordinators and Project Administrators

The implementation of the Organic Curriculum requires a rather large
change in the operation of the school system. The major changes are in
the decision-making process for a school or district and changes in
behavior in the persons in which decision-making authority and account-
ability are vested. This district initially became invoice.; in these two
change areas in the form on systems training for the project director so
that new techniques of management could be applied to school systems and
training in the process of communication. The initial meetings of the
coordinators from all of the districts involved in the development of the
Organic Curriculum during the late summer of 1967 contained segments of
both parts of this work.

Upon returning to California from the meetings in Bloomfield Hills,
Michigan, in the summer of 1967. the coordinator and a district adminis-
trator responsible for program planning enrolled in an ESEA Title III
training project in this State. The title was "Preparing Educational
Planners" (PEP), and it intent was to prepare educators to use system
approaches to management and decision-making in the school districts of
the State. It would be presumptuous at this time to attempt to review
the topics and skills covered in this year-long training serie, of
sessions, however, information pertaining to this project may be obtained
from Coeration PEP, County Superintendent of Schools, County Government
Center, 590 Hamilton Street, Redwood Cicy, California 94063. It may be
sufficient to state that the knowledge and skills learned it these
sessions served many times to assist this district in the solution of
new education problems which were presented by the changes in school
decision-making and management.

The work in the development of better communication centered around
learning the skills of group decision-making. At several meetings of all
of the representatives of school districts involved in coordination of
the Organic Curriculum, representative of National Training Laboratories
and Northwest Regional Educational Laboratory presented programs ranging
from segments of work specifically designed to assist the coordinators
in the solution of common problems to complete training programs designed
to be used rather broadly with various segments of the professional staffs
of the schools involved in the change rrocess. Here again, a detailed
account of the materials used would be improper for the purposes of this
report; but further information may be obtained from Dr. Robert Fox,
National Treinimg Laboratories or Dr. Charles Jung, Northwest Regional
Educational Laboratory. It must also be stated that the knowledge and
skills obtained from these sources were extremely volucble to the
coordinator in the performing of his duties.

Training in the Development of Performance Obicetives

Duriag the summer of 1968 this district sent a team of teachers to Duluth,
Minnesmta, for training in he writing of performance objectives. This
team ccnsisted of several teachers assigned to the development of learning
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materials for buitless education and others working in the area of
redesigning the English curriculum for the district. The result of the
craning received by these groups is evident in the materials produced by
their respective curriculum development teams upon their return to the
district and during the next years. (Refer to Appendixes D, E, F, H, I.)

During this same summer the San Mateo Union High School District hosted a
training program for teachers of reading which was funded by NDEA Title XI.
The purpose of this training program was to teach teachers of reading to
develop performance rbjectives and criterion perfcrmances related to the
teaching of reading and to use the specific skills and materials developed
in conjunction with the Capuchino reading laboratory. Representatives of
several districts, which were also performing work under contracts with
USOE to coordinate the development of the Organic Curriculum, were in
attendance at this training session. The design of the program was to
train the teachers in the utilization of the materials and to evaluate
their progress after their return to their local districts. The results
of this project may be found in the final report of Project No. OEG-0-8-
081596-2785(049). A similar program was sponsored by this district during

the summer of 1969.

Modest use has been made of two "prepackaged" training programs for the
development of performance objectives and the related learning materials.
The first is a program titled Lap Over Lap prepared by Richard V. Jones.
This was developed by Dr. Jones at Stanislaus State College, Turlock,
California, and was used by the staff in the preparation of objectives and
learning materials for business educ_tion. A second set of materials used
is the Vimcet slide-taped self-instructional system designed by Dr. James
Popham, UCLA. These materials were made available in several schools in
the district with opportunities for staff members to make use of them in
their free time as they saw fit. Because of the random fashion in which
they were used, it is difficult to determine exactly how much use the
materials received, but using school-generated pro.,:osals for curricular
and instructional change as a measure, it appears from the formats used
by staff members that knowledge of and skills in writing performance
objectives increased in a marked fashion during the time the materials
were available.

Teacher Behavior Change Training

The implementation of the Organic Curriculum as a structure for learning
by students requires that teachers change or adapt their own behavior so
that they become more facilitators of learning than information givers
and situation controllers as many teachers are in the conventional settings
of present day schools. This district has investigated three modes of
bringing this desired behavior change about without creating too large a
threat to the self-image of the teachers. Two teacher volunteers were
sent to a training session sponsored by McClellan and Alschular in
achievement motivation. The teachers who participated found the skills
they learned to be most beneficial to them, but it is our current thinking
that we do not have sufficient numbers of properly trained individuals
available to sponsor a large scale training program for gentral faculty
comumption. It is our goal, however, to eventually train a great portion
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of our faculty in the use of these concepts avid thus prepare them for their
new roles in the schools of the future.

The second form of teacher behavior modification, which the district has
considered, is the Teacher Effectiveness Training (T.E.T.) program pre-
pared by Thomas Cordon. This program is readily available in our
immediate area and funds from this project were used to furnish training
for several teachers, counselors, and school administrators. The net
result of this exposure is thp, at this time we have several training
programs active in three of our schools in which teacher volunteers are
learning new skills in dealing with student problems. An additional
reward of this particular program is that we have several of our own
staff performing in leadership roles :Ln the training of other staff.
Within two or three months the district will be completely self-sufficient
in its ability to staff its own training programs.

We are using the two preceding programs, N-Achievement and T.E.T., as
devices to change the learning environment climate through modification
of teacher-pupil relationships. Because the objective of this training
is to have students approach learning more iLdependently and with greater
anticipation of positive results, it will require more time and more
sophisticated measures than we are able to allocate for Zhe purposes of
this study to verify it it truly occurs. However, both programs have
been validated by their authors, and we, therefore, are certain the
anticipated benefits will follow as we continue to support the training
activities.

Two members of the district staff were sponsored by this project in
receiving training in the use of the Research Utilization in Problem
Solving (RUPS) model prepared at the Northwest Regional Educational
Laboratory. This model is designed to prepare teachers to work effec-
tively as members of a problem-solving team. Considering the probable
new staff relationships which will evolve in schools utilizing the
Organic Curriculum, it will become necessary that teachers work as
Llllaborators in seeking solutions to common problems rather than in the
now common independent fashion. At this time we have not initiated
training programs for other staff members, but this is being contemplated
for the near future.

Summer Workshops

This district has found that a most effective means of introducing new
skills to teachers, and at the same time giving them the opportunity to
use them in the solution of their own problems in curriculum development,
has been to make extensive use of summer workshops for staff. The intent
of each workshop sponsored by the district during the past two years has
been to produce new skills in the teachers which they may use during and
after the workshop to enhance their proficiency as teachers and to pro-
duce some useful curricular modifications which have immediate effect on
the iratructional programs in the district. This has been successful in
working in a variety of disepline areas which incluck, social science,
mathematics, English, science, and vocational educational programs.
Student population which served as test groups for new materials has been
drawn from the regular summer school program of the district.
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SECTION 5: ESTABLISHMENT OF COMMUNICATION CHANNELS WITH THE COMMUNITY

The project director and other members of the administratt.re staff of the
district have used two principle methods of communicating the program of
the schools to the community and establishing some method by which the
community could communicate to the schools. The traditional approach of
serving in the capacity of speakers at many community service and civic
organizations was used with some success in conveying the message of the
schools to the community, but lacks significantly in providing some means
by which the community can respond. Although this method is relatively
ineffective, it was felt to be a necessary first step in creating community
awareness of the changing programs of the district.

By far, the most effective method of establishirE a useful dialogue with
the community is to involve many community members in the decision-making
processes of the district:. While it is understood that by state law the
Board of Trustees must retain the responsibility of the final decision, it
is possible to use the thinking and skills of many community members in
the preparation of information for the Board before the final policies are
established. The district made wise use of two types of committees--ad
hoc and long-term advisory.

Ad hoc committees have been extremely helpful in dealing with the genera-
tion of district philosophy, goals, and ,..ocpectancies (Appendix A). They
were also immeasurably productive in the development of the guidelines
and specifications for the development of the curriculum and physical
design of our anticipated high school (Appendix K). In both instances,
laymen served side by side with the educators of the district in the
generation of worl.able ;.--..lutions to common problems. It was through this
process that the initiation of tht. Organic Curriculum in this district
achieved its greatest community support.

Long-term advisory committees serve another necessary but uniquely dif-
ferent function for the bnefit of the students of the district. As
programs have been designed and piloted in the district, it is necessary
to monitor their progress against the original objectives as set forth
at their inception. Oftea the educators who are involved in the program
in the day-to-day aspects become so completely immersed that it is
extremely difficult for them to be objective about the progress of the
project. For this reason the district has established a number of
advisory committees to periodically review the status of the work and to
advise the operators of the program as to where adjustment is needed.
The establishment vi these committees started with programs supported by
ESEA Title I and VEA, but is spreading to other areas of the school
program. This type of service to the schools by many members of the
community has been most beneficial in establishing a real two-way communi-
cation between the school and the community.
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SECTION 6: SYSTEM MANAGEMENT

One of the first activities entered into by the project director upon his
appointment by the local Board was to attend a training session held for
directors of related projects in several other districts. This workshop
was held in Bloomfield Hills, Michigan, and among many topics on the
agenda was an introduction to system management. During the school year
1967-68, the project director was invited to participate in Ooeracion PEP,
a program to develop educational planners for California, and with the
penaission of the superintendent of the district, accepted the invitation.

Operation PEP, a program supported by a grant under ESEA Title III, was
designed to train school district personnel (Board members, superinten-
dent, district administrators, school administrators), county office
personnel, and PACE center personnel in the newest techniques available
in system management and system applications to problem-solving. Among
the topics studied and the skills learned by the rarticipants were

1. System analysis

2. System synthesis

3. Management control devices--PERT, CPM, Gantt Chartt.:..4, Fluw
Diagramming, PPBS

4. Decision-making models

5. Objective writing

6. Performance contracting

7. Goal setting models

8. Evaluation procedures

9. Need asses-anent procedures

The knowledge and skill gained by the participants were immediately applied
to individual local problems so that with the aid of the consultants and
the staff of the project iL was possible to meet local needs with greater
facilit: than would be normally possible. Most of the skills learned in
this project have been applied successfully to the coordination of the
Organic Curriculum.

One of the objectives set for the installation of the Organic Curriculum
in a school is that it be educationally and fiscally accountable. A
common way to monitor this objective is to develop a budgeting procedure
and an educational assessment program by which both aspects of the objec-
tive may be measured. By combining these two components in the proper
way, it become:: possible to use the information gained to assist in the
planning of futu':e activities related to the program. A device which
acc.;:oplishes these goals is the Program Planning Budgeting System (PPBS).

18



19

The San Mateo Union High School District was invited to join five other
districts in the State of California in the development of such a system.
Because the district was already committed to the concept of sccourC:ability
through its development of the Organic Curriculum, the district adminis-
tration and the Board of Trustees agreed to participate in this state-
wide activity. This participation required that many levels of district
personnel be trained in the techniques to be used in the management of
this form of budgeting. Coupled with the previous training received by
the director of this project, the district soon obtained a caere of
administrators and teachers prepared to perform the ne'.:essary developmental
tasks required. Because of the large number of personnel involved in a
task of this magnitude, this training is continuing now and will continue
for some time to come.

The educational expectancies referred to earlier in this report and found
in Appendix A, and the instruction program objective' with their related
cr;terion performances as found in Appendix D served as a basis for the
educational assessment section of the PPB System. The standard format
"J41" budget categories required by the State of California served as the
basis for the fiscal section of the system.

The third aspect of system management which has developed as a result of
the district's involvement in the development of the Organic Curri :u1um
is performance contracting. Because of the complexity of the program of
the Organic Curriculum, the district has had to partition the task into
manageable activities. This was accomplished using management skills
learned during participation in Operation PEP. Many of these activities
can be treated as relatively independent operations involving a limited
segment of the district or outside personnel. To allow for district con-
trol without expending large amounts of district resources in actually
managing the separate tasks, a system of performance contracting has been
developed to be used with the staff.

Agreements have been reached with individuals and groups of faculty members
to have them perform specific services as a part of the total project.
Specified amounts of district resources are allocated to these individuals
or groups, and negotiated objectives are to be met by them. This approach
allows the individuals involved in the work to have broad latitude in the
procedures they chose to adopt, yet the ,Astrict maintains control of the
quality of the product. During the year 1970-71 the district has entered
into a performance contract with a private firm to perform a segment of
the instructional program (dtiver training), and will evaluate the benefits
of this approach during the fall of 1971.
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SECTION 7: EXTERNAL RELATIONSHIPS

Other Schools in the Network

One of the unique features of the project to coordinate the Organic
Curriculum in the San M,:teo Union High School District was the parallel
activities of coocdination of similar projects in approximately 20 other
school districts selected from across the nation. The original intention
of the granting of the simultaneous projects was tile development of dif-
ferent, but related, aspects of the curriculum in separate school dis-
tricts representing a broad cross-section of the American educational
environment. It was further planned that through close coordination the
various segments, which were developed on separate sites, could be trans-
ported to other sites and synthesized into a complete system. Finally,
it was projected that through this transplanting of programs and the
synthesizing of new curricular structures it would be possible to validate
the system as a whole.

To achieve this rather conplex goal the United States Office of Education
granted a management contract to the E. F, Shelley and Company to assist
in the formal coordination of the several projects. The function which
the company performed was to Assign procedures through which the school
districts involved in the developmental work cculd communicate with each
other at two levels--policy making and operations. The policy making
communications took place through the organization of the superintendent
of the individual districto as representatives of their Board of Trustee.
The operations liaison took place through the organization of the coor-
dinators into a communications network through which developmental infor-
mation could be exchanged.

The district superintendent assumed the responsibility of setting proce-
dures to be followed by member districts in interfacing formally with the
leadership furnished by the Office of Education--representatives of
E. F. Shelley and Company and DCVER/USOE. They functioned through a
steering committee of six superintendents elected from the total group
which met approximately six times a year, and in general sessions which
were convened three times per year, Specific programs requiring joint
action of all of the districts were considered and decisions were made .os
to their dispocitiun. Examples of the types of programs ccnsidered are:
the establishment of a legal structure which would continue to exist at
the end of Cue federal funding period, the assignment to individual dis-
tricts in the management of specf31 programs which all districts would
participate, and the securing of funding from sources outside the local
districts and the Office of Education.

Also serving on the steering committee of district superintendents were
two chief state school officers. They were selected from and by :hie
group of chief state school officers and their representatives who chose
to 4ccept the invitation to participate in the project. These positions

were included at this level because of the important role that State
departments of education play in the interpretation of State Codes and
in the allocation of resources. If the development of the Organic
Curriculum were to be fully explored, it would become necessary to have
the cooperation of the chief state selool officer and his department in
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dealing with possible deviations from standard practice in the areas of
graduation requirements, personnel procedures, pupil accounting systems,
etc. A second benefit of including representatives of State departments
of education in this project is that these departments could faciliate
exchanges of information related to the project objectiels in the geo-
graphic regions surrounding the many schools in the network.

The other communication structure developed among districtq was centered
in the coordinators themselves who met as a group three times per year.
The two major functions of tills organization were to expedite the flow of
currant developmental information among the staffs of the member school
districts and the sharing of technical assistance in the form of personnel
amor- the districts. The sharing of current developmental information
was handled through the exchange of regular progress reports norAally
sent to the Office of Education and through the direct exchange of infor-
mation between and among curriculum development groups operating in dif-
ferent districts. Technical assistance was coordinated through the develop-
ment of special training programs which served the needs of many districts
at one time and through the exchange or loan of personnel between two
districts to assist in the resolution of specific developmental programs.
Examples of the latter era assignment of staff from one district to
another on a temporary basis for the purpose c.f administrating or assist-
ing in workshops, insurvice training, and evaluation activities.

Liaison between the superintendents' and the coordinators' groups was
maintained through the appointment of one of the coordinators as a
"coordinators' coordinator." This individual's office served as a
central communications point through which necessary information and in-
quiry could be channeled. The coordinator himself sat as an ex officio
menner of the superintendents' steering committee and was responsible for
directing communications from that group to the many district coordina-
tors.

USOE

In all districts having projects for the dcvetopment if the Organic
Curriculum, the individual designated to perform the cordination activi-
ties of the contract was the "E.S.'70 Coordinator" for the district and
the superintendent was the fiscal officer foy the contract. From the
previous section--Other Schools in the Network--it is possible to see
that both individuals had direct access to the representatives of USOE
and to each other. Because one of the objectives of funding several
similar projects with districts in twel,e states was to attempt to brinp
about curriculum change with a minitium of duplication in effort, the
Office of Education WAS extremely helpful in securing information concern-
ing developmental work that was already being carried out which would
benefit the collective work of the network. DCVER thre.ugh the management
contract with E. F. Shelley and Company kept the local districts informed
about the progress of work being carried out under other contracts with
that division and other divisions and Llireaus of the Office of Education.
These communications took the form of regular general mailings and direct
telephone and written messages in response to inquiries sent from local
districts. The representatives of the office were also extremely helpful
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in establishing meaningful communications between other project directors
and those project directors involved in the coordination of the Organic
Curriculum.

Another relationship which was established between the network of dis-
tricts and the Office of Education was in the area of designation of
topic areas where new projects should be gruited. As the member districts
progressed toward the objer ives of their projects, it became apparent
that additional research information ay.4 developmental work was needed in
specific fields. It was siqo apparent chat local school districts did
not always have the resources or skills to perform the work needed. The
director of DCVER was most cooperative in considering the needs of the
network in the designation cf R.F.P.'s prepared by that division. In

several instances R.F.P.'s were published, which directly served the needs
of the network, and a requirement of pach R.F.P. was that the agency which
was awarded the contract was directed to establish a specific communica-
tion linkage with one or mora. of the school distri.-..ts engaged in the

developmnt of the Organic Curriculum. It should be further stated that
the Office of Education made certain that these linkages were established
and maintained, and this greatly enhanced the work of the local districts.

California State Department of Education

The Superintendent of Public Instruction for the State cyr: California was
invited to attend the original conference held in Fort Lauderdale,
Florida, from which grew the network of schools described in the report..
Although he and members of his department were interested in the program,
he was unable to attend the meeting and invited the superintendent of
this district to report to him and his Cabinet folloAng the meeting.
After this district had submitted its proposal to USOE to be one of the
original districts in this program, and before the grant was approved by
USOE, the designated project director and the local superintendent were
invited to discuss the opportunities of such a program with Dr. Rafferty
and his Cabinet. oeceuse of the uncerzainty of funding at that time, the
teport was received with the only action being that one member of the
Cabinet was assigned to maintai contact with the local district for the
purpose of developing a firm assistance linkage between the local district
and she State Department. Because of a series of reorganizations within
the State Department, it was not until eighteen months had passed that
such a linkage was established firmly.

The liaison structure which was established was with the director of
ESEA programs for the State of California. This determination was made
because the major impert of the cooperation between the State and the
local district would be In the general area of innovative programs wh:ch
normally come under Title III of this Act. Under funding of this contract,
it was possible to support attendance of members of the State Bureau at
several meetings described in the first part of this section of this
report. The major benefits of this relationship have been that the
representatives of the State Department, who have attended meetings of
the network, became knowledgeable about the objectives and processes of
the project and were able to furnish direct assistance to the district
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in its activities and furnish information about related programs in other
districts from within the State of California. Although it was extremely
difficult fcr the State Department to furnish financial assistance for
segments of the developmental work needed for this project, the technical
assistance furnished was of great value to the progress of the project.
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FINDINGS AND ANALYSIS

The findings of this *roject will be limited to the two primary areas in
the original proposal:

1. Develop an integrated comprehensive curriculum for grades
nine through twelve.

2. Delimit the general purpose: of the Organic Curriculum to
the local school district.

The measure used to determine the effectiveness of the project in the
area of curriculum is the progress of the staff in the production of
curricular materials which support or deny the thesis. The most signif-
icant development in this area during the life of the project is the
creation of the educational philosophy, goals, and expe-Aancies for the
district. Through this procedure it became evident to the staff and
public of the district that the purposes of the district are to offer the
students a comprehensive educational program from which they can select
those studies which most closely mee... their needs. It further begone
evident that the programs of the district are so interrelated that none
can be considered in isolation from the others. (See references to
related expectancies in Appendix A.)

Comparing the developmental work of the English departments (AppeziEx H)
and the social science departments (Appendix G), it becomes apparent that
while the psychomotor and cognitive training in these two departments may
be unique to the department, the education in the affective domain
very similar and is capable of being integrated. This work fe in progress
and vill continue past the termination of this project. Coupled with a
review of the curricular developments the business education department
(Appendixes D, E, F, 1), it is evident that it is possible for a district
using its own resources to develop an integrated, comprehensive
curriculum.

NOTE: It is necessary to review the final reports of other districts
performing developmental work in the areas of mathematics,
science, and vocational education to determine the effectiveness
of their work in this area.

The measure of the effectiveness of this project to communicate the
general purposes of the Organic Curriculum to the local school district
must be made indirectly. At the initiation of the project, it was
determined to measure this objective by measuring the commitment of the
public in the district to the purposes of the project.

During the school year 1969-70 there were fifteen specific proposals sub-
mitted by the stiff of the district to implement programs consistent with
the purposes of the Organic Curriculum at inaividual school sites. Of
the fifteen proposals submitted, seven were school-wide in nature and
eight dealt with programs smaller than the total selool but larger than
a bingla course, and were alsJ consistent with the purposes of the Organic
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Curriculum. During the summer of 1970 nine staff initiated workshops were
held of which six dealt specifically with purposes of the Organic Curric-
ulum. It must be noted further that the district administration supported
these workshops and projects bore the Board of Trustees, and specific
reference was made to the Organic Curriculum and its relationship to the
anticipated activities. The Board of Trustees demonstrated its commit-
ment by allocating $183,000 local, 'unds to support the work.

The final measure of commitment in the district is the nearly completed
task of the adoption of the educational expectancies as indicators of the
educational program of the district. These expectancies grew out of and
represent the purposes of the Organic Curriculum. The decision of the
Board and the administration to pursue this course of action and the
massive amounts of time spent by staff and the lay public in the creation
of this document is further evidence of commitment.
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CONCLUSIONS AND RECOMMENDATIONS

Conclusions

Based on the findings anu the documentation of the related activities, it
is possible for a district in cooperation with other districts of similar
philosophy to develop an integrated comprehensive curriculum for grades
nine through twelve which is consistent with the purposes of the Organic
Curriculum.

If one will accept a commitment to action by the district as evidence that
t'..e purposes of the project were communicated effectively to the district,
and that this action was consistent with the purposes of the project, it
can be concluded that these purposes were substantially delimited in the
San Mateo Union High School District.

Recommendations

The total scope of this project required a mix of skills and modes of
action on the part of the coordinator assigned to the position of project
director. Initially, he must be a person whom other staff members have
greet confidence in his integrity and his capabilities as a facilitator.
In the situation of asking staff to change behavior and philosophy of
long standing, ..he "change agent" must be able to inspire a great deal of
confidence in the people he meets. He must further have sufficient
control over resources that he can bring about change quickly when cir-
cumstances merit it. Generally speaking, teachers trust teachers bait
administrators have the authority to real1icate resources. It is

extremely difficult to perform both roles as teacher and administrator
simultaneously. Specifically, to assign the "change agent" a position in
the administration reduces his effectiveness as a person to be trusted.

A second consideration leading to a recommt:ndation is the problem in
training new management techniques for the project director. This pro-
ject along with many others funded by USGE has as one of its basic
ingredients- -the reorganization of the administration and management of
school fun,. ons. There are few places where the project directors or
other personnel attached to the project can receive adequate training in
this area.

Finally, reviewing the large number of publics associated 1...A.th the typical

school district in the nation (students, staff, parents, patrons, lay
boards, personnel of other school districts, local governmental agencies,
State agencies, and national agencies), it becomes necessary that the
project director expend great portions of his time in interfacing with
these publics in order to maintain adequate communications. This time is
usually taken hod-. necessary management and development time for the
project.
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The discussion above leads to two recommendations:

1. In a project of this magnitude, it is necessary that the project
director be supported by a etaff representing the wide variety of skills
needed to operate the project. It is further recommended that this
staffi.g be negotiated as a part of the original proposal with the
Office of Education.

2. That USOE perform the specific service of making training available
for project staff in those areas wnere it is apparent that training
needed. This service can be performed either in conjunction with
other contracts held by the office or for a fee to be assumed 137 the
local agency.
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APPENDIX A

SAN MATEO UNION HIGH SCHOOL DISTRICT

Educational Philosophy

Educational Goals

Appruved by the Board of Trustees
September 25, 1969

Educational Expectancies

Revised and Submitted to the Beard of TrIztees
January 8, 1971
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EDUCATIONAL PHILOSOPHY

The San Mateo Union High School District provides each

individual participating in the district educational programs'

maximum opportunities to become a purposeful and active member

of our modern democratic society.

With this as the prime purpose of the district, learning

experiences are directed toward helpfng the individual to

develop a positive self-image and personal value system, to

use the processes of decision-making, to understand change

and how it may be influenced, to recognize the interdependence

of peoples, to value his cultural heritage, and to develop a

commitment to a democratic society.

34
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EDUCATIONAL GOALS

The goals of the San Mateo Union High School District are to develop
individuals who, in terms of their potential:

1.0 KNOW THE MANY FORMS IN WHICH COMMUNICATION OCCURS, AND COMMUNICATE
EFFECTIVELY.

2.0 MAINTAIN GOOD PHYSICAL AND MENTAL HEALTH.

3.0 UNDERSTAND AND ACCEPT THEMSELVES AND OTHERS.

4.0 ARE AWARE OF AND SENSITIVE TO VALUE SYSTEMS.

5.0 PARTICIPATE IN THE ECONOMIC, POLITICAL PND SOCIAL ASPECTS OF
MODERN ORGANIZED SOCIETY.

6.0 APPLY THE PROCESSE:, OF PROBLEM SOLVING.

7.0 HAVE A COMPREHENSIVE AND ACCURATE KNOWLEDGE OF THE WORLD OF WORK.

8.0 REALIZE THE ROLE OF EDUCATION IN HUOAN PROGRESS.

9.0 CONSERVE THE NATURAL AND HUMAN RESOURCES OF-THEIR ENVIRONMENT.

10.0 USE LEISURE TIME IN INDIVIDUALLY AND SOCIALLY PRODUCTIVE WAYS.
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EDUCATIONAL EXPECTANCIES

Educational expectancies are the outcomes of schooling that are

desirable and reasonable both for the individual and for society. It is

well to remember that expectancies are not reached by all people at the

same rate. Some people reach higher and more comprehensive levels of

achievement than do others. Each person, as a result of circumstaes,

interests, or abilities, may reach higher levelt: of achievement in some

areas than in others. These expectancies, therefore, do not necessarily

represent minimum levels op achievement anticipated for all students.

Statements of goals and expectancies become operational through the use

of performance objectives which identify desired behavior. Desired outcomes,

stated in terms of measurable behavior, are specified at the course level.

It is the obligation and responsibility of the school to create situations

which encourage and allow each student to work toward achieving the goals

and expectancies of the district.

Each major district goal is accompanied by a statement of related

educational expectancie.; that are indicative of the behavior of the person

who reaches the goal. Many of these expectancies may be applicable to

several goal statements. A chart, provided with each goal statement and

its coresponding list of educational expectancies, indicates where ad-

ditional expectancies pertinent to this goal can be located.
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1.0 KNOW THE MANY FORMS IN WHICH COMMUWECATION OCCURS, AND COMMUNICATE EFFECTIVELY

*****************************************k*********************h*******************

Related Educational Expectancies. Each individual educated to this goal should or
should be able to:

1.1 Comprehend that two-way understanding is necessary for effective communi-
cation to occur.

1.2 Understand how attitudes, values, and emotions are communicated in both
verbal and non-verbal ways.

1.3 Realize that he cannot relate to all people in the same manner or to the
same degree.

1.4 Evaluate the effectiveness of his communication with others.

1.5 Communicate verbally ane. non - verbally in ways appropriate to the situation.

1.6 Communicate his own vales in an effective manner.

1.7 Recognize and respect the feelings and expression of others.

f.8 Listen and respond to the expressions of others.

1.9 Analyze individual and/or group discussions for logical consistency.

1.10 Examine and recognize the difference between fact and opinion.

1.11 Draw conclusions, take logical predictions, coNmunicate his position, and
support his position with evidence.

1.12 Identify areas of strength and weakness in the vay that he uses 40Te
manipulation skills and verbal and written comTuLication.

1.13 Read, write, listen, and speak at a functioaal level.

1.14 Understand the importance of all media in communication and their reJpective
strengths and weaknesses.

1.15 Appraise the influence of mass media on opinion.

Additional Related Expectancies

Major Goals
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2.0 MAINTAIN GOOD PHYSICAL AND MENTAL HEALTH

Related Educational Expectancies. Each individual echwated to this goal should or
should be able to:

2.1 1F,xhibit a knowledge of human bodily functions, anatomy, and physiology.

2.2 Understand and practice the concepts of total physical fitness, including
nutrition, rest, and eYercise.

2.3 Demonstrate responsibility for healthful living and comprehend the dangers
of the use of alcohol, tobacco, ...A drugs.

2.4 Possess a scientific, critical, and intelligent attitude towa'd personal
,,and public health problems, including the prevention and control of disease.

2.5 Demonstrate a practical knowledge of accident prevention, first aid, and
control of disease.

2.6 Recognize that mental attitudes and emotional feelings are related to physical
well being.

2.7 Exhibit ability to function effectively under stress.

2.8 Exhibit physical skills commensurate with the growth and developmental level
of the in'.ividual in physical education activities.

2.9 Demonstrate knowledge and skills in life-time sports.

Additional Related Expectancies

Majo., Goals
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3.0 UNDERSTAND AND ACCEPT THEMSELVES AND OTHERS

:41cf******************************************0*******k**************f**************

Related Educational Expectancies. Each individual educated to this goal should or
should be able to:

3.1 Understand h- he human personality is formed.

3.2 Consider himself to be a worthwhile individual.

3.3 Understand the causes for his behavior.

3.4 Recognize the inherent worth of every individual.

3.5 Take into account individual differencti in people.

3.6 Perceive the problems of others as being real and worthy of his concern.

3.7 Recognize and assess the many roles people play in groups.

3.8 Work with diverse groups and individuals to attain mutual goals.

3.9 Understand that economic, cultural, and social influences cause individuals
and groups to think and act in diverse ways.

3.10 Examine his personal long-range goals in relation to his evolving self-
concept.

3.11 Evaluate and adjust his vocational and educational objectives in terms of
knowledge abet himself and the world of work.

3.12 Assess and appraise his aptitudes interest and achievements in relation .o
vocational and individual objectives.

Additional Related Expectancies

Major. Goals
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4.0 ARE AWARE OF AND SENSITIVE `.CO VALUE SYSTEMS

***************************AA*****IF*****************************************A*u*****

Related Educational Expecta77Aes. Each individual educated to this goal should or
should be able to:

4.1 Be aware of his own value system and the influences which mold such systems.

4.2 Choose non-destructive courses of action consistent with his own value system.

4.3 Recognize that decisions based on value judgments may differ from individual
to individual and from situation to situation.

ii

4.4 Analyze differing points of view and demonstrate willingness to re-evaluate
his own in terms of them.

. 4.5 Realize that individuals with different vali'c systems may solve common problems

by working together. 1

4.6 Accept the consequences of decisions based upon his value judgments.

Additional Related Expectancies

Major Goals
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5.0 PARTICIPATE IN THE ECONOMIC, POLITICAL, AND SOCIAL ASPECTS OF MODERN ORGANIZED
SOCIETY.

*****P******************************************************************************

Related Educational Expectancies. Each individual educated to this goal should or
should be able to:

5.1 Understand and evaluate social systems in terms of th...fr effects on the in-
dividual and the group.

5.2 Comprehend the need for societal control of individual actions.

5.3 Realize tae role of the individual in the existing political, economic, and
social systems.

5.4 Recognize the uniqueness of the family as a sc-:al organization.

5.5 Recognize the role of group action in the existing political, economic, and
social systems.

5.6 Understand the need to support those institutions basic to our democratic
system.

5.7 Participate effectively in the social system in which he lives.

5.8 Analyze the influence of special interest grcups on soriety.

5.9 Recognize the value to the individual and to society of voluntary services.

Additional Related Expectancies

Major Goals
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6.0 APPLY THE PRXESSES OF PROBLEM SOLVING

AA****************i*******************************************tA********************!

Related Educational Expectancies. Each individual educated to this goal should or
should be able to:

6.1 Recognize and define the problem.

6.2 Recognize and define techniques necessary for problem solving and decision
making.

6.3 Identify, gather, and use all available sources of information.

6.4 Select releva.:t and reject irrelevant data.

6.5 Analyze the data.

C.6 Determine and test alternate methods of solution.

6.7 Select a method for solution and accept responsibility for the results of the
decision,

6.8 Organize and report data using written, verbal, modeling, drawing, or other
appropriate means.

6.9 Identify cause-and-effect relationships.

6,10 Perform computations at a functional level

Additional Related Expectancies

Major Goals
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7.0 HAVE A COMPREHENSIVE AND ACCURATE KNOWLEDGE OF THE WORLD OF WORK

***k*******************************************************************************

Related Educational Expectancies. Each individual educated to this goal should or
should be able to:

-/.1 Know about a wide variety of occupational fields and the required education
and training necessary for entry level employment and advancement in these
fields.

7.2 Possess knowledge and skille 1.,.cessary for entry-level employment in ac

least one occupational area.

7.3 Recognize that occupational changes occur in a modern technological society.

7.4 Demonstrate the potential frr u.2.31atability to changing occupational demands.

7.5 Make occupational choices in line with his interests and abilities, and in
terms of the opportunities open to him.

7.6 Relate effectively with individuals and groups with whom he comes into con-
tact in the occupational field of his choice.

i.7 larceive the role and influence of organizations and government in the world
of work.

7.8 Understand the need to maintain himself as a self-supporting and contriLuting
member of society.

7.9 Recognize the dignity of all useful work.

7.10 Use occupational information that is available to him.

7.11 Recognize moral value systems related to the world of work.

Additional Related Expectancies

Major Goals
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8.0 REALIZE THE ROLE OF EOUCAT!ON IN HUMAN PROGRESS.

***********************************s***********************************************

Related Educational Expectancies. Each individual educated to this goal should or
should be able to:

8.1 Understand historical developments in the social sciences, the sciences,
laithenatics, literature, and the fine, performing, and practical arts.

8.2 j Distinguish between the purposes of education in a free democratic society
and other societies.

8.3 Continue his education beyond compulsory limits and recognize that learning
is a life long endeavor.

8,4 Recognize the valuable role of education in effecting change.

8.5 Recognize and/or develop the necessary techniques in the areas of literature,
the social sciences, and the fine, performing, and practical arts.

8.6 Understand the inter-relationships of the sciences, mathematics, an the
humanities.and their combined contribution to human progress.

Additional Related Expectancies

Major Goals
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9.0 CONSERVE THE NATURAL AND HUMAN RESOURCES or THEIR ENVIRONMENT

*************************A**********************************************************

Related Educational Expectancies. Each individual educated tc this goal should or
should be able to:

9.1 Make and implement long-term plans for the use and conservation of his own
resources.

9.2 Be aware of community resources and participate in their planning and their
use.

9.3 Accept responsibility for conserving and developing human and natural resources.

9.4 Recognize how .n's.actions affect his environment.

Additional Related Expectancies

Major Goals
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10.0 USE LEISURE TIME IN INDIVIDUALLY AND SOCIALLY PRODUCTIVE WAYS.

*************************************************************************************

Related Educational Expectancies. Each individual educated to this goal should or
should be able to:

10.1 Evaluate mass redia for its informational, cultural, or entertainment quality.

10.2 Realize the fine, performing, and practical arts as desirable forms of self-
expression.

10.3 Use leisure time in ways that are satisfying to him and to the members of
his peer and family groups.

10.4 Develop and use recreational skills including skills in the area of the fine,
performing, and practical arts.

10.5 Make full use of our national, state, and community resources for individual,
family, and group recreational purposes.

Additional Related Expectancies

Major Goals
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GLOSSARY OF ACTION WORDS

ACCEPT: To receive as satisfactory or sufficient.

ADAPT: To make it fit, often by modifying; to use for specific 'Or new
purpose or situation.

ADJUST: To arrange; to fit or match; to make correspond.

ANALYZE: To determine or describe the nature of a thing by separating into
parts.

APPRAISE: To estimate the worth of.

ASSESS: To determine the amount; to measure or gauge; to take the measure
of; to rate; to appraise.

CHOOSE: To select as the most desirable.

CCmMUNICATE: To convey knowledge.

COMPREHEND: To grasp mentally; to understand fully.
To form en opinion or judgment about; to decide.

CONSIDER: To think about or deliberate upon; to examine mentally; to hold
as opinion; to believe; to take into account.

CONTINUE: To persist; to proceed in some action.

DEFINE: To state precisely the meaning cf.

DEMONSTRATE: To exhibit or show clearly.

DETERMINE: To decide or ascertain,

DISTINGUISH: To indicate the differences of or between; to recognize as separate.

EVALUATE: To examine and judge.

EXAMINE: To investigate critically; to inquire into.

EXHIBIT: To put on view; to make evident.

EXPRESS: To formulate in words; to state; to reveal; to communicate verbally
or non-verbally.

IDENTIFY: To establish as being a particular person or thing; to be as
suppozed or claimed; to recognize.
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Glossary of Action Words, continued:

IMMEMENT: To carry into efl'ect.

LISTEN: To be attentive in order to hear.

MAINTAIN: To carry on; to preserve or keep.

ORGANIZE: To arrange or form into a coherent unity or functioning whole.

PARTICIPATE: To take part in; to share or have in common with others.

PERCEIVE: To become aware of (something) through the senses; to see, hear,
feel, taste, or smell; to come to understand; to discern.

PERFORM: To carry out an action or a pattern of behavior.

POSSESS: To have knowledge of; to gain mastery of.

PRACTICE: To make use of habitually.

REALIZE; To understand or appreciate fully; to experience-

RECOGNIZE: To identify or know, as by previous experience or knowledge.

REJECT: To throw out

RELATE: To show or establish logical or casual connection between; to
have reference to.

RESPOND: To give an answer or reply.

SELECT: To choose from a number or group by fitness or preference.

SUPPORT: To uphold or corroborate

UNDERSTAND: To come to know the meaning or import of.

eb:
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P
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4 

1

C
.0

A
PP

E
N

D
IX

 B

D
I
S
T
R
I
C
T
 
P
L
A
N
 
F
O
R

V
O
C
A
T
I
O
N
A
L
 
E
D
U
C
A
T
I
O
N

P
.
L
.
9
0
-
5
7
6

1
9
7
0
-
1
9
7
1

S
A
N
 
M
A
T
E
O
 
U
N
I
O
N
 
H
I
G
H
 
S
C
H
O
O
L
 
D
I
S
T
R
I
C
T

A
R
T
H
U
R
 
E
D
W
A
R
D
S

J
u
n
e
 
3
0
,
 
1
9
7
0

=
=
.
7
.

n
i
r
m

r
w
i
r
i

-
 
P
m
;



P
A
R
T
 
I

D
I
S
T
R
I
C
T
 
V
O
C
A
T
I
O
N
A
L
 
E
D
U
C
A
T
I
O
N

P
O
L
I
C
I
E
S
,
 
G
O
A
L
S
 
A
N
D
 
O
B
J
E
C
T
I
V
E
S



2
.

1
.

B
o
w
'
d
 
a
n
d
 
A
d
m
i
n
i
s
t
r
a
t
i
v
e
 
P
o
l
i
c
y
 
S
t
a
t
e
m
e
n
t
(
s
)
 
R
e
g
a
r
d
i
n
g
 
V
o
c
a
t
i
o
n
a
l
 
E
d
u
c
a
t
i
o
n

E
D
U
C
A
T
I
O
N
A
L
 
P
H
I
L
O
S
O
P
H
Y

F
E
L
A
T
E
D
 
E
D
U
C
A
T
I
O
N
A
L
 
E
X
P
E
C
T
A
N
C
I
E
S

T
h
e
 
S
a
n
 
m
a
t
e
o
 
U
n
i
o
n
 
H
i
g
h
 
S
c
h
o
o
l
 
D
i
s
t
r
i
c
t
 
p
r
o
v
i
d
e
s

e
a
c
h
 
i
n
d
i
v
i
d
u
a
l
 
p
a
r
t
i
c
i
p
a
t
i
n
g
 
i
n
 
t
h
e
 
d
i
s
t
r
i
c
t
 
e
d
u
c
a
t
i
o
n
a
l

p
r
o
g
r
a
m
s
 
m
a
x
i
m
u
m
 
o
p
p
o
r
t
u
n
i
t
i
e
s
 
t
o
 
b
e
c
o
m
e
 
a
 
p
u
r
p
o
s
e
f
u
l
 
a
n
d

a
c
t
i
v
e
 
m
e
m
b
e
r
 
o
f
 
o
u
r
 
m
o
d
e
r
i
:
 
d
e
m
o
c
r
a
t
i
c
 
s
o
c
i
e
t
y
.

W
i
t
h
 
t
h
i
s
 
a
s
 
t
h
e
 
p
r
i
m
e
 
p
u
r
p
o
s
e
 
o
f
 
t
h
e
 
d
i
s
t
r
i
c
t
;
 
l
e
a
r
n
-

i
n
g
 
e
x
p
e
r
i
e
n
c
e
s
 
a
r
e
 
d
i
r
e
c
t
e
d
 
t
o
w
a
r
d
 
h
e
l
p
i
n
g
 
t
h
e
 
i
n
d
i
v
i
d
u
a
l

t
o
 
d
e
v
e
l
o
p
 
a
 
p
o
s
i
t
i
v
e
 
s
e
l
f
-
i
m
a
g
e
 
a
n
d
 
p
e
r
s
o
n
a
l
 
v
a
l
u
e
 
s
y
s
t
e
m
,

t
o
 
u
s
e
 
t
h
e
 
p
r
o
c
e
s
s
e
a
 
o
f
 
d
e
c
i
s
i
o
n
-
m
a
k
i
n
g
,
 
t
o
 
u
n
d
e
r
s
t
a
n
d

c
h
a
n
g
e
 
a
n
d
 
h
o
w
 
i
t
 
m
a
y
 
b
e
 
i
n
f
l
u
e
n
c
e
d
,
 
t
o
 
r
e
c
o
g
n
i
z
e
 
t
2
-
.
-

i
n
t
e
r
d
e
p
e
n
d
e
n
c
e
 
o
f
 
p
e
o
p
l
e
s
,
 
t
o
 
v
a
l
u
e
 
h
i
s
 
c
u
l
t
u
r
a
l
 
h
e
r
i
t
a
g
e
,

a
n
d
 
t
o
 
d
e
v
e
l
o
p
 
a
 
c
o
m
m
i
t
m
e
n
t
 
t
o
 
a
 
d
e
m
o
c
r
a
t
i
c
 
s
o
c
i
e
t
y
.

1
.
0

K
n
o
w
 
t
h
e
 
m
a
n
y
 
f
o
r
m
s
 
i
n
 
w
h
i
c
h
 
c
o
m
m
u
n
i
c
a
t
i
o
n
 
o
c
c
u
r
s
,

C
.1

1
a
n
d
 
c
o
m
m
u
n
i
c
a
t
e
 
e
f
f
e
c
t
i
v
e
l
y
.

t
e
-
e

2
.
0

M
a
i
n
t
a
i
n
 
g
o
o
d
 
p
h
y
s
i
c
a
l
 
a
n
d
 
m
e
n
t
a
l
 
h
e
a
l
t
h
.

3
.
0

U
n
d
e
r
s
t
a
n
d
 
a
n
d
 
a
c
c
e
p
t
 
t
h
e
m
s
e
l
v
e
s
 
a
n
d
 
o
t
h
e
r
s
.

4
.
0

A
r
e
 
a
w
a
r
e
 
o
f
 
a
n
d
 
s
e
n
s
i
t
i
v
e
 
t
o
 
v
a
l
u
e
 
s
y
s
t
e
m
s
.

5
.
0

P
a
r
t
i
c
i
p
a
t
e
 
i
n
 
t
h
e
 
e
c
o
n
o
m
i
c
,
 
p
o
l
i
t
i
c
a
l
 
a
n
d

s
o
c
i
a
l
 
a
s
p
e
c
t
s
 
o
f
 
m
o
d
e
r
n
 
o
r
g
a
n
i
z
e
d
 
s
o
c
i
e
t
y
.

6
.
0

A
p
p
l
y
 
t
h
e
 
p
r
o
c
e
s
s
e
s
 
o
f
 
p
r
o
b
l
e
m
 
s
o
l
v
i
n
g
.

*
7
.
0

H
a
v
e
 
a
 
c
o
m
p
r
e
h
e
n
s
i
v
e
 
a
n
d
 
a
c
c
u
r
a
t
e
 
k
n
o
w
l
e
d
g
e
 
o
f

t
h
e
 
w
o
r
l
d
 
o
f
 
w
o
r
k
.

8
.
0

R
e
a
l
i
z
e
 
t
h
e
 
r
o
l
e
 
o
f
 
e
d
u
c
a
t
i
o
n
 
i
n
 
h
u
m
a
n
 
p
r
o
g
r
e
s
s
.

9
.
0

c
o
n
s
e
r
v
e
 
t
h
e
 
n
a
t
u
r
a
l
 
a
n
d
 
h
u
m
a
n
 
r
e
s
o
u
r
c
e
s
 
o
f

t
h
e
i
r
 
e
n
v
i
r
o
n
m
e
n
t
.

1
0
.
0

U
s
e
 
l
e
i
s
u
r
e
 
t
i
m
e
 
i
n
 
i
n
d
i
v
i
d
u
a
l
l
y
 
a
n
d
 
s
o
c
i
a
l
l
y

p
r
o
d
u
c
t
i
v
e
 
w
a
y
s
.

E
a
c
h
 
i
n
d
i
v
i
d
u
a
l
 
s
h
o
u
l
d
 
b
e
 
a
b
l
e
 
t
o
:

*
7
.
1

K
n
o
w
 
a
b
o
u
t
 
a
 
w
i
d
e
 
v
a
r
i
e
t
y
 
o
f
 
o
c
c
u
p
a
t
i
o
n
a
l

f
i
e
l
d
s

t
h
e
 
r
e
q
u
i
r
e
d
 
e
d
u
c
a
t
i
o
n
 
a
n
d
 
t
r
a
i
n
i
n
g

n
e
c
e
s
s
a
r
y
 
f
o
r
 
e
n
t
r
y
 
l
e
v
e
l
 
e
m
p
l
o
y
m
e
n
t
 
a
n
d

a
d
v
a
n
c
e
m
e
n
t
 
i
n
 
t
h
e
s
e
 
f
i
e
l
d
s
.

7
.
2

P
o
s
s
e
s
s
 
k
n
o
w
l
e
d
g
e
 
o
f
 
a
n
d
 
p
r
o
c
e
d
u
r
e
 
s
k
i
l
l
s

n
e
c
e
s
s
a
r
y
 
f
o
r
 
e
n
t
r
y
-
l
e
v
e
l
 
e
m
p
l
o
y
m
e
n
t
 
i
n
 
a
t

l
e
a
s
t
 
o
n
e
 
o
c
c
u
p
a
t
i
o
n
a
l
 
a
r
e
a
.

7
.
3

R
e
c
o
g
n
i
z
e
 
t
h
a
t
 
o
c
c
u
p
a
t
i
o
n
a
l
 
c
h
a
n
g
e
s
 
o
c
c
u
r
 
i
n

a
 
m
o
d
e
r
n
 
t
e
c
h
n
o
l
o
g
i
c
a
l
 
s
o
c
i
e
t
y
.

7
.
4

D
e
m
o
n
s
t
r
a
t
e
 
t
h
e
 
p
o
t
e
n
t
i
a
l
 
f
o
r
 
a
d
a
p
t
a
b
i
l
i
t
y
 
t
o

c
h
a
n
g
i
n
g
 
o
c
c
u
p
a
t
i
o
n
a
l
 
d
e
m
a
n
d
s
.

7
.
5

M
a
k
e
 
o
c
c
u
p
a
t
i
o
n
a
l
 
c
h
o
i
c
e
s
 
i
n
 
l
i
n
e
 
w
i
t
h
 
h
i
s

i
n
t
e
r
e
s
t
s
 
a
n
d
 
a
b
i
l
i
t
i
e
s
,
 
a
n
d
 
i
n
 
t
e
r
m
s
 
o
f
 
t
h
e

o
p
p
o
r
t
u
n
i
t
i
e
s
 
o
p
e
n
 
t
o
 
h
i
m
.

7
.
6

R
e
l
a
t
e
 
e
f
f
e
c
t
i
v
e
l
y
 
w
i
t
h
 
i
n
d
i
v
i
d
u
a
l
s
 
a
n
d
 
g
r
o
u
p
s

w
i
t
h
 
w
h
o
m
 
h
e
 
c
o
m
e
s
 
i
n
t
o
 
c
o
n
t
a
c
t
 
i
n
 
t
h
e
 
o
c
c
u
p
a
-

t
i
o
n
a
l
 
f
i
e
l
d
 
o
f
 
h
i
s
 
c
h
o
i
c
e
.

7
.
7

P
e
r
c
e
i
v
e
 
t
h
e
 
r
o
l
e
 
a
n
d
 
i
n
f
l
u
e
n
c
e
 
o
f
 
o
r
g
a
n
i
z
a
t
i
o
n
s

a
n
d
 
g
o
v
e
r
n
m
e
n
t
 
i
n
 
t
h
e
 
w
o
r
l
d
 
o
f
 
w
o
r
k
.

7
.
8

M
a
i
n
t
a
i
n
 
h
i
m
s
e
l
f
 
a
s
 
a
 
s
e
l
f
-
s
u
p
p
o
r
t
i
n
g
 
a
n
d
 
c
o
n
-

t
r
i
b
u
t
i
n
g
 
m
e
m
b
e
r
 
o
f
 
s
o
c
i
e
t
y
.

7
.
9

C
o
m
p
r
e
h
e
n
d
 
t
h
e
 
d
i
g
n
i
t
y
 
o
f
 
u
s
e
f
u
l
 
w
o
r
k
.

7
.
1
0

U
s
e
 
o
c
c
u
p
a
t
i
o
n
a
l
 
i
n
f
o
r
m
a
t
i
o
n
 
t
h
a
t
 
i
s
 
a
v
a
i
l
a
b
l
e

t
o
 
h
i
m
.

7
.
1
1

R
e
c
o
g
n
i
z
e
 
m
o
r
a
l
 
v
a
l
u
e
 
s
y
s
t
e
m
s
 
r
e
l
a
t
e
d
 
t
o
 
t
h
e

w
o
r
l
d
 
o
f
 
w
o
r
k
.



2
.

G
o
a
l
s
 
o
f
 
V
o
c
a
t
i
o
n
a
l
 
E
d
u
c
a
t
i
o
n

(
1
)

T
o
 
d
e
v
e
l
o
p
 
i
n
 
e
a
c
h
 
s
t
u
d
e
n
t
 
a
 
c
o
n
s
c
i
o
u
s

a
w
a
r
e
n
e
s
s
 
o
f
 
t
h
e
 
w
o
r
l
d
 
o
f
 
w
o
r
k
,
 
i
t
'
s
 
o
p
p
o
r
t
u
n
i
t
i
e
s

a
n
d
 
r
e
q
u
i
r
e
m
e
n
t
s
.

(
2
)

T
o
 
d
e
v
e
l
o
p
 
i
n
 
e
a
c
h
 
s
t
u
d
e
n
t
 
a
n
 
i
n
t
e
r
e
s
t
 
i
n

c
a
r
e
e
r
 
p
l
a
n
n
i
n
g
 
a
n
d
 
p
r
e
p
a
r
a
t
i
o
n
 
b
a
s
e
d
 
o
n
 
a

p
r
o
j
e
c
t
i
o
n
 
o
f
 
h
i
s
 
p
e
r
s
o
n
a
l
 
n
e
e
d
s
.

(
3
)

T
o
 
p
r
o
v
i
d
e
 
e
x
p
e
r
i
e
n
c
e
s
 
f
o
r
 
a
l
l
 
s
t
u
d
e
n
t
s
 
w
h
i
c
h
 
w
i
l
l

e
n
a
b
l
e
 
t
h
e
m
 
t
o
 
m
a
k
e
 
i
n
f
o
r
m
e
d
,

s
a
t
i
s
f
y
i
n
g
 
c
a
r
e
e
r
 
c
h
o
i
c
e
s
.

(
4
)

T
o
 
p
r
o
v
i
d
e
 
t
r
a
i
n
i
n
g
 
w
h
i
c
h
 
w
i
l
l
 
p
r
e
p
a
r
e
 
s
t
u
d
e
n
t
s

f
o
r
 
e
n
t
r
y
 
l
e
v
e
l
 
e
m
p
l
o
y
m
e
n
t
 
a
n
d
/
o
r

a
d
v
a
n
c
e
d
 
t
r
a
i
n
i
n
g
.

(
5
)

T
o
 
p
r
o
v
i
d
e
 
c
a
r
e
e
r
 
o
r
i
e
n
t
a
t
i
o
n
 
w
h
i
c
h
 
w
i
l
l
 
e
n
a
b
l
e

s
t
u
d
e
n
t
s
 
t
o
 
s
e
e
k
 
w
o
r
k
 
s
u
c
c
e
s
s
f
u
l
l
y

a
n
d
 
t
o
 
p
r
o
g
r
e
s
s
 
e
f
f
e
c
t
i
v
e
l
y
 
o
n
 
t
h
e
 
j
o
b
.

(
6
)

T
o
 
p
r
o
v
i
d
e
 
o
p
p
o
r
t
u
n
i
t
i
e
s
 
f
o
r
 
m
e
o
I
n
g
f
u
l
 
w
o
r
k
 
e
x
p
e
r
i
e
n
c
e

d
i
r
e
c
t
l
y
 
r
e
l
a
t
e
d
 
t
o
 
i
n
-
s
c
h
o
o
l

c
a
r
e
e
r
 
t
r
a
i
n
i
n
g
.

(
7
)

T
o
 
p
r
e
p
a
r
e
 
s
t
u
d
e
n
t
s
 
f
o
r
 
a
d
v
a
n
c
e
d
 
v
o
c
a
t
i
o
n
a
l
 
t
r
a
i
n
i
n
g

d
u
r
i
n
g
 
t
h
e
i
r
 
s
e
n
i
o
r
 
y
e
a
r
 
t
h
r
o
u
g
h

c
o
o
p
e
r
a
t
i
v
e
 
a
r
r
a
n
g
e
m
e
n
t
s
 
w
i
t
h
 
l
o
c
a
l
 
c
o
i
z
m
u
n
i
t
y
 
c
o
l
l
e
g
e
s
.

L
I
Z



4.

G
E

N
E

R
A

L

3
.

M
e
a
s
u
r
a
b
l
e
 
P
e
r
f
o
r
m
a
n
c
e
 
O
b
j
e
c
t
i
v
e
s
 
o
f
 
t
h
e
 
T
o
t
a
l
 
P
r
o
g
r
a
m
-
 
F
o
r
 
F
i
s
c
a
l
 
Y
e
a
r
 
1
9
7
0
-
7
1

(
1
)

A
t
 
l
e
a
s
t
 
8
0
%
 
o
f
 
t
h
e
 
n
o
n
-
g
r
a
d
u
a
t
i
n
g
 
v
o
c
a
t
i
o
n
a
l
 
e
d
u
c
a
t
i
o
n
 
s
t
u
d
e
n
t
s
 
c
u
r
r
e
n
t
l
y
 
e
n
r
o
l
l
e
d

w
i
l
l
 
c
o
n
t
i
n
u
e
 
i
n

th
e
p
r
o
g
r
a
m
 
i
n
 
1
9
7
0
-
7
1
.

(
2
)

T
h
e
 
e
n
r
o
l
l
m
e
n
t
 
o
f
 
v
o
c
a
t
i
o
n
a
l
 
e
d
u
c
a
t
i
o
n
 
s
t
u
d
e
n
t
s
 
d
i
s
t
r
i
c
t
-
w
i
d
e
 
w
i
l
l
 
i
n
c
r
e
a
s
e

b
y
 
a
t
 
l
e
a
s
t
 
5
%
 
p
e
r
 
y
e
a
r
 
f
o
r

t
h
e
 
n
e
x
t
 
5
 
y
e
a
r
s
.

(
3
)

T
h
e
 
e
n
r
o
l
l
m
e
n
t
 
o
f
 
i
d
e
n
t
i
f
i
e
d
 
h
a
n
d
i
c
a
p
p
e
d
 
v
o
c
a
t
i
o
n
a
l
 
s
t
u
d
e
n
t
s
 
w
i
l
l
 
d
o
u
b
l
e
i
n
 
1
9
7
1
,
 
i
n
c
r
e
a
s
e
 
a
n
 
a
d
d
i
t
i
o
n
a
l

2
5
%
 
i
n
 
1
9
7
2
 
a
n
d
 
i
n
c
r
e
a
s
e
 
a
t
 
l
e
a
s
t
 
1
0
%
 
p
e
r
 
y
e
a
r
 
t
i
l
l
 
1
9
7
5
.

(4
)

T
h
e
 
e
n
r
o
l
l
m
e
n
t
 
o
f
 
i
d
e
n
t
i
f
i
e
d
 
d
i
s
a
d
v
a
n
t
a
g
e
d
 
s
t
u
d
e
n
t
s
 
w
i
l
l
 
i
n
c
r
e
a
s
e
 
b
y
 
a
t
 
l
e
a
s
t
1
0
%
 
p
e
r
 
y
e
a
r
 
t
i
l
l
 
1
9
7
5
.

(
5
)

T
o
 
i
n
c
r
e
a
s
e
 
t
h
e
 
n
u
m
b
e
r
 
o
f
 
p
r
i
v
a
t
e
 
a
n
d
 
p
a
r
o
c
h
i
a
l
 
s
c
h
o
o
l
 
s
t
u
d
e
n
t
s
 
i
n
 
v
o
c
a
t
i
o
n
a
l

t
r
a
i
n
i
n
g
 
p
r
o
g
r
a
m
s
 
b
y

5
0
%
 
d
u
r
i
n
g
 
1
9
7
0
-
7
1
.

(
6
)

T
o
 
i
n
c
r
e
a
s
e
 
t
h
e
 
n
u
m
b
e
r
 
o
f
 
m
i
n
o
r
i
t
y
 
s
t
u
d
e
n
t
s
 
e
n
r
o
l
l
e
d
 
i
n
 
v
o
c
a
t
i
o
n
a
l
 
t
r
a
i
n
i
n
g

p
r
o
g
r
a
m
s
 
5
0
%
 
d
u
r
i
n
g
 
1
9
7
0
-
7
1
.

(
7
)

T
o
 
p
l
a
n
 
a
n
d
 
d
e
v
e
l
o
p
 
a
t
 
l
e
a
s
t
 
o
n
e
 
n
e
w
 
v
o
c
a
t
i
o
n
a
l
 
t
r
a
i
n
i
n
g
 
p
r
o
g
r
a
m
 
f
o
r
 
b
o
y
s
.

P
r
o
g
r
a
m
s
 
t
o
 
b
e
 
i
m
p
l
e
m
e
n
t
e
d

C
A

i
n
 
F
a
l
l
 
o
f
 
'
7
1
.

(
8
)

T
o
 
p
r
o
v
i
d
e
 
p
l
a
c
e
m
e
n
t
 
s
e
r
v
i
c
e
 
f
o
r
 
g
r
a
d
u
a
t
e
s
 
i
n
 
a
t
 
l
e
a
s
t
 
o
n
e
 
s
c
h
o
o
l
 
b
y

J
u
n
e
 
1
9
7
1
.

(
9
)

T
o
 
i
n
c
r
e
a
s
e
 
t
h
e
 
n
u
m
b
e
r
 
o
f
 
s
c
h
o
o
l
s
 
o
f
f
e
r
i
n
g
 
d
a
i
l
y
 
W
o
r
k
 
O
r
i
e
n
t
a
t
i
o
n
 
c
l
a
s
s
e
s

a
s
 
a
 
r
e
q
u
i
r
e
d
 
p
a
r
t
 
o
f
 
W
o
r
k

E
x
p
e
r
i
e
n
c
e
 
b
y
 
a
t
 
l
e
a
s
t
 
5
0
%
 
t
h
i
s
 
y
e
a
r
.

(
1
0
)

T
o
 
s
t
a
r
t
 
c
a
r
e
e
r
 
e
x
p
l
o
r
a
t
i
o
n
 
c
o
u
r
s
e
s
 
i
n
 
t
h
e
 
B
u
s
i
n
e
s
s
 
d
e
p
a
r
t
m
e
n
t
 
o
f
 
a
t
 
l
e
a
s
t
 
2
 
s
c
h
o
o
l
s

b
y
 
F
a
l
l
 
1
9
7
0
.

(
L
1
)

T
o
 
p
l
a
n
 
a
n
d
 
d
e
v
e
l
o
p
 
a
t
 
l
e
a
s
t
 
o
n
e
 
n
e
w
 
p
r
o
g
r
a
m
 
i
n
 
t
h
e
 
B
u
s
i
n
e
s
s
 
E
d
u
c
a
t
i
o
n

d
e
p
a
r
t
m
e
n
t
 
t
o
 
b
e
 
i
m
p
l
e
m
e
n
t
e
d

i
n
 
3
 
s
c
h
o
o
l
s
 
i
n
 
1
9
7
1
-
7
2
.

(
1
2
)

T
o
 
i
n
c
r
e
a
s
e
 
t
h
e
 
n
u
m
b
e
r
 
o
f
 
s
t
u
d
e
n
t
s
 
i
n
v
o
l
v
e
d
 
i
n
 
t
h
e
 
c
o
o
p
 
p
n
c
g
r
a
m
 
b
y
 
a
t
 
l
e
a
s
t
 
5
0
%
 
i
n

1
9
7
1
.

(
1
3
)

T
o
 
d
e
v
e
l
o
p
 
a
n
 
a
t
t
e
n
d
a
n
c
e
 
a
r
e
a
 
r
e
s
o
u
r
c
e
 
f
i
l
e
 
f
o
r
 
c
a
r
e
e
r
 
i
n
f
o
r
m
a
t
i
o
n
 
i
n
 
a
t
 
l
e
a
s
t
o
n
e
 
s
c
h
o
o
l
 
i
n
 
t
h
e

d
i
s
t
r
i
c
t
 
d
u
r
i
n
g
 
1
9
7
0
-
7
1
.
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6
.

F
U
N
C
T
I
O
N
 
1
.

P
o
p
u
l
a
t
i
o
n
 
N
e
e
d
s
 
A
n
a
l
y
s
i
s

P
u
r
p
o
s
e
!

T
o
 
e
s
t
a
b
l
i
s
h
 
a
n
d
 
m
a
i
n
t
a
i
n
 
a
n
 
i
n
f
o
r
m
a
t
i
o
n
 
f
i
l
e
 
w
h
i
c
h

d
e
s
c
r
i
b
e
s
 
t
h
e
 
p
o
p
u
l
a
t
i
o
n
 
b
e
i
n
g
 
s
e
r
v
e
d
.

(
a
)

P
r
e
s
e
n
t
 
A
c
t
i
v
i
t
i
e
s
 
a
n
d
/
o
r
 
O
r
g
a
n
i
z
a
t
i
o
n
a
l

S
t
r
u
c
t
u
r
e
,
 
-
 
1
9
6
9
-
7
0

(
b
)

P
l
a
n
n
e
d
 
A
c
t
i
v
i
t
i
e
s
 
a
n
d
/
o
r
 
O
r
g
a
n
i
z
a
t
i
o
n
a
l

S
t
r
u
c
t
u
r
e
 
-
 
1
9
7
0
-
7
1

E
x
i
s
t
i
n
g
 
D
a
t
a
 
S
o
u
r
c
e
s
:

(
1
)

'
M
D

(
2
)

D
P
I
A
.
 
B
L
S

(
3
)

o
n
o

(
4
)

D
e
p
a
r
t
m
e
n
t
 
o
f
 
V
o
c
a
t
i
o
u
a
l
 
R
e
h
a
b
i
l
i
t
a
t
i
o
n

(
5
)

C
A
M
P
S

(
6
)

S
.
M
.
 
C
o
.
 
A
r
e
a
 
M
a
n
p
o
w
e
r
 
P
l
a
n
n
i
n
g
 
C
o
m
m
i
t
t
e
e

(
7
)

B
a
s
e
l
l
n
e
 
d
a
t
a
 
f
r
o
m
 
4
 
y
e
a
r
 
f
o
l
l
o
w
-
u
p
 
s
t
u
d
y
 
o
f

1
9
6
6
 
g
r
a
d
u
a
t
e
s

(
8
)

F
o
l
l
o
w
-
u
p
 
o
f
 
1
9
6
9
 
v
o
c
a
t
i
o
n
a
l
 
g
r
a
d
u
a
t
e
s

(
9
)

A
n
n
u
a
l
 
c
a
r
e
e
r
 
i
n
t
e
r
e
s
t
 
s
u
r
v
e
y
s
 
o
f
 
9
t
h
 
g
r
a
d
e
 
s
t
u
d
e
n
t
s

(
1
0
)

S
t
u
d
e
n
t
 
r
e
q
u
e
s
t
s
 
f
r
o
m
 
A
d
u
l
t
 
S
c
h
o
o
l

(
1
1
)

C
a
r
e
e
r
 
C
v
e
l
o
p
m
e
n
t
 
A
d
v
i
s
o
r
y
 
C
o
m
m
i
t
t
e
e

(
1
2
)

O
c
c
u
p
,
t
i
o
n
a
l
 
A
d
v
i
s
o
r
y
 
C
o
m
m
i
t
t
e
e
s

(
1
3
)

F
e
d
e
r
a
l
 
C
e
n
s
u
s
 
m
a
t
e
r
i
a
l

(
1
4
)

C
o
n
t
i
n
u
o
u
s
 
d
a
t
a
 
f
r
o
m
 
S
.
M
.
 
C
o
.
 
O
f
f
i
c
e
 
D
a
t
a
 
s
a
n
k

(
1
5
)

S
.
M
.
 
C
o
.
 
H
e
a
l
t
h
 
&
 
W
e
l
f
a
r
e

S
u
r
v
e
y
s
 
C
o
n
d
u
c
t
e
d
:

(
1
)

F
o
l
l
o
w
-
u
p
 
o
f
 
1
9
6
6
 
g
r
a
d
u
a
t
e
s
 
o
f
 
S
M
U
H
S
D

(
2
)

F
o
l
l
o
w
-
u
p
 
o
f
 
1
9
6
9
 
v
o
c
a
t
i
o
n
a
l
 
g
r
a
d
u
a
t
e
s

(
3
)

1
9
6
9
-
7
0
 
r
e
q
u
e
s
t
s
 
f
o
r
 
A
d
u
l
t
 
p
r
o
g
r
a
m
s

P
e
r
s
o
n
(
s
)
 
R
e
s
p
o
n
s
i
b
l
e
 
f
o
r
 
C
o
m
p
i
l
i
n
g
 
D
a
t
a
:

(
1
)

M
r
.
 
T
r
o
y
 
E
.
 
N
u
c
k
o
l
s

(
2
)

M
r
.
 
A
r
t
h
u
r
 
E
d
w
a
r
d
s

(
3
)

D
r
.
 
M
o
r
r
i
s
 
H
.
 
W
i
n
w
a
r
d

P
l
a
n
n
e
d
 
D
a
t
a
 
S
o
u
r
c
e
s
:

S
a
m
e
 
a
s
 
6
9
-
7
0

X
(
c
h
e
c
k
)

P
l
u
s
 
t
h
e
s
e
 
a
d
d
i
t
i
o
n
a
l
 
s
o
u
r
c
e
s
:

(
1
)

R
e
s
u
l
t
s
 
o
f
 
s
u
r
v
e
y
s
 
l
a
s
t
e
d
 
b
e
l
o
w

(
2
)

R
e
e
v
a
l
u
a
t
i
O
n
 
o
f
 
t
9
6
7
 
c
a
r
e
e
r
 
i
n
t
e
r
e
s
t
 
s
u
r
v
e
y
 
o
f

s
t
u
d
e
n
t
s

S
u
r
v
e
y
s
 
t
o
 
b
e
 
C
o
n
d
u
c
t
e
d
:

(
1
)

F
o
l
l
o
w
-
u
p
 
s
u
r
v
e
y
 
o
f
 
1
9
6
6
 
g
r
a
d
u
a
t
e
s

(
2
)

F
o
l
l
o
w
-
u
p
 
o
f
 
1
9
7
0
 
v
o
c
a
t
i
o
n
a
l
 
e
d
u
c
a
t
i
o
n
 
g
r
a
d
u
a
t
e
s

(
3
)

1
9
7
0
-
7
1
 
r
e
q
u
e
s
t
s
 
f
o
r
 
A
d
u
l
t
 
S
c
h
o
o
l
 
p
r
o
g
r
a
m
s

(
4
)

S
u
r
v
e
y
 
o
f
 
a
l
l
 
h
a
n
d
i
c
a
p
p
e
d
 
&
 
d
i
s
a
d
v
a
n
t
a
g
e
d

s
t
u
d
e
n
t
s
 
i
n
 
o
u
r
 
s
c
h
o
o
l
 
d
i
s
t
r
i
c
t

.
(
5
)

C
a
r
e
e
r
 
i
n
t
e
r
e
s
t
 
s
u
r
v
e
y
 
o
f
 
s
t
u
d
e
n
t
s
 
i
n
 
a
l
l

v
o
c
a
t
i
o
n
a
l
 
t
r
a
i
n
i
n
g
 
c
o
u
r
s
e
s

P
e
r
s
o
n
(
s
)
 
R
e
s
p
o
n
s
i
b
l
e
 
f
o
r
 
G
a
t
h
e
r
i
n
g
 
a
n
d
 
C
o
m
p
i
l
i
n
g

D
a
t
a
 
d
u
r
i
n
g
 
1
9
7
0
-
7
1

(
1
)

M
r
.
 
G
e
o
.
 
O
u
t
l
a
n
d

(
2
)

M
r
.
 
T
r
o
y
 
N
u
c
k
o
l
s

(
3
)

D
r
.
 
M
o
r
r
i
s
 
w
i
n
w
a
r
d



7
.

F
U
N
C
T
I
O
N
 
1
.

P
o
p
u
l
a
t
i
o
n
 
N
e
e
d
s
 
A
n
a
l
y
s
i
s
,
 
c
o
n
t
i
n
u
e
d

(
c
)

E
x
p
e
c
t
e
d
 
O
u
t
c
o
m
e
s
 
f
r
o
m
 
1
9
7
0
-
7
1

P
l
a
n
a
e
d
 
A
c
t
i
v
i
t
i
e
s

(
d
)

Q
u
e
s
t
i
o
n
s
 
t
o
 
b
e
 
A
n
s
w
e
r
e
d
 
t
o
 
D
e
t
e
r
m
i
n
e

E
f
f
e
c
t
i
v
e
n
e
s
s
 
o
f
 
1
9
7
0
-
7
1
 
A
c
t
i
v
i
t
i
e
s

(
1
)

(
2
)

(
3
)

C
l
e
a
r
e
r
 
p
i
c
t
u
r
e
 
o
f
 
t
h
e
 
v
o
c
a
t
i
o
n
a
l
 
t
r
a
i
n
i
n
g
 
n
e
e
d
s
.

H
a
n
d
i
c
a
p
p
e
d
 
a
n
d
 
d
i
s
a
d
v
a
n
t
a
g
e
d
 
s
t
u
d
e
n
t
s
 
w
i
l
l
 
h
a
v
e

b
e
e
n
 
i
d
e
n
t
i
f
i
e
d
 
a
n
d
 
t
h
e
 
i
n
t
e
r
e
s
t
s
,
 
a
b
i
l
i
t
i
e
s
 
a
n
d

l
i
m
i
t
a
t
i
o
n
s
 
o
f
 
e
a
c
h
 
w
i
l
l
 
h
a
v
e
 
b
e
e
n
 
d
e
t
e
r
m
i
n
e
d
.

A
n
 
a
n
a
l
y
s
i
s
 
o
f
 
c
a
r
e
e
r
 
i
n
t
e
r
e
s
t
 
s
u
r
v
e
y
s
 
w
i
l
l
 
h
a
v
e

b
e
e
n
 
m
a
d
e
 
a
n
d
 
c
o
m
p
a
r
e
d
 
w
i
t
h
 
c
o
u
r
s
e
s
 
n
o
w
 
b
e
i
n
g

c
f
f
e
r
e
d
.

(
1
)

D
o
 
w
e
 
h
a
v
e
 
c
u
r
r
e
n
t
,
 
a
c
c
u
r
a
t
e
 
w
e
l
l
 
o
r
g
a
n
i
z
e
d

i
n
f
o
r
m
a
t
i
o
n
 
t
h
a
t
 
w
i
l
l
 
e
n
a
b
l
e
 
u
s
 
t
o
 
m
a
k
e

r
e
a
l
i
s
t
i
c
 
d
e
c
i
s
i
o
n
s
 
r
e
g
a
r
d
i
n
g
 
n
e
e
d
e
d
 
c
h
a
n
g
e
s

i
n
 
o
u
r
 
v
o
c
a
t
i
o
n
a
l
 
p
r
o
g
r
a
m
s
?

(
2
)

D
o
 
o
u
r
 
p
r
e
s
e
n
t
 
v
o
c
a
t
i
o
n
a
l
 
p
r
o
g
r
a
m
s
 
r
e
f
l
e
c
t

t
h
e
 
c
a
r
e
e
r
 
i
n
t
e
r
e
s
t
s
 
o
f
 
o
u
r
 
s
t
u
d
e
n
t
s
?

(
3
)

A
r
e
 
c
a
r
e
e
r
 
i
n
t
e
r
e
s
t
s
 
o
f
 
s
t
u
d
e
n
t
s
 
r
e
a
l
i
s
t
i
c

i
n
 
t
e
r
m
s
 
o
f
 
j
o
b
 
a
n
d
 
t
r
a
i
n
i
n
g
 
o
p
p
o
r
t
u
n
i
t
i
e
s
?



8
.

F
U
N
C
T
I
O
N
 
2
.

J
o
b
 
M
a
r
k
e
t
 
A
n
a
l
y
s
i
s

P
u
r
p
o
s
e
:

D
e
v
e
l
o
p
 
a
n
d
 
m
a
i
n
t
a
i
n
 
a
 
f
i
l
e
 
o
f
 
i
n
f
o
r
m
a
t
i
o
n
 
o
n
 
e
x
i
s
t
i
n
g
 
a
n
d
 
n
e
w

a
n
d
 
e
m
e
r
g
i
n
g
 
o
c
c
u
p
a
t
i
o
n
s
 
w
h
i
c
h
 
(
1
)
 
f
a
l
l
 
w
i
t
h
i
n
 
t
h
e
 
o
c
c
u
p
a
t
i
o
n
a
l

c
a
t
e
g
o
r
i
e
s
 
s
e
r
v
e
d
 
b
y
 
v
o
c
a
t
i
o
n
a
l
 
e
d
u
c
a
t
i
o
n
;
 
a
n
d
 
(
2
)
 
h
a
v
e
 
c
u
r
r
e
n
t

o
r
 
a
n
t
i
c
i
p
a
t
e
d
 
e
x
c
e
s
s
 
d
e
m
a
n
d
s
.

(
a
)

P
r
e
s
e
n
t
 
A
c
t
i
v
i
t
i
e
s
 
a
n
d
/
o
r

(
b
)

P
l
a
n
n
e
d
 
A
c
t
i
v
i
t
i
e
s
 
a
n
d
/
o
r

O
r
g
a
n
i
z
a
t
i
o
n
a
l
 
S
t
r
u
c
t
u
r
e
 
-

O
r
g
a
n
i
z
a
t
i
o
n
a
l
 
S
t
r
u
c
t
u
r
e
 
-

1
9
6
9
 
-
7
0

1
9
7
0
-
7
1

(
c
)

E
x
p
e
c
t
e
d
 
O
u
t
c
o
m
e
s
 
f
r
o
m
 
1
9
7
0
-
7
1

P
l
a
n
n
e
d
 
A
c
t
i
v
i
t
i
e
s

E
x
i
s
t
i
n
g
 
D
a
t
a
 
S
o
u
r
c
e
s
:

(
1
)

H
R
D

(
2
)

C
A
M
P
S

(
3
)

B
L
S
 
b
u
l
l
e
t
i
n
s

(
4
)

C
a
l
i
f
.
 
L
a
b
o
r
 
M
a
r
k
e
t
 
b
u
l
l
e
t
i
n
s

(
5
)

S
.
M
.
 
C
o
.
 
V
o
c
.
 
E
d
.
 
D
e
p
t
.

(
6
)

P
e
n
i
n
s
u
l
a
 
M
f
g
r
s
 
A
s
s
n
.

(
7
)

C
a
r
e
e
r
 
D
e
v
e
l
o
p
m
e
n
t
 
&
 
O
c
c
u
p
a
-

t
i
o
n
a
l
 
A
d
v
i
s
o
r
y
 
C
o
m
m
i
t
t
e
e
s

(
8
)

J
A
C
s
,
 
N
C
I
-
E
C
,
 
A
M
S
,
 
N
I
C
E

(
9
)

F
r
e
q
u
e
n
t
 
m
e
e
t
i
n
g
s
 
w
/
r
e
p
r
e
s
e
n
t
a
-

t
i
v
e
s
 
o
f
 
B
u
s
i
n
e
s
s
,
 
L
a
b
o
r
,
 
H
e
a
l
t
h

I
n
d
u
s
t
r
y
,
 
C
o
m
m
e
r
c
e
 
&
 
G
o
v
e
r
n
m
e
n
t

(
1
0
)

T
r
a
d
e
 
J
o
u
r
n
a
l
s

(
1
1
)

S
.
M
.
 
C
o
.
 
t
a
b
o
r
-
M
a
n
r
g
e
m
e
n
t
 
A
s
s
n
.

(
1
2
)

S
.
M
.
 
C
o
.
 
D
e
v
e
l
o
p
m
e
n
t
 
A
s
s
n
.

(
1
3
)

S
.
M
.
 
C
o
.
 
C
e
n
t
r
a
l
 
L
a
b
o
r
 
C
o
u
n
c
i
l

P
e
r
s
o
n
(
s
)
 
R
e
s
p
o
n
s
i
b
l
e
 
f
o
r
 
C
o
m
p
i
l
i
n
g

D
a
t
a
:

G
e
o
.
 
F
.
 
O
u
t
l
a
n
d

A
r
t
 
E
d
w
a
r
d
s

T
r
o
y
 
E
.
 
N
u
c
k
o
l
s

P
l
a
n
n
e
d
 
D
a
t
a
 
S
o
u
r
c
e
s
:

S
a
m
e
 
a
s
 
6
9
-
7
0

X
(
c
h
e
c
k
)

S
u
r
v
e
y
s
 
t
o
 
b
e
 
C
o
n
d
u
c
t
e
d
;

I
d
e
n
t
i
f
i
c
a
t
i
o
n
 
o
f
 
j
o
b
s
 
f
o
r
 
h
a
n
d
i
-

c
a
p
p
e
d
 
a
n
d
 
d
i
s
a
d
v
a
n
t
a
g
e
d
 
s
t
u
d
e
n
t
s
.

(
1
)

(
2
)

P
e
r
s
o
n
(
s
)
 
R
e
s
p
o
n
s
i
b
l
e
 
f
o
r
 
G
a
t
h
e
r
i
n
g

(
3
)

a
n
d
 
C
o
m
p
i
l
i
n
g
 
D
a
t
a
 
D
u
r
i
n
g
 
1
9
7
0
-
7
1

,
S
a
m
e
 
a
s
 
6
9
-
7
0

.
(
c
h
e
c
k
)

I
f
 
d
i
f
f
e
r
e
n
t
 
s
h
o
w
 
b
e
l
o
w
.

M
r
.
 
T
r
o
y
 
E
.
 
N
u
c
k
o
l
s

M
r
.
 
G
e
o
.
 
F
.
 
O
u
t
l
a
n
d

E
f
f
e
c
t
i
v
e
 
e
v
a
l
u
a
t
i
o
n
 
o
f
 
c
u
r
r
e
n
t

v
o
c
a
t
i
o
n
a
l
 
p
r
o
g
r
a
m
.

R
e
a
l
i
s
t
i
c
 
a
p
p
r
o
p
r
i
a
t
e
 
p
l
a
n
n
i
n
g

f
o
r
 
t
h
e
 
1
9
7
1
-
7
2
 
v
o
c
a
t
i
o
n
a
l

p
r
o
g
r
a
m
 
a
t
 
t
h
e
 
d
i
s
t
r
i
c
t
.

M
o
r
e
 
j
o
b
s
 
f
o
r
 
h
a
n
d
i
c
a
p
p
e
d
 
a
n
d

d
i
s
a
d
v
a
n
t
a
g
e
d
 
s
t
u
d
e
n
t
s
.



F
U
N
C
T
I
O
N
 
2
.

J
o
b
 
M
a
r
k
e
t
 
A
n
a
l
y
s
i
s
,
 
c
o
n
t
i
n
u
e
d

(
d
)

Q
u
e
s
t
i
o
n
s
 
t
o
 
b
e
 
A
n
s
w
e
r
e
d
 
t
o
 
D
e
t
e
r
m
i
n
e

E
f
f
e
c
t
i
v
e
n
e
s
s

o
f
 
1
9
7
0
-
7
1
 
A
c
t
i
v
i
t
i
e
s

(
e
)

I
n
f
o
r
m
a
t
i
o
n
 
A
v
a
i
l
a
b
l
e
 
f
r
o
m

H
R
D
,
 
B
L
S

(
1
)

H
a
v
e
 
d
a
t
a
 
s
o
u
r
c
e
s
 
b
e
e
n
 
m
a
i
n
t
a
i
n
e
d
,
 
e
x
t
e
n
d
e
d

a
n
d

T
h
i
s
 
i
n
f
o
r
m
a
t
i
o
n
 
i
s
 
l
o
c
a
t
e
d
 
i
n
 
t
h
e

r
e
v
i
s
e
d
 
a
s
 
n
e
c
e
s
s
a
r
y
?

A
p
p
e
n
d
i
x
 
t
o
 
P
a
r
t
 
I
I
,
 
F
u
n
c
t
i
o
n
 
2
_

(
2
)

H
a
v
e
 
p
e
r
s
o
n
a
l
 
c
o
n
t
a
c
t
s
 
w
i
t
h
 
g
o
v
e
r
n
m
e
n
t
a
l
 
a
g
e
n
c
i
e
s
,

L
a
b
o
r
,
 
M
a
n
a
g
e
m
e
n
t
,
 
a
n
d
 
I
n
d
u
s
t
r
y
-
E
d
u
c
a
t
i
o
n

a
s
s
o
c
i
a
t
i
o
n
s
 
b
e
e
n
 
m
a
i
n
t
a
i
n
e
d
?

(
3
)

H
a
v
e
 
a
p
p
r
o
p
r
i
a
t
e
 
j
o
b
s
 
f
o
r
 
h
a
n
d
i
c
a
p
p
e
d
 
a
n
d

d
i
s
a
d
v
a
n
t
a
g
e
d
 
s
t
u
d
e
n
t
s
 
b
e
e
n
 
i
d
e
n
t
i
f
i
e
d
?



10
.

F
U
N
C
T
I
O
N
 
3
.

J
o
b
 
P
e
r
f
o
r
m
a
n
c
e
 
R
e
q
u
i
r
e
m
e
n
t
s
 
A
n
a
l
y
s
i
s

P
u
r
p
o
s
e
:

T
o
 
i
d
e
n
t
i
f
y
 
t
h
e
 
s
k
i
l
l
s
 
a
n
d
 
k
n
o
w
l
e
d
g
e
s
 
r
e
q
u
i
r
e
d
 
t
o
 
a
c
h
i
e
v
e
 
t
h
e

o
c
c
u
p
a
t
i
o
n
a
l
 
o
r
 
o
t
h
e
r
 
o
b
j
e
c
t
i
v
e
 
o
r
 
i
n
s
t
r
u
c
t
i
o
n
.

(
a
)

P
r
e
s
e
n
t
 
a
c
t
i
v
i
t
i
e
s

a
n
d
/
o
r
 
o
r
g
a
n
i
z
a
t
i
o
n
a
l

s
t
r
u
c
t
u
r
e
 
-
 
1
9
6
9
-
7
0

(
b
)

P
l
a
n
n
e
d
 
A
c
t
i
v
i
t
i
e
s

a
n
d
/
o
r
 
o
r
g
a
n
i
z
a
t
i
o
n
a
l

s
t
r
u
c
t
u
r
e
 
-
 
1
9
7
0
-
7
1

(
c
)

E
x
p
e
c
t
e
d
 
O
u
t
c
o
m
e
s

f
r
o
m
 
1
9
7
0
-
7
1

P
l
a
n
n
e
d
 
A
c
t
i
v
i
t
i
e
s

(
d
)

Q
u
e
s
t
i
o
n
s
 
t
o
 
b
e

a
n
s
w
e
r
e
d
 
t
o

d
e
t
e
r
m
i
n
e

e
f
f
e
c
t
i
v
e
n
e
s
s
 
o
f

1
9
7
0
-
7
1
 
A
c
t
i
v
i
t
i
e
s

S
o
u
r
c
e
s
 
o
f
 
D
a
t
a
:

(
1
)

"
T
e
r
m
i
n
a
l
 
P
e
r
f
o
r
m
a
n
c
e

O
b
j
e
c
t
i
v
e
s
 
f
o
r
 
P
h
a
s
e
d

T
y
p
i
n
g
 
P
r
o
g
r
a
m
 
i
n

B
u
s
i
n
e
s
s
 
E
d
u
c
a
t
i
o
n
"

(
2
)

"
T
e
r
m
i
n
a
l
 
P
e
r
f
o
r
m
a
n
c
e

O
b
j
e
c
t
i
v
e
s
:

C
a
l
-

c
u
l
a
t
i
n
g
 
M
a
c
h
i
n
e
s
"

(
3
)

"
T
e
r
m
i
n
a
l
 
P
e
r
f
o
r
m
a
n
c
e

O
b
j
e
c
t
i
v
e
s
 
f
o
r

S
h
o
r
t
h
a
n
d
"

(
4
)

G
u
i
d
e
l
i
n
e
s
 
f
o
r
 
S
k
i
l
l
 
a
n
d

C
o
m
p
e
t
e
n
c
y
 
C
o
n
t
e
n
t
 
i
n

S
e
l
e
c
t
e
d
 
O
f
f
i
c
e

O
c
c
u
p
a
t
i
o
n
s

(
5
)

A
u
t
o
m
o
t
i
v
e
 
M
a
r
k
e
t
i
n
g
 
-

A
 
P
l
a
n
 
o
f
 
A
c
t
i
o
n

S
o
u
r
c
e
s
 
o
f
 
D
a
t
a
:

S
a
m
e
 
a
s
 
6
9
-
7
0

X

P
l
u
s
 
t
h
e
s
e
 
a
d
d
i
t
i
o
n
a
l
 
s
o
u
r
c
e
s

(
1
)

E
l
e
c
t
r
o
n
i
c
s
 
J
o
b
-
s
k
i
l
l

m
a
t
r
i
x

(
2
)

C
o
o
p
e
r
a
t
i
v
e
 
W
o
r
k

E
x
p
e
r
i
e
n
c
e
 
J
o
b
-
s
k
i
l
l

l
i
s
t
i
n
g
s
.

T
a
s
k
 
A
n
a
l
y
s
i
s
 
T
e
c
h
n
i
q
u
e
s
:

(
1
)

M
a
t
r
i
x
 
o
f
 
j
o
b
 
s
k
i
l
l
s
 
a
s

i
d
e
n
t
i
f
i
e
d
 
b
y
 
A
d
v
i
s
o
r
y

c
o
m
m
i
t
t
e
e
 
&
 
o
t
h
e
r
 
r
e
p
r
e
-

s
e
n
t
a
t
i
v
e
s
 
o
f
 
I
n
d
u
s
t
r
y
.

(
1
)

E
l
e
c
t
r
o
n
i
c
s
 
T
e
c
h
n
o
l
o
-
 
(
l
a
)

g
y
 
p
r
o
g
r
a
m
 
w
h
i
c
h
 
d
o
e
s

a
 
m
o
r
e
 
e
f
f
e
c
t
i
v
e
 
j
o
b

o
f
 
p
r
e
p
a
r
i
n
g
 
s
t
u
d
e
n
t
s

f
o
r
 
j
o
b
s
 
a
n
d
 
f
o
r
 
a
d
-

(
l
b
)

v
a
n
c
e
d
 
p
l
a
c
e
m
e
n
t
 
i
n

c
o
m
m
u
n
i
t
y
 
c
o
l
l
e
g
e

e
l
e
c
t
r
o
n
i
c
s
 
p
r
o
g
r
a
m
s
.

(
2
)

E
x
t
e
n
s
i
o
n
 
o
f
 
t
h
e

C
o
o
p
e
r
a
t
i
v
e
 
E
d
u
c
a
t
i
o
n

p
r
o
g
r
a
m
?

(
2
)

W
o
r
k
s
h
o
p
 
o
f
 
W
o
r
k
 
E
x
p
e
r
i
e
n
c
e

C
o
o
r
d
i
n
a
t
o
r
s
.

P
e
r
s
o
n
(
s
)
 
P
e
z
p
o
n
s
i
b
l
e
 
f
o
r

C
o
m
p
i
l
i
n
g
 
D
a
t
a
 
i
n
 
1
9
7
0
-
7
1

(
1
)

A
r
t
h
u
r
 
E
d
w
a
r
d
s

(
2
)

D
a
v
i
d
 
P
r
o
f
t
,
 
R
o
b
e
r
t
 
C
o
n
n
e
l
l
,

J
e
a
n
 
E
l
l
i
n
g
s
e
n

(2
)

I
s
 
a
 
g
r
e
a
t
e
r
 
%
 
o
f

e
l
e
c
t
r
o
n
i
c
s
 
s
t
u
d
e
n
t
s

e
m
p
l
o
y
a
b
l
e
?

D
o
e
s
 
a
 
g
r
e
a
t
e
r
 
%
 
o
f

e
l
e
c
t
r
o
n
i
c
s
 
s
t
u
d
e
n
t
s

o
b
t
a
i
n
 
a
d
v
a
n
c
e
d

p
l
a
c
e
m
e
n
t
?

A
r
e
 
m
o
r
e
 
s
t
u
d
e
n
t
s

e
n
r
o
l
l
e
d
 
i
n
 
C
o
o
p
e
r
-

a
t
i
v
e
 
E
d
u
c
a
t
i
o
n

p
r
o
g
r
a
m
s
?
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F
U
N
C
T
I
O
N
 
3
.

J
o
b
 
P
e
r
f
o
r
m
a
n
c
e
 
R
e
q
u
i
r
e
m
e
n
t
s
 
A
n
a
l
y
s
i
s
,
 
c
o
n
t
i
n
u
e
d

(
a
)

P
r
e
s
e
n
t
 
A
c
t
i
v
i
t
i
e
s
 
a
n
d
/
o
r
 
o
r
g
a
n
i
z
a
t
i
o
n
a
l
 
s
t
r
u
c
t
u
r
e

1
9
6
9
-
7
0
,
 
c
o
n
t
i
n
u
e
d

T
a
s
k
 
A
n
a
l
y
s
i
s
 
T
e
c
h
n
i
q
u
e
s
:

(
1

L
i
s
t
i
n
g
 
o
f
 
t
e
r
m
i
n
a
l
 
p
e
r
f
o
r
m
a
n
c
e
s
 
a
s
 
i
d
e
n
t
i
f
i
e
d
 
h
y

2
A
d
v
i
s
o
r
y
 
C
o
m
m
i
t
t
e
e
s
,
 
C
o
n
s
u
l
t
a
n
t
s
,
 
s
e
l
e
c
t
e
d

3
)

r
e
f
e
r
e
n
c
e
s
.

(
4
)

J
o
b
-
s
k
i
l
l
 
m
a
t
r
i
x

(
5
)

L
i
s
t
i
n
g
 
o
f
 
j
o
b
 
s
k
i
l
l
s
 
a
s
 
i
d
e
n
t
i
f
i
e
d
 
b
y
 
A
d
v
i
s
o
r
y
 
C
o
m
m
i
t
t
e
e

a
n
d
 
A
u
t
o
 
i
n
d
u
s
t
r
y
.

P
e
r
s
o
n
(
s
)
 
R
e
s
p
o
n
s
i
b
l
e
 
f
o
r
 
C
o
m
p
i
l
i
n
g
 
D
a
t
a
:

(
1
)

T
r
o
y
 
N
u
c
k
o
l
s
,
 
D
o
n
a
l
d
 
T
i
n
g
l
e
y
,
 
M
a
r
i
l
y
n
 
L
e
e

(
2
)

T
r
o
y
 
N
u
c
k
o
l
s
,
 
D
a
v
i
d
 
P
r
o
f
t
,
 
R
i
c
h
a
r
d
 
C
h
a
b
o
l
l
a

(
3
)

T
r
o
y
 
N
u
c
k
o
l
s
,
 
L
l
o
y
d
 
M
a
s
t

(
4
)

B
u
r
e
a
u
 
o
f
 
B
u
s
i
n
e
s
s
 
E
d
u
c
a
t
i
o
n

(
5
)

R
i
c
h
a
r
d
 
R
u
p
o
e
l



F
U
N
C
T
I
O
N
 
4
.

C
u
r
r
i
c
u
l
u
m
 
R
e
s
o
u
r
c
e
s
 
a
n
d
 
A
n
c
i
l
l
a
r
y
 
S
e
r
v
i
c
e
s

P
u
r
p
o
s
e
:

T
o
 
o
b
t
a
i
n
 
t
h
e
 
r
e
s
o
u
r
c
e
s
 
n
e
c
e
s
s
a
r
y
 
t
o
 
i
m
p
r
o
v
e
 
e
x
i
s
t
i
n
g
 
a
n
d
/
o
r
 
t
o
 
d
e
v
e
l
o
p
 
n
e
w

v
o
c
a
t
i
o
n
a
l
 
4
,
c
l
t
i
c
a
t
i
o
n
 
p
r
o
g
r
a
m
s
.

S
u
c
h
 
r
e
s
o
u
r
c
e
s
 
i
n
c
l
u
d
e
 
m
a
t
e
r
i
a
l
s
 
(
t
e
x
t
-

b
o
o
k
s
,
 
w
o
r
k
s
h
e
e
t
s
,
 
s
t
a
n
d
a
r
d
 
t
e
s
t
s
,
 
a
n
d
 
s
o
 
f
o
r
t
h
)
,
 
e
q
u
i
p
m
e
n
t
 
(
l
a
t
h
e
s
,
 
k
e
y
-

p
u
n
c
h
 
m
a
c
h
i
n
e
s
,
 
d
r
i
l
l
 
p
r
e
s
s
e
s
,
 
e
t
c
.
)
,
 
p
h
y
s
i
c
a
l
 
p
l
a
n
t
,
 
&
 
t
r
a
i
n
e
d
 
i
n
s
t
r
u
c
t
o
r
s
.

1
2
.

(
a
)

P
r
e
s
e
n
t
 
A
c
t
i
v
i
t
i
e
s
 
a
n
d
 
/
o
r

o
r
g
a
n
i
z
a
t
i
o
n
a
l
 
s
t
r
u
c
t
u
r
e
 
-

1
9
6
9
 
-
7
0

(
a
)

F
l
o
w
 
C
h
a
r
t
 
(
1
9
6
9
-
7
0
)

(
D
)

P
l
a
n
n
e
d
 
A
c
t
i
v
i
t
i
e
s

a
n
d
/
o
r
 
o
r
g
a
n
i
z
a
t
i
o
n
a
l

s
t
r
u
c
t
u
r
e
 
-
 
1
9
7
0
-
7
1

W
h
o
 
i
d
e
n
t
i
f
i
e
s
 
w
h
i
c
h
 
r
e
s
o
u
r
c
e
s

a
r
e
 
n
e
e
d
e
d
 
f
o
r
 
v
a
r
i
o
u
s
 
v
o
c
a
-

t
i
o
n
a
l
 
e
d
u
c
a
t
i
o
n
 
p
r
o
g
r
a
m
s
 
a
n
d

f
u
n
c
t
i
o
n
s
?

(
1
)

(
2
)

(
:
)
)

T
e
a
c
h
e
r
s

:
a
p
a
r
t
m
e
n
t
 
H
e
a
d
s

V
o
c
a
t
i
o
n
a
l
 
C
o
n
s
u
l
t
a
n
t
s

W
h
o
 
r
e
c
o
m
m
e
n
d
s
 
a
p
p
r
o
v
a
l
?

(
1
)

D
e
p
a
r
t
m
e
n
t
 
H
e
a
d
s

(
'
2
)

A
s
s
i
s
t
a
n
t
 
P
r
i
n
c
i
p
a
l
s

(
3
)

S
u
p
e
r
v
i
s
o
r
,
 
T
e
c
h
n
i
c
a
l

S
e
r
v
i
c
e
s

(
4
)

V
o
c
a
t
i
o
n
a
l
 
C
o
n
s
u
l
t
a
n
t
s

W
h
o
 
e
s
t
a
b
l
i
s
h
e
s
 
p
r
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o
r
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t
i
e
s
 
a
n
d

h
a
s
 
f
i
n
a
l
 
a
p
p
r
o
v
a
l
?

R
e
s
o
u
r
c
e
s
 
f
o
r

s
c
h
o
o
l
 
f
u
n
c
t
i
o
n

R
e
s
o
u
r
c
e
s
 
f
o
r

D
i
s
t
r
i
c
t
 
f
u
n
c
t
i
o
n
s

T
e
a
c
h
e
r
s
-
4
D
e
p
t
 
H
e
a
d
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l
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.
1

A
s
s
t
 
P
r
i
n
c
i
p
a
l

S
u
p
r
 
T
e
c
h
 
S
v
c
s

D
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r
 
F
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d
 
P
r
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n
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l
t
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t
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e
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u
p
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r
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n
t
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n
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t

(
1
)
J
 
D
i
r
e
c
t
o
r
 
o
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F
e
d
e
r
a
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P
r
o
j
e
c
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p
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n
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c
h
 
r
e
s
o
u
r
c
e
s

a
r
e
 
n
e
e
d
e
d
 
f
o
r
 
v
a
r
i
o
u
s
 
v
o
c
a
t
i
o
n
a
l

e
d
u
c
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p
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c
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.
)
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c
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s

(
2
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p
t
 
H
e
a
d
s
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r
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c
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o
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r
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p
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p
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1
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p
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.
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c
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c
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c
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c
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p
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3
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n
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(
2
)

B
e
t
t
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r
 
s
u
p
p
o
r
t
 
o
f
 
e
s
t
a
b
l
i
s
h
e
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e
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c
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i
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p
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r
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A
s
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P
r
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n
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/
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p
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e
c
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c
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D
i
r
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c
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C
a
r
e
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a
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p
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c
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c
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d
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p
p
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d
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c
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p
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a
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b
e
e
n

e
s
t
a
b
l
i
s
h
e
d
?

(
3
)

H
a
v
e
 
p
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b
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c
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c
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c
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c
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b
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p
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c
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p
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c
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p
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p
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(
1
)
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e
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c
h
e
r
s

(
2
)

D
e
p
a
r
t
m
e
n
t
 
H
e
a
d
s

(
3
)

C
u
r
r
i
c
u
l
u
m
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o
u
n
c
i
l
=

(
4
)
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o
c
a
t
i
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n
a
l
 
C
o
n
s
u
l
t
a
n
t
s

(
5
)

D
i
r
e
c
t
o
r
 
o
f
 
F
e
d
e
r
a
l
 
P
r
o
j
e
c
t
s

W
h
o
 
e
v
a
l
u
a
t
e
s
 
a
n
d
 
r
e
v
i
s
e
s
 
c
u
r
r
i
c
u
l
u
m
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u
i
d
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s
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u
r
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e
 
J
u
t
l
i
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,
 
a
n
d
/
o
r
 
c
o
u
r
s
e
s
 
o
f
 
s
t
u
d
y
?

(
p
e
r
s
o
n
 
-
 
c
o
m
m
i
t
t
e
e
?
)

(
1
)

C
:
r
i
c
u
l
u
m
 
C
o
u
n
c
i
l
s

(
2
)

V
o
c
a
t
i
o
n
a
l
 
C
o
n
s
u
l
t
a
n
t
s

(
3
)

A
d
v
i
s
o
r
y
 
C
o
m
m
i
t
t
e
e
s

(
4
)

C
o
o
r
d
i
n
a
t
o
r
 
o
f
 
I
n
s
t
r
u
c
t
i
o
n

W
h
o
 
a
p
p
r
o
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s
 
c
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r
r
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c
u
l
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m
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i
d
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?
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A
s
s
i
s
t
a
n
t
 
S
u
p
e
r
i
n
t
e
n
d
e
n
t
 
f
o
r
 
I
n
s
t
r
u
c
t
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o
n
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h
c
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l
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-
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h
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r
t
 
o
f
 
t
h
i
s
 
s
t
r
u
c
t
u
r
e
 
i
n
 
n
e
x
t
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o
l
u
m
n
.
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r
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u
t
l
i
n
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n
d

C
u
"
-
-
l
u
m
 
g
u
i
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e
a
c
h
e
r
 
o
r
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r
o
u
p
 
o
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e
a
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e
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r
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c
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l
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c
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d
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c
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c
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c
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c
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s
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c
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c
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c
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c
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n

A
s
s
t
 
S
u
p
t
 
o
f
 
I
n
s
t
r
u
c
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n
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u
c
t
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o
n
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o
u
n
c
i
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o
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r
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o
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r
u
s
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e
s



-
7
7
7
1

1
4
.
7
-
1

r
w
"
.
1

1
5
.

I
I
n
s
t
r
u
c
t
i
o
n

F
U
N
C
T
I
O
N
 
4
:

C
u
r
r
i
c
u
l
u
m
 
R
e
s
o
u
r
c
e
s
 
a
n
d
 
A
n
c
i
l
l
a
r
y
 
S
e
r
v
i
c
e
s
 
(
C
o
n
t
i
n
u
e
d
)

i
f
)

A
n
c
i
l
l
a
r
y
 
a
n
d
 
S
u
p
p
o
r
t
i
n
g
 
S
e
r
v
i
c
e
s

1
.

P
l
a
n
n
e
d

A
c
t
i
v
i
t
i
e
s

1
9
7
0
-
1
9
7
1

2
.

E
x
p
e
c
t
e
d
 
O
u
t
c
o
m
e
s

3
.

D
i
s
t
r
i
c
t
 
o
r
g
a
n
i
z
a
t
i
o
n

4
.

f
o
r
 
a
d
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n
.
 
a
n
d
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u
p
v
 
o
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V
o
c
a
t
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n
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E
d
u
c
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t
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o
n
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i
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c
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d
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c
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c
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c
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c
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p
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c
t
o
r

!
S
u
p
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p
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p
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c
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c
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c
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c
r
u
i
t
m
e
n
t
 
o
f

s
t
u
d
e
n
t
s

o
f
 
F
e
d
e
r
a
l
 
p
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c
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c
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.
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P
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l
 
w
i
t
h
 
t
h
e
i
r
 
q
u
a
l
i
f
i
c
a
t
i
o
n
s
 
i
s
 
o
n
 
f
i
l
e
 
i
n

t
h
e
 
d
i
s
t
r
i
c
t
 
o
f
f
i
c
e
.



1
7
.

F
U
N
C
T
I
O
N
 
5
.

P
r
o
g
r
a
m
 
P
l
a
n
n
i
n
g

P
u
r
p
o
s
e
:

T
o
 
i
n
t
e
g
r
a
t
e
 
i
n
f
o
r
m
a
t
i
o
n
 
o
n
 
p
o
p
u
l
a
t
i
o
n
 
n
e
e
d
s
 
a
n
d
 
j
o
b
 
o
p
p
o
r
t
u
n
i
t
i
e
s
 
-
-

i
n
 
t
h
e
 
l
i
g
h
t
 
o
f
 
t
h
e
 
a
r
e
a
 
m
a
n
p
o
w
e
r
 
p
l
a
n
 
a
n
d
 
b
u
d
g
e
t
 
r
e
s
t
r
a
i
n
t
s
 
-
-
 
t
o
 
J
e
v
e
l
o
p

n
e
w
 
a
n
d
 
i
m
p
r
o
v
e
d
 
c
u
r
r
i
c
u
l
a
 
s
o
 
t
h
a
t
 
a
 
p
r
o
p
e
r
 
a
s
s
o
r
t
m
e
n
t
 
o
f
 
p
r
o
g
r
a
m
s
 
i
s
 
o
f
f
e
r
e
d
.

(
a
)

P
r
e
s
e
n
t
 
A
c
t
i
v
i
t
i
e
s

a
n
d
/
o
r
 
o
r
g
a
n
i
z
a
t
i
o
n
a
l

s
t
r
u
c
t
u
r
e
 
-
 
1
9
6
9
-
7
0

(
a
)

F
l
o
w
 
C
h
a
r
t

(
b
)

P
l
a
n
n
e
d
 
A
c
t
i
v
i
t
i
e
s
 
a
n
d
/
o
r

o
r
g
a
n
i
z
a
t
i
o
n
a
l
 
s
t
r
u
c
t
u
r
e
 
-

1
9
7
0
-
7
1

W
h
a
t
 
p
e
r
s
o
n
(
s
)
 
u
t
i
l
i
z
e
 
t
h
e
 
i
n
f
o
r
m
a
t
i
o
n

-
 
m
e
n
t
i
o
n
e
d
 
i
n
 
"
P
u
r
p
o
s
e
"
 
a
b
o
v
e
 
-
 
f
o
r

p
l
a
n
n
i
n
g
 
p
r
o
g
r
a
m
s
?

V
o
c
a
t
i
o
n
a
l
 
C
o
n
s
u
l
t
a
n
t
s

D
i
r
e
c
t
o
r
 
o
f
 
F
e
d
e
r
a
l
 
P
r
o
j
e
c
t
s

C
a
r
e
e
r
 
D
e
v
e
l
o
p
m
e
n
t
 
A
d
v
i
s
o
r
y
 
C
o
m
m
i
t
t
e
e

W
h
o
 
p
r
o
v
i
d
e
s
 
i
n
p
u
t
 
t
o
 
t
h
e
 
p
l
a
n
n
i
n
g

f
u
n
c
t
i
o
n
s
?

V
o
c
a
t
i
o
n
a
l
 
C
o
n
s
u
l
t
a
n
t
s

T
e
a
c
h
e
r
s

D
i
r
e
c
t
o
r
 
o
f
 
F
e
d
e
r
a
l
 
P
r
o
j
e
c
t
s

I
f
 
a
 
f
l
o
w
-
c
h
a
r
t
 
i
s
 
a
p
p
r
o
p
r
i
a
t
e

s
h
o
w
 
i
t
 
i
n
 
t
h
e
 
n
e
x
t
 
c
o
l
u
m
n
.

W
h
a
t
 
p
e
r
s
o
n
(
s
)
 
w
i
l
l
 
u
t
i
l
i
z
e
 
t
h
e

i
n
f
o
r
m
a
t
i
o
n
 
-
 
m
e
n
t
i
o
n
e
d
 
i
n
 
"
P
u
r
p
o
s
e
"

a
b
o
v
e
 
-
 
f
o
r
 
p
l
a
n
n
i
n
g
 
p
r
o
g
r
a
m
s
?

D
i
r
e
c
t
o
r
 
o
f
 
C
a
r
e
e
r
 
D
e
v
e
l
o
p
m
e
n
t

D
i
r
e
c
t
o
r
 
o
f
 
F
e
d
e
r
a
l
 
P
r
o
j
e
c
t
s

C
a
r
e
e
r
 
D
e
v
e
l
o
p
m
e
n
t
 
A
d
v
i
s
o
r
y
 
C
o
m
m
i
t
t
e
e

W
h
o
 
w
i
l
l
 
p
r
o
v
i
d
e
 
i
n
p
u
t
 
t
o
 
t
h
e

p
l
a
n
n
i
n
g
 
f
u
n
c
t
i
o
n
s
?

D
i
r
e
c
t
o
r
 
o
f
 
C
a
r
e
e
r
 
D
e
v
e
l
o
p
m
e
n
t

T
e
a
c
h
e
r
s

D
i
r
e
c
t
o
r
 
o
f
 
F
e
d
e
r
a
l
 
P
r
o
j
e
c
t
s

I
f
 
a
 
f
l
o
w
 
-
c
h
a
r
t
 
i
s
 
a
p
p
r
o
p
r
i
a
t
e

.
'
i
o
w
 
i
t
 
i
n
 
t
h
e
 
n
e
x
t
 
c
o
l
u
m
n
.
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.

P
r
o
g
r
a
m
 
P
l
a
n
n
i
n
g
,
 
c
o
n
t
i
n
u
e
d

(
b
)

F
l
o
w
 
C
h
a
r
t

(
c
)

E
x
p
e
c
t
e
d
 
O
u
t
c
o
m
e
s
 
f
r
o
m

1
9
7
0
-
7
1
 
P
l
a
n
n
e
d
 
A
c
t
i
v
i
t
i
e
s

(
d
)

Q
u
e
s
t
i
o
n
s
 
t
o
 
b
e
 
a
n
s
w
e
r
e
d
 
t
o

d
e
t
e
r
m
i
n
e
 
e
f
f
e
c
t
i
v
e
n
e
s
s
 
o
f

1
9
7
0
-
7
1
 
A
c
t
i
v
i
t
i
e
s

(
1
)

N
e
w
 
p
r
o
g
r
a
m
s
,
 
m
o
d
i
f
i
c
a
t
i
o
n
s

(
1
)

a
n
d
 
d
e
l
e
t
i
o
n
s
 
o
f
 
c
u
r
r
e
n
t

p
r
o
g
r
a
m
s
 
w
i
l
l
 
b
e
 
p
l
a
n
n
e
d

t
o
 
r
e
f
l
e
c
t
 
n
e
e
d
s
 
i
d
e
n
t
i
f
i
e
d
 
b
y

P
o
p
u
l
a
t
i
o
n
 
N
e
e
d
s
 
A
n
a
l
y
s
i
s
 
a
n
d

(
2
)

J
o
b
 
M
a
r
k
e
t
 
A
n
a
l
y
s
i
s
.

(
2
)

D
i
s
t
r
i
c
t
 
'
P
r
o
g
r
a
m
 
f
o
r
 
V
o
c
a
t
i
o
n
a
l

E
d
u
c
a
t
i
o
n
 
p
l
a
n
n
e
d
 
f
o
r
 
1
9
7
1
-
7
2

(
3
)

w
i
l
l
 
m
o
r
e
 
a
d
e
c
r
u
a
t
e
l
y
 
p
r
o
v
i
d
e
 
f
o
r

h
a
n
d
i
c
a
p
p
e
d
,
 
d
i
s
a
d
v
a
n
t
a
g
e
d
,
 
a
d
u
l
t
s

a
n
d
 
b
o
y
:
7
.

(
4
)

(
5
)

(
6
)

W
i
l
l
 
m
o
r
e
 
b
o
y
s
 
b
e
 
e
n
r
o
l
l
e
d
 
i
n

v
o
c
a
t
i
o
n
a
l
 
t
r
a
i
n
i
n
g
 
c
o
u
r
s
e
s

i
n
 
1
9
7
1
-
7
2
?

W
i
l
l

g
r
e
a
t
e
r
 
v
a
r
i
e
t
y
 
o
f

v
o
c
a
t
i
o
n
a
l
 
c
o
u
r
s
e
s
 
b
e
 
a
v
a
i
l
a
b
l
e

i
n
 
1
9
7
1
-
7
2
?

H
a
v
e
 
m
o
r
e
 
v
o
c
a
t
i
o
n
a
l
 
c
o
u
r
s
e
s

b
e
e
n
 
p
l
a
n
n
e
d
 
f
o
r
 
h
a
n
d
i
c
a
p
p
e
d

a
n
d
 
d
i
s
a
d
v
a
n
t
a
g
e
d
 
s
t
u
d
e
n
t
s
?

H
a
v
e
 
m
o
r
e
 
a
d
u
l
t
 
v
o
c
a
t
i
o
n
a
l

c
o
u
r
s
e
s
 
b
e
e
n
 
p
l
a
n
n
e
d
 
o
r
 
i
m
-

p
l
e
m
e
n
t
e
d
?

W
i
l
l
 
e
x
i
s
t
i
n
g
 
c
o
u
r
s
e
s
 
b
e
 
m
o
d
i
f
i
e
d

o
r
 
d
e
l
e
t
e
d
 
i
n
 
1
9
7
1
-
7
2
 
t
o
 
r
e
f
l
e
c
t

n
e
e
d
s
 
i
d
e
n
t
i
f
i
e
d
 
b
y
 
P
o
p
u
l
a
t
i
o
n

N
e
e
d
s
 
A
n
a
l
y
s
i
s
 
a
n
d
 
J
o
b
 
M
a
r
k
e
t

A
n
a
l
y
s
i
s
?

H
a
s
 
e
v
e
r
y
o
n
e
 
w
h
o
 
w
i
l
l
 
b
e
 
a
f
f
e
c
t
e
d

b
e
e
n
 
p
r
o
v
i
d
e
d
 
a
n
 
o
p
p
o
r
t
u
n
i
t
y
 
t
o

p
a
r
t
i
c
i
p
a
t
e
 
i
n
 
t
h
e
 
p
l
a
n
n
i
n
g
?



.
F
U
N
C
T
I
O
N

5
.

P
r
o
g
r
a
m
 
P
l
a
n
n
i
n
g
 
(
C
o
n
t
i
n
u
e
d
)

1
9
.

(
e
)

A
r
e
a
 
P
l
a
n
n
i
n
g

(
1
)

M
u
l
t
i
-
s
c
h
o
o
l
 
a
n
d

m
u
l
t
i
-
d
i
s
t
r
i
c
t

p
l
a
n
n
i
n
g

(
2
)

O
t
h
e
r
 
e
d
u
c
a
t
i
o
n
a
l

2
n
d
 
t
r
a
i
n
i
n
g

r
e
s
o
u
r
c
e
s
 
a
v
a
i
l
a
b
l
e

i
n
 
t
h
e
 
a
r
e
a

(
3
)

M
o
d
e
l
 
C
i
t
i
e
s

(
4
)

u
s
e
 
o
f
 
C
A
M
P
S

d
a
t
a
 
f
o
r
 
a
r
e
a

r
l
a
n
n
i
n
g

A
r
e
a
 
p
l
a
n
n
i
n
g
 
i
s
 
a
c
c
o
m
p
l
i
s
h
e
d

i
n
 
t
h
e
 
f
o
l
l
o
w
i
n
g
 
w
a
y
s
=

(
1
)

F
r
e
q
u
e
n
t
 
m
e
e
t
i
n
g
s
 
o
f

(
1
)

t
h
e
 
S
a
n
 
M
a
t
e
o
 
C
o
u
n
t
y

A
r
e
a
 
M
a
n
p
o
w
e
r
 
P
l
a
n
n
i
n
g

C
o
m
m
i
t
t
e
e
.

(
2
)

R
e
p
r
e
s
e
n
t
a
t
i
v
e
s
 
o
f
 
t
h
e

(
2
)

c
o
m
m
u
a
i
t
y
 
c
o
l
l
e
g
e
s
 
s
e
r
v
e

o
n
 
a
l
l
 
a
d
v
i
s
o
r
y
 
c
o
A
m
i
t
t
e
e
s
(
3
)

(
3
)

(
4
)

P
a
r
t
i
c
i
p
a
t
i
o
n
 
i
n
 
t
h
e

C
A
M
P
 
s
y
s
t
e
m

(
5
)

C
o
o
p
e
r
a
t
i
o
n
 
w
i
t
h
 
p
r
i
v
a
t
e

a
n
d
 
p
a
r
o
c
h
i
a
l
 
h
i
g
h

s
c
h
o
o
l
s

(
6
)

C
o
o
p
e
r
a
t
i
o
n
 
a
n
d
 
c
o
m
m
u
n
i
-

c
a
t
i
o
n
 
w
i
t
h
 
p
r
i
v
a
t
e

(
4
)

b
u
s
i
n
e
s
s
 
a
n
d
 
t
r
a
d
e

s
c
h
o
o
l
s

(
5
)

(
7
)

C
o
o
p
e
r
a
t
i
v
e
 
i
n
v
o
l
v
e
m
e
n
t

w
i
t
h
 
t
h
e
 
S
a
n
 
M
a
t
e
o
 
C
o
u
n
t
y

R
e
g
i
o
n
a
l
 
T
r
a
i
n
i
n
g
 
P
r
o
g
r
a
m
 
(
G
)

(
7
)

n
o
t
 
a
p
p
l
i
c
a
b
l
e

P
r
o
g
r
a
m
s
 
a
t
 
e
a
c
h
 
o
f

t
h
r
e
e
 
c
o
m
m
u
n
i
t
y

c
o
1
l
e
7
e
s
 
i
n
 
S
a
n
 
M
a
t
e
o

C
o
u
n
t
y
.

S
a
n
 
M
a
t
e
o
 
C
o
u
n
t
y

R
e
g
i
o
n
a
l
 
T
r
a
i
n
i
n
g

P
r
o
g
r
a
m
.

A
p
p
r
e
n
t
i
c
e
s
h
i
p

p
r
o
g
r
a
m
s
 
w
i
t
h
 
r
e
l
a
t
e
d

t
r
a
i
n
i
n
g
 
p
r
o
v
i
d
e
d
 
b
y

t
h
e
 
S
o
.
 
S
a
n
 
F
r
a
n
c
i
s
c
o
,

S
e
q
u
o
i
a
 
a
n
d
 
J
e
f
f
e
r
s
o
n

H
i
g
h
 
S
c
h
o
o
l
 
d
i
s
t
r
i
c
t
s

a
n
d
 
C
o
l
l
e
g
e
 
o
f
 
S
r
 
a

M
a
t
e
o
.

A
p
p
r
e
n
t
i
c
e
s
h
i
p
 
p
r
o
g
r
a
m
s

a
t
 
U
n
i
t
e
d
 
A
i
r
 
L
i
n
e
s
.

A
p
p
r
e
n
t
i
c
e
s
h
i
p
 
p
r
o
g
r
a
m
s

a
t
 
S
a
n
 
F
r
a
n
c
i
s
c
o
 
N
a
v
a
l

S
h
i
p
y
a
r
d
.

S
a
n
 
M
a
t
e
o
 
C
o
u
n
t
y
 
W
e
l
f
a
r
e

H
R
D
 
p
r
o
g
r
a
m
s
.

R
e
p
o
r
t
s
 
o
f
 
t
h
i
s
 
d
i
s
t
r
i
c
t
'
s

v
o
c
a
t
i
o
n
a
l
 
t
r
a
i
n
i
n
g
 
a
c
t
i
v
i
t
i
e
s

a
r
e
 
m
a
d
e
 
t
o
 
C
A
M
P
S
 
r
e
g
u
l
a
r
l
y
.

C
o
m
p
o
s
i
t
e
 
C
A
M
P
S
 
r
e
p
o
r
t
s
 
a
r
e

o
n
 
f
i
l
e
 
a
n
d
 
a
r
e
 
u
s
e
d
 
i
n
 
p
r
o
g
r
a
m

p
l
a
n
n
i
n
g
.
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P
r
o
g
r
a
m
 
R
e
v
i
e
w

P
u
r
p
o
s
e
:

T
o
 
r
e
v
i
e
w
 
t
h
e
 
d
i
s
t
r
i
c
t
 
p
l
a
n
 
f
o
r
 
V
o
c
a
t
i
o
n
a
l
 
E
d
u
c
a
t
i
o
n
 
b
e
f
o
r
e

i
t

d
i
s
t
r
i
m
 
b
o
a
r
d
 
o
f
 
e
d
u
c
a
t
i
o
n
 
f
o
r
 
a
p
p
r
o
v
a
l
 
p
r
i
o
r
 
t
o
 
t
r
a
n
s
m
i
t
t
i
n
g

S
t
a
t
e
 
D
e
p
a
r
t
m
e
n
t
 
o
f
 
E
d
u
c
a
t
i
o
n
.

g
o
e
s
 
t
o
 
t
h
e

i
t
 
t
o
 
t
h
e

2
0
.

(
a
)

P
r
e
s
e
n
t
 
A
c
t
i
v
i
t
i
e
s
 
a
n
d
/
o
r

o
r
g
a
n
i
z
a
t
i
o
n
a
l
 
s
t
r
u
c
t
u
r
e
 
-

1
9
6
9
 
-
7
0

(
a
)

F
l
o
w
 
C
h
a
r
t

(
b
)

P
l
a
n
n
e
d
 
e
v
a
l
u
a
t
i
o
n
 
-

c
r
i
t
e
r
i
a

W
h
a
t
 
p
e
r
s
o
n
(
s
)
 
r
e
v
i
e
w
 
t
h
e
 
d
i
s
t
r
i
c
t

p
l
a
n
 
f
o
r
 
V
o
c
a
t
i
o
n
a
l
 
E
d
u
c
a
t
i
o
n
 
a
n
d

i
n
 
w
h
a
t
 
o
r
d
e
r
?

(
1
)

D
i
r
e
c
t
o
r
 
o
f
 
C
a
r
e
e
r
 
D
e
v
e
l
o
p
m
e
n
t

(
2
)

D
i
r
e
c
t
o
r
 
o
f
 
F
e
d
e
r
a
l
 
P
r
o
j
e
c
t
s

(
3
)

C
o
o
r
d
i
n
a
t
o
r
 
o
f
 
G
u
i
d
a
n
c
e

t
4
)

A
s
s
i
s
t
a
n
t
 
S
u
p
e
r
i
n
t
e
n
d
e
n
t

o
f
 
i
n
s
t
r
u
c
t
i
o
n

(
;
i
:
 
D
e
p
u
t
y
 
S
u
p
e
r
i
n
t
e
n
d
e
n
t

(
6
)

S
u
p
e
r
i
n
t
e
n
d
e
n
t

I
v
o
c

s
c
h
o
o
l

i
(
1
)

(
2
)

(
3
)

D
o
e
s
 
t
h
e
 
p
l
a
n
 
r
e
f
l
e
c
t
 
v
o
c
a
t
i
o
n
a
l

g
o
a
l
s
 
a
n
d
 
o
b
j
e
c
t
i
v
e
s
 
o
f
 
t
h
e

d
i
s
t
r
L
c
t
?

I
s
 
t
h
e
 
p
l
a
n
 
f
e
a
s
i
b
l
e
 
i
n
 
t
e
r
m
s
 
o
f

t
i
m
e
,
 
p
e
r
s
o
n
n
e
l
 
a
n
d
 
a
v
a
i
l
a
b
l
e

f
i
n
a
n
c
i
a
l
 
r
e
s
o
u
r
c
e
s
?

D
o
e
s
 
t
h
e
 
p
l
a
n
 
d
e
a
l
 
e
f
 
I
c
t
i
v
e
l
y

w
i
t
h
 
t
h
e
 
f
o
l
l
o
w
i
l
,
o
 
n
e
e
d
s
:

(
a
)

c
a
r
e
e
r
 
p
l
a
n
n
i
n
g

(
b
)

a
p
p
r
o
p
r
i
a
t
e
 
v
o
c
a
t
i
o
n
a
l

,
7
5
6
a
c
h
e
r
s
,

C
o
n
s
u
l
t
.
l
a
d
m
i
n
i
s
t
r
a
t
i
o
n
,
s
t
u
d
e
n
t
s
t
;

.
A
.

'
D
i
r
e
c
t
.

'
D
i
r
e
c
t
.

1
;
c
u
r
r
i
c
u
l
u
m
 
c
o
u
n
c
i
l
s

C
a
r
e
e
r
 
D
e
v
e
1
7
.
-
-
-
-
 
,
,

F
e
d
e
r
a
l
 
P
r
o
j
e
c
t
s

"
p
o
a
r
a
r
m
o
r
,

I
`

6
F
N
i
(

l
o
f
 
G
u
i
d
a
n
c
e
l
 
A
s
s
t
 
S
u
p
t
.
 
I
n
s
t
r
U
c
t
i
O
n
!

B
o
a
r
d
 
o
f
 
T
r
u
s
t
e
l
e
:
P

(
c
)

(
d
)

t
r
a
i
n
i
n
g
 
f
o
r
 
a
l
l
 
s
t
u
d
e
n
t
s

s
t
u
d
e
n
t
 
r
e
c
r
u
i
t
m
e
n
t
 
a
n
d

s
e
l
e
c
t
i
o
n

s
t
u
d
e
n
t
 
p
l
a
c
e
m
e
n
t
 
a
n
d

f
o
l
l
o
w
-
u
p
?

(
4
)

H
a
s
 
e
v
e
r
y
o
n
e
 
w
h
o
 
w
i
l
l
 
b
e
 
a
f
f
e
c
t
e
d

b
y
 
t
h
e
 
p
l
a
n
 
h
a
d
 
a
n
 
o
p
p
o
r
t
u
n
i
t
y

t
o
 
r
e
 
"
-
w
 
a
n
d
 
r
e
c
o
m
m
e
n
d
 
c
h
a
n
g
e
s
?
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.

V
o
c
a
t
i
o
n
a
l
 
E
d
u
c
a
t
i
o
n
 
P
r
o
m
o
t
i
o
n

P
u
r
p
o
s
e
:

T
o
 
p
l
a
n
 
a
n
d
 
e
x
e
c
u
t
e
 
t
h
o
s
e
 
a
c
t
i
v
i
t
i
e
s
 
n
e
c
e
s
s
a
r
y
 
t
o

i
n
f
o
r
m
 
t
h
e
 
p
u
b
l
i
c

o
f
 
t
h
e
 
s
t
r
e
n
g
t
h
s
 
a
n
d
 
m
e
r
i
t
s
 
o
f
 
v
o
c
a
t
i
o
n
a
l
 
e
d
u
c
a
t
i
o
n

2
1
.

(
a
)

P
r
e
s
e
n
t
 
A
c
t
i
v
i
t
i
e
s

a
n
d
/
o
r
 
O
r
g
a
n
i
z
a
t
i
o
n
a
l

S
t
r
u
c
t
u
r
e
 
-
 
1
9
6
9
-
1
9
7
0

(
a
)

C
o
n
t
i
n
u
e
d

(
b
)

P
l
a
n
n
e
d
 
A
c
t
i
v
i
t
i
e
s

a
n
d
/
o
r
 
o
r
g
a
n
i
z
a
t
i
o
n
a
l

s
t
r
u
c
t
u
r
e
 
-
 
1
9
7
0
-
7
1

M
e
d
i
a
 
u
s
e
d
 
(
n
e
w
s
p
a
p
e
r
,
 
T
.
V
.
,

r
a
d
i
o
,
 
e
t
c
.
(
:

(
1
)

N
e
w
s
p
a
p
e
r
s

(
2
)

T
.
V
.

(
3
)

O
p
e
n
 
H
o
u
s
e
 
a
t
 
s
c
h
o
o
l
s

(
4
1

P
a
r
e
n
t
-
T
e
a
c
h
e
r
 
A
s
s
n
.

(
5
)

N
o
r
t
h
e
r
n
 
C
a
l
i
f
.
 
I
n
d
u
s
t
r
y

E
d
u
c
t
t
i
b
n
 
C
o
u
n
c
i
l

(
6
)

L
o
c
a
l
 
C
h
a
m
b
e
r
s
 
o
f
 
C
o
m
m
e
r
c
e

S
e
r
v
i
c
!
 
c
l
u
b
s
 
i
n
v
o
l
v
e
d
 
(
R
o
t
a
r
y
,

K
i
w
a
n
i
s
,
 
e
t
c
.
)
:

(
1
)

R
o
t
a
r
y

(
2
)

K
i
w
a
n
i
s

P
r
o
m
o
t
i
o
n
a
l
 
a
c
t
i
v
i
t
i
e
s

a
i
m
e
d
 
t
o
w
a
r
d
 
p
o
t
e
n
t
i
a
l

s
t
u
d
e
n
t
 
g
r
o
u
p
s
 
i
n
 
s
c
h
o
o
l

a
n
d
 
o
u
t
 
o
f
 
s
c
h
o
o
l
,
 
h
a
n
d
i
-

c
a
p
p
e
d
,
 
d
i
s
a
d
v
a
n
t
a
g
e
d
,

p
o
t
e
n
t
i
a
l
 
d
r
o
p
o
u
t
s
,
 
t
h
o
s
e

w
i
t
h
 
u
n
r
e
a
l
i
s
t
i
c
 
e
d
u
c
a
-

t
i
o
n
a
l
 
g
o
a
l
s
.

M
e
e
t
i
n
g
s
 
w
i
t
h
 
s
c
h
o
o
l
 
a
d
m
i
n
-

i
s
t
r
a
t
o
r
s
,
 
C
o
u
n
c
i
l
o
r
s
,

c
u
r
r
i
c
u
l
u
m
 
c
o
u
n
c
i
l
s
.

M
e
e
t
i
n
g
s
 
w
i
t
h
 
P
T
A
 
g
r
o
u
p
s

P
r
e
s
e
n
t
a
t
i
o
n
s
 
a
t
 
B
o
a
r
d

m
e
e
t
i
n
g
s

m
a
k
i
n
g
 
l
a
b
.
 
f
a
c
i
l
i
t
i
e
s

a
v
a
i
l
a
b
l
e
 
t
o
 
s
t
u
d
e
n
t
s

a
f
t
e
r
 
s
c
h
o
o
l

R
e
c
r
u
i
t
m
e
n
t
 
t
h
r
o
u
g
h
 
a
l
l

I
n
d
u
s
t
T
E
d
u
c
.
,
 
B
u
s
i
n
e
s
s

a
n
d
 
H
o
m
e
m
a
k
i
n
g
 
c
l
a
s
s
e
s
.

S
a
m
e
 
a
s
 
6
9
-
7
0
 
w
i
t
h
 
t
h
e

f
o
l
l
o
w
i
n
g
 
c
h
a
n
g
e
s
:

I
n
v
o
l
v
e
 
a
d
u
l
t
 
w
o
r
k
e
r
s
 
i
n

t
h
e
 
a
t
t
e
n
d
a
n
c
e
 
a
r
e
a
 
o
f
 
a
t

l
e
a
s
t
 
o
n
e
 
s
c
h
o
o
l
 
f
o
r
 
c
a
r
e
e
r

i
n
f
o
r
m
a
t
i
o
n
 
a
n
d
 
c
o
u
n
s
e
l
i
n
g
.

S
t
a
r
t
i
n
g
 
c
o
u
r
s
e
s
 
f
o
r
 
c
a
r
e
e
r

p
l
a
n
n
i
n
g
 
i
n
 
a
t
 
l
e
a
s
t
 
t
w
o

I
n
c
r
e
a
s
e
d
 
e
m
p
h
a
s
i
s
 
o
n
 
c
a
r
e
e
r

l
a
d
d
e
r
 
c
o
n
c
e
p
t
s
.

V
o
c
a
t
i
o
n
a
l
 
t
e
a
c
h
e
r
s
 
a
n
d

s
t
u
d
e
n
t
s
 
m
e
e
t
i
n
g
 
w
i
t
h

i
n
t
e
r
m
e
d
i
a
t
e
 
s
c
h
o
o
l
 
c
l
a
s
s
e
s

f
o
r
 
o
r
i
e
n
t
a
t
i
o
n
,
 
i
n
s
t
r
u
c
t
i
o
n
,
 
a
n
d
 
t
u
t
o
r
i
n
g



F
U
N
C
T
I
O
N
 
7
.
-

v
o
c
a
t
i
o
n
a
l
 
E
d
u
c
a
t
i
o
n
 
P
r
o
m
o
t
i
o
n
 
(
C
o
n
t
i
n
u
e
d
)

2
2
.

(
C
)

E
x
p
e
c
t
e
d
 
O
u
t
c
o
m
e
s

f
r
o
m
 
1
9
7
0
-
1
9
7
1

P
l
a
n
n
e
d
 
A
c
t
i
v
i
t
i
e
s

(
d
)

Q
u
e
s
t
i
o
n
s
 
t
o
 
b
e
 
a
n
s
w
e
r
e
d

t
o
 
d
e
t
e
r
m
i
n
e
 
e
f
f
e
c
t
i
v
e
n
e
s
4

o
f
 
1
9
7
0
-
i
9
7
1
 
A
c
t
i
v
i
t
i
e
s

I
'
p
r
o
v
e
d
 
a
c
c
e
p
t
a
n
c
e
 
o
f

(
1
)

V
o
c
a
t
i
o
n
a
l
 
E
d
u
c
a
t
i
o
n
.

(
2
)

T
n
c
r
e
.
e
m
e
d
 
e
n
r
o
l
l
m
e
n
t
s
.

(
3
)

(
4
)

H
a
v
e
 
e
n
r
o
l
l
m
e
n
t
s
 
i
n
c
r
e
a
s
e
d
?

H
o
w
 
m
a
n
y
 
s
t
u
d
e
n
t
-
C
o
m
m
u
n
i
t
y

c
o
n
t
a
c
t
s
 
f
o
r
 
c
a
.
c
e
e
=
 
i
n
f
o
r
m
a
t
i
o
n

a
n
d
 
c
o
u
n
s
e
l
i
n
g
 
h
u
v
e
 
o
c
<
a
i
r
e
d
?

l
a
v
e
 
c
a
r
e
e
r
 
p
l
a
n
n
i
n
g
 
c
o
u
r
s
e
s

b
e
e
n
 
s
u
c
c
e
s
s
f
u
l
?

A
r
e
 
t
h
e
y
 
t
o
 
b
e
 
c
o
n
t
i
n
u
e
d
 
a
n
d

e
x
t
e
n
d
e
d
 
t
o
 
o
t
h
e
r
 
s
c
h
o
o
l
s
?



&
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8
.

S
t
u
d
e
n
t
 
R
e
c
r
u
i
t
m
e
n
t

r
-
*
-
1

t
-
0
-
1

P
-
0
1

!
-
-
4

c i
rf-r:t

P
u
r
p
o
s
e
:

T
o
 
i
d
e
n
t
i
f
y
 
t
h
o
s
e
 
p
e
r
s
o
n
s
 
-
 
a
l
r
e
a
d
y
 
i
n
 
s
c
h
o
o
l
 
o
r
 
o
u
t
 
o
f
 
s
c
h
o
o
l

-
 
w
h
o
 
n
e
e
d

v
o
c
a
t
i
o
n
a
l
 
e
d
u
c
a
t
i
o
n
 
a
n
d
 
t
o
 
e
n
c
o
u
r
a
g
e
 
t
h
e
m
 
t
o
 
e
n
r
o
l
l
 
i
n
 
p
r
o
g
r
a
m
s
 
o
f
 
i
n
s
t
r
u
c
t
i
o
n
.

2
3
.

,
a
)

P
r
e
s
e
n
t
 
A
c
t
i
v
i
t
i
e
s
 
a
n
d
/
o
r
 
o
r
g
a
n
i
z
a
t
i
o
n
a
l

s
t
r
u
c
t
u
r
e
 
-
 
1
9
6
9
-
7
0

(
b
)

P
l
a
n
n
e
d
 
A
c
t
i
v
i
t
i
e
s
 
a
n
d
/
o
r
 
o
r
g
a
n
i
z
a
t
i
o
n
a
l

s
t
r
u
c
t
u
r
e
 
-
 
1
9
7
0
-
7
1

P
e
r
s
o
n
s
 
w
h
o
 
n
e
e
d
 
v
o
c
a
t
i
o
n
a
l
 
e
d
u
c
a
t
i
o
n
 
a
r
e
 
i
d
e
n
t
i
f
i
e
d
 
i
n

F
u
n
c
t
i
o
n
 
#
1
.

H
o
w
 
a
r
e
 
t
h
e
s
e
 
p
e
r
s
o
n
s
 
e
n
c
o
u
r
a
g
e
d
 
t
o
 
e
n
r
o
l
l

i
n
 
v
o
c
a
t
i
o
n
a
l
 
e
d
u
c
a
t
i
o
n
 
p
r
o
g
r
a
m
s
?

(
1
)

W
h
o
 
c
o
n
t
a
c
t
s
 
t
h
e
m
?

H
o
w
 
w
i
l
l
 
p
e
r
s
o
n
s
 
b
e
 
e
n
c
o
u
r
a
g
e
d
 
t
o
 
e
n
r
o
l
l
 
i
n

v
o
c
a
t
i
o
n
a
l
 
e
d
u
c
a
t
i
o
n
 
p
r
o
g
r
a
m
s
?

(
1
)

W
h
o
 
w
i
l
l
 
c
o
n
t
a
c
t
 
t
h
-
4
D
?

(
a
)

I
n
d
u
s
t
r
i
a
l
 
E
d
u
c
a
t
i
o
n
,
 
L
u
s
i
n
e
s
s
 
E
d
u
c
a
t
i
o
n
 
a
n
d

C
o
n
s
u
m
e
r
 
a
n
d
 
H
o
m
e
m
a
k
i
n
g
 
E
d
u
c
a
t
i
o
n
 
t
e
a
c
h
e
r
s
.

(
D
)

v
o
c
a
t
i
o
n
a
l
 
s
t
u
d
e
n
t
s
 
c
u
r
r
e
n
t
l
y
 
e
n
r
o
l
l
e
d
 
i
n
 
h
i
g
h

s
c
h
o
o
l
 
a
n
d
 
t
h
o
s
e
 
n
o
w
 
r
e
c
e
i
v
i
n
g
 
a
d
v
a
n
c
e
d
 
t
r
a
i
n
i
n
g
.

(
c
)

C
o
u
n
s
e
l
o
r
s

(
2
)

(
d
)

J
o
i
n
t
 
a
p
p
r
e
n
t
i
c
e
s
h
i
p
 
c
o
m
m
i
t
t
e
e
s
 
a
n
d
 
c
o
n
s
u
l
t
a
n
t
s

o
f
 
D
A
S

(
2
)

H
o
w
 
i
s
 
c
o
n
t
a
c
t
 
m
a
d
e
?

(
a
)

I
n
 
p
r
e
-
v
o
c
a
t
i
o
n
a
l
 
c
l
a
s
s
e
s
 
a
n
d
 
a
t
 
i
n
t
e
r
m
e
d
i
a
t
e

s
c
h
o
o
l
s

(
b
)

I
n
f
o
r
m
a
l
l
y
 
o
r
 
t
h
r
o
u
g
:
.
 
o
r
e
s
e
n
t
a
t
i
o
n
 
a
t
 
t
h
e

I
n
t
e
r
m
e
d
i
a
t
e
 
s
c
h
o
o
l

(
c
)

R
e
g
u
l
a
r
 
p
r
o
g
r
a
m
m
i
n
g
 
p
r
o
c
e
s
s

(
d
)

P
a
r
t
 
o
f
 
t
h
e
 
a
p
p
r
e
n
t
i
c
e
s
h
i
p
 
c
o
n
t
r
a
c
t

(
3
)

H
o
w
 
a
r
e
 
t
h
e
i
r
 
i
n
t
e
r
e
s
t
s
 
a
n
d
 
a
b
i
l
i
t
i
e
s
 
m
a
d
e
 
k
n
o
w
n
 
t
o

t
h
e
 
c
o
n
t
a
c
t
 
p
e
r
s
o
n
?

(
a
)

C
o
n
t
a
c
t
 
p
e
r
s
o
n
s
 
u
s
u
a
l
l
y
 
a
r
e
 
a
l
r
e
a
d
y
 
a
c
q
u
a
i
n
t
e
d

w
i
t
h
 
p
r
o
s
p
e
c
t
i
v
e
 
c
a
n
d
i
d
a
t
e

S
a
m
e
 
a
s
 
i
n
 
1
9
7
0
 
w
i
t
h
 
t
h
e
 
f
o
l
l
o
w
i
n
g
 
a
d
d
i
t
i
o
n
s
:

(
a
)

T
e
a
c
h
e
r
s
 
o
f
 
c
a
r
e
e
r
 
p
l
a
n
n
i
n
g
 
c
o
u
r
s
e
s

(
b
)

H
a
n
d
i
c
a
p
p
e
d
 
p
e
r
s
o
n
s
 
w
i
l
l
 
r
e
c
e
i
v
e
 
s
p
e
c
i
a
l

c
o
u
n
s
e
l
i
n
g
.

H
o
w
 
w
i
l
l
 
c
o
n
t
a
c
t
 
b
e
 
m
a
d
e
?

C
N

1
(
a
)

S
a
m
e
 
a
s
 
i
n
 
1
9
6
9
-
7
0
 
w
i
t
h
 
i
n
c
r
e
a
s
e
d
 
c
o
n
t
a
c
t
1

w
i
t
h
 
I
n
t
e
r
m
e
d
i
a
t
e
 
s
c
h
o
o
l
s

(
b
)

C
o
u
n
s
e
l
o
r
 
w
i
l
l
 
m
a
k
e
 
a
n
 
a
p
p
o
i
n
t
m
e
n
t
 
w
i
t
h

h
a
n
d
i
c
a
p
p
e
d
 
s
t
u
d
e
n
t
 
a
n
d
 
p
a
r
e
n
t
s

(
3
)

H
o
w
 
w
i
l
l
 
t
h
e
i
r
 
i
n
t
e
r
e
s
t
s
 
a
n
d
 
a
b
i
l
i
t
i
e
s
 
b
e
 
m
a
d
e

k
n
o
w
n
 
t
o
 
t
h
e
 
c
o
n
t
a
c
t
 
p
e
r
s
o
n
?

S
a
m
e
 
a
s
 
i
n
 
1
9
7
0

(
a
)

H
a
n
d
i
c
a
p
p
e
d
 
s
t
u
d
e
n
t
s
 
w
i
l
l
 
b
e
 
i
n
t
e
r
v
i
e
w
e
d
 
t
o

d
e
t
e
r
m
i
n
e
 
i
n
t
e
r
e
s
t
s
;
 
a
b
i
l
i
t
i
e
s
 
w
i
l
l
 
b
e

d
e
t
e
r
m
i
n
e
d
 
f
r
o
m
 
t
e
s
t
s
 
o
r
 
r
e
c
o
r
d
s

(
4
)

H
o
w
 
w
i
l
l
 
t
h
e
y
 
b
e
 
"
s
o
l
d
"
 
o
n
 
e
n
r
o
l
l
i
n
g
 
i
n
 
v
o
c
a
t
i
o
n
a
l

e
d
u
c
a
t
i
o
n
 
p
r
o
g
r
a
m
s
?

S
a
m
e
 
a
s
 
i
n
 
1
9
7
0

(
4
)

H
o
w
 
a
r
e
 
t
h
e
y
 
"
s
o
l
d
"
 
o
n
 
e
n
r
o
l
l
i
n
g
 
i
n
t
o
 
v
o
c
a
t
i
o
n
a
l

e
d
u
c
a
t
i
o
n
 
p
r
o
g
r
a
m
s
?

(
a
)

B
y
 
h
e
l
p
i
n
g
 
t
h
e
m
 
a
n
t
i
c
i
p
a
t
e
 
t
h
e
i
r
 
f
u
t
u
r
e
 
n
e
e
d
s

(
b
)

B
y
 
e
n
t
h
u
s
i
a
s
t
i
c
 
v
o
c
a
t
i
o
n
a
l
 
t
e
a
c
h
e
r
s
 
a
n
d
 
f
e
l
l
o
w
 
s
t
u
d
e
n
t
s

(
c
)

B
y
 
p
r
o
v
i
d
i
n
g
 
i
n
f
o
r
m
a
t
i
o
n
 
r
e
g
a
r
d
i
n
g
 
o
p
p
o
r
t
u
n
i
t
i
e
s
 
f
o
r

e
m
p
l
o
y
m
e
n
t
 
a
n
d
 
a
d
v
a
n
c
e
d
 
t
r
a
i
n
i
n
g
.



7
4
.

F
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T
I
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N
 
8
.

S
t
u
d
e
n
t
 
R
e
c
r
u
i
t
m
e
n
t
,
 
c
o
n
t
i
n
u
e
d

(
P
)

E
x
p
e
c
t
e
d
 
O
u
t
c
o
m
e
s
 
f
r
o
m
 
1
9
7
0
-
7
1
 
p
l
a
n
n
e
d
 
A
c
t
i
v
i
t
i
e
s

(
d
)

Q
u
e
s
t
i
o
n
s
 
t
o
 
b
e
 
a
n
s
w
e
r
e
d
 
t
o
 
d
e
t
e
r
m
i
n
e
 
e
f
f
e
c
t
i
v
e
n
e
s
s

o
f
 
1
9
7
G
 
-
7
1
 
A
c
t
i
v
i
t
i
e
s

(
1
)

V
o
c
a
t
i
o
n
a
l
 
n
e
e
d
s
 
o
f
 
a
l
l
 
s
t
u
d
e
n
t
s
 
w
i
l
l
 
b
e
 
b
e
t
t
e
r
 
m
e
t
.

(
2
)

V
o
c
a
t
i
o
n
a
l
 
n
e
e
d
s
 
o
f
 
h
a
n
d
i
c
a
p
p
e
d
 
a
n
d
 
d
i
s
a
d
v
a
n
t
a
g
e
d

s
t
u
d
e
n
t
s
 
h
i
l
l
 
r
e
c
e
i
v
e
 
s
p
e
c
i
a
l
 
a
t
t
e
n
t
i
o
n
.

(
1
)

A
r
e
 
m
o
r
e
 
s
t
u
d
e
n
t
s
 
e
n
r
o
l
l
e
d
 
i
n
 
v
o
c
a
t
i
o
n
a
l
 
t
r
a
i
n
i
n
g
?

(
2
)

A
r
e
 
h
a
n
d
i
c
a
p
p
e
d
 
s
t
u
d
e
n
t
s
 
r
e
c
e
i
v
i
n
g
 
v
o
c
a
t
i
o
n
a
l

t
r
a
i
n
i
n
g
 
w
h
i
c
h
 
p
r
e
p
a
r
e
s
 
t
h
e
m
 
f
o
r
 
e
m
p
l
o
y
m
e
n
t

a
n
d
/
o
r
 
a
d
v
a
n
c
e
d
 
t
r
a
i
n
i
n
g
 
p
r
i
o
r
 
t
o
 
g
r
a
d
u
a
t
i
o
n

f
r
o
m
 
h
i
g
h
 
s
c
h
o
o
l
?



F
U
N
C
T
I
O
N
 
9
.

G
u
i
d
a
n
c
e
 
a
n
d
 
C
o
u
n
s
e
l
i
n
g

P
u
r
p
o
s
e
:

T
o
 
p
r
o
v
i
d
e
 
i
n
d
i
v
i
d
u
a
l
s
 
w
i
t
h

s
u
f
f
i
c
i
e
n
t
 
i
n
f
o
r
m
a
t
i
o
n
 
t
o
 
a
l
l
o
w
t
h
e
m
 
t
o
 
m
a
k
e

m
e
a
n
i
n
g
f
u
l
 
a
n
d
 
i
n
f
o
r
m
e
d
 
o
c
c
u
,
D
a
t
i
o
n
a
l

c
h
o
i
c
e
s
.

(
a
)

P
r
e
s
e
n
t
 
A
c
t
i
v
i
t
i
e
s
 
a
n
d
/
o
r
 
o
r
g
a
n
i
z
a
t
i
o
n
a
l

s
t
r
u
c
t
u
r
e

1
9
6
9
-
7
0

(
b
)

P
l
a
n
n
e
d
 
A
c
t
i
v
i
t
i
e
s
 
a
n
d
/
o
r

o
r
g
a
n
i
z
a
t
i
o
n
a
l

s
t
r
u
c
t
u
r
e
 
-
 
1
9
7
0
-
7
1

2
5
.

J
o
b
 
m
a
r
k
e
t
 
i
n
f
o
r
m
a
t
i
o
n
 
i
s
c
o
l
l
e
c
t
e
d
 
t
h
r
o
u
g
h
 
t
h
e
 
o
p
e
r
a
t
i
o
n

o
f
 
F
u
n
c
t
i
o
n
 
#
2
.

(
1
)

y
,
H
o
w
 
a
r
e
 
p
o
t
e
n
t
i
a
l
 
v
o
c
a
t
i
o
n
a
l

e
d
u
c
a
t
i
o
n
 
s
t
u
d
e
n
t
s

p
r
o
v
i
d
e
d
 
w
i
t
h
 
t
h
i
s
 
i
n
f
o
r
m
a
t
i
o
n
?

(
a
)

E
x
p
l
o
r
a
t
o
r
y
 
c
l
a
s
s
e
s
 
i
n
 
I
n
d
u
s
t
r
i
a
l

E
d
u
c
a
t
i
o
n
,

B
u
s
i
n
e
s
s
 
E
d
u
c
a
t
i
o
n
,

C
o
n
s
u
m
e
r
-
H
o
m
e
m
a
k
i
n
g
,
 
e
t
c
.

(
b
)

V
o
c
a
t
i
o
n
a
l
 
i
n
f
o
r
m
a
t
i
o
n

c
e
n
t
e
r
s
 
i
n
 
c
o
u
n
s
e
l
i
n
g

o
f
f
i
c
e
s
.

(
c
)

S
a
n
 
M
a
t
e
o
 
C
o
u
n
t
y
 
C
A
R
E
E
R

p
r
o
c
r
a
m
.

(
2
)

W
h
o
 
i
s
 
r
e
s
p
o
n
s
i
b
l
e
 
f
o
r
 
p
r
o
v
i
d
i
n
g

t
i
e
 
i
n
f
o
r
m
a
t
i
o
n
?

(
a
)

T
e
a
c
h
e
r
s

C
o
u
n
s
e
l
o
r
s

(
b
)

S
.
M
.
 
C
o
u
n
t
y
 
D
e
p
i
 
o
f
 
V
o
c
a
7
3
o
n
a
l

E
d
u
c
a
t
i
o
n

(
=
;
)

W
h
a
t
 
t
e
s
t
s
 
a
r
e
 
a
d
m
i
n
i
s
t
e
r
e
d
 
f
o
r
:

(
a
)

S
t
u
d
e
n
t
 
i
n
t
e
r
e
s
t
s

N
o
n
e
.

I
n
 
m
o
s
t
 
c
a
s
e
s
 
s
t
u
d
e
n
t
s
 
w
i
l
l
h
a
v
e

d
e
m
o
n
s
t
r
a
t
e
d
 
a
n
 
i
n
t
e
r
e
s
t
 
i
n

p
r
e
v
o
c
a
t
i
o
n
a
l
 
c
o
u
r
s
e
s

(
b
)

S
t
u
d
e
n
t
 
a
b
i
l
i
t
i
e
s

T
e
a
c
h
e
r
-
d
e
v
e
l
o
p
e
d
 
t
e
s
t
s
 
o
n
p
r
e
-
v
o
c
a
t
i
o
n
a
l
 
c
l
a
s
s
e
s

(
1
)

H
o
w
 
w
i
l
l
 
p
o
t
e
n
t
i
a
l
 
v
o
c
a
t
i
o
n
a
l
 
e
d
u
c
a
t
i
o
n
s
t
u
d
e
n
t
s

b
e
 
p
r
o
v
i
d
e
d
 
w
i
t
h

m
a
r
k
e
t
 
i
n
f
o
r
m
a
t
i
o
n
?

s
a
m
e
 
a
s
 
1
9
6
9
-
7
0
 
w
i
t
h
 
t
h
e
 
f
o
l
l
o
w
i
n
g

c
h
a
n
g
e
s
:

(
a
)

C
a
r
e
e
r
 
P
l
a
n
n
i
n
g
 
c
o
u
r
s
e
s
 
s
c
h
e
d
u
l
e
d

t
o
 
o
p
e
n

i
n
 
t
w
o
 
s
c
h
o
o
l
s
.

(
2
)

W
h
o
 
w
i
l
l
 
b
e
 
r
e
s
p
o
n
s
i
b
l
e
 
f
o
r

p
r
o
v
i
d
i
n
g
 
i
n
f
o
r
m
a
t
i
o
n
?

S
a
m
e
 
a
s
 
1
9
6
9
-
7
0

(
3
)

1
:
a
a
t
 
t
e
s
t
s
 
w
i
l
l
 
b
e
 
a
d
m
i
n
i
s
t
e
r
e
d
 
f
o
r
:

f
i
r

y

(
a
)

S
t
u
d
e
n
t
 
i
n
t
e
r
e
s
t
s
:

s
a
m
e
 
a
s
 
1
9
6
9
-
7
0

(
b
)

S
t
u
d
e
n
t
 
a
b
i
l
i
t
i
e
s
:

s
a
m
e
 
a
s
 
1
9
6
9
-
7
0

(
4
)

H
o
w
 
w
i
l
l
 
t
e
s
t
 
r
e
s
u
l
t
s
 
b
e
 
m
a
d
e
k
n
o
w
n
 
t
o
 
t
h
e
 
s
t
u
d
e
n
t
s
?

S
a
m
e
 
a
s
 
1
9
6
9
-
7
0

.
(
5
)

W
i
l
l
 
t
h
e
 
d
i
s
t
r
i
c
t
 
h
a
v
e
 
v
o
c
a
t
i
o
n
a
l
c
o
u
n
s
e
l
o
r
s
 
w
h
o

q
u
a
l
i
f
y
 
f
o
r
 
f
u
n
d
s
 
u
n
d
e
r
,
 
t
h
e
 
C
a
l
i
f
o
r
n
i
a
S
t
a
t
e
 
P
l
a
n

f
o
r
 
V
o
c
a
t
i
o
n
a
l
 
E
d
u
c
a
t
i
o
n
?

(
4
)

H
o
w
 
a
r
e
 
t
e
s
t
 
r
e
s
u
l
t
s
 
m
a
d
e
 
k
n
o
w
n

t
o
 
t
h
e
 
s
t
u
d
e
n
t
s
?

Y
e
s
.

T
e
s
t
s
 
u
s
u
a
l
l
y
 
r
e
v
i
e
w
e
d
 
w
i
t
h

s
t
u
d
e
n
t
s
.

(
5
)

D
o
e
s
 
t
h
e
 
d
i
s
t
r
i
c
t
 
h
a
v
e
 
v
o
c
a
t
i
o
n
a
l

c
o
u
n
s
e
l
o
r
s
 
w
h
o
 
q
u
a
l
i
f
y

f
o
r
 
f
u
n
d
s
 
u
n
d
e
r
 
t
h
e
 
C
a
l
i
f
o
r
n
i
a
S
t
a
t
e
 
P
l
a
n
 
f
o
r
 
V
o
c
a
t
i
o
n
a
l
 
E
d
u
c
a
t
i
o
n
?

Y
e
s
.
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.
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N
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.

a
u
i
d
a
n
c
e
 
a
n
d
 
C
o
u
n
s
e
l
i
n
g
,
 
c
o
n
t
i
n
u
e
d

(
c
)

E
x
p
e
c
t
e
d
 
O
u
t
c
o
m
e
s
 
f
r
o
m
 
1
9
7
0
-
7
1

P
l
a
n
n
e
d
 
A
c
t
i
v
i
t
i
e
s

(
d
)

Q
u
e
s
t
i
o
n
s
 
t
o
 
b
e
 
a
n
s
w
e
r
e
d
 
t
o
 
d
e
t
e
r
m
i
n
e

e
f
f
e
c
t
i
v
e
-

n
e
s
s
 
o
f
 
1
9
7
0
-
7
1
 
A
c
t
i
v
i
t
i
e
s

C
a
r
e
e
r
 
p
l
a
n
n
i
n
g
 
c
o
u
r
s
e
s
 
o
p
e
r
a
t
e
d
 
i
n

t
h
e
 
B
u
s
i
n
e
s
s
 
E
d
u
c
a
t
i
o
n

A
r
e
 
c
a
r
e
e
r
 
p
l
a
n
n
i
n
g
 
c
o
u
r
s
e
s
 
n
e
e
d
e
d
 
i
n
 
t
h
e

I
n
d
u
s
t
r
i
a
l

d
e
p
a
r
t
m
e
n
t
 
s
h
o
u
l
d
 
r
e
s
u
l
t

i
n
 
r
e
a
l
i
s
t
i
c
 
c
a
r
e
e
r
 
c
h
o
i
c
e
s
 
b
e
i
n
g

E
d
u
c
a
t
i
o
n
 
a
n
d
 
H
o
m
e
m
a
k
i
n
g
 
d
e
p
a
r
t
m
e
n
t
s
?

m
a
d
e
 
b
y
 
m
o
r
e
 
s
t
u
d
e
n
t
s
.

H
o
w
 
s
c
a
n
 
c
a
n
 
t
h
i
s
 
s
e
r
v
i
c
e
 
b
e
 
p
r
o
v
i
d
e
d

f
o
-
:
 
s
t
u
d
e
n
t
s

i
n
 
a
l
l
 
s
c
h
c
c
l
s
?

G
l



2
7
.

F
U
N
C
T
I
O
N
 
1
0
.

V
o
c
a
t
i
o
n
a
l
 
I
n
s
t
r
u
c
t
i
o
n

3
.
4
 
-
 
C
a
l
i
f
.
 
S
t
a
t
e
 
P
l
a
n
 
f
o
r
 
V
o
c
.
 
E
d
u
.
)

A
 
-
 
M
o
d
i
f
i
e
d

S
t
a
n
d
a
r
d
s
 
o
f
 
V
o
c
a
t
i
o
n
a
l
 
E
d
u
c
a
t
i
o
n
 
P
r
o
g
r
a
m
s
 
(
S
e
c
t
i
o
n

T
A
B
L
E

I
n
s
t
r
u
c
t
i
o
n
a
l
 
C
o
d
e
 
I
n
s
t
r
u
c
t
i
o
n
a
l
 
P
r
o
g
r
a
m

C
o
u
r
s
e
 
S
e
q
u
e
n
c
e

b
y
 
O
C
C
L
2
A
T
I
O
N

i
n
c
l
u
d
i
n
g

V
o
c
a
t
i
o
n
a
l
 
W
o
r
k

E
x
p
e
r
i
e
n
c
e

E
d
u
c
a
t
i
o
n

C
o
n
-
N
e
w
 
T
h
i
s
 
p
r
o
-

G
r
a
d
e
 
L
e
v
e
l

t
i
n
-

g
r
a
m
 
m
e
e
t
s
 
(
A
-
P
)
 
A
d
u
l
t

u
e
d

t
h
e
 
s
t
a
n
d
-

P
r
e
p
a
r
a
t
o
r
y

a
r
i
l
s
 
o
f

(
A
-
S
)
 
A
d
u
l
t

t
l
'
e
 
S
t
a
t
e

S
u
p
p
l
e
m
e
n
-

P
l
a
n
:
 
X
.
,
,
Y
e
s

t
a
r
t
'

(
S
)
 
S
e
c
o
n
d
a
r
y

R
e
g
u
l
a
r
 
o
r
 
S
p
e
c
i
a
l

P
r
o
g
r
a
m

(
2
1
)
 
R
e
g
u
l
a
r

(
H
)
 
H
a
n
d
 
c
a
p
p
e
d

(
D
)
 
D
i
s
a
d
v
a
n
t
a
g
e
d

(
C
 
-
H
)
 
C
o
n
s
u
m
e
r
-

H
o
m
e
m
a
k
i
n
g

(
0
-
S
)
 
w
o
r
k
-
S
t
u
d
y

0
4
.

D
i
s
t
r
i
b
u
t
i
o
n

.
0
8

G
e
n
e
r
a
l
 
M
e
r
c
h
a
n
d
i
z
i
n
g

S
a
l
e
s
 
&
 
M
e
r
c
h
a
n
d
.

X
X

(
S
)

(R
)

S
a
l
r
.
s
 
W
o
r
k
 
E
x
2
e
r
.

0
9
.

H
o
m
e
 
E
c
o
n
o
m
i
c
s

.
0
1

U
s
e
f
u
l

H
o
m
e
m
a
k
i
n
g
 
1
,
2

X
X

(
5
)

(
A
S
)

(
C
-
H
)

(
H
)

(
D
)

C
l
o
t
h
i
n
g
 
1
,
2
,
3
,
4

F
o
o
d
s
 
1
,
2
,
3
,
4

S
r
.
 
H
o
m
e
 
M
g
m
t

A
r
t
 
o
f
 
L
i
v
i
n
g

.
0
2

G
a
i
n
f
u
l

.
0
2
0
3

F
o
o
d
 
M
a
n
a
g
e
m
e
n
t
,

F
o
o
d
s
 
S
e
r
v
i
c
e
s

X
X

(
5
)

(
D
)

P
r
o
d
u
c
t
i
o
n
 
&
 
S
e
r
v
i
 
'
-
e

P
r
o
g
r
a
M

F
o
o
d
s
 
L
a
b
 
1
,
2

F
o
o
d
s
 
E
n
g
l
i
s
h
 
1
,
2

F
o
o
d
s
 
B
u
s
i
n
e
s
s
 
1
,
2

F
o
o
d
s
 
W
o
r
k
 
O
r
i
e
n
-

t
a
t
i
o
n
 
1
,
2

F
o
o
d
s
 
W
o
r
k
 
E
x
-

J
e
r
i
e
n
c
e
 
1
,
2

1
4
.

O
f
f
i
c
e
 
O
c
c
u
p
a
t
i
o
n
s

.
0
3

G
e
n
e
r
a
l
 
O
f
f
i
c
e
 
C
l
e
r
i
c
a
l
 
R
e
c
o
r
d
 
K
e
e
p
i
n
g

(
S
)

(
A
P
)

(
D
)

T
y
p
i
n
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c
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c
t
i
o
n
a
l
 
C
o
d
e
 
I
n
s
t
r
u
c
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c
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p
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c
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c
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p
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u
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P
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p
p
l
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P
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p
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c
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c
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p
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u
m
e
r
-
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R
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R
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TABLE B

Summary Instructional Programs
(Required)

U.S.O.E. Instructional
code program

Number of
courses

Number of
students

Nurber of teachers
(Full-time
equivalents)

1969-70 1970-71 1969-70 1970-71 1969-70 1970-71

04. Distributive
education

2 2 3b 45 1 1

09.01 Home economics -
useful

7 7 2755 2900 23 2311

09.02 Home economics -
gainful

5 5 23 23 11/2 111

07. Health 0 0 0 0 0 0

14. Office 9 12 2753 2900 19 22

16. Technical 0 0 0 0 0 0

17. Trade and
industrial

12 17 193 200 11: 11:

19.1 Exploratory work
experience education

1 1 405 450 NA NA

19.2 General work
experience education

1 1 557 450 NA NA

19.3 Vocational work
experience education

8 8 138 230 NA NA

Career Planning 0 1 0 150 0 114

vkl



TABLE C

Vocational Education Enrollment
(Required)

U. S.O.E.

code

Instructional

program

Enrollment

1970 1971 1972 1973 1974 1975

01. Agriculture 0 0 10 10 10 10

04. Distributive
education

36 45 65 80 100 120

09.01 Home economics -
useful

2755 2900 2950 3000 3050 3100

09.02 Home economics -
gainful

23 23 25 25 40 50

07. Health 0 I 0 40 80 120 140

14. Office 2753 2900 3000 3100 3200 3300

16. Technical 0 0 25 50 50 75

17. Trade and
industrial

193 200 240 290 350 400

19.1 Exploratory work
experience education

405 450 475 500 525 550

19.2 General work
experience education

557 450 410 332 223 200

19.3 Vocational work
experience education

138 230 345 518 777 800

Career Planning 0 150 300 500 800 1000



;(

TABLE D

Vocational Education Enrollment
Summary

(Required)

Level of program

Projected enrollment

1971 1972 1973 1974 1975

Secondary
Grades nine through twelve

6933 7430 7995 8729 9405

Adult (defined) 415 45' 490 515 540

Total 7348 7885 8485 9235 9945

Special programs 1971 1972 1973 1974 1975

Disadvantaged
Secondary
Adult

Total 1103 1184 1274 1386 1492

Handicapped
Secondary
Adult

Total 110 118 127 139 149

Cooperative program
(Part G only)

Secondarl
Adult

Total 130 180 270 400 600

Group guidance
(Prevocational)

Total 150 300 500 800 1000

Work-study
Secondary

Total 125 140 160 180 200

Consumer & Home
making education Total : 2923 i 2975 3025 3090 3150
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p
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p
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p
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c
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c
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c
t
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i
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r
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r
g
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t
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o
n
a
l
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r
u
c
t
u
r
e
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P
l
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n
e
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A
c
t
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i
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c
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b
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p
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i
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c
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c
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c
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p
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b
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d
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n
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f
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u
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P
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9
6
9
-
7
0
 
p
l
u
s
 
i
n
d
i
v
i
d
u
a
l
 
c
o
n
f
e
r
e
n
c
e
s

w
i
t
h
 
c
o
m
m
u
n
i
t
y
 
r
e
s
o
u
r
c
e
 
p
e
o
p
l
e
 
w
h
o
 
l
i
v
e
 
i
n
 
t
h
e

s
c
h
o
o
l
 
a
t
t
e
n
d
a
n
c
e
 
a
r
e
a
.

J
o
b
 
i
n
f
o
r
m
a
t
i
o
n
 
w
i
l
l
 
b
e
 
c
o
l
l
e
c
t
e
d
 
i
n
 
F
u
n
c
t
i
o
n
 
#
2
.

H
o
w
 
w
i
l
l
 
a
d
v
a
n
c
e
d
 
t
r
a
i
n
i
n
g
 
i
n
f
o
r
m
a
t
i
o
n
 
b
e
 
c
o
l
l
e
c
t
e
d
?

S
a
m
e
 
a
s
 
i
n
 
1
9
6
9
-
7
0

P
l
a
n
n
i
n
g
 
w
i
l
l
 
b
e
 
d
o
n
e
 
t
o
 
r
e
o
r
g
a
n
i
z
e
 
t
h
e
 
p
l
a
c
e
m
e
n
t

f
u
n
c
t
i
o
n
 
f
o
r
 
1
9
7
1
-
7
2
.



F
U
N
C
T
I
O
N
 
1
1
.

P
l
a
c
e
m
e
n
t
,
 
c
o
n
t
i
n
u
e
d

(
c
)

E
x
p
e
c
t
e
d
 
O
u
t
c
o
m
e
s
 
f
r
o
m
 
1
9
7
0
-
7
1

P
l
a
n
n
e
d
 
A
c
t
i
v
i
t
i
e
s

(
d
)

Q
u
e
s
t
i
o
n
s
 
t
o
 
b
e
 
a
n
s
w
e
r
e
d
 
t
o
 
d
e
t
e
r
m
i
n
e

e
f
f
e
c
t
i
v
e
n
e
s
s
 
o
f
 
1
9
7
0
-
7
1
 
A
c
t
i
v
i
t
i
e
s

(
1
)

S
o
m
e
 
i
m
p
r
o
v
e
m
e
n
t
 
i
n
 
p
l
a
c
e
m
e
n
t
 
d
u
r
i
n
g
 
1
9
7
0
-
7
1

d
u
e
 
t
o
 
i
m
p
r
o
v
e
d
 
i
n
f
o
r
m
a
t
i
o
n
 
t
o
 
t
e
a
c
h
e
r
s
 
a
n
d

c
o
u
n
s
e
l
o
r
s
 
a
n
d
 
t
o
 
c
s
e
 
o
f
 
A
t
t
e
n
d
a
n
c
e
 
a
r
e
a

a
d
v
i
s
o
r
s
.

(
2
)

G
r
o
u
n
d
 
w
o
r
k
 
w
i
l
l
 
b
e
 
l
a
i
d
 
f
o
r
 
e
x
t
e
n
s
i
v
e

i
m
p
r
o
v
e
m
e
n
t
 
o
f
 
t
h
i
s
 
f
u
n
-
z
t
i
o
n
 
f
o
r
 
1
9
7
1
-
7
2
.

(
1
)

D
o
e
s
 
1
9
7
1
 
f
o
l
l
o
w
-
u
p
 
s
t
u
d
y
 
i
n
d
i
c
a
t
e

i
n
c
r
e
a
s
e
d
 
p
l
a
c
e
m
e
n
t
 
o
f
 
s
t
u
d
e
n
t
s
?

(
2
)

H
o
w
 
m
a
n
y
 
"
S
t
u
d
e
n
t
-
A
t
t
e
n
d
a
n
c
e
 
a
r
e
a
 
A
d
v
i
s
o
r
"

c
o
n
t
a
c
t
s
 
h
a
v
e
 
b
e
e
n
 
m
a
d
e
?

(
3
)

H
o
w
 
w
e
l
l
 
i
n
f
o
r
m
e
d
 
a
r
e
 
t
e
a
c
h
e
r
s
,
 
c
o
u
n
s
e
l
o
r
s

a
n
d
 
s
t
u
d
e
n
t
s
 
r
e
g
a
r
d
i
n
g
 
c
u
r
r
e
n
t
 
j
o
b
 
a
n
d

t
r
a
i
n
i
n
g
 
o
p
p
o
r
t
u
n
i
t
i
e
s
?



F
O
N
C
T
I
C
S
 
1
2
.

E
v
a
l
u
a
t
i
o
n

P
u
r
p
o
s
e
:

T
o
 
d
e
t
e
r
m
i
n
e
 
t
h
e
 
e
f
f
e
c
t
i
v
e
n
e
s
s
 
o
f
 
t
h
e
 
1
2
 
f
u
n
c
t
i
o
n
s

t
h
e
i
r
 
s
t
a
t
e
d
 
"
e
x
p
e
c
t
e
d
 
o
u
t
c
o
m
e
s
"
.

i
n
 
a
c
h
i
e
v
i
n
g

3
6
.

(
a
)

P
l
a
n
n
e
d
 
A
c
t
i
v
i
t
i
e
s
 
a
n
d
/
o
r
 
o
r
g
a
n
i
z
a
t
i
o
n
a
l
 
s
t
r
u
c
t
u
r
e
 
-

(
a
)

C
o
n
t
i
n
u
e
d

1
9
7
0
-
7
1

T
e
r
m
i
n
a
l
 
e
v
a
l
u
a
t
i
o
n
 
c
o
m
p
o
n
e
n
t
s
 
a
r
e
 
b
u
i
l
t
 
i
n
t
o
 
F
u
n
c
t
i
o
n
s

1
-
9
 
a
n
d
 
1
1
.

T
h
e
s
e
 
c
o
m
p
o
n
e
n
t
s
 
a
r
e
:

(
c
)
 
E
x
p
e
c
t
e
d
 
O
u
t
c
o
m
e
s
,

a
n
d
 
(
d
)
 
Q
u
e
s
t
i
o
n
s
.

(
1
)

W
h
o
 
w
i
l
l
 
b
e
 
r
e
s
p
o
n
s
i
b
l
e
 
f
o
r
 
a
n
s
w
e
r
i
n
g
 
t
h
e
 
q
u
e
s
t
i
o
n
s

i
n
 
F
u
n
c
t
i
o
n
s
 
1
-
9
 
a
n
d
 
1
1
?

M
r
.
 
T
r
o
y
 
E
.
 
N
u
c
k
o
l
s

D
i
r
e
c
t
o
r
 
o
f
 
C
a
r
e
e
r
 
D
e
v
e
l
o
p
m
e
n
t

(
2
)

H
o
w
 
w
i
l
l
 
"
o
n
g
o
i
n
g
"
 
e
v
a
l
u
a
t
i
o
n
 
o
f
 
e
a
c
h
 
o
f
 
h
e
 
1
2

f
u
n
c
t
i
o
n
s
 
b
e
 
p
r
o
v
i
d
e
d
?

M
r
.
 
T
r
o
y
 
N
u
c
k
o
l
s
 
w
i
l
l
 
p
r
o
v
i
d
e
 
a
 
c
o
n
t
i
n
u
o
u
s
 
e
v
a
l
u
a
t
i
o
n

o
f
 
t
h
e
 
p
r
o
g
r
a
m
.

H
e
 
w
i
l
l
 
a
s
k
 
q
u
e
s
t
i
o
n
s
 
r
e
g
a
r
d
i
n
g
 
e
a
c
h

f
u
n
c
t
i
o
n
 
a
s
 
f
o
l
l
o
w
s
:

F
u
n
c
t
i
o
n
 
1
.

P
o
p
u
l
a
t
i
o
n
 
N
e
e
d
s
 
A
n
a
l
y
s
i
s

(
1
)

A
r
e
 
e
x
i
s
t
i
n
g
 
d
a
t
a
 
s
o
u
r
c
e
s
 
b
e
i
n
g
 
m
a
i
n
t
a
i
n
e
d
 
a
n
d

u
p
d
a
t
e
d
 
t
h
r
o
u
g
h
 
p
e
r
s
o
n
a
l
 
c
o
n
t
a
c
t
s
 
a
n
d
 
p
u
b
l
i
-

c
a
t
i
o
n
s
?

(
2
)

A
r
e
 
s
u
r
v
e
y
s
 
a
l
r
e
a
d
y
 
c
o
n
d
u
c
t
e
d
 
b
e
i
n
g
 
a
n
a
l
y
s
e
d
 
a
n
d

t
h
e
 
i
n
f
o
r
m
a
t
i
o
n
 
o
r
g
a
n
i
z
e
d
 
t
o
 
u
s
e
a
b
l
e
 
f
o
r
m
?

(
3
)

A
r
e
 
c
u
r
r
e
n
t
 
s
u
r
v
e
y
s
 
p
r
o
c
e
e
d
i
n
g
 
a
s
 
s
c
h
e
d
u
l
e
d
?

(
4
)

A
r
e
 
t
e
a
c
h
e
r
s
 
a
n
d
 
c
o
u
n
s
e
l
o
r
s
 
b
e
i
n
g
 
k
e
p
t
 
i
n
f
o
r
m
e
d

o
f
 
c
h
a
n
g
e
s
?

F
u
n
c
t
i
o
n
 
2
.

J
o
b
 
M
a
r
k
e
t
 
A
n
a
l
y
s
i
s

(
1
)

S
a
m
e
 
a
s
 
1
,
 
F
u
n
c
t
i
o
n
 
1

(
2
)

A
r
e
 
c
u
r
r
e
n
t
 
s
u
r
v
e
y
s
 
p
r
o
c
e
e
d
i
n
g
 
a
s
 
s
c
h
e
d
u
l
e
d
?

(
3
)

S
a
m
e
 
a
s
 
4
,
 
F
u
n
c
t
i
o
n
 
1

F
u
n
c
t
i
o
n
 
3
.

J
o
b
 
P
e
r
f
o
r
m
a
n
c
e
 
R
e
q
u
i
r
e
m
e
n
t
s

(
1
)

A
r
e
 
V
o
c
a
t
i
o
n
a
l
 
t
e
a
c
h
e
r
s
 
a
n
d
 
a
d
v
i
s
o
r
y

c
o
m
m
i
t
t
e
e
s
 
d
e
v
e
l
o
p
i
n
g
 
a
n
d
 
u
p
d
a
t
i
n
g
 
j
o
b

p
e
r
f
o
r
m
a
n

r
e
q
u
i
r
e
m
e
n
t
s
 
f
o
r
 
e
a
c
h

p
r
o
g
r
a
m
 
a
s
 
p
l
a
n
n
e
d
?

(
2
)

I
s
 
i
n
f
o
r
m
a
t
i
o
n
 
d
e
v
e
l
o
p
e
d
 
b
e
i
n
g
 
d
i
s
t
r
i
b
u
t
e
d

t
o
 
a
l
l
 
p
e
r
s
o
n
s
 
w
h
o
 
c
a
n
 
u
s
e
 
i
t
?

F
u
n
c
t
i
o
n
 
4
.

C
u
r
r
i
c
u
l
u
m
 
R
e
s
o
u
r
c
e
s
 
a
n
d
 
A
n
c
i
l
l
a
r
y

S
p
r
v
i
c
e
s

(
1
)

A
r
e
 
a
l
l
 
%
o
c
a
t
i
o
n
a
l
 
p
r
o
g
r
a
m
s
 
r
e
c
e
i
v
i
n
g

c
d
e
q
u
a
t
o
 
s
u
p
p
o
r
t
 
i
n
 
t
e
r
m
s
 
o
f
 
s
u
p
p
l
i
e
s
 
a
n
d

e
q
u
i
p
m
e
n
t
,
 
f
i
e
l
d
 
t
r
i
p
s
,
 
t
i
m
e
 
f
o
r
 
c
u
r
r
i
c
u
l
u
m

d
e
v
L
l
o
p
m
e
n
t
,
 
p
r
o
m
p
t
 
d
e
l
i
v
e
r
y
,
 
r
e
p
a
i
r
 
a
n
d

m
a
i
n
t
e
n
a
n
c
e
 
o
f
 
e
q
u
i
p
m
e
n
t
?

(
2
)

I
s
 
a
d
e
q
u
a
t
e
 
s
u
p
p
o
r
t
 
p
r
o
v
i
d
e
d
 
f
o
r
 
d
e
v
e
l
o
p
i
n
g

n
e
w
 
p
r
o
g
r
a
m
s
?

F
u
n
c
t
i
o
n
 
5
.

P
r
o
g
r
a
m
 
P
l
a
n
n
i
n
g

(
1
)

A
r
e
 
t
e
a
c
h
e
r
s
,
 
a
d
v
i
s
o
r
y
 
c
o
m
m
i
t
t
e
e
s
 
a
n
d
 
a
d
-

m
i
n
i
s
t
r
a
t
o
r
s
 
b
e
i
n
g
 
e
n
c
o
u
r
a
g
e
d
 
t
o
 
p
a
r
t
i
c
i
-

p
a
t
e
 
i
n
 
p
l
a
n
n
i
n
g
 
c
h
a
n
g
e
s
 
w
h
i
c
h
 
t
h
e
y
 
w
i
l
l
 
b
e

e
x
p
e
c
t
e
d
 
t
o
 
i
m
p
l
e
m
e
n
t
?

(
2
)

A
r
e
 
t
h
e
y
 
r
e
c
e
i
v
i
n
g
 
a
c
c
u
r
a
t
e
,
 
c
u
r
r
e
n
t
,
 
u
n
-

b
i
a
s
e
d
 
i
n
f
o
r
m
a
t
i
o
n
 
o
n
 
w
h
i
c
h
 
p
l
a
n
n
i
n
g
 
m
u
s
t
 
b
e

b
a
s
e
d
?

(
3
)

A
r
e
 
t
h
e
y
 
b
e
i
n
g
 
p
r
o
v
i
d
e
d
 
a
d
e
q
u
a
t
e
 
t
i
m
e
?

F
u
n
c
t
i
o
n
 
6
.

P
r
o
g
r
a
m
 
R
e
v
i
e
w

(
1
)

I
s
 
e
n
o
u
g
h
 
l
e
a
d
-
t
i
m
e
 
p
r
o
v
i
d
e
d
 
t
o
 
a
l
l
o
w
 
p
a
r
-

t
i
c
i
p
a
t
i
o
n
 
o
f
 
a
l
l
 
p
e
r
s
o
n
s
 
a
f
f
e
c
t
e
d
?

(
2
)

A
r
e
 
a
l
l
 
p
e
r
s
o
n
s
 
a
f
f
e
c
t
e
d
 
b
e
i
n
g
 
k
e
p
t
 
i
n
f
o
r
m
e
d

a
n
d
 
e
n
c
o
u
r
a
g
e
d
 
t
o
 
p
a
r
t
i
c
i
p
a
t
e
?



3
7
.

F
U
N
C
T
I
O
N
 
1
2
.

E
v
a
l
u
a
t
i
o
n
,
 
c
o
n
t
i
n
u
e
d

(
a
)

C
o
n
t
i
n
u
e
d

(
b
)

E
x
p
e
c
t
e
d
 
O
u
t
c
o
m
e
s
 
f
r
o
m
 
1
9
7
0
-
7
1

P
l
a
n
n
e
d
 
A
c
t
i
v
i
t
i
e
s

F
u
n
c
t
i
o
n
 
7
.

V
o
c
a
t
i
o
n
a
l
 
E
d
u
c
a
t
i
o
n
 
P
r
o
m
o
t
i
o
n

I
n
c
r
e
a
s
e
d
 
e
f
f
i
c
i
e
n
c
y
 
i
n
 
t
h
e
 
d
i
r
e
c
t
i
o
n
 
o
f
 
V
o
c
a
t
i
o
n
a
l

(
1
)

A
r
e
 
v
o
c
a
t
i
o
n
a
l
 
p
r
o
g
r
a
m
s
 
r
e
c
e
i
v
i
n
g
 
a
d
e
q
u
a
t
e

E
d
u
c
a
t
i
o
n
 
i
n
 
t
h
e
 
S
a
n
 
M
a
t
e
o
 
U
n
i
o
n
 
H
i
g
h
 
S
c
h
o
o
l
 
D
i
s
t
r
i
c
t
.

n
e
w
s
p
a
p
e
r
 
p
u
b
l
i
c
i
t
y
?

(
2
)

A
r
e
 
t
e
a
c
h
e
r
s
,
 
c
o
u
n
s
e
l
o
r
s
 
a
n
d
 
a
d
m
i
n
i
s
t
r
a
t
o
r
s

b
e
i
n
g
 
k
e
p
t
 
i
n
f
o
r
m
e
d
 
a
b
o
u
t
 
v
o
c
a
t
i
o
n
a
l
 
e
d
u
c
a
t
i
o
n

a
n
d
 
b
e
i
n
g
 
e
n
c
o
u
r
a
g
e
d
 
t
o
 
p
r
o
m
o
t
e
 
i
t
?

(
3
)

A
r
e
 
p
e
r
s
o
n
a
l
 
a
n
d
 
g
r
o
u
p
 
c
o
n
t
a
c
t
s
 
b
e
i
n
g
 
m
a
i
n
t
a
i
n
e
d
?

F
u
n
c
t
i
o
n
 
8
.

S
t
u
d
e
n
t
 
R
e
c
r
u
i
t
m
e
n
t

(
1
)

A
r
e
 
p
e
r
s
o
n
s
 
i
d
e
n
t
i
f
i
e
d
 
u
n
d
e
r
 
F
u
n
c
t
i
o
n
 
8
,

(
1
)
 
b
e
i
n
g

o
r
g
a
n
i
z
e
d
 
a
n
d
 
e
n
c
o
u
r
a
g
e
d
 
t
o
 
c
o
n
t
a
c
t
 
s
t
u
d
e
n
t
s
?

(
2
)

A
r
e
 
t
h
e
y
 
p
r
o
v
i
d
e
d
 
w
i
t
h
 
i
n
f
o
r
m
a
t
i
o
n
 
o
n
 
p
o
p
u
l
a
t
i
o
n
s

n
e
e
d
s
 
a
n
d
 
J
o
b
 
M
a
r
k
e
t
s
 
w
h
i
c
h
 
w
i
l
l
 
e
n
a
b
l
e
 
t
h
e
m
 
t
o

r
e
c
r
u
i
t
 
e
f
f
e
c
t
i
v
e
l
y
?

F
u
n
c
t
i
o
n
 
9
.

-
g
u
i
d
a
n
c
e
 
a
n
d
 
C
o
u
n
s
e
l
i
n
g

(
1
)

A
r
e
 
c
o
u
n
s
e
l
o
r
s
 
a
n
d
 
v
o
c
a
t
i
o
n
a
l
 
t
e
a
c
h
e
r
s
 
b
e
i
n
g
 
k
e
p
t

i
n
f
o
r
m
e
d
 
r
e
:

c
u
r
r
e
n
t
 
J
o
b
 
M
a
r
k
e
t
 
i
n
f
o
r
m
a
t
i
o
n
?

(
2
)

A
r
e
 
a
d
d
i
t
i
o
n
a
l
 
t
e
a
c
h
e
r
s
 
b
e
i
n
g
 
e
n
c
o
u
r
a
g
e
d
 
t
o
 
t
e
a
c
h

c
a
r
e
e
r
 
p
l
a
n
n
i
n
g
 
c
o
u
r
s
e
s
?

(
3
)

A
r
e
 
p
l
a
n
s
 
b
e
i
n
g
 
m
a
d
e
 
a
t
 
e
a
c
h
 
s
c
h
o
o
l
 
t
o
 
e
x
t
e
n
d

t
h
e
 
v
o
c
a
t
i
o
n
a
l
 
g
u
i
d
a
n
c
e
 
s
e
r
v
i
c
e
s
?

F
u
n
c
t
i
o
n
 
1
1
.

P
l
a
c
e
m
e
n
t

(
1
)

A
r
e
 
t
h
o
s
e
 
w
h
o
 
d
i
s
s
e
m
i
n
a
t
e
 
p
l
a
c
e
m
e
n
t
 
i
n
f
o
r
m
a
t
i
o
n

b
e
i
n
g
 
s
u
p
p
l
i
e
d
 
w
i
t
h
 
c
u
r
r
e
n
t
,
 
l
o
c
a
l
l
y
 
a
c
c
u
r
a
t
e
 
d
a
t
a
?

(
2
)

A
r
e
 
p
l
a
n
s
 
f
o
r
 
o
p
e
n
i
n
g
 
j
o
b
 
p
l
a
c
e
m
e
n
t
 
s
e
r
v
i
c
e
s
 
i
n

a
d
d
i
t
i
o
n
a
l
 
s
c
h
o
o
l
s
 
d
e
v
e
l
o
p
i
n
g
 
a
s
 
p
l
a
n
n
e
d
?



L
O
N
G
 
R
A
N
G
E
 
P
L
A
N

F
U
N
C
T
I
O
N

F
u
n
c
t
i
o
n
 
1
.

P
o
p
u
l
a
t
i
o
n
 
n
e
e
d
s

G
O
A
L
 
(
S
)

E
x
c
e
l
l
e
n
t
 
p
l
a
n
n
i
n
g

i
n
 
t
e
r
m
s
 
o
f
 
t
o
t
a
l

p
o
p
u
l
a
t
i
o
n
 
n
e
e
d
s
.

O
B
J
E
C
T
I
V
E
S

T
o
 
c
o
l
l
e
c
t
 
a
n
d
 
o
r
g
a
n
i
z
e
,

1
.

f
o
r
 
t
h
e
 
p
u
r
p
o
s
e
 
o
f

v
o
c
a
t
i
o
n
a
l
 
p
r
o
g
r
a
m
 
p
l
a
n
-

2
.

n
i
n
g
,
 
a
d
e
q
u
a
t
e
 
i
n
f
o
r
m
a
t
i
o
n

r
e
g
a
r
d
i
n
g
 
t
h
e
 
v
o
c
a
t
i
o
n
a
l

3
.

n
e
e
d
s
 
o
f
 
t
h
e
 
t
o
t
a
l
 
p
o
p
u
-

l
a
t
i
o
n
 
o
f
 
t
h
e
 
S
a
n
 
M
a
t
e
o

U
n
i
o
n
 
H
i
g
h
 
S
c
h
o
o
l
 
D
i
s
t
r
i
c
t
.

F
u
n
c
t
i
o
n
 
2
.

J
o
b
 
M
a
r
k
e
t

A
n
a
l
y
s
i
s

F
u
n
c
t
i
o
n
 
3
.

J
o
b
 
P
e
r
f
o
r
m
a
n
c
e

R
e
q
u
i
r
e
m
e
n
t
s

A
n
a
l
y
s
i
s

E
x
c
e
l
l
e
n
t

v
o
c
a
t
i
o
n
a
l
 
p
r
o
-

g
r
a
m
 
p
l
a
n
n
i
n
g
 
i
n

t
e
r
m
s
 
o
f
 
j
o
b

o
p
p
o
r
t
u
n
i
t
i
e
s
 
f
o
r

t
h
e
 
p
o
p
u
l
a
t
i
o
n

s
e
r
v
e
d
-

R
e
a
l
i
s
t
i
c
 
v
o
c
a
t
i
o
n
-

a
l
 
i
n
s
t
r
u
c
t
i
o
n
 
i
n

t
e
r
m
s
 
o
f
 
k
n
o
w
l
e
d
g
e
,

s
k
i
l
l
s
,
 
h
a
b
i
t
s
 
a
n
d

a
t
t
i
t
u
d
e
s
 
n
e
e
d
e
d

f
o
r
 
s
u
c
c
e
s
s
f
u
l

e
m
p
l
o
y
m
e
n
t
.

4
. 5
.

T
o
 
m
a
i
n
t
a
i
n
 
a
 
f
i
l
e
 
o
f

c
u
r
r
e
n
t
 
a
c
c
u
r
a
t
e
 
i
n
f
o
r
-

m
a
t
i
o
n
 
r
e
g
a
r
d
i
n
g
 
p
r
e
s
e
n
t

j
o
b
 
o
p
p
o
r
t
u
n
i
t
i
e
s
,
 
p
r
o
-

j
e
c
t
i
o
n
s
,
 
a
n
d
 
f
a
c
t
o
r
s

t
h
a
t
 
m
a
y
 
a
f
f
e
c
t
 
l
o
n
g

r
a
n
g
e
 
c
h
a
n
l
e
s
.

T
o
 
h
a
v
e
 
o
n
 
f
i
l
e
 
a
l
d
 
i
n

1
.

u
s
e
 
f
o
r
 
e
v
e
r
y
 
c
o
u
r
s
e
,

j
o
b
 
p
e
r
f
o
r
m
a
n
c
e
 
r
e
q
u
i
r
e
-

m
e
n
t
s
 
w
h
i
c
h
 
a
c
c
u
r
a
t
e
l
y

r
e
f
l
e
c
t
 
c
u
r
r
e
n
t
 
k
n
o
w
l
e
d
g
e
 
2
.

s
k
i
l
l
s
,
 
h
a
b
i
t
s
 
a
n
d
 
a
t
t
i
-

t
u
d
e
s
 
n
e
e
d
e
d
 
f
o
r
 
s
u
c
c
e
s
s
-

f
u
l
 
e
m
p
l
o
y
m
e
n
t
.

1
9
7
1
 
-
 
1
9
7
5

P
L
A
N
N
E
D
 
A
C
T
I
V
I
T
I
E
S

E
x
i
s
t
i
n
g
 
i
n
f
o
r
m
a
t
i
o
n
 
s
o
u
r
c
e
s
 
w
i
l
l
 
b
e
 
k
e
p
t
 
c
u
r
r
e
n
t

a
n
d
 
w
i
l
l
 
b
e
 
e
x
t
e
n
d
e
d
 
e
a
c
h
 
y
e
a
r
.

T
h
e
 
v
o
c
a
t
i
o
n
a
l
 
f
o
l
l
o
w
-
u
p
 
s
t
u
d
y
 
w
i
l
l
 
b
e
 
a
n
a
l
y
z
e
d

e
a
c
h
 
y
e
a
r
.

S
u
r
v
e
y
s
 
w
i
l
l
 
b
e
 
m
a
d
e
 
e
a
c
h
 
y
e
a
r
 
t
o
 
i
d
e
n
t
i
f
y
 
a
l
l

h
a
n
d
i
c
a
p
p
e
d
 
a
n
d
 
d
i
s
a
d
v
a
n
t
a
g
e
d
 
s
t
u
d
e
n
t
s
 
i
n
 
t
h
e

d
i
s
t
r
i
c
t
.

T
h
e
i
r
 
a
b
i
l
i
t
i
e
s
,
 
d
i
s
a
b
i
l
i
t
i
e
s
,

i
n
t
e
r
e
s
t
s
 
a
n
d
 
a
s
p
i
r
a
t
i
o
n
s
 
w
i
l
l
 
b
e
 
l
i
s
t
e
d
.

T
h
e
y
 
w
i
l
l
 
b
e
 
a
s
k
e
d
 
w
h
a
t
 
k
i
n
d
 
o
f
 
v
o
c
a
t
i
o
n
a
l

t
r
a
i
n
i
n
g
 
t
h
e
y
 
w
o
u
l
d
 
l
i
k
e
.

A
 
s
u
r
v
e
y
 
w
i
l
l
 
b
e
 
m
a
d
e
 
e
a
c
h
 
y
e
a
r
 
o
f
 
a
l
l
 
n
i
n
t
h

g
r
a
d
e
 
s
t
u
d
e
n
t
s
 
t
o
 
d
e
t
e
r
m
i
n
e
 
t
h
e
i
r
 
e
d
u
c
a
t
i
o
n
a
l
,

v
o
c
a
t
i
o
n
a
l
 
a
n
d
 
a
v
o
c
a
t
i
o
n
a
l
 
i
n
t
e
r
e
s
t
s
 
a
n
d

a
s
p
i
r
a
t
i
o
n
s
.

T
h
e
y
 
w
i
l
l
 
b
e
 
a
s
k
e
d
 
w
h
a
t
 
k
i
n
d
 
o
f

v
o
c
a
t
i
o
n
a
l
 
t
r
a
i
n
i
n
g
 
t
h
e
y
 
w
o
u
l
d
 
l
i
k
e
.

A
 
l
i
s
t
 
o
f
 
c
o
m
m
u
n
i
t
y
 
r
e
q
u
e
s
t
s
 
f
o
r
 
a
d
u
l
t
 
v
o
c
a
t
i
o
n
a
l

t
r
a
i
n
i
n
g
 
w
i
l
l
 
b
e
 
m
a
i
n
t
a
i
n
e
d
 
o
n
 
a
 
c
o
n
t
i
n
u
i
n
g
 
b
a
s
i
s

a
n
d
 
w
i
l
l
 
b
e
 
a
n
a
l
y
z
e
d
 
p
e
r
i
o
d
i
c
a
l
l
y
 
t
o
 
d
e
t
e
r
m
i
n
e

a
d
u
l
t
 
p
o
p
u
l
a
t
i
o
n
 
n
e
e
d
s
.

C
u
r
r
e
n
t
 
f
i
l
e
s
 
w
i
l
l
 
b
e
 
k
e
p
t
 
u
p
-
t
o
-
d
a
t
e
,
 
e
x
t
e
n
d
e
d

a
n
d
 
r
e
o
r
g
a
n
i
z
e
d
 
t
o
 
r
e
f
l
e
c
t
 
n
e
e
d
s
 
o
f
 
h
a
n
d
i
c
a
p
p
e
d
,

d
i
s
a
d
v
a
n
t
a
g
e
d
 
y
o
u
t
h
 
a
n
d
 
a
u
l
t
s
.

L
o
c
a
l
i
t
y
 
o
f
 
j
o
b

o
p
p
o
r
t
u
n
i
t
i
e
s
 
a
n
d
 
m
o
b
i
l
i
t
y
 
o
f
 
p
o
p
u
l
a
t
i
o
n
 
w
i
l
l
 
b
e

c
o
n
s
i
d
e
r
e
d
.

F
i
l
e
s
 
w
i
l
l
 
b
e
 
m
a
i
n
t
a
i
n
e
d
 
o
n
 
a
 
c
o
n
-

t
i
n
u
i
n
g
 
b
a
s
i
s
 
a
n
d
 
w
i
l
l
 
b
e
 
a
v
a
i
l
a
b
l
e
 
t
o
 
a
l
l
 
w
h
o

p
a
r
t
i
c
i
p
a
t
e
 
i
n
 
v
o
c
a
t
i
o
n
a
l
 
p
r
o
g
r
a
m
 
p
l
a
n
n
i
n
g
.

A
n
 
a
n
a
l
y
s
i
s
 
o
f
 
J
o
b
 
P
e
r
f
o
r
m
a
n
c
e
 
r
e
q
u
i
r
e
m
e
n
t
s
 
w
i
l
l

b
e
 
o
n
 
f
i
l
e
 
f
o
r
 
e
a
c
h
 
v
o
c
a
t
i
o
n
a
l
 
c
o
u
r
s
e
 
t
a
u
g
h
t
.

T
h
e
s
e
 
w
i
l
l
 
b
e
 
r
e
v
i
e
w
e
d
 
a
n
n
u
a
l
l
y
 
a
n
d
 
w
i
l
l
 
b
e
 
r
e
-

v
i
s
e
d
 
a
s
 
n
e
c
e
s
s
a
r
y
.

A
n
 
a
n
a
l
y
s
i
s
 
o
f
 
J
o
b
 
P
e
r
f
o
r
m
a
n
c
e
 
r
e
q
u
i
r
e
m
e
n
t
s
 
w
i
l
l

b
e
 
m
a
d
e
 
b
e
f
o
r
e
 
s
t
a
r
t
i
n
g
 
e
a
c
h
 
n
e
w
 
c
o
u
r
s
e
 
a
n
d
 
w
i
l
l

b
e
 
r
e
v
i
s
e
d
 
a
s
 
a
b
o
v
e
.



3
9
.

L
O
N
G
 
R
A
N
G
E
 
P
L
A
N

F
U
N
C
T
I
O
N

F
u
n
c
t
i
o
n
 
4
.

C
u
r
r
i
c
u
l
u
m
 
R
e
-

s
o
u
r
c
e
s
 
a
n
d

A
n
c
i
l
l
a
r
y

S
e
r
v
i
c
e
s

G
O
A
L
S
)

S
t
r
o
n
g
,
 
d
y
n
a
m
i
c

p
r
o
g
r
a
m
 
o
f

v
o
c
a
t
i
o
n
a
l

e
d
u
c
a
t
i
o
n
.

1
°
7
1
 
-
 
1
9
7
5

F
u
n
c
t
i
o
n
 
5
.

P
r
o
g
r
a
m

P
l
a
n
n
i
n
g

T
o
 
i
n
t
e
g
r
a
t
e
 
i
n
-

f
o
r
m
a
t
i
o
n
 
o
n

p
o
p
u
l
a
t
i
o
n
 
n
e
e
d
s

A
n
d
 
j
o
b
 
o
p
p
o
r
-

t
u
n
i
t
:
;
_
e
s
 
i
n
 
l
i
g
h
t

o
f
 
a
r
e
a
 
m
a
n
p
o
w
e
r

p
l
a
n
n
i
n
g
,
 
b
u
d
g
e
t

c
o
n
s
t
r
A
i
n
t
s
 
a
n
d

s
t
a
i
.
.
,
 
t
o
 
d
e
v
e
l
o
p

n
e
w
 
a
n
d
 
i
m
p
r
o
v
e
d

c
u
r
r
i
c
u
l
a
 
s
o
 
t
h
a
t

a
 
p
r
o
p
e
r
 
a
s
s
o
r
t
m
e
n
t

o
f
 
p
r
o
g
r
a
m
s
 
i
s
 
o
f
f
e
r
-

e
d
.

O
B
J
E
C
T
I
V
E
S

T
o
 
p
r
o
v
i
d
e
 
a
d
e
q
u
a
t
e

1
.

F
i
n
a
n
c
i
a
l
 
s
u
p
p
o
r
t
 
a
n
d

a
n
c
i
l
l
a
r
y
 
s
e
r
v
i
c
e
s
 
f
o
r

m
a
i
n
t
a
i
n
i
n
g
 
a
n
d
 
m
a
k
i
n
g

2
.

a
p
p
r
o
p
r
i
a
t
e
 
m
o
d
i
f
i
c
a
t
i
o
n
s

i
n
 
e
x
i
s
t
i
n
g
 
p
r
o
g
r
a
m
s
 
a
n
d

3
.

f
o
r
 
s
t
a
r
t
i
n
g
 
n
e
w
 
p
r
o
g
r
a
m
s

a
s
 
n
e
e
d
e
d
.

1
.

T
o
 
s
t
a
r
t
 
n
e
w
 
p
r
o
g
r
a
m
s
 
1
.

w
h
i
c
h
 
a
r
e
 
i
d
e
n
t
i
f
i
e
d

2
.

a
s
 
a
p
p
r
o
p
r
i
a
t
e
.

3
.

2
.

T
o
 
m
o
d
i
f
y
 
o
r
 
d
e
l
e
t
e

4
.

p
r
o
g
r
a
m
s
 
w
h
i
c
h
 
a
r
e

n
o
 
l
o
n
g
e
r
 
n
e
e
d
e
d
.

5
.

6
.

7
.B
.

P
L
A
N
N
E
D
 
A
C
T
I
V
I
T
I
E
S

A
d
o
p
t
 
a
 
u
n
i
f
o
r
m
 
p
o
l
i
c
y
 
f
o
r
 
s
u
p
p
l
y
 
b
u
d
g
e
t
s
 
b
a
s
e
d

o
n
 
t
h
e
 
t
y
p
e
 
o
f
 
p
r
o
g
r
a
m
 
a
n
d
 
t
h
e
 
n
u
m
b
e
r
 
o
f
 
s
t
u
d
e
n
t
s

s
e
r
v
e
d
.

f
u
r
t
h
e
r
 
i
m
p
r
o
v
e
m
e
n
t
 
o
f
 
t
h
e
 
P
P
B
S
 
a
l
r
e
a
d
y
 
e
s
t
a
b
-

l
i
s
h
e
d

T
o
 
i
n
v
o
l
v
e
 
r
e
p
r
e
s
e
n
t
a
t
i
v
e
s
 
o
f
 
c
u
r
r
i
c
u
l
u
m
 
c
o
u
n
c
i
l
s

i
n
 
d
e
v
e
l
o
p
m
e
n
t
 
o
f
 
b
u
d
g
e
t
 
f
o
r
 
v
o
c
a
t
i
o
n
a
l
 
e
d
u
c
a
t
i
o
n
.

I
d
e
n
t
i
f
y
 
a
p
p
r
o
p
r
i
a
t
e
 
p
r
o
g
r
a
m
s
.

D
e
t
e
r
m
i
n
e
 
b
u
d
g
e
t
 
c
o
n
s
t
r
a
i
n
t
s
.

D
e
t
e
r
m
i
n
e
 
s
t
a
f
f
 
r
e
q
u
i
r
e
m
e
n
t
s
.

D
e
t
e
r
m
i
n
e
 
e
x
i
s
t
i
n
g
 
s
t
a
f
f
 
i
n
t
e
r
e
c
t
 
a
n
d
 
q
u
a
l
i
f
i
c
a
t
i
o
n
s
.

I
f
 
e
x
i
s
t
i
n
g
 
s
t
a
f
f
 
i
s
 
n
o
t
 
s
a
t
i
s
f
e
x
t
o
r
y
,
 
d
e
t
e
r
m
i
n
e

f
e
a
s
i
b
i
l
i
t
y
 
o
f
 
a
c
q
u
i
r
i
n
g
 
n
e
w
 
s
t
a
f
f
.

L
i
s
t
 
p
l
a
n
t
 
a
n
d
 
e
q
u
i
p
m
e
n
t
 
r
e
q
u
i
r
e
m
e
n
t
s
.

L
i
s
t
 
e
x
i
s
t
i
n
g
 
p
l
a
n
t
 
a
n
d
 
e
q
u
i
p
m
e
n
t
 
f
a
c
i
l
i
t
i
e
s
.

I
f

e
x
i
s
t
i
n
g
 
p
l
a
n
t
 
a
n
d
 
e
q
u
i
p
m
e
n
t
 
d
o
 
n
o
t
 
m
e
e
t
 
r
e
q
u
i
r
e
-

m
e
n
t
s
,
 
d
e
t
e
r
m
i
n
e
 
f
e
a
s
i
b
i
l
i
t
y
 
o
f
 
a
c
q
u
i
r
i
n
g
 
n
e
e
d
e
d

f
a
c
i
l
i
t
i
e
s
.

I
n
v
o
l
v
e
 
a
l
l
 
p
a
r
t
i
e
s
 
w
h
o
 
w
i
l
l
 
b
e
 
a
f
f
e
c
t
e
d
 
b
e
f
o
r
e

f
i
n
a
l
i
z
i
n
g
 
d
e
c
i
s
i
o
n
s
.

M
a
k
e
 
d
e
c
i
s
i
o
n
 
a
n
d
 
i
m
p
l
e
m
e
n
t
.

T
h
e
 
a
b
o
v
e
 
p
r
o
c
e
d
u
r
e
 
w
i
l
l
 
b
e
 
f
o
l
l
o
w
e
d
 
i
n
 
s
t
a
r
t
i
n
g
 
n
e
w

p
r
o
g
r
a
g
o
 
o
r
 
m
o
d
i
f
y
i
n
g
 
e
x
i
s
t
i
n
g
 
p
r
o
g
r
a
m
s
 
e
a
c
h
 
y
e
a
r
.

P
r
o
g
r
a
m
s
 
w
i
l
l
 
b
e
 
d
e
l
e
t
e
d
 
i
f
 
i
t
 
i
s
 
d
e
t
o
r
m
i
n
'
d
 
t
h
a
t

t
h
e
y
 
a
r
e
 
n
o
 
l
o
n
g
e
r
 
a
p
p
r
o
p
r
i
a
t
e
.

A
l
l
 
p
e
r
s
o
:

a
f
f
e
c
t
e
d

w
i
l
l
 
h
a
v
e
 
a
n
 
o
p
p
o
r
t
u
n
i
t
y
 
t
o
 
p
a
r
t
i
c
i
p
a
t
e
 
i
n
 
p
l
a
n
n
i
n
g

b
e
f
o
r
e
_
p
r
o
2
r
a
m
s
 
a
r
e
 
d
e
l
e
t
e
d
.



L
O
N
G
 
R
A
N
G
E
 
P
L
A
N

F
U
N
C
T
I
O
N

G
O
A
L
(
S
)

F
u
n
c
t
i
o
n
 
6
.

T
o
 
d
e
v
e
l
o
p
 
a

P
r
o
g
r
a
m
 
R
e
v
i
e
w

:
D
i
s
t
r
i
c
t
 
p
l
a
n

.
w
h
i
c
h
 
s
e
r
v
e
s
 
t
h
e

n
e
e
d
s
 
o
f
 
a
l
l
 
t
h
e

.
-
p
e
O
p
l
e
 
i
n
 
t
h
e

c
o
m
m
u
n
i
t
y
 
a
n
d

r
e
f
l
e
c
t
s
 
t
h
e

t
h
i
n
k
i
n
g
 
o
f
 
a
l
l

p
a
r
t
i
e
s
 
w
h
o
 
w
i
l
l

b
e
 
a
f
f
e
c
t
e
d
 
b
y

i
t
.

1
9
7
1
-
1
9
7
5

O
B
J
E
C
T
I
V
E
S

P
L
A
N
N
E
D
 
A
C
T
I
V
I
T
I
E
S

P
r
o
v
i
d
e
 
A
d
m
i
n
i
s
t
r
a
t
o
r
s

R
e
o
r
g
a
n
i
z
e
 
t
h
e
 
e
x
i
s
t
i
n
g
 
s
y
s
t
e
m
 
o
f
 
p
r
o
g
r
a
m
 
r
e
v
i
e
w
.

t
e
a
c
h
e
r
s
 
a
n
d
 
s
t
u
d
e
n
t
s
 
a
n

o
p
p
o
r
t
u
n
i
t
y
 
t
o
 
p
a
r
t
i
c
i
p
a
t
e

i
n
 
t
h
e
 
r
e
v
i
e
w
 
o
f
 
t
h
e

d
i
s
t
r
i
c
t
 
p
l
a
n
 
b
e
f
o
r
e
 
i
t

i
s
 
f
i
n
a
l
i
z
e
d
 
e
a
c
h
 
y
e
a
r
.

F
u
n
c
t
i
o
n
 
7
.

V
o
c
a
t
i
o
n
a
l

E
d
u
c
a
t
i
o
n

P
r
o
m
o
t
i
o
n

T
o
 
i
m
p
r
o
v
e
 
t
h
e

t
o
t
a
l
 
c
o
m
m
u
n
i
t
y

i
m
a
g
e
 
o
f
 
v
o
c
a
t
i
o
n
-

a
l
 
e
d
u
c
a
t
i
o
n
.

1
.

T
o
 
d
e
v
e
l
o
p
 
s
t
u
d
e
n
t

1
.

a
c
c
e
p
t
a
n
c
e
 
o
f
 
v
o
c
a
-

t
i
o
n
a
l
 
t
r
a
i
n
i
n
g
 
f
o
r

2
.

t
h
e
m
s
e
l
v
e
s
 
a
n
d
 
f
o
r

o
t
h
e
r
 
m
e
m
b
e
r
s
 
o
f

3
.

t
h
e
i
r
 
p
e
e
r
 
g
r
o
u
p
.

2
.

T
o
 
d
e
v
e
l
o
p
 
p
a
r
e
n
t
a
l

a
c
c
e
p
t
a
n
c
e
 
o
f
 
v
o
-

c
a
t
i
o
n
a
l
 
t
r
a
i
n
i
n
g

f
o
r
 
t
h
e
i
r
 
c
h
i
l
d
r
e
n
.

4
.

3
.

T
o
 
d
e
v
e
l
o
p
 
a
p
p
r
o
v
a
l

o
f
 
v
o
c
a
t
i
o
n
a
l
 
t
r
a
i
n
-

i
n
g
 
f
o
r
 
a
l
l
 
s
t
u
d
e
n
t
s

b
y
 
a
d
m
i
n
i
s
t
r
a
t
o
r
s
,

5
.

c
o
u
a
s
e
l
c
r
s
 
a
n
d
 
a
l
l

t
e
a
c
h
e
r
s
.

6
.

P
r
o
v
i
d
e
 
c
o
u
r
s
e
s
 
i
n
 
c
a
r
e
e
.
.
 
p
l
a
n
n
i
n
g
 
(
s
e
e
 
L
o
n
g
 
R
a
n
g
e

P
l
a
n
,
 
f
u
n
c
t
i
o
n
 
5
)

P
r
o
v
i
d
e
 
a
d
d
i
t
i
o
n
a
l
 
o
p
p
o
r
t
u
n
i
t
i
e
s
 
f
o
r
 
c
o
o
p
e
r
a
t
i
v
e

e
d
u
c
a
t
i
o
n
 
e
a
c
h
 
y
e
a
r
.

P
r
o
v
i
d
e
 
o
p
p
o
r
t
u
n
i
t
i
e
s
 
f
o
r
 
m
a
n
y
 
c
o
m
m
u
n
i
t
y
 
r
e
p
r
e
-

s
e
n
t
a
t
i
v
e
s
 
o
f
 
b
u
s
i
n
e
s
s
 
a
n
d
 
i
n
d
u
s
t
r
y
 
t
o
 
p
a
r
t
i
c
i
p
a
t
e

i
n
 
c
o
u
n
s
e
l
i
n
g
 
h
i
g
h
 
s
c
h
o
o
l
 
s
t
u
d
e
n
t
s
 
o
n
 
i
n
d
i
v
i
d
u
a
l

a
n
d
 
g
r
o
u
p
 
b
a
s
i
s
.

T
h
i
s
 
p
r
o
g
r
a
m
 
w
i
l
l
 
b
e
 
e
x
t
e
n
d
e
d

e
a
c
h
 
y
e
a
r
.

A
t
t
e
m
p
t
 
t
o
 
i
n
v
o
l
v
e
 
a
l
l
 
t
e
a
c
h
e
r
s
 
i
n
 
i
d
e
n
t
i
f
y
i
'
.
g

i
n
t
e
r
m
e
d
i
a
t
e
 
c
a
r
e
e
r
 
g
o
a
l
s
,
 
i
n
 
t
h
e
i
r
 
a
r
e
a
 
o
f

i
n
s
t
r
u
c
t
i
o
n
,
 
f
o
r
 
u
s
e
 
i
n
 
"
C
a
r
e
e
r
-
l
a
d
d
e
r
"
 
C
o
u
n
s
e
l
i
n
g
.

T
h
i
s
 
w
i
l
l
 
b
e
 
d
o
n
e
 
o
n
 
a
 
c
o
n
t
i
n
u
i
n
g
 
b
a
s
i
s
.

U
s
e
 
s
c
h
o
o
l
 
a
n
d
 
c
o
m
m
u
n
i
t
y
 
n
e
w
s
 
m
e
d
i
a
 
t
o
 
p
u
b
l
i
c
i
z
e

e
m
p
l
o
y
m
e
n
t
 
s
u
c
c
e
s
s
e
s
 
o
f
 
v
o
c
a
t
i
o
n
a
l
 
s
t
u
d
e
n
t
s
 
a
n
d

a
d
v
a
n
c
e
d
 
p
l
a
c
e
m
e
n
t
 
i
n
 
c
o
l
l
e
g
e
 
p
r
o
g
r
a
m
s
.

D
e
v
e
l
o
p
 
a
d
v
a
n
c
e
d
 
p
l
a
c
e
m
e
n
t
 
i
n
 
a
l
l
 
c
o
l
l
e
g
e
 
v
o
-

c
a
t
i
o
n
a
l
 
p
r
o
g
r
a
m
s
 
f
o
r
 
v
o
c
a
t
i
o
n
a
l
 
s
t
u
d
e
n
t
s
 
w
h
i
l
e

a
t
t
e
n
d
i
n
g
 
h
i
g
h
 
s
c
h
o
o
l
.



4
1
.

L
O
N
G
 
R
A
N
G
E
 
P
L
A
N

F
U
N
C
T
I
O
N

F
u
n
c
t
i
o
n
 
8
.

S
t
u
d
e
n
t

R
e
c
r
u
i
t
m
e
n
t

G
O
A
L
(
S
)

1
.

T
o
 
a
c
q
u
a
i
n
t
 
a
l
l

I
.

s
t
u
d
e
n
t
s
 
w
i
t
h

a
d
v
a
n
t
a
g
e
s
 
a
f
f
o
r
d
-

e
d
 
b
y
 
v
o
c
a
t
i
o
n
a
l

t
r
a
i
n
i
n
g
.

2
.

T
o
 
e
n
r
o
l
l
 
a
l
l

s
t
u
d
e
n
t
s
 
a
n
d
 
a
d
u
l
t
s

w
h
o
 
c
a
n
 
p
r
o
f
i
t

f
r
o
m
 
v
o
c
a
t
i
o
n
a
l

t
r
a
i
n
i
n
g
 
i
n
 
p
r
o
-

g
r
a
m
s
 
a
p
p
r
o
-

p
r
i
a
t
e
 
f
o
r
 
t
h
e
i
r

n
e
e
d
s
.

O
B
J
E
C
T
I
V
E
S

A
t
 
l
e
a
s
t
 
8
0
%
 
o
f
 
t
h
e
 
1
.

n
o
n
-
g
r
a
d
u
a
t
i
n
g
 
v
o
-

c
a
t
i
o
n
a
l
 
s
t
u
d
e
n
t
s

2
.

c
u
r
r
e
n
t
l
y
 
e
n
r
o
l
l
e
d

w
i
l
l
 
c
o
n
t
i
n
u
e
 
i
n

t
h
e
 
p
r
o
g
r
a
m
 
t
i
l
l

c
o
m
p
l
e
t
i
o
n
.

3
.

E
n
r
o
l
l
m
e
n
t
 
o
f
 
v
o
-

c
a
t
i
o
n
a
l
 
e
d
u
c
a
t
i
o
n

4
.

s
t
u
d
e
n
t
s
 
w
i
l
l
 
i
n
-

c
r
e
a
s
e
 
a
t
 
l
e
a
s
t

5
.

5
%
 
p
e
r
 
y
e
a
r
.

T
h
e
 
e
n
r
o
l
l
m
e
n
t
 
o
f

i
d
e
n
t
i
f
i
e
d
 
h
a
n
d
i
-

c
a
p
p
e
d
 
s
t
u
d
e
n
t
s

6
.

w
i
l
l
 
i
n
c
r
e
a
s
e
 
2
5
%
.

T
h
e
 
e
n
r
o
l
l
m
e
n
t
 
o
f

i
d
e
n
t
i
f
i
e
d
 
d
i
s
-

a
d
v
a
n
t
a
g
e
d
 
s
t
u
d
e
n
t
s

w
i
l
l
 
i
n
c
r
e
a
s
e
 
a
t

l
e
a
s
t
 
1
0
%
.

T
h
e
 
n
u
m
b
e
r
 
o
f

p
r
i
v
a
t
e
 
s
c
h
o
o
l

s
t
u
d
e
n
t
s
 
e
n
r
o
l
l
e
d

i
n
 
v
o
c
a
t
i
o
n
a
l

p
r
o
g
r
a
m
s
 
w
i
l
l
 
i
n
-

c
r
e
a
s
e
 
a
t
 
l
e
a
s
t

2
5
%
.

1
9
7
1
 
-
 
1
9
7
5
P
L
A
N
N
E
D
 
A
C
T
I
V
I
T
I
E
S

A
l
l
 
p
l
a
n
n
e
d
 
a
c
t
i
v
i
t
i
e
s
 
u
n
d
e
r
 
f
u
n
c
t
i
o
n
 
7
 
w
i
l
l
 
b
e

i
m
p
o
r
t
a
n
t
 
t
o
 
e
f
f
e
c
t
i
v
e
 
s
t
u
d
e
n
t
 
r
e
c
r
u
i
t
m
e
n
t
.

I
n
c
r
e
a
s
e
 
t
h
e
 
v
a
r
i
e
t
y
 
a
n
d
 
q
u
a
l
i
t
y
 
o
f
 
v
o
c
a
t
i
o
n
a
l

c
o
u
r
s
e
s
 
t
o
 
s
e
r
v
e
 
t
h
e
 
n
e
e
d
s
 
o
f
 
m
o
r
e
 
h
i
g
h
 
s
c
h
o
o
l

s
t
u
d
e
n
t
s
 
a
n
d
 
a
d
u
l
t
s
.

T
h
i
s
 
w
i
l
l
 
b
e
 
a
 
c
o
n
t
i
n
u
i
n
g

a
c
t
i
v
i
t
y
.

I
n
c
r
e
a
s
e
 
t
h
e
 
n
u
m
b
e
r
 
o
f
 
o
p
p
o
r
t
u
n
i
t
i
e
s
 
f
o
r
 
p
a
r
e
n
t
s

t
o
 
m
e
e
t
 
w
i
t
h
 
t
e
a
c
h
e
r
s
 
o
u
t
s
i
d
e
 
o
f
 
s
c
h
o
o
l
 
h
o
u
r
s
.

E
n
l
i
s
t
 
t
h
e
 
h
e
l
p
 
o
f
 
v
o
c
a
t
i
o
n
a
l
 
e
d
u
c
a
t
i
o
n
 
s
t
u
d
e
n
t
s

i
n
 
r
e
c
r
u
i
t
m
e
n
t
.

I
d
e
n
t
i
f
y
 
a
b
i
l
i
t
i
e
s
,
 
l
i
m
i
t
a
t
i
o
n
s
 
a
n
d
 
i
n
t
e
r
e
s
t
s
 
o
f

s
t
u
d
e
n
t
s
,
 
p
a
r
t
i
c
u
l
a
r
l
y
 
t
h
o
s
e
 
w
h
o
 
a
r
e
 
h
a
n
d
i
c
a
p
p
e
d

o
r
 
d
i
s
a
d
v
a
n
t
a
g
e
d
,
 
a
n
d
 
i
n
d
i
v
i
d
u
a
l
i
z
e
 
p
r
o
g
r
a
m
 
t
o

f
i
t
 
t
h
e
i
r
 
n
e
e
d
s
.

C
o
n
t
i
n
u
e
 
t
o
 
d
e
v
e
l
o
p
 
a
d
u
l
t
 
p
r
o
g
r
a
m
s
 
w
h
e
r
e
 
n
e
e
d

i
s
 
i
n
d
i
c
a
t
e
d
.



4
2
.

L
O
N
G
 
R
A
N
G
E
 
P
L
A
N

F
U
N
C
T
I
O
N

G
O
A
L
 
(
S
)

F
u
n
c
t
i
o
n
 
9
.

T
o
 
p
r
o
v
i
d
e
 
e
v
e
r
y

G
u
i
d
a
n
c
e
 
a
n
d

s
t
u
d
e
n
t
 
w
i
t
h

C
o
u
n
s
e
l
i
n
g

i
n
f
o
r
m
a
t
i
o
n
,
 
s
k
i
l
l
s

a
n
d
 
a
s
s
i
s
t
a
n
c
e

n
e
c
e
s
s
a
r
y
 
t
o
 
d
o
 
a
n

e
f
f
e
c
t
i
v
e
 
j
o
b
 
o
f

c
a
r
e
e
r
 
p
l
a
n
n
i
n
g
.

C
D

O
B
J
E
C
T
I
V
E
S

1
.

P
r
o
v
i
d
e
 
c
u
r
r
e
n
t
,

1
.

l
o
c
a
l
l
y
 
a
c
c
u
r
a
t
e

j
o
b
 
m
a
r
k
e
t
 
a
n
d
 
j
o
b

p
e
r
f
o
r
m
a
n
c
e
 
i
n
f
o
r
-

2
.

n
a
t
i
o
n
 
t
o
 
a
l
l

3
.

s
t
u
d
e
n
t
s
.

O
r
i
e
n
t
 
c
o
u
n
s
e
l
o
r
s
,

4
.

a
d
m
i
n
i
s
t
r
a
t
o
r
s
 
a
n
d

a
l
l
 
t
e
a
c
h
e
r
s
 
t
o

o
p
r
n
r
t
u
n
i
t
i
e
s

a
v
a
i
l
a
b
l
e
 
t
h
r
o
u
g
h

v
o
c
a
t
i
o
n
a
l
 
t
r
a
i
n
-

i
n
g
.

3
.

P
u
b
l
i
c
i
z
e
 
o
p
p
o
r
-

t
u
n
i
t
i
e
s
 
f
o
r
 
h
i
g
h

s
c
h
o
o
l
 
s
t
u
d
e
n
t
s
 
t
o

e
n
r
o
l
l
 
i
n
 
a
d
v
a
n
c
e
d

c
o
l
l
e
g
e
 
v
o
c
a
t
i
o
n
a
l

c
o
u
r
s
e
s
 
w
h
i
l
e
 
s
t
i
l
l

i
n
 
h
i
g
h
 
s
c
h
o
o
'
.
.

1
9
7
1
 
-
 
1
9
7
5

P
L
A
N
N
E
D
 
A
C
T
I
V
I
T
I
E
S

M
a
n
y
 
s
t
u
d
e
n
t
s
 
w
i
l
l
 
b
e
 
r
e
a
c
h
e
d
 
t
h
r
o
u
g
h
 
c
a
r
e
e
r

p
l
a
n
n
i
n
g
 
.
.
.
.
c
o
g
n
m
s
 
a
n
d
 
e
x
p
l
o
r
a
t
o
r
y
 
c
o
u
r
s
e
s
 
i
n

B
u
s
i
n
e
s
s
,
 
I
n
d
u
s
t
r
i
a
l
 
A
r
t
s
 
a
n
d
 
H
o
m
e
m
a
k
i
n
g
.

S
e
e
 
p
l
a
n
n
e
d
 
a
c
t
i
v
i
t
y
,
 
f
u
n
c
t
i
o
n
 
7
,
 
n
u
m
b
e
r
 
4
.

O
r
i
e
n
t
 
a
l
l
 
t
e
a
c
h
e
r
s
 
r
e
g
a
r
d
i
n
g
 
o
p
p
o
r
t
u
n
i
t
i
e
s
 
f
o
r

e
n
r
o
l
l
m
e
n
t
 
i
n
 
a
d
v
a
n
c
e
d
 
c
o
u
r
s
e
s
.

O
r
i
e
n
t
 
a
l
l
 
v
o
c
a
t
i
o
n
a
l
 
s
t
u
d
e
n
t
s
 
r
e
g
a
r
d
i
n
g
 
e
n
r
o
l
l
-

m
e
n
t
 
i
n
 
a
d
v
a
n
c
e
d
 
c
o
u
r
s
e
s
.



F
U
N
C
T
I
O
N

F
u
n
c
t
i
o
n
 
1
0
.

V
o
c
a
t
i
o
n
a
l

I
n
s
t
r
u
c
t
i
o
n

4
3
.

L
O
N
G
 
R
A
N
G
E
 
P
L
A
N

G
O
A
L
(
5
)

S
t
r
o
n
g
,
 
d
y
n
a
m
i
c
 
p
r
o
g
r
a
m

w
h
i
c
h
 
s
e
r
v
e
s
 
t
h
e
 
v
o
-

c
a
t
i
o
n
a
l
 
t
r
a
i
n
i
n
g
 
n
e
e
d
s

o
f
 
a
l
l
 
p
e
r
s
o
n
s
 
i
n
 
t
h
e

s
c
h
o
o
l
 
d
i
s
t
r
i
c
t
.

1
9
7
1
 
-
 
1
9
7
5

O
B
J
E
C
T
I
V
E
S

P
L
A
N
N
E
D
 
A
C
T
I
V
I
T
I
E
S

1
.

T
o
 
d
e
v
e
l
o
p
 
a
 
p
r
o
g
r
a
m
 
w
h
i
c
h
 
w
i
l
l
 
p
r
o
v
i
d
e
 
t
h
e

f
o
l
l
o
w
i
n
g
 
s
e
r
v
i
c
e
s
 
f
o
r
 
e
v
e
r
y
 
s
t
u
d
e
n
t
 
e
n
r
o
l
l
e
d

i
n
 
t
h
e
 
s
c
h
o
o
l
s
 
o
f
 
t
h
e
 
d
i
s
t
r
i
c
t
,
 
f
o
r
 
s
t
u
d
e
n
t
s

a
t
t
e
n
d
i
n
g
 
p
r
i
v
a
t
e
 
s
 
"
h
o
o
l
s
 
a
n
d
 
f
o
r
 
e
v
e
r
y
 
a
d
u
l
t

w
h
o
 
w
i
s
h
e
s
 
t
o
 
e
n
r
o
l
l
:

(
a
)

C
a
r
e
e
r
 
i
n
f
o
r
m
a
t
i
o
n
 
a
n
d
 
o
r
i
e
n
t
a
t
i
o
n

(
b
)

I
n
f
o
r
m
a
t
i
o
n
 
r
e
g
a
r
d
i
n
g
 
a
d
v
a
n
c
e
d
 
v
o
c
a
t
i
o
n
a
l
 
t
r
a
i
n
i
n
g

(
c
)

A
s
s
i
s
t
a
n
c
e
 
i
n
 
m
a
k
i
n
g
 
t
e
n
t
a
t
i
v
e
 
c
a
r
e
e
r
 
d
e
c
i
s
i
o
n
s

(
d
)

A
p
p
r
o
p
r
i
a
t
e
 
i
n
s
t
r
u
c
t
i
o
n
 
a
n
d
 
d
e
v
e
l
o
p
m
e
n
t
 
o
f
 
k
n
o
w
l
e
d
g
e
,

s
k
i
l
l
s
,
 
h
a
b
i
t
s
 
a
n
d
 
a
t
t
i
t
u
d
e
s
 
t
o
 
p
r
e
p
a
r
e
 
f
o
r
 
a
d
v
a
n
c
e
d

t
r
a
i
n
i
n
g
 
a
n
d
 
f
o
r
 
e
n
t
r
y
 
l
e
v
e
l
 
j
o
b
s
 
i
n
 
t
h
e
 
o
c
c
u
p
a
t
i
o
n

o
f
 
h
i
s
 
c
h
o
i
c
e

(
e
)

O
p
p
o
r
t
u
n
i
t
y
 
t
o
 
e
n
r
o
l
l
 
i
n
 
a
d
v
a
n
c
e
d
 
c
o
l
l
e
g
e
 
v
o
c
a
t
i
o
n
a
l

t
r
a
i
n
i
n
g
 
w
h
i
l
e
 
s
t
i
l
l
 
a
t
t
e
n
d
i
n
g
 
h
i
g
h
 
s
c
h
o
o
l

(
f
)

O
p
p
o
r
t
u
n
i
t
y
 
f
o
r
 
c
o
o
p
e
r
a
t
i
v
e
 
w
o
r
k
 
e
x
p
e
r
i
e
n
c
e

(
g
)

P
l
a
c
e
m
e
n
t
 
s
e
r
v
i
c
e

2
.

T
o
 
d
e
v
e
l
o
p
 
a
d
d
i
t
i
o
n
a
l
 
s
p
e
c
i
a
l
 
p
r
o
g
r
a
m
s
 
a
n
d
 
t
o
 
m
o
d
i
f
y

e
x
i
s
t
i
n
g
 
p
r
o
g
r
a
m
s
 
t
o
 
a
c
c
o
m
m
o
d
a
t
e
 
s
t
u
d
e
n
t
s
 
w
i
t
h
 
h
a
n
d
i
-

c
a
p
s
 
a
n
d
 
o
t
h
e
r
 
s
p
e
c
i
a
l
 
n
e
e
d
s
.

3
.

T
o
 
i
m
p
r
o
v
e
 
t
h
e
 
i
m
a
g
e
 
o
f
 
v
o
c
a
t
i
o
n
a
l
 
e
d
u
c
a
t
i
o
n
.

4
.

T
o
 
i
n
c
r
e
a
s
e
 
r
e
c
r
u
i
t
m
e
n
t
 
o
f
 
v
o
c
a
t
i
o
n
a
l
 
s
t
u
d
e
n
t
s
.

P
L
E
A
S
E
 
S
E
E
 
P
A
G
E
 
4
4
 
F
O
R

T
H
E
S
E
 
P
L
A
N
N
E
D
 
A
C
T
I
V
I
T
I
E
S



Function 10.
Vocational Instruction

I
Type of Program:
(A) Adult

(H) Handicapped
(0) Disaivantaged
.S.) Secondary

PLANNED ACTIVITIES

Number of Schools Offerinr! Each Vocational ProgramOffice Occupations 1970-71 1971-72 1972-73 1973-74 1974-75Clerk-Typist
General Office Clerk
Stenography_

Business Management
Data Processing.
Career Planning

7(S),2(A)
7(S-D),1(A)

1_7(S),1(A)
-0-
-0-
2(S)

7(S),2(A)
7(S-D),1(A)

7(S),2(A)
3(S)

l(S)

4(S)

7(S):3(A)
7(S-D)2(A)

7(S),3(A)

6(S),1(A)
2(S),1(A)
7(S)

-,

7(S),3(A)
7(S-D),2(A)

7(S),3(A)
7(S),2(A)
4(S),1(A)
7(S)

7(S),3(A)

7(S-D),2(A
7(S),3(A)
7(S),3(A)

4(S),2(A)
7(S)

Distributive
Sales & Marketing l(S) 2(S),1(A) 3(S),1(A) 3(S),1(A) 3(S),2(A)
Consumer-Homemaking
Useful Part F PL90-576 7(S),3(A) 7(S),3(A) _,7(S),4(A) 7(S),4(A) 7(S),4(A)Gainful
Food Services l(S) l(S) l(S) 2(S) 2(S)Child Care Aid -0- l(S) l(S) l(S) 2(S)
Trade & Industry
Aerospace Technology 2(S) 2(S) 2(S) 2(S) 2(S)

(non-voc.) 1(non-voc.)
Auto Services/ 1(S -D) 1(S -D) 1(S -D) 1(S -D) 1(S-0)Auto Mechanic

1__. 1(S),1(A) 2(S),1(A) 3(S),1(A) 4(5),2(A)Auto Mechanic Apprentice 1(A) 1(A) 1(A) 1(A) 1(A)Auto Body Apprentice t-1(A) 1(A) 1(A) 1(A) 1(A)
Electronics Technology 2(S) 2(S) 2(S),1(A) 2(S),1(A) 2(S),1(A)Machine Shop -0- l(S) 2(S)_ 2(S),1(A) 2(S),1(A)Plastics TeChnology. -0- -0- US) 2(S),1(A) 2(S),1(A)Business Machine Repair -0- -0- 1(S) MS) 1(S),1(A)Custodial Services l(S-H) l(S-H) 2(C-H) 2(S-H),1(A) 2(S-H),1(A:Grounds-Gardener 1(S -h) 1(S -H) 2(S-H)

-,
2(S-H)

-1

2(S-H)Materials Handling -0- -0- -0- -0- 1(S)
Electra-Mechanical Tech. -0-

....
-0- l(S) l(S)Recreational Tech. -0- -0- -0- l(S) l(S)

Health Occupations 1(S) 2(S) 3(S) 4(S)
Exploratory Work Experience 7(S) 7(S) 7(S) 7(S) 7(S)General Work Experience 7(S) 7(S) 7(S) 7(S) 7(S)Cooperative Work Experience 7(S) 7(S) 7(S) 7(S) 7(S)
Community Counselors

from Industry. 1(s) 2(S) 3(S) 4(S)Job Placement Service
1....1(S) 2(S) 4(S)

.._,
7(S)

---%

7(S)Work-Study 7(S) 7(S) 7(S) 7(S) 7(S)

II

II

9 3
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L
O
N
G
 
R
A
N
G
E
 
P
L
A
N

4
5
.

F
U
N
C
T
I
O
N

F
u
n
c
t
i
o
n
 
1
1
.

P
l
a
c
e
m
e
n
t

G
O
A
L
(
S
)

T
o
 
p
r
o
v
i
d
e
 
i
n
d
i
v
i
d
u
a
l
s

n
e
a
r
i
n
g
 
c
o
m
p
l
e
t
i
o
n
 
o
f

t
h
e
i
r
 
p
r
o
g
r
a
m
s
 
w
i
t
h

s
u
f
f
i
c
i
e
n
t
 
i
n
f
o
r
m
a
t
i
o
n

t
o
 
m
a
k
e
 
m
e
a
n
i
n
g
f
u
l
 
a
n
d

i
n
f
o
r
m
e
d
 
o
c
c
u
p
a
t
i
o
n
a
l

c
h
o
i
c
e
s
 
o
r
 
f
o
r
 
e
n
t
e
r
-

i
n
g
 
a
d
v
a
n
c
e
d
 
o
c
c
u
-

p
a
t
i
o
n
a
l
 
t
r
a
i
n
i
n
g
.

F
u
n
c
t
i
o
n
 
1
2
.

E
v
a
l
u
a
t
i
o
n

E
f
f
e
c
t
i
v
e
 
d
i
r
e
c
t
i
o
n

o
f
 
t
h
e
 
d
i
s
t
r
i
c
t

v
o
c
a
t
i
o
n
a
l
 
e
d
u
c
a
t
i
o
n

p
r
o
g
r
a
m
.

1
9
7
1
 
-
 
1
9
7
5

1
.

2
.

O
B
J
E
C
T
I
V
E
S

T
o
 
i
r
o
v
i
d
e
 
S
e
n
i
o
r

s
t
u
d
e
n
t
s
 
w
i
t
h
 
t
h
e

b
e
s
t
 
j
o
b
 
m
a
r
k
e
t

i
n
f
o
r
m
a
t
i
o
n
 
a
v
a
i
l
-

a
b
l
e
.

T
o
 
p
r
o
v
i
d
e
 
S
e
n
i
o
r

s
t
u
d
e
n
t
s
 
w
i
t
h
 
t
h
e

b
e
s
t
 
i
n
f
o
r
m
a
t
i
o
n

a
v
a
i
l
a
b
l
e
 
r
e
g
a
r
d
-

i
n
g
 
a
d
v
a
n
c
e
d

t
r
a
i
n
i
n
g
.

1
.

2
.

3
.

4
.

5
.

6
.

P
L
A
N
N
E
D
 
A
C
T
I
V
I
T
I
E
S

T
e
a
c
h
e
r
s
 
o
f
 
a
l
l
 
v
o
c
a
t
:
 
n
a
l
 
c
l
a
s
s
e
s
 
w
i
l
l
 
d
i
s
c
u
s
s

j
o
b
 
a
n
d
 
t
r
a
i
n
i
n
g
 
O
p
p
o
r
t
u
n
i
t
i
e
s
.

W
o
r
k
 
e
x
p
e
r
i
e
n
c
e
 
c
o
o
r
d
i
n
a
t
o
r
s
 
w
i
l
l
 
i
n
f
o
r
m
 
s
t
u
d
e
n
t
s

r
e
g
a
r
d
i
n
g
 
j
o
b
 
a
n
d
 
t
r
a
i
n
i
n
g
 
o
p
p
o
r
t
u
n
i
t
i
e
s
 
a
n
d

w
i
l
l
 
e
n
c
o
u
r
a
g
e
 
s
t
u
d
e
n
t
s
 
t
o
 
d
i
s
c
u
s
s
 
t
h
e
s
e
 
q
u
e
s
t
i
o
n
s

w
i
t
h
 
e
m
p
l
o
y
e
e
s
.

F
i
e
l
d
 
t
r
i
p
s
 
t
o
 
m
a
j
o
r
 
e
m
p
l
o
y
e
r
s
.

G
u
e
s
t
 
s
p
e
a
k
e
r
s
 
r
e
p
r
e
s
e
n
t
i
n
g
 
b
u
s
i
n
e
s
s
 
a
n
d
 
i
n
d
u
s
t
r
y

w
i
l
l
 
b
e
 
i
n
v
i
t
e
d
 
t
o
 
c
o
u
n
s
e
l
 
s
t
u
d
e
n
t
s
 
i
n
 
l
a
r
g
e
 
a
n
d

s
m
a
l
l
 
g
r
o
u
p
s
.

A
t
t
e
n
d
a
n
c
e
 
a
r
e
a
 
r
e
s
o
u
r
c
e
 
p
e
o
p
l
e
 
f
r
o
m
 
b
u
s
i
n
e
s
s
 
a
n
d

i
n
d
u
s
t
r
y
 
w
i
l
l
 
b
e
 
u
s
e
d
 
t
o
 
c
o
u
n
s
e
l
 
s
t
u
d
e
n
t
s
 
i
n
d
i
-

v
i
d
u
a
l
l
y
 
o
r
 
i
n
 
s
m
a
l
l
 
g
r
o
u
p
s
.

J
o
b
 
p
l
a
c
e
m
e
n
t
 
s
e
r
v
i
c
e
s
 
w
i
l
l
 
b
e
 
p
r
o
v
i
d
e
d
 
a
t
 
a
l
l

s
c
h
o
o
l
s
 
b
y
 
1
9
7
4
.

(
S
e
e
 
L
o
n
g
 
R
a
n
c
T
e
 
p
l
a
n
 
f
u
n
c
t
i
o
n
 
1
0

c
h
a
r
t
 
f
o
r
 
s
c
h
e
d
u
l
e
)
.

T
o
 
i
n
c
r
e
a
s
e
 
t
h
e

e
f
f
e
c
t
i
v
e
n
e
s
s
 
o
f
 
t
h
e

1
2
 
f
u
n
c
t
i
o
n
s
 
i
n

a
c
h
i
e
v
i
n
g
 
t
h
e
i
r

s
t
a
t
e
d
 
"
e
x
p
e
c
t
e
d

o
u
t
c
o
m
e
s
 
"
.

A
s
s
i
s
t
a
n
c
e
 
o
f
 
a
d
m
i
n
i
s
t
r
a
t
o
r
s
 
a
n
d
 
r
e
p
r
e
s
e
n
t
a
t
i
v
e
s
 
o
f

c
u
r
r
i
c
u
l
u
m
 
c
o
u
n
c
i
l
s
 
w
i
l
l
 
b
e
 
e
n
l
i
s
t
e
d
 
e
a
c
h
 
y
e
a
r
 
t
o

d
r
a
f
t
 
n
e
w
 
q
u
e
s
t
i
o
n
s
 
f
o
r
 
t
h
e
 
e
v
a
l
u
a
t
i
o
n
 
o
f
 
t
h
e

1
2
 
f
u
n
c
t
i
o
n
s
.

Pe



A
P
P
E
N
D
I
X
 
-
 
C
O
M
P
O
S
I
T
I
O
N
 
O
F
 
A
D
V
I
S
O
R
Y
 
C
O
M
M
I
T
T
E
E
S
 
S
E
E
 
F
U
N
C
T
I
O
N
 
1
0

A
u
t
o
m
o
t
i
v
e
 
S
e
r
v
i
c
e
s

E
d
u
c
a
t
i
o
n
a
l
 
A
d
v
i
s
o
r
y
 
C
o
m
m
i
t
t
e
e

M
r
.
 
R
i
C
h
a
r
d
 
B
o
n
a
m
a
r
t
e

B
u
s
i
n
e
s
s
 
M
a
n
a
g
e
r
,
 
I
.
A
.
 
o
f
 
M
.
&
A
.
W
.

P
e
n
i
n
s
u
l
a
 
A
u
t
o
 
M
e
c
h
a
n
i
c
s
 
L
o
d
g
e
 
1
4
1
4

M
r
.
 
J
a
c
k
 
G
a
l
a
t
o
l
o

D
e
a
l
e
r
,
 
J
 
&
 
M
 
S
h
e
l
l
 
S
e
r
v
i
c
e

M
r
.
 
B
a
r
r
y
 
H
u
r
l
e
y

F
e
d
e
r
a
l
 
A
u
t
o
 
P
a
r
t
s
,
 
I
n
c
.

M
r
.
 
J
a
c
k
 
L
y
t
l
e

M
a
n
a
g
e
r
,
 
G
r
a
n
d
 
A
u
t
o
 
S
t
o
r
e
a
.

M
r
.
 
R
u
s
s
e
l
l
 
R
a
h
e

R
e
c
r
u
i
t
m
e
n
t
 
S
p
e
c
i
a
l
i
s
t

S
t
a
n
d
a
r
d
 
O
i
l
 
C
o
m
p
a
n
y

M
r
.
 
J
a
c
k
 
R
o
g
e
r
s

C
a
l
i
f
o
r
n
i
a
 
S
t
a
t
e
 
D
e
p
a
r
t
m
e
n
t

o
f
 
H
u
m
a
n
 
R
e
s
o
u
r
c
e
s
 
D
e
v
e
l
o
p
m
e
n
t

M
r
.
 
O
s
c
a
r
 
S
m
i
t
h

S
m
i
t
h
 
&
 
D
a
h
l
 
A
u
t
o
 
P
a
r
t
s

M
r
.
 
R
o
b
e
r
t
 
W
e
s
t

D
e
a
l
e
r
,
 
B
o
b
 
W
e
s
t
 
U
n
i
o
n
 
S
e
r
v
i
c
e

E
l
e
c
t
r
o
n
i
c
 
T
e
c
h
n
o
l
o
g
y

A
d
v
i
s
o
r
y
 
C
o
m
m
i
t
t
e
e

M
r
.
 
G
e
o
r
g
e
 
A
n
g
e
r
b
a
u
e
r

T
e
c
h
n
i
c
a
l
 
D
i
v
i
s
i
o
n

C
o
l
l
e
g
e
 
o
f
 
S
a
n
 
M
a
t
e
o

M
r
.
 
R
a
y
 
G
a
b
l
e

I
n
t
e
r
n
a
t
i
o
n
a
l
 
A
s
s
o
c
i
a
t
i
o
n
 
o
f
 
M
a
c
h
i
n
i
s
t
s

L
o
d
g
e
 
1
3
2
7

M
r
.
 
I
.
 
D
.
 
G
r
e
g
e
r
z
e
n

U
n
i
t
e
d
 
A
i
r
 
L
i
n
e
s

M
r
.
 
A
l
 
H
a
l
e
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D
a
l
m
o
-
V
i
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t
o
r

M
r
.
 
L
e
s
 
M
a
r
a
n
e
l
l
o

A
m
p
e
x
 
C
o
r
p
o
r
a
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o
n

M
r
s
.
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h
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P
a
c
h
e
c
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a
c
i
f
i
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T
e
l
e
p
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o
n
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C
o
m
p
a
n
y

M
r
.
 
J
a
c
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D
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o
f

H
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e
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c
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D
e
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l
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M
r
.
 
A
l
 
S
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r
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L
e
n
k
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E
l
e
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i
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C
o
m
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n
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C
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O
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A
D
V
I
S
O
R
Y
 
C
O
M
M
I
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T
E
E
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S
E
E
 
F
U
N
C
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O
N
 
1
0

B
u
s
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APPENDIX C

CAPUCHINO READING LABORATORY

English 1.1 is a remedial reading course. The focua of its remediation
is primarily on the word recognition and calling skills commonly labeled
"word attack," and secondarily on cognitive processes often referred to
as comprehension skills. As such, English 1.1 is properly classified as
a eubphase of the reading hurdle in the sequential English department
program. ft is a required course for those students who demonstrate
obvious deficiencies in reading orally.

Specific Performaace Objectives:

1. Given a modified form of the Grey Oral Reading Test--such modification
being a shortening to include paragraphs seven, eight, nine, and ten
only, and a simplified evaluation system whereby the performance is
rated by a committee of reading teachers on a five point scale, one
being the pooregt type performance and five being the best--THE
STUDENT WILL READ orally to an examiner and into a tape recorder (such
recording being necessary to allow committee evaluation at a later
time) with sufficient "word recognition and calling skill" so as to
be judged by the committee to rate above a three on the five point
scale.

2. Given the Gates-MacGinitie Reading Tests, Form ElM or E2M, administered
according to its specific directions...TUE STUDENT WILL SCORE at or
above the seventh grade level, or its equivalent percentile ranking,
on the Reading Comprehension section of the tests.

Content:

The two tests listed above serve as both pre-test and post-test evaluation
of both student and teacher progress, and indicates a need for instruction
in phonics, syllabication, accent, word structure, dictionary skills,
inference, relationships, sequence, figurative language, paragraph
development, and transitional elements in the activity of reading.

The method of instruction is small group or idividUal;...group and
individual activities are determined by a continuing process of simultane-
ous diagnosis and instruction, each step modified heuristically by the
results of the previous activity.
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INTRODUCTION

In order to accomplish the writing of Terminal Performance Objectives in the
Phased Typing Program it was necessary to determine the curriculum which would be
included, the proper order in which the curriculum should be covered, and to rec-
ognize that a Phased Typing Program should differentiate between the students who
take typing only for personal use, and the students who take typing for vocational
purposes.

The first step in this process was to meet with the Office Occupations Advisory
Committee for Business Education in the San Mateo Union High School District. This
committee is composed of several representatives from the business community who
are listed on the acknowledgment page. they were requested to identify the ten most
important skills an employee needs for entry level employment in the office occupations
area. This information was obtained from various employers in San Mateo and San
Francisco Counties. Mrs. Lois Callahan, Chairman of the Business Education Curriculum
Council, provided similar data gathered in Riverside (10) and Santa Clara Counties.
A priority listing of the most important entry level skills an employee in the office
occupations area should possess was developed from the above data. An extensive study
conducted in the State of Washington (6), which polled employees rather than employers,
provided an enumeration of the relative importance of several hundred skills Which
entry level employees in the office occupations area need to possess. When the results
of the Washington study were considered in conjunction with the findings in this
District; a list of approximately the top thirt, skills was compiled.

The second step in this process was to go to the Business Education Curriculum
Council which is composed of the Business Education Department Heads in the eight
high schools in the San Mateo Union High School District who are listed on the
acknowledgment page. The Department Heads were requested to go to the Business
rd,lc.:,tion Teachers in the district and ask the teachers to provide a list of the most
important skills taught in the office occupations area. From this enumeration,
approximately the top thirty skills taught in the office occupations area were determinzd.

The third step in this process was to compare these data on the two lists
described above. From this comparison the general objectives for the office occupations
curriculum evolved.

An examination of this extensive list clearly indicated that typing was the
single most important skill an employee needed in almost all of the office occupations
areas. In view of the above, and taking into consideration that typing is one of the
most widely elected courses in high school, typing was given first priority in the
development of performance objectives. Mr. Donald E. Tingley and Mrs. Marilyn Lee
were asked to work on this task because of their teaching background and their interest
in the subject matter area.

The fourth step in this process was to determine specific Terminal Performance
Objectives in typing as separate items from general objectives in the overall office
occupations area. With the support of the individuals and groups listed on the
acknowledgment page, this task was accomplished.
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The fifth step in this process entailed the designing of a Phased Typing Program
which would permit a student to progress at his own rate through four phases which
correspond, in terms of time, to approximately four semesters of typing. In the
Phased Typing Program a sizeable portion of the curriculum is self-paced and a student
may progress as rapidly through the program as his ability, his motivation, and his
goals will allow. Mr. Tingley, working with Mr. Troy E. Nuckols, was principally
responsible for the design of the program.

As the design a' the Phased Typing Program and the writing of Terminal Performance
Objectives for this program progressed, it became apparent that a standardized, District-
wide, testing program and grading procedure were essential. Therefore, these elements
were included in the design. A District-wide testing program will serve to validate
the standards c...ggested for the Terminal Performance Objectives. A uniform grading
procedure will identify the extent to which all typing students in the District meet
the standards established for the Terminal Performance Objectives.

The sixth step in this process required the sting of tests designed to meet
the criteria outlined in the Terminal Performance Objectives in each of the four
phases. Mrs. Lee, working with Mr. Tingley and Mr. Nuckols, was principally responsible.
for the development of these tests.

Each phase, and each performance objective within a phase, was written as an
entity so that it might be read and used without reference to other phases or objectives.
Each phase was designed to accomplish specific purposes. Phase one and two are largely
devoted to training for personal use and the development of the first level of skill
necessary for vocational application. Phase three and four are devoted principally
to developing a student's typing skill to the point where he will qualify for entry
level employment in the office occupations area.

The following report represents only the first of many tasks which must be
undertaken in order to individualize instruction in the Phased Typing Program. The
next tasks to which the District must address itself include:

1) Carrying out the standardized, District-wide testing program;
2) Adjusting Terminal Performance Objective test standards as the need is

indicated;
3) Reviewing and revising the Phased Typing Program and the Terminal Performance

Objectives as the need is indicated;
4) Writing Learning Activity Packages which present the Intermediate Performance

Objectives a student must meet in order to advance through the Phased Typing
Program;

5) Providing sufficient flexibility in the traditional semester configuration,
grading procedures, awarding of credits, and class scheduling so that the
Phased Typing Program can be put into operation in all high schools in the
District.

The "Zero-Reject" concept requires that students be permitted to take as much
time as is reeded in order to reach the criterion performance. If a system is to be
provided which stresses individualized instruction, approximately the same procedure
as described above must be followed in all subject matter areas within the Business
Education curriculum. When the necessary steps are taker to implement this Phased
typing program, the District will have moved toward fulfilling the goals of the
Business Education Teachers in the San Mateo Union High School District.

1
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TERMINAL PERFORMANCE OBJECTIVES

for

A Phased Typing Program in Business Education

PREFACE

Few students in high school and college can escape the need to submit typed
rrreyts, essays, and term papers to their teachers. Few individuals can avoid
for long the writing of personal business letters for purposes of ordering goods
or services, complaining about errors in billing, or describing defects in
merchandise. Few workers, whether clerical or professional, fail to benefit
from at least a minimal level of skill at the typewriter.

The Phased Typing Program is designed to carry each individual student a.
far and as rapidly toward the goal of achieving typing skill as his motivation,
ability, and time permit.

Four "phases" that correspond in time, for the typical student, to four
semesters of typewriting instruction characterize the Phased Typing Program.
The student can start in the program as early as the ninth grade although the
vocationally-oriented student might benefit most by delaying the start until
at least the tenth grade. Students who intend to use the typewriter primarily
for personal use would normally complete no more than the activities in the
first and second phases. The student working toward development of entry
level skills for the office occupations (such as secretary, stenographer, clerk-
typist, and general office clerk) would normally complete all four phases of
tht,

Upon successful completion of each phase of the program, the student will
receive five credits toward graduation. If a student successfully completes
all phases of the typing program, he will earn 20 credits.

The Phase Typing Program is predicated on the concept of individualized
instruction as emN^died in self - paced Learning Activity Package (LAP) materials.
It should be noted that only a portion of the time a student spends in a phased
typing program will be devoted to activities that are self-paced. The initial
learning of the keyboard, speed and accuracy development on straight paragraph
copy, and measurement of improvement are all activities that ere handled in
groups under direct teacher supervision and control.

Each Learning Activity Package contains the following parts:

a) Rationales Answers the question "Why does the student need to
know what this LAP is designed to help him learn?"

b) General Objective: Describes in general terms what the student
will know or be ahle to do when he nes completed the LAP. This
statement is frequently combined with the Rationale.

vii
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PRZFACE--PHASU TYPING PROGRAM

c) Performance Objectives: Tells the student specifically what he
mutt be able to do, the conditions under which he must do it,
and the degree of acc:racy or correctness he mu,t achieve in
order to meet m.nimum standard:.

d) f,,flvtion: Tells the student a procedure he may follow in order
to demonstrate that he does not need to do the activities in the
LAP.

e) Activities: Describes in detail what the student is to read, view,
listen to, and do in order to reach the performance objectives of
the LAP. Special or alternate learning activities may be provided
for students who are gifted, who have learning difficulties, or
who are unusually motivated or creative.

f) Evaluation: Measures the extent to which the student meets the
performance objectives for the LAP.

The Phased Typing Program is designed so that a studer' may complete.all
phases in as short a period of time as one semester or as long a period of
time as four semesters. A student may be exempted from any LAP within a
phase by successfully passing the self-administered pre-test and the teacher-
administered post-test for the LAP. The period of time a student spends in
each phase of this program is dependent unwl his ability to develop a level
of skill which meets the minimum standards for advancing to the next phase,
upon his motivation, and upon his goals.

The following pages present the Terminal Performance Objectives and
related aspects of the Phased Typing Program.

e,

viii
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TERMINAL PERFORMANCE OBJECTIVES

for

Thase 1 of the Phased Typing Program

1.0.0 GRACE PLACEMENT: 9, 10, 11, 12

2.0.0 PREREQUISITES: None

3.0.0 RATIONALE: The student who enrolls in Phase 1 takes a first step down
the road to developm?nt of A skill that will prove to be an invaluable aid
to him in his remaining years of formal education, in his personal business
affairs, and in his vocation. Phase 1 is an introduction, and very few
students will find that this phase is enough for pu. poses of developing a
vocational skill. On the other hand, some students may consider this
phaF.e sufficient for development of typing skill for personal use only.

4.0.0 GENERAL OBJECTIVES: With the completion of the learning activities in
Phase I, the student will be able to

4.1.0 Use the touch typing system in typing all alphabetic keys on a
standard typewriter:

4.2.0 Use the proper rE)ches in typing all numbers and symbols on a
standard typewriter;

r+.3.C. Touch type complete sentences and paragraphs for a specified
period of time at a rate that equals or exceeds average hand-
writing speed;

4.4.0 Touch type complete sentences and paragraphs for a specified
period of time with an appropriate degree of accuracy;

4.5.0 Touch type semi-arranged simple versions of common business
letters, personal business letters, tables, and manuscripts
at acceptable levels of speed and accuracy;

4.6.0 Pronfread his typed work with such care as necessary to find
any typographical errors he makes;

4.7.0 Use a typewriter eraser co make possible the correction of
relatively simple typographical errors;

4.8.0 Take reasonable care of his typewriter, organize his work
station, and exhibit the beginning of a business-like
attitude toward his typing work.

Page 1
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PHASE I CF THE PHASED TYPING PROGRAM Page 2

5.0.0 INSTRUCTION CONTENT: The following is an outline of the course
content designed to help the student reach the Phase 1 minimum terminal
objectives. No attempt is made here to list Learning Activity Packages or
to provide a detailed and sequential listing of every item of instruction
:n the Phase 1 curriculum. Oistinction must be made between items of
learning that will be terminally tested and those that are tested as a
part of the Learning Activity Package post-tests. The latter items are
not included in the outline below. Reference to the LAPs developed for
Phase 1 will provide a detailed outline of all course content and a
complete list of those "intermediate performance objectives" that are
tested in the Learning Activity Package post-tests.

5.1.0 The typewriter keyboard and other major machine parts--group
activity

5.2.0 The techniques of touch typing--group activity

5.3.0 Activities to boost speed and accuracy--group activity

5.4.0 Centering typewritten copy vertically and horizontally--self.paced

5.5.0 Simple manuscript typing--self-paced

5.6.0 Simple tabulation typing--self-paced

5.7.0 Simple business le'ter typing--self-paced

5.8.0 Simple personal business letter and envelope typing--self-paced

5.9.0 Proofreading typewritten copy--self-paced

5.10.0 Erasing and correcting simple typographical errors--self-paced

6.0.0 PRE-TESTING: There will be no pre-test at the beginning of the phase.
It will be assumed that all students programmed into Phase 1 have had
little or no typewriting instrection. However, a student may be exempted
from selected Learning Activity Packages in the phase by demonstrating
mastery of the skills or concepts embodied in these LAPs. This may be
accomplished by successful completion of the pre- and post-tests which
are included in each LAP.

6.1.0 LAP pre-tests: Any student may elect to take the pre-test at the
beginning of a LAP if he believes that he can meet the stated
performance objectives for that LAP without completing the
activities required in the LIP. Upon completion of the self-
administered test, the student will elect to

6.1.1 take the post-test for the LAP if he completed the
pre-test with a score above the minimum criteria
set for the pre-test or



PHASE 1 OF THE PHASED TYPING PROGRAM Page 3

6.1.2 begin the activities in the LAP if his score on the
pre-test was not above the minimum criteria or

6:1.3 begin the activities in the LAP if the pre-test score
was above the minimum criteria but below the standards
the student sets for himself.

7.0.0 POST-TESTING: Both end-of-LAP and end-of-Phase post-tests are used to
measure (1) whether the student has met the performance objectives
stated for the LAPs and the phase and (2) the degree to which he exceeds
the minimum criteria established for those performance objectives.

7.1.0 LAP post-tests: The student will take a post-test as he completes
each activity package or at any point in the package that he
believes he is ready to be tested. His performance on the post-
test will be measured against speed, accuracy, and proofreading
grading criteria tables established for each LAP. Upon completic-!
of the teacher-administered post-test, the student will

7.1.1 begin the next LAP if he meets the minimum standards
for the post-test or

7.1.2 if he does not meet the minimum standards, engage in
remedial practice, recommended by the teacher, until he
believes he can meet the minimum performance criteria
for the LAP.

7.1.3 The student will demonstrate that he has met the criteria
for advancement to the next LAP by successfully completing
the LAP post -,test at or above the minimum specified.

7.2.0 Phase post-test: This test is administered in several parts at
or near the end of all activities in Phase

1 to evaluate the
student's success in reaching the Terminal Performance Objectives
detailed in 8.0.0 below. Appendix A provides an explanation of
how terminal grading criteria was established; Appendix B con-
tains samples of terminal performance tests for phase post-
testing in the Phased Typing Program.

:.l A... 45-
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PHASE 1 OF THE PHASED TYPING PROGRAM Page l+

8.0.0 TERMINAL PERFORMANCE OBJECTIVESt The following performance objectives are
a precise statement of the minimum goals of Phase 1 of the Phased Typing
Program. It is important to note that there are other pals within Phase I,
and that they will be reflected in the "intermediate" performance objectives
included in each Learning Activity Package developed for the phase.
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PHASE 1 OF THE PHASED TYPING PROGRAM Page

8.1.0 GIVEN APPROPRIATE PARAGRAPH MATERIAL DURING THE LAST TWO LAPS IN
PHASE 1, THE STUDENT WILL DEMONSTRATE THAT HE CAN TOUCH TYPE THAT
MATERIAL FOR A PERIOD OF FIVE MINUTES AND THAT HE CAN DO SO WITH-
IN SPECIFIED SPEED LIMifS, SPECIFIED ACCURACY LIMITS, AND WITH
ACCURATE PROOFREADING.

8.1.1 Appropriate paragraph material: Any series of alphabetic
paragraphs with a syllabic intensity of approximately 1.4
that can be copied line for line for five minutes without
repetition may be used.

8.1.2 Performance conditions: On each occasion that the student
takes five minutes timed writings for grading purposes
during the last two LAPs of Phase 1, he will be given two
writings on the same copy. For a timed writing to qualify
for a grade, the student's typing speed must be 13 or more
GWPM and his acc acy must be at least 93 percent of GWPM.
The student may not erase errors, use a dictionary, nor
seek help in proofreading. He must proofread and mark all
errors and calculate his gross words per minute (GWPM).

8.1.3 Counting and marking errors: International Typewriting
Contest rules will be used to determine errors in timed
writing copy. (These are the rules used by many employers
to score typing tests administered to prospective employees.)
A copy of these rules may be found in Appendix C.

8.1.4 Calculating typing speed: For grading purposes, gross
words per minute GWPM) will be the measure of typing speed.
GWPM is determined by adding every stroke typed (including
spaces and considering the entire copy as havin,; been
typed in a continuous line), dividing the total strokes
typed by five to get total gross words and then dividing
by the length of the timed writing--i.e., 1000 total
strokes e 5 = 200 total gross words t 5 minutes = 40 GWPM.

8.1.4.1 Neither net words per minute (NWPM) nor correct
words per minute (CWPM) will be used for grading
purposes in the Phased Typing Program. However,
so that students will be aware of the scoring
systems used by some employers in employment
typing tests, they will he introduced to NWPM
and CWPM calculation.

8.1.5 Proof of achievement--speed: The following table contains
the criteria to be used in grading five minute straight
copy timed writings during the last two LAPs in Phase I.
The student's final speed grade for this objective will
be the average of the three hest speed scores out of a
minimum of four qualifying timed writings.

14



PHASE 1 OF THE PHASED TYPING PROGRAM Page 6

PHASED TYPING PROGRAM

Phase I--Terminal
5-Minute Timed Writing Speed Standards

GWPM

Letter
Grade

38+ A

31-37 8

21-30
Performance below this level does not

meet the minimum standard for
advancement to Phase 2.

13-20

8.1.6 Proof of achievement--accuracy: The criteria in the
meowing table will be used to grade the accuracy of
five minute straight copy timed writings during the
le,t two LAPs of Phase 1. To illustrate, a student who
types 135 gross words and makes three errors in a five
minute timed writing will have an accuracy percentage

for that timing of 97.7 percent or a grade of "8."
(An "Accuracy Percentage Table"Ithat facilitates
determination of the accuracy grade may be found in
Alvendix D.) The student's final accuracy grade for
th,s objective will be the average of the three best
accuracy scores out of a minimum of fo r cualifying
timed writings.

PHASED TYPING PROGRAM

Phase I--Terminal
Accuracy Standards

Percent of Letter

Accuracy

98.5-100 A
97.5- 98.4
96.0- 97.4
Performance below this level does not

meet the minimum standard for
advancement to Phase 2.

93.0- 85.9

8.1.7 proof of achievement--proofreading: As noted in 8.1.2
above, the student must proofread ear-h page of wc.rk,
mark, and count his errors. The following standards
will be applied during the final two LAPS of Phase 1 to
evaluate the student's development of proofreading
competence.

15



PHASE I OF THE PHASED TYPING PROGRAM Page 7

PHASED TYPING PROGRAM

Phase 1 -- Terminal

Proofreading Standards

Undiscovered Typographical
Errors per Page

Letter
Grade

0 A
1

2

Performance below this level does not
mr.f the minimum standard for

advancement to Phase 2.

3
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PHASE 1 OF THE PHASED TYPING PROGRAM Page 8

8.2.0 GIVEN APPROPRIATE MATERIAL, AFTER COMPLETION OF ALL MANUSCRIPT LAPS
IN PHASE 1, THE STUDENT WILL DEMONSTRATE THAT HE CAN TYPE A ONE-
PAGE MANUSCRIPT WITH "UNBOUND" MARGINS AND THAT HE CAN 00 SO WITH-
IN SPECIFIED SPEED LIMITS, SPECIFIED ACCURACY LIMITS, AND WITH
ACCURATE PROOFREADING.

8.2.1 Appropriate manuscript: The copy will be between
740 and 250 words in length and include a title, a by-line,
at feast one minor heading, and at least one footnote. The
material presented to the student will be semi-arranged
typewritten copy using margins and tabs which differ from
those the student will be asked to use. All spelling and
punctuation will be given correctly.

8.2.2 Performance conditions: The student will be given two 40
minute opportunities to demonstrate his typing skill in a
terminal manuscript test. If he elects to take the test
on both occasions, the student will choose the better of
the two manuscripts for grading. The student may use a
dictionary, a visual guide sheet that indicates line of
typing only, or pencil marks on the typing paper as aids.
He may not use reference sources (inclueing, but not
iimTETA73 Learning Activity Packages and textbooks),
erase errors, nor seek help in proofreading. The student
must mark all errors.

8.2.3 Counting and marking errors: Typographical errors will be
counted and marked according to the International Typewriting
Contest rules. Refer to Appendix C. In addition, style/
arrangement errors and deviation from the test instructions
will be considered incorrect. These non-typographical
errors however, will be counted only once. For example,
if a student indents all paragraphs ten spaces instead of
the standard five, only one error is counted regardless of
the number of times the mistake is repeated.

8,2.4 Proof of achievementspeed: The following table contains
the criteria to be used in gradin 5 manuscript production
speed in the terminal test. To illustrate, students
completing the manuscript in 15 minutes or less will have
earned an "A" for speed.

PHASED TYPING PROGRAM

Phase 1--Terminal
Speed Standards for Manuscript Production

Minutes
-UTR-- GWPM

Letter

1-15 164 A
16-18 13-15 B
19-27 9-12

Performance below this level does not
meet the minimum standard for

advancement to Phase 2.
28-40 6-8
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8.2.5 Proof of achievement--accuracy: The criteria in the
following table will be used to grade the accuracy of
manuscript production in the terminal test. For example,
students completing the manuscript with an accuracy of
98.5 percent or higher will have earned an "A" for
accuracy. An "Accuracy Percentage Table" that facilitates
determination of the accuracy grade may be found in
Appendix D.

PHASED TYPING PROGRAM

Phase 1--Terminal
Accuracy Standards

Percent of Letter
Accuracy 3W

98.5-100 A

97.5- 98.4
96.0- 97.4
Performance below this level does not

meet the minimum standard for
advancement to Phase 2.

93.0- 95.9 D

8.2.6 Proof of achievement - proofreading: As noted in 8.2.2
above, the student must proofread each page of work, mark,
and count his errors. The criteria in the following table
will be used to grade the student's proofreading competence
during terminal testing.

PHASED TYPING PROGRAM

Phase I--Terminal
Proofreading Standards

Undiscovered Typographical
Errors per Page

Letter
Grade

0 A
1

2

Performance below this level does not
meet the minimum standard for

advancement to Phase 2.

3 0

118



119
PHASE 1 OF THE PHASED TYPING PROGRAM Page 10

8.3.0 GIVEN APPROPRIATE MATERIAL, AFTER COMPLETION OF ALL TABULATION LAPS
IN PHASE 1, THE STUDENT WILL DEMONSTRATE TH.i HE CAN CENTER AND
TYPE AN OPEN STYLE TABLE ON STANDARD SIZE PAPER AND THAT HE CAN DO
SO WITHIN SPECIFIED SPEED LIMITS, SPECIFIED ACCURACY LIMITS, AND
WITH ACCURATE PROOFREADING.

8.3.1 Appropriate tabulated material: The copy will be
between 75 and 85 words in length and include a title
(spread centered), sub-title, three centered column
headings, and three columns of words. The material
presented to the student will be semi-arranged type-
written copy using margins and tabs which differ from
those the student will be asked to use. All spelling
and punctuation will be given correctly.

8.3.2 Performance conditons: The student will be given two
40 minute opportunities to demonstrate his typing skill
in a terminal tabulation test. If he elects to take
the test on both occasions, the student will choose the
better of the two tables for grading. The student la
use a dictionary, a visual guide sheet that indicates
line of typing only, or pencil marks on the typing paper
as aids. He may not use reference sources (includ ng
but not limited to Learning Activity Packages and text-
books), erase errors, nor seek help in proofreading.
The student must mark all errors.

'8.3.3 Counting and marking errors: Typographical errors will
be counted and marked according to the International
Typewriting Contest rules. Refer to Appendix C. In

addition, style/arrangement errors and deviation from
the test instructions will be considered incorrect.
These non-typographical errors, however, will be counted
only once. For example, if the second and third column
tabs are not properly set only because the left margin
used for the first column was incorrectly set, only
one error should be counted.

8.3.4 Proof of achievement--speed: The following table contains
the criteria to be used in grading tabulation production
speed in the terminal test. To illustrate, students ccm-
pleting the table in thirteen to fourteen minutes will have
earned a "B" for speed.

PHASED TYPING PROGRAM

Phase 1--Terminal
Speed Standards for Table Production

Minutes
Used GWPM

letter
Grade

1-12 1+ A
13-14 6
15.20 4-5
Performance below this level does not

meet the minimum standard for
advanceMeilt to Phase 2.

21-40 '2-3 0
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8.3.5 Proof of achievement--accuracy: The criteria in the
rollowing table will be used to grade the accuracy of
tabulation production in the terminal test. To illustrate,
students completing the tabulation with an accuracy of
96.0 to 97.4 percent will have earied a "C" for accuracy
An "Accuracy Percentage Table" that facilitates determination
of the accuracy grades may be found in Appendix D.

PHASE() TYPING PROGRAM

Phase 1--Terminal
Accuracy Standards

Percent of Letter
Accuracy Grime

98.5-100 A
97.5- 98.4
96.0- 97.4
Performance below this level does not

meet the minimum standard for
advancement to Phase 2.

93.0- 95.9

8.3.6 Proof of achievement--proofreading: As noted in 8.3.2
above, the student must proofread each page of work,
mark, and count his errors. The criteria in the following
table will be used to grade the student's proofreading
competence during terminal testing.

PHASED TYPING PROGRAM

Phase 1--Terminal
Proofreading Standards

Undiscovered Typographical
Errors per Page

Letter
Grade

0 A
8

2

Performance below this level does not
meet the minimum standard for

advancement to Phase 2.

3 0

120
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121
8.4.0 GIVEN APPROPRIATE MATERIAL, AFTER COMPLETION OF ALL LETTER LAPS 14

PHASE I, THE STUDENT WILL DEMONSTRATE THAT HE CAN TYPE SIMPLE
BUSINESS LETTERS; THAT HE CAN TYPE THEM IN BLOCK STYLE WITH MIXED
PUNCTUATION; AND THAT HE CAN DO SO WITHIN SPECIFIED SPEED LIMITS,
SPECIFIED ACCURACY LIMITS, AND WITH ACCURATE PROOFREADING.

8.4.1 Appropriate business letter material: The copy will be
11+5 to 155 woaTirTlength and include a date line, four-
Iine inside address with Zip Code, salutation, body,
complimentary closing, twoline signer's identification,
and reference initials. The material presented to the
student will be semi-arranged typewritten copy using
margins and tabs which differ from those the student will
be asked to use. All spelling and punctuation will be
given correctly.

8.4.2 Performance conditions: The student will be given two
20 minute opportunities to demonstrate his typing skill
in a terminal business letter test. If he elects to take
the test on both occasions, the student will choose the
better of the two letters for grading, The student mu.
use a dictionary, a visual guide sheet that indicates
lire of typing only, or pencil marks on the typing paper
as aids. He may not use reference sources (including,
but not limited to, Learning Activity Packages and text-
books), erase errors, nor seek help in proofreading. The
student must mark all errors

8.4.3 Counting and marking errors: Typographical errors will
TZo7;ritTiFTidrnarked according to the international
Typewriting Contest rules. Refer to Appendix C. In

addition, style/arrangement errors and deviation from
the test instructions will be considered incorrect.
These non-typographical errors, however, will be counted
only once. For example, if the student fails to double
space between single spaced paragraphs, only one error
will be counted regardless of the number of times this
mistake occurs.

8.4.4 Proof of achievement--speed: The following table contains
the criteria to be used in grading business letter pro-
duction speed in the terminal test. To illustrate,
students completing the letter in eight to nine minutes
will have earned a "a" for speed.

PHASED TYPING PROGRAM

Phase I--Terminal
Speed Standards for Business Letter Production

Minutes
Usk GWPM

Letter
Graff

1- 7 21. A
8- 9 17-20
10-13 12-16

Performance below this level does not
meet the minimum standard for

advandelleti to Phase 2.
14-20 8-11
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8.4.5 Proof of achievement--accuracy: The criteria in the
following table will be used to grade the accuracy of
business letter production in the terminal test. To

illustrate, students completing the letter with an
accuracy of 97.5 to 98.4 percent will have earned a "B"
for accuracy. An "Accuracy Percentage Table" that
facilitates determination of the accuracy grades may be
found in Appendix D.

PHASED TYPING PROGRAM

Phase 1--Terminal
Accuracy Standards

Percent of
Accuracy

Letter
Grade

98.5-100 A

97.5- 98.4
96.0- 97.4
Performance below this level does not

meet the minimum standard for
advancement to Phase 2.

93.0- 95.9

8.4.6 Proof of achievement--proofreading: As noted in 8.4.2
above, the student must proofread each page of work, mark,
and count his errors. The criteria in the following table
will be used to grade the student's proofreading competence
during terminal testing.

PHASED TYPING PROGRAM

Phase 1--Terminal
Proofreading Standards

Undicovered Typographical
Errors per Page

Letter
Grade

0 A
1 B

2

Performance below this level does not
meet the minimum standard for

advancement to Phase 2.
3

12Z--
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8.5.0 GIVEN APPROPRIATE MATERIAL, AFTER COMPLETION OF ALL LETTER LAPS IN
PHASE 1, THE STUDENT WILL DEMONSTRATE THAT HE CAN TYPE SIMPLE
PERSONAL BUSINESS LETTERS: THAT HE CAN TYPE THEM IN BLOCK STYLE
WITH MIXED PUNCTUATION; THAT HE CAN PREPARE STANDARD SMALL
ENVELOPES FOR LETTERS; AND THAT HE CAN DO SO WITHIN SPECIFIED
SPEED LIMITS, SPECIFIED ACCURACY LIMITS, AND WITH ACCURATE PROOF.

READING.

8.5.1 Appropriate personal business letter material: The copy

will be between 15 and 155 words in length and include
a return address (the student's home address with Zip
Code), date line, three-line inside address with Zip Code,
salutation, body, complimentary closing and a one-line
signer's identification (the student's own name), The

material presented to the student will be semi-arranged
typewritten copy using margins and tabs which differ from
those the student will be asked to use. All spelling and
punctuation will be shown correctly.

8.5.2 Performance conditions: The student will be given two 20
minute opportunities to demonstrate his typing skill in a
terminal personal business letter test. If he elects to

take the test on both occasions, the student will choose
the better of the two letters for grading. The student
may use a dictionary, a visual guide sheet that indicates
line of typing only, or pencil marks on the typing paper
as aids. He may not use reference sources (including,
but not limited to, LAPs and textbooks), erase errors,
nor seek help in proofreading. The student must mark all

errors.

8.5.3 Counting and marking errors: Typographical errors will be
counted and marked according to the International Type-
writing Contest rules. Refer to Appendix C. In addition,

style/arrangement errors and deviation from the test
instructions will be considered incorrect. These non-
typographical errors, however, will be counted only once.
To illustrate, if a student sets the tab for the return
address, date line, complimentary closing, and signer's
identification incorrectly, only one error will be counted
even though all of these letter parts are improperly
located.

8.5.4 Proof of achievement--speed: The following table contains
the criteria to be used in grading personal business letter
and envelope production speed in the terminal test. For

example, students completing the letter and envelope in
10 to 13 minutes will have earned a "C" for speed.
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PHASED TYPING PROGRAM

Phase 1 -- Terminal

Speed Standards for Personal Business Letter
and Envelope Production

Minutes
Used GWPM

Letter
Grade

1- 7 21+ A
8- 9 17-20
10-13 12-16
Performance below this level does not

meet the minimum standard for
advancement to Phase 2.

14-20 8-11

8.5.5 Proof of achievement--accuracy: The criteria in the
following table will be used to grade the accuracy of
persodal business letter and envelope production in the
terminal test. To illustrate, students completing the
letter and envelope with an accuracy of 97.5 to 98.4
percent will have earned a "B" for accuracy. An
"Accuracy Percentage Table" that facilitates determination
of the accuracy grades may be found in Appendix D.

PHASED TYPING PROGRAM

Phase 1--Terminal
Accuracy Standards

Percent of letter
Accuracy Grade

98.5-100 A
97.5- 98.4
96.0- 97.4
Performance below this Invel does not

meet the minimum standard for
Avancement to Phase 2.

93.0- 95.9 0

8.5.6 Proof of achievementproofreading: As noted in 8.5.2
above, the student must proofread each page of work, mark,
and count his errors. The criteria in the following table
will be used to erade the student's proofreading competence
during terminal testing.
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PHASED TYPING PROGRAM

Phase 1--Terminal
Proofreading Standards

Undiscovered Typographical Letter
Errors per Page Grade

0 A
1

2

Performance below this level does not
meet the minimum standard for

advancement to Phase 2.

3 0
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8.6.0 GIVEN APPRO°RIATE TYPING TASKS, DURING THE FINAL LAP OF PHASE 1,
THE STUDENT WILL DEMONSTRATE THAT HE USES THE BASIC TYPEWRITING
TECHNIQUES IN ACCOMPLISHING THOSE TASKS.

8.6.1 Appropriate typing tasks: Any work required in the final
LAP will be considered an appropriate task.

8.6.2 Performance conditions: The student will be observed and
rated by the teacher on the techniques enumerated in 8.6.3
below. The observation and rating will be on an un
announced basis and will be made at least once during the
final LAP of Phase 1.

8.6.3 Basic typing techniques: The techniques that will be
checked are (a position at the typewriter, (b) key
stroking, (c) continuity and rhythm, (d) carriage return,
(e) shift-key operation, (f) space-bar action, (g) reading
copy for typing, and (h) the right mind set. Each of
these techniques is explained in a "Check Sheet for Basic
Typewriting Techniques", found in Appendix E.

8.6.4 Proof of achievement--basic techniques: The following
table contains the criteria to be used in grading basic
typing techniques during the final LAP of Phase 1. The

teacher will rate the student on each of the basic
techniques using a four point scale. The average of the
ratings will constitute the extent to which the student
has met the minimum standards for Phase 1. To illustrate,
a student with an average rating of 3.6 or more will have
earned an "A" for basic techniques.

PHASED TYPING PROGRAM

Phase 1--Terminal
Technique Standards

Average Letter
Rating Grade

3.6-4.0 A
2.6-3.5
1.6-2.5
Performance below this level does not

meet the minimum standard for
advancement to Phase 2.

0.6-1.5
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8.7.0 GIVEN APPROPRIATE PARAGRAPH MATERIAL DURING THE LAST LAP IN PHASE I,
THE STUDENT WILL DEMONSTRATE THAT HE CAN, WITH THE AID OF A TYPE-
WRI7ER ERASER, CORRECT SIMPLE TYPOGRAPHICAL ERRORS WHEN SAID ERRORS
ARE DISCOVERED BEFORE THE COPY IS REMOVED FROM THE TYPEWRITER, AND
THAT HE CAN MAKE THESE CORRECTIONS NEATLY WITHIN A SPECIFIED TIME
PERIOD.

8.7.1 Appropriate material: The student will be instructed to
type, without regard to accuracy, a series of paragraphs
which contain words, digits, and symbols until he has
made at least five single character errors (i.e., sub-
stituting "m" for "n" in the word "phone").

8.7.2 Performance conditions: The student will be given one
or more four minute opportunities to demonstrate his
ability to make neat erasures and corrections on a
terminal erasing test. Paper and erasers will be pro-
vided by the teacher.

8.7.3 Proof of achievement--erasinq and correcting: The
student will have met this objective if he neatly erases
and corrects five single character errors in a period not
to exceed four minutes. A "neat" correction is one in
which the paper is not worn through by the erasure,
other typing in the area around the error is not smeared,
the correct character hides any remaining sign of the
incorrect one, and the correct character has shading
similar to the remainder of the typing on the page. If

the student is unable to meet this minimum objective,
he must engage in remedial practice until he is able to
do so.
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8.0.0 GIVEN APPROPRIATE TYPEWRITER CLEANING MATERIALS, AFTER COMPLETION
OF THE "CARE OF THE TYPEWRITER" LAP, THE STUDENT WILL DEMONSTRATE
THAT HE CAN CLEAN THE TYPEWRITER AND WORK STATTON WITH WHICH HE
IS FAMILIAR IN A SPECIFIED PERIOD OF TIME.

8.8.1 Appropriate cleaning materials: The materials available
in the Lchool which the student used in fulfilling the
requirements of the "Care of the Typewriter" LAP will be
utilized in this test.

8.8.2 Performance conditions: The student will be given, without
advance notice, one or rore 20 minute opportunities to
dr- onstrate his ability to clean a typewriter and work
station.

8.8.3 Proof of achievement--carl of the typewriter: The student
will have met this objective if, upon inspection by the
teacher, all user accessible parts of the typewriter are
flee of dust, there is no smeared ink on the frame, and
closed characters (i.e., "o" and "8") are clear and sharp
when typed. In a,:iition, the work station must be clean
and i'ree of dust end eraser grit. If the student is unable
to meet this objective, he must engage in remedial practice
until he is able to do so.
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9.0.0 DETERMINING THE FINAL GRADE IN PHASE 1: The student's final grade in
Phase 1 will be determined by averaging his Terminal Performance Objective
test grades, his individual Learning Activity Package grades, and his
final Technique grade. In averaging, the Terminal Performance Objective
tests will be given a weight of 70%, the LAP grades a weight of 20% and
his Technique grade a weight of 10%. A detailed example of final grade
determination may be found in Appendix F.

10.0.0 ADVANCEMENT TO FHASE 2: In order for the student to advance to Phase 2,
he must have demonstrated a level of performance that is represented by
an overall letter grade of "C." or above.

10.1.0 EXCEPTION REQUIRING STUDENT ACTION: The student who does not meet
the minimum and who wishes to advance to Phase 2,..may do so by
taking the following action.

10.1.1 Consult with the teacher as to specific areas of weakness.
The teacher will determine these areas by a detailed
examination of the student's Terminal Performance Objective
tests and LAP post-tests.

10.1.2 Engage in remedial ractice, recommended by the teacher,
until the student believes he can meet the minimum
perform-rice criteria for n's areas of weakness.

10.1.3 Demonstrate by taking the appropriate Ter,ainal Performance
Objective tests that he has developed the minimum level
of skill necessary fe. advancement to Phase 2.

10.2.0 EXCEPTION REQUIRING TEACHER ACTION: At the request of the teacher
in charge, the minimum criteria for advancement to Phase 2 may be
waived by a committee of typing teachers for students who are
unable to meet this criteria as a result of mental retardation or
physical/emotional handicaps.
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TERMINAL PERFORMANCE OBJECTIVES

For

Phase 2 of the Phased Typing Program

1.0.0 GRADE PLACEMENT: 9, 10, 11, 12

2.0.0 PREREQUISITES: Student must have met the minimum performance criteria
for Phase 1.

3.0.0 RATIONALE: Few students can develop a high level of touch typing skill
In phase of this program. Students who enrcll in the Phased
Typing Program solely to develop typing skill for personal use will find
it worthwhile to complete this second phase of the program. The typical
vocational student will find this phase only the second of four essential
steps in the development of a vocational level of skill at the typewriter.

Phase 2 provides instruction which directs the student in applying his
growing skill to varied types of production work common to personal and
business affairs. Some attention is also given to the development oF skills
related to typewriting (i.e., spelling and composition at the typewriter.}

4.0.0 GENERAL OBJECTIVES: With the completion of the lelrning activities in Phase
2, the student will be able to

4.1.0 Touch type complete sentences and paragraphs for a specified
period of time at 3 rate that exceeds average handwriting speed;

4.2.0 Touch type complete senterces and paragraphs for a specified
period of time with a greater degree of accuse,' than achieved
in Phase 1;

4.3.0 Touch type semi-arranged business and personal business letters,
manuscripts, end tables at speed and accuracy levels above those
achieved in Phase 1;

4.4.0 Compose simple personal business letters and short essays at the
typewriter;

4.5.0 Proofread his typed work with suili care as necessary to find any
errors made;

4.6.0 Use a typewriter eraser to make possible the correction of common
typographical errors;

4.7.0 Take reasonable care of his typewriter, organize ois work static»,
and exhibit a develcping business-like attitude toward his typing
work.

Page 21
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5.0.0 INSTRUCTIONAL CONTENT: The following is an outline of the course content
designed to help the stucient reach the minimum terminal objectives of this
second phase of the Phased Typing Program. As with Phase I, no attempt is
made here to list Learning Activity Packages or to provide a detailed and
sequential listing of every item in the Phase 2 curriculum. Again, it is
essential to distinguish between items of learning that will be terminally
tested and those that are 'tested as a part of the LAP post-tests. The

latter items are not included in the outline below. Reference to the
Activity Packages developed for Phase 2 will provide a detailed outline of
all course content and a complete list of those "intermediate performance
objectives" that are tested in the LAP post-tests.

5.1.0 Keyboard mastery with increasing speed and control--group
and self-paced activities

5.2.0 Manusript typing -- self -paced

5.2.1 Formal outline

5.2.2 Title page

5.2.3 Table of contents

5.2.4 Bibliography

5.3.0 Tabulation typing--self-paced

5.3.1 Open style tables

5.4.0 Business letter, personal business letter, and envelope
typing -- self -paced

5.4.1 Block and semi-block styles

5.5.0 Proofreading typewritten copy--self-paced

5.5.1 Both typographical and form/arrangement errors

5.6.0 Erasing and correcting typographical errors -- self -paced

5.6.1 When errors a: found after paper is removed from
machine

5.6.2 Errors that require "squeezing" or "spreading"
to correct
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6.0.0 PRE-TESTING: Although no pre-test will be given at the beginning of
the phase, the first week that a.student spends in Phase 2 will be
devoted to an assessment of his basic typing skills. This assessment

will be restricted to the speed, accuracy, and typing techniques
demonstrated by the student while typing straight paragraph copy under

timed conditions.

At the end of the assessment week, the student who meets the minimum
performance criteria for straight copy %peed, accuracy, and typing
technique required in the previous phase will begin the Learning

Activity Packages for Phase 2. The student who does not meet the
minimum criteria will continue skill reconstruction drills until he
does reach the minimum. At that time, he will begin Phase 2

activities.

6.1.0 LAP pre-tests: Any student may elect to take the pre-test
at the beginning of a LAP if he believes that he can meet
the stated perfsi-mance objectives for that LAP without
completing the LAP activities. Upon completion of the
self-administered test, the student will elect to

6.1.1 take the post-test for the LAP if he completed the
pre-test with a score above the minimum criteria for
the pre-test or

6.1.2 begin the activities in the LAP if his score on the
pre-test was not above the minimum or

6.1.3 begin the activities in the LAP if the pre-test
score was above the minimum criteria but still
below the standards the student sets for himself.

7.0.0 POST-TESTING: Both end-of-LAP and end-of-Phase post-tests are used to
measure (1) whether the student has met the performance objectives for
each LAP and for the phase as a whole and (2) the degree to which he
exceeds the minimum criteria established for those performance Lbjectives.

7.1.0 LAP post-tests: The student will take a post-test as he
completes each activity package or at any point in the
package that he believes he is ready for the test. His

performance on the post-test will be measured agains':
speed, accuracy, and proofreading grading criteria tables
established for each LAP. Upon completion of the teacher-
administered post-test, the student will

7.1.1 begin the next LAP if he meets the minimum standards for
the post -test or

i.1.2 if he does riot meet the minimum standards, engage in
remedial tractice, recommended by the teacher, until he
believes he can meet the minimum performance criteria
for the LAP.
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7.1.3 The student will demonstrate that he has met the
criteria for advancement to the next LAP by
successfully completing the LAP post-test at or

above the minimum specified.

7.2.0 Phase post-test: This test is given in several parts at or r..ar
the end of all activities in Phase 2 to evaluate the student's
success in reaching the Terminal Performance Objectives detailEd
in 8.0.0 below Appendix A provides an explanation of how
terminal gradiig criteria was established; Appendix B cortains
samples of terminal performance tests for phase post-testing
in the Phased Typing Program.
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8.0.0 TERMINAL PERFORMANCE OBJECTIVES: These performance objectives are a
precise statement of the minimum goals of Phase 2 of the Phased Typing

Program. As was true in FiciriT, there are other goals within the

Phase, and those will be reflected in the "intermediate performance
objectives included in each Learning Activity Package developed for
the phase.
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8.1.0 GIVEN APPROPRIATE PARAGRAPH MATERIAL, DURING THE LAST TWO LAPS IN
PHASE 2, THE STUDENT WILL DEMONSTRATE THAT HE CAN TOUCH TYPE THAT
MATERIAL FOR A PERIOD OF FIVE MINUTES AND THAT HE CAN DO SO WITH-
IN SPECIFIED SPEED LIMITS, SPECIFIED ACCURACY LIMITS, AND WITH
ACCURATE PROOFREADING.

8.1,1 Appropriate paragraph material: Any series of alphabetic
paragraphs WiTha syllabic intensity of approximately 1.4
that can be copied line for line for five minutes without
repetition may be used.

8.1.2 Performance conditions: On each occasion that the student
takes five minute timed writings for gradino purposes dur-
ing the last two LAPs of Phase 2, he will be given two
writings on the same copy. For a timed writing to qualify
for a grade, the student's typing speed must be 24 or more
GWPM and his accuracy must be at least 96.5 percent of
GWPM. The student may make a pencil mark on the paper to
signal the approachOr the bottom of the page. Ae may not
erase errors, use a dictionary, nor seek help in proof-
reading. He must proofread and wark all errors and
calculate his

r
gross words per minute (GWPM).

8.1.3 Counting and marking errors: International Typewriting
Contest rules will be used to determine errors in timed
writing copy. (These are the rules used by many employers
to score typing test administered to prospective employees.)
A copy of these rules may be found in Appendix C.

8.1.4 Calculating typing speed; For grading purposes, gross
words per minute (GWPM] will be the measure of typing
speed. GWPM is determined by adding every stroke typed
(including spaces and considering the entire copy as
having been typed in a continuous line), dividing the
total strokes typed by five to get total gross words and
then dividing by the length of timed writing--i.e., 1200
total strokes 1 5 = 240 total gross words : 5 minutes =
48 GWPM,

8.1.4.1 Neither net words per minute (NWPM) nor correct
words per minute CWPM) will be used for grading
purposes in this or any other phase of the Phased
Typing Program. However, so that students will
be aware of the scoring systems used by some
employers in employment typing tests, they will
be introduced to NWPM and CWPM calculation.

8.1.5 Proof of achievement--speed: The criteria in the
foil-owing table will be used in grading five minute
straight copy timed writings during the last two LAPs
of Phase 2. The student's final speea grade for this
objective will be the average of the three best speed
scores out of a minimum of four qualifying timed writings.
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PHASED TYPING PROGRAM

Phase 2--Terminal
5-Minute Timed Writing Speed Standards

GWPM

Letter
Grade

49+ A
42-48
32-41

Performance below this level does not
meet the minimum standard for

advancement to Phase 3.
24-3]

8.1.6 Proof of achievement--accuracy: The following table
contains the criteria that will be used in grading
the accuracy of five minute straight copy timed
writings during the last two LAPS of Phase 2. To
illustrate, a student who types 240 gross words and
makes four errors in a timed writing will have an
accuracy percentage for that timing of 98.3 percent
or a grade of "B." (Refer to Appendix 0 for an
"Accuracy Percentage Table" that facilitates determina-
tion of the accuracy grade.) The student's final
accuracy grade for this objective will be the average
of the three best accuracy scores out of a minimum of
four qualifying timed writings.

PHASED TYPING PROGRAM

Phase 2--Terminal
Accuracy Standards

Percent of
Accuracy

Letter
Z-17-aT-

99.0-100 A
96.0- 98.9 3

97.0- 97.9
Performance below this level does not

meet the minimum standard for
advancement to Phase 3.

96.5- 96.9 0
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8.1.7 Proof of achievement--proofreading: As noted in
8.1.2 above, the student must proofread each page
of work, mark, and count his errors. The following
standards will be applied during the final two
LAPs of Phase 2 to evaluate the student's develo^ment
of proofreading competence.

PHASED TYPING PROGRAM

Phase 2--Terminal
Proofreading Standards

Undiscovered Typographical
Errors per Page

Letter
Grade

0 A
I 8

2

Performance below this level does not
meet the minimum standard for

advancement to Phase 3.
3
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8.2.0 GIVEN APPROPRIATE MATERIAL, AFTER COMPLETION OF ALL MANUSCRIPT
LAPS IN PHASE 2, THE STUDENT WILT OEHeNSTRATE THAT HE CAN TYPE
A TWO-PAGE MANUSCRIPT WITH "BOUND" OR "UNBOUND" MARGINS AND
THAT HIE CAN GO SO WITHIN SPECIFIED SPEED LIMITS, SPECIFIED
ACCURMY LIMITS, AND WITH ACCURATE PROOFREADING.

8.2.1 Appropriate manuscript material: The copy will be
between 365 and 375 v;ords in length and include a t Ile,

at least one minor F ,eacling, one long quotation, o,

short quotation, two footnotes, and a page numtcq
second pagt-. The material presented to the stuc:en: w,li
be simple rough draft form using margins and tabs
diFfer from those the student will be asked to usc. All

spelling dnd punctuation will be given correctly,

8.2.2 Performance conditions: The student rill be given L.:)
30 minute opportunities to demonstrate his typing skill
in a terminal manuscript test. If he elects to take thn
test on both occasions, the student will choose th-2
better of the two manuscripts for grading. The stue.
may use a dictionary, a visual guide sheet that indicates
he of typing only or pencil marks on the typing paper
as aids. He may not use reference sources (including,
but not limited to, Learning Activity Packages and
textbooks), erase errors, nor seek help in proofreading.
The student must mark all errors.

8.2.3 Counting and marking errors: Typographical error: will
EeZZ-iiii-e-ai7Marked according to the International Type-
writing Contest rutes found in Appendix C. In addition,
style/arrangement errors and deviation from the test
instructions will be considered incorrect. The non-
typographical errors will be counted only once, however.
If a student, for example, sets his margins for a "bound"
manuscript when the lirections call for ''unbound," only
one error will be counted eve:, though that mistake
involves both left and right margins on two different
pages.

8.2.4 Proof of achievement--speed: The following table contains
tie criteria that will be used in grading manuscript pro-
euction speed in the terminal test. To illustrate, a
student who completes the test in 14 minutes or .ess will
have earned an "A" for speed.
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PHASED TYPING PROGRAM

Phase 2--Terminal
Speed Standards for Mar.i:scriot Production

Minutes
Used GWPM

Leti.er

Grade

1-14 26+ A
15-17 22-25 8

18-22 17-21

Performance below this level does not
meet the minimum standard for

advancement to Phase 3.
23-30 13-16 0

8.2.5 Proof of achievement--accuracy: The criteria in the
TOTT6wing table will be used to grade the accuracy of
manuscript production in the terminal test. lo
illustrate, a student who completes the test with an
accuracy of 99 percent or higher will have earned an
"A" for accuracy. Appendix 0 contains an "Accuracy
Percer,tage Table" that facilita.es determim:tion of
the accuracy grade.

PHASED TYPING PROGRAM

Phase 2--Terminal
Accuracy Standards

Percent of
Accuracy

Letter
rade

99.0-100 A
98.0- 98.9 8

97.0- 97.9
Performance below this level does not

meet the minimum standard for
advancement to Phase 3.

96.5- 96.9 0

8.2.6 Proof of achievement--proofreading: As noted in 8.2.2 and
4.Z.3, the Phase 2 student must locate both typographical
and arrangement errors. The following table contains the
standards to be used in measuring the student's proofreading
competency on this terminal test.
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PHASED TYPING PROGRAM

Phase 2--Terminal
Proofreading Standards

UndiscoAercd
Errors per Pus

Letter
Grade

0 A
1

2

Performance below this level does not
meet the minimum standard for

advancement to Phase 3,

3

140



PHASE 2 OF THE PHASED TYPING PROGRAM Page 32

8.3.0 GIVEN APPROPRIATE MATERIAL, AFTER COMPLETION OF ALL TAEULATION
LAPS IN PHASE 2, THE STUDENT WILL DEMONSTRATE THAT HE CAN CENTER
AND TYPE AN OPEN STYLE TABLE ON STANDARD SIZE PAPt2 AND THAT HE
CAN DO SO WITHIN SPECIFIED SPEED LIMITS, SPECIFIED ACCURACY
LIMITS, AND WITH ACCURATE PROOFREADING.

8.3.1 Appropriate tabulated material: The copy will b., between
120 and 130 words in length -and include a title, sub-title,
four or five columns with centered column headings with
digits in two of the columns. The materials presented to
the student will be semi-arranged typewritten copy using
mai-gins and tabs which differ from those the student will
be asked to use. All spelling and punctuation will be
given correctly.

8.3.2 Performance conditions: The student will be given two 25
minute opportonities to demonstrate his typing skill in a
terminal tabulation test. If he elects to take the test
on bJth occasions, the student will choose the better of
the two tE'7es for grading The student may use a diction-
ary, a vi,adl guide snaet that indicates 11-ne of typing
only, or pencil marks on the typing paper as aids. He
not use reference sources (including, but nut limited to,
Learning Activity Packages and textbooks), erase or'rors,
nor seek help in proofreading. The student must mark all
errors.

8,3.3 Counting and narking errors: Typographical errors will be
counted and marked according to the International Type.
writing Contest rules. Refer to Appendix C. In addition,
style /arrangement errors and deviations from the test
directions will be considered incorre.A. These non-
typographical errors, however, will be counted only once.
To illustrate, if directions call for double spacing the
body of the table and the student single spaces, only one
error will be counted.

8,3.4 Proof of achievementspeed: The following table contains
the CTiteria rcTITused grading tabulation production
speed in the terminal test. For example, a student who
completes the table in 13 to 14 minutes will have earned
a "D" for speed.

PHASED TYPING PROGRAM

Phase 2--Terminal
Speed Standards fol Table Iroduction

Minutes Letter
Used GWPM

1-12 11+ A
13-14 10 8

15-151 7-8
Performance below this level does not

meet the minimum standard for
advancement to Phase 3,

19.25 5-6

14110=e.
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8.3.5 Proof of achievementaccuracy.: The criteria in the
following table to grade the accuracy of
tabulation production in the terminal test. fo

illustrate, a student who covpletes the tabulation with
an accuracy of 97,0 to 91.9 percent will have earned a
"C" for accuracy. Refer to Appendix D for an "Accuracy
Percentage Table" that facilitates determination of the
accuracy grade.

PHASED TYPING PROGRAM

Phase 2--Terminal
Pccuracy Standards

Percent of Letter
Accuracy Grade

99.0-100 A
98.0- 98.9 8

97.0' 97.9
Performance below this level does not

met the minimum standard for
advancemen: to Phase 3.

96.5- 96.9 0

8.3.6 Proof of achievementproofreading: As noted in 8.3.2 and
E.3.3, the Phase 2 stucicilt must locate both typograrhical
and arrangement errors. The following table contains the
standards to be used in measuring the student's proof-
reading competency on this terminal test.

PHASED TYPING PROGRAM

Phase 2Teroinal
Proofreading Standards

Undiscovered
Errors per Pais

Letter
GrCr- de

A

1

2

Performance below this level does not
meet the minimum standard for

advancement to Phase 3.
5
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8.4.0 GIVEN APPROPRIATE MATERIAL, AFTER COMPLETION OF ALL LETTER LAPS IN
PHASE 2, THE STUDENT WILL DEMONSTRATE THAT HE CAN TYPE BUSINESS
LETTERS, PERSONAL BUSINESS LETTERS, AND ENVELOPES; THAT HE CAN TYPE
THE LETTERS IN EITHER BLOCK OR SEMI-BLOCK STYLE WITH MIXED
PUNCTUATION; AND THAT HE CAN DO SO WITHIN SPECIFIED SPEED LIMITS,
SPECIFIED ACCURACY LIMITS, AND WITH ACCURATE PROOFREADING.

8.4.1 Appropriate letter material: The two letters and one
envelope will total 335 to 345 worcs in length. Both

letters will include a date line, salutation, body, and
complimentary closing. The business letter will also
include a three-line inside address with Zip Code, a
two-line signer's identification, and reference initials.
The personal business letter will have a four -line inside
address with Zip Code, and require the use of the student's
own return address with Zip Code a;-.d his own name for the
signer's identification. The envelope will be prepared
for the personal business letter. Test material presented
to the student will be in semi-arranged typewritten form
using margins anl tabs which differ from those the student
will be asked to use. All spelling and punctuation will
be given correctly.

8.4.2 Performance conditions: The student will be given two
25 minute opportunities to demonstrate his typing skill
in a terminal test of letter and envelope typing. If he

elects to take the test on both occasions, the s'..udent
will choose the better of ti.e two attem9ts for grading.
The student may use a dictionary, a visual guide sheet
that indicates line of typing only, or pencil marks on
the typing paper as aids. He mat not use reference
sources (including, but not limited to, texttooks and
LAPs), erase errors, no seek help in proofreading. The

student 2.211 mark all errors.

8.4.3 Counting and marking errors. Typographical errors will
be countediii'd marked according to the International
Typewriting Contest rules in Appendix C. In addition,
style/arrangement errors and deviation from the test
instructions will be considered incorrect. These non-
typographical errors, however, will be counted only
once. For .xample, if :he student sets incorrect
margins for a letter, only one error will be charged
even though both left and right margins, in fact, are
set incorrectly.

8.4.4 Proof of achievement--:oeed: The following table contains
the criteria that will 1 used in grading letter production
speed in the terminal test. To illustrate, a student who
completes the letters and envelope in 13 cr 14 minutes will
ha'e earned a "B" for speed.
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PHASED TYPING PROGRAM

Phase 2--Terminal
Speed Standards for Letter/Envelope Production

Minutes Letter
Used GWPM Grade

1-12 31+ A
13-14 26-30

15-18 20-25

Performance below this level does not
meet the minimum standard for

advancement to Phase 3.
19-25 15-19

8.4.5 Proof of achievement--accuracy: The criteria in the
TaToTITTIT table be used to grade the accuracy of
letter production in the terminal test. To illustrate,
a student who completes the letters and envelope with
on accuracy of 98.0 to 98.9 percent will have earned
a "8" for accuracy. An ',Accuracy Percentage Table" in
Appendix D facil:::ates determination of the accuracy
grade.

PHASED TYPING PROGRAM

Phase 2--Terminal
Accuracy Standards

Percent of Letter
Accuracy

99.,4 -10U A
98.0- 98.9

97.0- 97.9
Performance below this level does not

meet the minimum standard for
advancement to Phase 3.

96.5- 96.9 0

8.4.6 ,
Proof of achievement--pruofrading: As noted in 8.4.2
iR1-8747, the Phase 2 student must :ocaA both typo-
graphical and arrangemcnt errors. The following table
contains the standards to be used in measuring the
student's proofreading competency on this terminal test.

ti
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PHASED TYPING PROGRAM

Phase 2--Terminal
Proofreading Standares

Undizcovered
Errors per page

Letter
Traw

0 A
1

2

Performance below thiA level does not
meet the minimum standard for

advancement to Phase 3.
3
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8.5.0 GIVEN APPROPRIATE TYPING TA'...KS, DURING '1HE LAST TWO LAPS OF
PHASE 2, THE STUDENT WILL DEMONSTRATE THAT HE USES THE BASIC
TYPEWRITING TECHNIQUES IN ACCOMPLISHING THOSE TASKS.

8.5.1 Ippropriate typing tasks: Any work required in the last
two LAPS will be considered an appropriate task.

8.5.2 Performance conditions: The student will be observed and
rated by the teacher on the techniques enumeri,ted in 8.5.3
below. The observation and rating will be on an unannounced
basis and will be made at least once during the time the
student is working with the last two LAPs in Phase 2.

8.5.3 Basic typing techniques: The techniques that will bL
checked are 51Tosition at the typewriter, (b) key
stroking, (c) continuity and rhythm, (d) carriage return,
(e) shift-key operation, (f) space-bar action, (g) reading
copy for typing, and (h) the mind set. Each of
these techniques is explained in a "Check Sheet for Basic
Typewriting Techniques," found in Appendix F.

8.5.4 Proof of achievement--basic techniques; The criteria in
the following table will be used in grading the student's
basic typing techniques during the last two LAPs in Phase
2. Th., teacher will rate the student on each of the basic
techniques using a four point scale. Ihr., average of the

ratings will constitute the extent to which the student
has met the minimum standards for Phase 2. For example,
a student with an average rating of 2.6 to 3.5 will have
earned a "Bh for basic techniques.

PHASED TYPING PROGRAM

Phase 2--Terminal
Technique Standards

Aver aye

Rating
etter

Grade

3.6-4.o A

2.6 -3.5 B

1.6-2.5
Performance below this level does not

meet the minimum standard for
advancement to Phase 3.

0.6-1.5
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8.6.0 GIVEN APPROPRIATF PARAGRAPH MATERIAL DURING THE LAST TWO LAPS IN
PHASE 2, THE STUDENT WILL DEMONSTRATE THAT HE (AN, WITH THE AID OF
A TYPEWRITER ERASER, CORRECT COMMON TYPOGRAPH.CAL ERRORS; THAT HE
CAN DO SO EVEN WHEN THE ERRORS ARE NOT DISCOVERED UNTIL AFTER THE
COPY HAS BEEN REMOVED FROM THE MACHINE; AND THAT HE CAN MAKE THESE
CORRECTIONS NEATLY WITHIN A SPECIFIED TIME PERIOD.

8.6.1 Appropriate paragraph material: The specially prepared
copy will contain two7r7FYE5of the following kinds of
common typographical errors--wrong character ("phome"
typed for "phone"); one character omitted ("opertion"
typed for "operation"); one character added ("apparopriate"
typed for "appropriate").

8.6.? Performance conditions: After making an exact ropy of the
material described above, and removing his copy from the
typewriter, the student will be given one or more four
minute opportunities to demonstrate his ability to make
neat erasres and corrections of the dbcve type errors.
Paper and erasers will be provided by the teacher.

8.6.3 Proof of achievement--erasing and correcting: The student
;TIT have met this objective if he neatly erases and corrects
the six errors in a period not to exceed four minutes. A
"neat" correction is one in which the paper is not worn
through by the erasure, other typing in the area around the
error is not smeared, the correct character is exactly on
the line of writing e.d properly filling the space it
should occupy (or portion of space, for example, in the case
of the corrections requiring "squeezing"), and the correct
character bet,' hides any remaining signs of the incorrect
character and has shading similar to the remainder of tl.e
typing on the page. If the student is unable to meet this
minimum objective, he must engage in remedial practice
until he is able to do so.
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9.0.0 DETERMINING THE FINAL GRADE IN PHASE 2: The student's final grade in
Phase 2 will be determined by averaging his Terminal Performance
Objective test grades, his individual Learning Activity Package grades,
and his final Technique grade. In averaging, the Terminal Performance
Objective test will be given a weight of 60%, the LAP grades a weight
of 30%, aid Technique a weight of 10%. Appendix F is a sample worksheet
for determining the final grade.

10.0.0 ADVANCEMENT TO PHASE 3: In order for the student to advance to Phase 3,
he must have demonstrated a level of performance that is represented by
an overall letter grade of "C-" or above.

10.1.0 EXCEPTION REQUIRINO STUDENT ACTION: The student who does not
meet the minimum and who wishes to advance to Phase 3 may do so
in the following manner.

10.1.1 Consult with the teacher as to specific areas of
weakness. The teacher will determine these areas
by a detailed examination of the student's Terminal
Performance Objective tests and LAP post-tests,

10.1.2 Engage in remedial practice, recommended by the teacher,
until the student believes he can meet the minimum per-
formance criteria for his areas of weakness.

10.1.3 Demonstrate by taking the appropriate Terminal Performance
Objective tests that he has leveloped the minimum level of
skill necessary for advancement to Phase 3.

10.2.0 EXCEPTION REQUIRING TEACHER ACTION: At the request of the teacher
i. charge, the minimum criteria for advancement to Phase 3 may be
waived by a committee of typing teachers for students who are
unable to meet this criteria as a result of mental retardation or
physical/emotional handicaps.
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TERMINAL PERFORMANCE CBJECTIVES

For

Phase 3 of the Phased Typing Program

1.0.0 GRAOE PLACEMENT: 10, 11, 12

2.0.0 PREREQUISITES: Student mist have met the minimum performance criteria
for Phases and 2.

3.0.0 RATIONALE: The first two phases in the typing program gave major attention
7Fuilding basic typing skills. Phase 3 provides the student who is vo-
cationally-motivated an opportunity to become "production oriented." To

the extent possible in a school setting, simulation of real office typing
experiences is made an integral part of the activity packages. That is,
the student is given office-style directions and is expected to produce
copy of reasonable quantity and quality in a reasonable period of time with
increased efficiency in the use of related skills, supplies, and equipment.

4.0.0 GENERAL OBJECTIVES: With the completion of all learning activities ti Phase
3, the student will be able to

4.1.0 Touch type complete sentences and paragraphs for a specified
period of time at or near the employment level for speed and
accuracy;

4.2.0 Produce a reasonable quantity and vality of business letters,
tables, business reports, manuscripts and forms from semi-
arranged or unarranged roegh draft and/or script copy;

4.3.0 Prepare multiple copies with carbon paper, fluid duplicating
masters, and mimeograph stencils;

4.4.0 Compose simple inter-office memorandums at the typewriter;

4.5.0 Operate voice-writing machines on an acquentanceship level;

4.6.0 Proofread his typed work with such care as necessary to find
any errors made and identify them as "correctabln" or "not
co-rectable;"

4.7.0 Use a typewriter eraser to make possible the correction of all
"correctable" errors on both original and carbon copies;

4.8.0 Take reasonable care of his typewriter, organize his work
station, and exhibit a developing business-like attitude
toward his typing work.

4.9.0 Demonstrate a knowledge of personal habits normally expected
of an office worker.

Page 40
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5.0.0 INSTRUCTIONAL CONTENT: The following is an outline of the course
content designed to help the student reach the Phase 3 minimum
terminal objectives. As with the first two phases of the typing program,
no attempt is made to list Learning Activity Packages or to provide a
detailed and sequential listing of every item of instruction in the Phase
3 curriculum. A clear distinction must be made between items of learning
that will be terminally tested and those that are tested as a part of the
LAP post-tests. The latter items are not included in the outline below.
Reference to the LAPs developed for Phase 3 will provide detailed out-
line of all content and a complete list of those 'intermediate performance
objectives" that are tested in the Learning Activity Package post tests.

5.1.0 Reconstruction of typing skills developed in Phases 1 and 2
group z,nd self-paced activities

5.2.0 Drill to continue growth in speed and improvement in control__
group and self-paced activities

5.3.0 Manuscript and buslless report typing--self-paced

5.3.1 Multi -?aged

5.4.0 Tabulation typing--self-paced

5.4.1 Open, ruled, boxed, and leader styles

5.4.2 Centered on other than standard size paper

5.5.0 Business letter and envelope typing--self-paced

5.5.1 Block, Semi-Block, Lnd Full-Block style

5.5.1.1 Style description above are those used in
McGraw-Hill Book Company, Gregg Division,
typing textbooks. Corresponding South-
Western Publishing Company terms are Modified
Block, Modified Block with Paragraph Indentions
and Block styles.

5.5.2 Open and mixed punctuation styles

6.0.0 PRE - TESTING: No pre-test will be given at the beginning of Phase 3, but
TETTT7774eek that a student spends in the phase will be devoted to an
assessment of his basic typing skills. This assessment will be restricted
to the speed, accuracy, and techniques demonstrated by the student while
typing straight paragraph copy under timed conditions.

At the end of the assessment week, the student will begin the Learning
Activity Packages for Phase 3 if he meets the minimum performance criteria
for straight copy speed, accuracy, and techniques required in the previous
phase. The student who does not meet the minimum criteria will continue
skill reconstruction drills until he does reach the minimum. At that time,
he will begin Phase 3 activities.
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6.1.0 LAi pre-tests: Any student may elect to take the pre-test at
the beginning of a LAP if he believes that he can meet the
stated performance objectives for the LAP without completing
the LA' activities. When the student completes the self-
administered test, he will elect to

6.1.1 ',ce the post-test for the LAD if he completed the pre-
test with a score above the minimum criteria for the
pre-test or

6.1.2 begin the activities in the LAP if his score on the pre-
test Nas not above the minimum or

6.1.3 begin the activitie.. in the LAP if the pre-test score
was above the minimum criteria but still below the
standards the student sets for himself.

7.0.0 POST-TESTING. To measure whether the student has met the performance
ohjeceITTiTor each LAP and for the entire phase, both end-of-LAP And
end-of-phase post-tests are used. The'same tests also measure the
degree to which the student exceeds the minimum criteria established
for these intermediate and terminal performance objectives.

7.1.0 LAP post-tests: The student will take a post-test as he completes
each activity package or at any point in the package that he
believes he is ready for testing. His performance o. the post-
test will be measured ageinst speed, accuracy, and proofreading
grading criteria tables established for each LAP. When the student
completes the teacher-administered post-test, he will

7.1.1 begin the next LAP if he meets the minimum standards
for the post-test or

7.1.2 if he dos not meet the minimum standards, engage in
remedial practice, recommended by the teacher, until he
believes he can meet the minimum performance criteria
for the LAP.

7.1.3 The student will demonstrate that he has met the criteria
for advancement to the next LAP by successfully comp'Jting
the LAP post-test at or above the mi,Jmum specified.

7.2.0 Phase Jost-tests: This test is given in several parts at or near
tte end of all activities in Phase 3 to evaluate the student's
success in reaching the Terminal Performance Objectives detailed
in 9.0.0 below. Appendix A provides an explanation of how
terminal grading criteria was established; Appendix B contains
samples of terminal performance tests for phase post-testing in
the Phased Typing Program.
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8.0.0 TERMINAL PERFORMANCE OBJECTIVES: The following performance objectives
are a precise statement of the minimum goals of this phase of the typing
program. As was true in Phase and 2, there are other goals within
Phase 3, and these will be reflected in the "intermediate performance
objectives" included in each LAP developed for this phase.
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8.1.0 GIVEN APPROPRIATE PARAGRAPH MATERIAL, DURING THE LAST TWO LAPS IN
PHASE 3, THE STUDENT WILL DEMONSTRATE THAT HE CAN TOUCH TYPE THAT
MATERIAL FOR A PERIOD OF FIVE MINUTES AND THAT HE CAN DO SO WITH-
IN SPECIFIED SPEED LIMITS, .PECIFIED ACCURACY LIMITS, AND WITH
ACCURATE PROOFREADING,

8.1.1 Appropriate.poragraph material: Any series ^f alphabetic
paragraphs with a syllabic intensity of apprJxinately 1.5
that can be copied line for line for five minutes without
repetition may be used.

8.1.2 Performance conditions: On each occasion that the student
to es five minute timed writings for grading purposes
during the last two LAPs of Phase 3, he will be given two
writings on the same copy. For a timed writing to qualify
for a grade, the student's typin3 speed must be 31 or more
GWPM and his accuracy must be at least 97 percent of GWPM.
The student ma/ make a pencil mark on the paper to signal
the approach of the end of the page. Na may not erase
errors, use a dictionary, nor seek help in p73Tfreading.
Mc must proofread pnd mark all errors and calculate his
gross word.: per minute (GWPM).

8.1.3 Counting and marking erro s: Internatik,nal Typewriting
Contest rules will be used to determine errors in timed
writing copy. (Many employers use these rules when
scoring typing tests administered to applicants for
positions requiring typing skil c.) A copy of the rules
may be found in Appendix C.

8.1.4 Calculating typing speed: For grading purposes, gross
words per minute (GWPM) will be the measure of typing
speed. GWPM is determined by adding every stroke typed
(including spaces and considering the entire copy as
having been typed in a continuous line), dividing the
total strokes typed by five to get total gross words
and then dividing by the length of the timed writingi.e.,
1400 total strokes 5 r- 260 total gross words . 5 minutes
= 52 GWPM.

3.1.4.1 Neither net words per minute (NWPM) nor correct
words per minute (CWPM) will be used for grading
purposes in this or any other phase of the typing
program. However, students will be introduced to
INPM and CW'M calculation so that they will be
aware cf the scoring systems used Loy some
employers in employment typing tests.
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8.1.5 Proof of achievement--speed: During the at two LAPs
in Phase 3, five minute straight copy timed writings wiil
be graded according to the criteria in the following
table. The student's fir,a1 speed grade for this objective
will be the average of tht four best speed scores out )f a

minimum of five ,ualifying timed writings.

PHASED TYPIIG PROGRAM

Phase 3--Terminal
5-Minute Timed Writing Speed Standards

GWPM

Letter
Grade

56+ A
49-55 B

39-A
Performance below this level does not

meet the minimum standard for
advancement to Phase 4.

3!-38 0

8.1.6 Proof of achievement--accuracy: During the last two LAPs
0"-Thgi-57-FRe accuracy of five minute straight copy
timed writings will be graded according to the criteria
in the following table. To illustrate, a student who
types 26C gross words ard makes three errors in a five
minute timed writing will have an accuracy percentage for
that timing of 98.8 percent or a grade of "B." (Refer to
Appendix D for an "Accuracy Percentage Table" that facili-
tates determinatior of the accuracy grade.) The student's
final accuracy grade for this objective will be the average
of the four best accuracy scores out of a minimum of five
qualifying timed writings.

PHASED TYPING PROGRAM

Phase 3--Terminal
Accuracy Standards

Percent of
Accuracz

Letter
7

. A
98.5- 99.4

97.5- 98.4
Performance below this level does not

meet the minimum standard for
advancement to Phase 4.

i7.0- 97.4 0
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8.:.7 Proof of achievement--proofreading: As noted in 8.1.2
above, the student must proofread each page of work,
mark, and count his errors. "ihe followis, criteria
will be applied during the final two LAPS of Phase 3 to
evaluate the student's development of proofreading
competence.

PHASED TYPING PROGRAM

Phase 3--Terminal
Proofreading Standards

Undisruvered Tyeara Letter
Errors per Page Giade

0 A
1

Performance below this level does not
meet the minimum standard for

advancement to Phase 4.
2 0

155



PHA'F 3 OF THE PHASED TYPING PROGRAM Page 47

8.2.0 GIVEN APPROPRIATE MATERIAL, AFTER COMPLETION OF ALL MANUSCRIPT
LAPS IN PHASE 3, THE STUDENT WILL DEMONSTRATE THAT HE CAN TYPE
A MULTI-PAGE MANUSCRIPT WITH "BOUND" OR "UNBOUND" MARGINS AND
THAT HE CAN DO SO WITHIN f.PECIFIED SPEED LIMITS, SPECIFILD
ACCURACY LIMITS, AND WITH ACCURATE PROOFREADING.

8.2.1 Appropriate manuscript material: The copy will be
betwnen 540 and 550 words in fingtn and includc a title,
sub-title, at least one minor heading per page, at least
one footnote per page, both long and short quotations, at
least two enunerated paragraphs, and page numbers. The
material presented to the student will be typed rough
draft and script copy using margins, tabs, and page
lengths which differ from those the student will be
expected to use. All spellinj and punctuation will be
given correctly.

8:2.2 Performance conditions: The student will be given two 30
minute opportunities to demonstrate his typing skill in a
terminal manuscript test. If he elects to take the test
on both occasions, the student will choose the better of
the two tests for grading. The student 2.21 use a
dictionary, a visual guide sheet that indicates line of
typing only, or pencil marks on the typing paper as aids.
He may not use textbooks, Learning Activity Packages, or
any other reference, nor may he erase errors, or seek
help in proofreading. The student must identify each err,v
made by writing "C" (correctable) or "NC's (not correctable)
adjacent to the error.

8.2.3 Counting and marking errors: Typographical errors will be
EMITITand marked according to the International Type-
writing Contest rules found in Appendix C. 1c addition,
style /arrangement errors and deviation from the test
instructions will be considered incorrect. These typo-
graphical errors will bo. counted only once, huwever. If

a student, for example, improperly locates the page number
on both pages two and three, one error is counted for not
knowing whero to place the page number.

3.2.4 Proof of achievementspeed: The riteria in the following
Tate will be used to grade manuscript product on speed in
the terminal test. For example, a student who completes
the test in 19 to 22 minutes will have earned a "C" fo:
speed.
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PHASED TYPING PROGRAM

Phase 3--Terminal
Speed Standards for Manuscript Production

Minutes Lett,.:r

Used GWPM Grebe

1-16 35+ A

17-18 31-34
19-22 25-30
Performance below this level doe., not

meet the minimum standard for
advancement to Phase 4.

23-30 20-24 0

Page 48

8.2.5 Prof of achievement--accuracy: The criteria in the
nil-lowing table will be used to grade the Accuracy of
manuscript production in the terminal test. To illustrate,
a student who completes the test . an accuracy of 97.5
to 98.4 p_rcent will have earned a "C" for accuracy. An

''Accuracy Percentage Table" that facilitates determination
of the accuracy grade may be found in Appendix D.

PHASED TYPING r'ROGRAM

Phase 3--Te.minal
Accuracy Standatt;L

Percent of Letter
Accuracy Grade

99.5 -100 A

98.5- 99.4

97.5- 98.4
Performance belcm this level does not

meet the minimum standard for
advancement to Phase 4.

9,.0- 97.4

8.2.6 Proof of achievement--proofreading: As noted in 8.2.2
and 11.2.3, the Phase 3 student must locate typographical
and arrangement errors and must also identify each error
as "C" (correctable) or "NC" (not correctable). The
latter notation indicates that the typist is aware that
in an office situation the page would have to be re-typed
because of the nature of the error.
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PHASED TYPING PROGRAM

Phase 3--Terminal
Proofreading Standards

Undiscovered
Errors per Page

Letter
Era i

0 A
1

2

Performance below this level does not
meet the min4mAm standard for

advancement to Phar,e 4.
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S.3.0 GIVEN APPROPRIATE MATERIAL, AFTER COMPLETION OF ALL TA3ULATION LAPS
IN PHASE 3, THE STUDENT WILL DEMONSTRATE THAT HE CAN CENTER AND
TYPE A TABLE ON STANDARD OR ODD-SIZE PAPER; THAT HE CAN TYPE IT IN
OPEN, RULED, BOXED, OR LEADERED STYLE; AND THAT XE CAN DO SO WITH-
IN SPECIFIED SPEED LIMITS, SPECIFIED ACCURACY LIMITS, AND WITH
ACCURATE PROOFREADING.

8.3.1 Appropriate tabulated material: The copy will be between
233 and 245 words in lengtE and will consist of two separate
tables. One or both of the tables will include a title,
sub-title, one and two-line column headings, two to four
columns of numbers (including dollar amounts and a total
line), and grouping of column information. The material
presented to the student will be semi-arranged rough draft
and script copy using margins and tabs which differ from
those the student will be asked to use. All spelling and
punctuation will be given correctly.

8.3.2 Performance conditions: The student will be given two 30
minute opportunities to demonstrate his typing skill in a
terminal tabulation test. If he elects to take the test
on both cyrisions, the student will choose the better of
the two tests for grading. The student may use a dictionary,
a visual guide sheet that indicates line u5 typing only, or
pencil marks on the typing paper as aids. He malnot use
reference sources (including, but not limited to, LAPs
and textbooks), erase errors, nor seek help in proofreading.
The student must identify each error made by writing "C"
(correctable) or "NC" (not correctable) adjacent to the error.

8.3.3 Counting and marking errors: Typographical er.ors will be
counted and marked acrord7g to the International Type-
writing Contest rules found in Appendix C. In addition,
style/arrangement errors and deviations from the test
directions will be considered incorrect. These non-
typographical errors, however, will be counted only once.
For example, if the student is directed to group the column
information in three line sections and fails to do so, only
one error will be charged against him.

8.3.4 Proof of achievementspeed: The following table contains
the criteria to be used in grading tabulation production
speed in the terminal test. To illustrate, a student who
completes the table in 17 to 18 minutes will have earned
a 1'8" for speed.
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PHASED TYPING PROGRAM

Phase 3--Terminal
Speed Standards for Table Production

Minutes
GWPM

Letter
Grade

1-16 15+ A
17-18 13-14

19-22 1,1-12

performance below this level does not
meet the minimum standard for

advancement to Phase 4.

23-30 8-10 0

8.3.5 Proof of achievement--accuracy: The criteria fo- grading
the accuracy of tabulation production in the terminal test

is presented In the table below. To illustrate, a student
who completes the tabulation problem with an accuracy of
97.5 to 98.4 percent will have earned a "C" for accuracy.
Refer to Appendix r for an "Accuracy Percentage Table"
that facilitates determination of the accuracy grade.

PHASED TYPING PROGRAM

Phase 3--Terminal
Accuracy Standards

Percent of Letter
Accuracy UWW-

99.5-100 A

98.5- 99.4
97.5- 98.4
Performance below this level does not

meet the minimum standard for
advancement to Phase 4.

97.0- 97.4 0

8.3.6 Proof of achievement--proofreading: As noted in 8.3.2
and B.3.3, the student in Phase 3 must locate typographical
and arrangement errors and must also identify each error
as "C" (correctable) of "NC" (not correctable). The latter
notation 4:-..dicates that the typist is aware that in an office
situation the page would have to be re-typed because of the
nature of the error.
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PHASED TYPING PROGRAM

Phase 3--Terminal
Pr)ofreading Standards

Undiscovered

EraaET22.92
Letter
Grade

0 A
1

2

Performance below this level does not
meet the minimum standard for

advancement to Phase 4.
3
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8.4.0 GIVEN APPROPRIATE MATERIAL, AFTER COMPLETION OF ALL LETTER LAPS IN
PHASE 3, THE STUDENT WILL DEMONSTRATE THAT HE CAN rYPE BUSINESS
LETTERS AND ENVELOPES; THAT HE CAN ARRANGE THE LETTERS IN BLOCK,
SEMI-BLOCK, OR FULL aLCCK STYLE; THAT HE CAN USE EITHER MIXED OR
OPEN PUNCTUATION; AND THAT HE CAN TYPE THE LFTTERS AND ENVELOPES
'4ITHIN SPECIFIED SPEED LIMITS, SPECIFIED ACCURACY LIMITS, AND WITH
ACCURATE PROOFREADING.

8.4.1 Appropriate letter material: The two letters and two
envelopes will total 400 to 410 words in length, Both

letters will contain a date line, salutation, body,
compl,Aentary closing, two-line signer's identification,
and reference intitiais. One letter will also have a four-
line inside address with Zip Code and a subject line.
The other letter will have a three line inside address
with Zip Code, and attention line, a company signeLure,
and enclosure notation. Test material presented to the
student will be semi-arranged rough draft and script copy
with margins and tabs which differ from those th,, student
will be asked to ose. All spelling will be given correctly,
but punctuation of letter parts ether than the body will not
be shot-n. The student must supply an appropriate salutation
for botn letters.

8.4.2 Performance conditions; The student will be given two
20 minute opportunities to demonstrate his typing skill
in a terminal test of letter and envelope typing. If he
elects to take the test on both occasions, the student
will choose the better of the two tests for grading.
The student may use a dictionary, a visual guide sheet
that indicates line of typing only, or pencil marks on
the typing paper as aids. He may not use reference sources
(including, but not limited to, textbooks and Learning
Activity Packages), erase errors, nor seek help in proof-
reading. The student must identify each error made by
writing "C" (correctabreror "NC" (not correctable)
adjacent to the error.

8.4.3 Counting and marking errors: Typographical errors will be
counted and marked according to the International Type-
writing Contest rules in Appendix C. In addition, style/
arrangement errors and deviation from the test nstructions
will be considered incorrect. However, these non-typo-
graphical errors will be counted only once. Thus, if the
student follows semi-block style when directed to use full
block one error would be charged.

8.4.4 Proof of achievement--speed: The following table contains
TiEFTleria to be used in grading speed in a terminal
letter production test. To illustrate, a student who
completes the letters and ePve!opes in 11 or 12 minutes
will have earned a "8" for speed.
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PHASED TYPING PROGRAM

Phase 3--Terminal
Speed Standards for Letter/Envelope Production

Minutes
Used GWPM

Letter
Grade

1-10 39+ A
11-12 34-38
13-15 27-33
Performance below this level does not

meet the minimum standard for
advancement to Phase 4.

16-20 21-26

8.4.5 Proof of achievement--accuracy: The following table contains
the criteria to be used in grading the accuracy of letter
production in the terminal test. To illustrate, a student who
completes the'letters and envelopes with an accuracy of 99.5
o- higher will have earned an "A" for accuracy. The "Accuracy
Percentage Table" in Appendix D facilitates determination of
the accuracy grade.

PHASED TYPING PROGRAM

Phase 3--Terminal
Accurac,,, Standards

Percent of Letter
Accuracy Grade

99.5-100 A
98.5- 99.4 8

97.5- 98.4
Performance below this level does not

meet the minimum standard for
advancement to Phase 4.

97.)- 97.4 0

3.4.6 Proof of achievement--proofreading: As noted in 8.4.2
an! 11.4.3, the studiii7.T71Ohase must locate typographical
and arrangement errors and must identify each error as "C"
(correctable) or "NC" (not correctable). The latter notation
indicate: that the typist is aware that in an office situation
the page would have to be re-typed because of the nature of
the error.
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PHASED TYPING PROGRAM

Phase 3--Terminal
Proofreading Standards

Undiscovered
Errors per Page

Letter
Grade

0 A
I B

2

Performance below this Ilvel does not
meet the minimum standard for

Advancement to Phase 4.
3
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8.5.0 GIVEN APPRPRIATE PARAGRAPH MATERIAL, DURING THE LA.A. TWO LAPS
OF PHASE 3, THE STUDEN1 WILL DEMONSTRATE THAT HE CAN, WITH THE AID
OF BOTH A TYPNRITER ERASER AND SOFT PENCIL ERASEk, CORRECT COMMON
TYPOGRAPHICAL ERRORS ON AN ORIGINAL AND ON ONE CARBON COPY WHEN
THE ERRORS ARE FOUND SSFORE THE PAPER HAS BEEN REMOVED F.MM THE
MACHINE AND THAT HE LAN MAKE THESE CORRECTIONS NEAILv WITHIN A
SPECIFIED TIME PERIOD.

8.5.1 Afflopriate paragraph material: The specially prepares
copy -MI contain three wrong character errors (i.e.,
"incldues" typed for "includes"), two one character
omitted errors (i.e., ilinTUmationu typed for "information"),
and one character added error (i.e., "doillar" typed for
"dollar").

8.5.2 Performance conditions: After making an exact copy of
the material described above, the student will be given
one or more four minute opportunities to demonstrate his
ability to make neat erasures and corrections of the above
types of errors on both originals and carbon copies.
Typing paper, carbon paper, and typewriter erasers will be
supplied; the student will furnish t-e pencil eraser.

8.5.3 Proof of achievementerasing and correcting: The student
will have met this objective if he neatly erases and corrects
the six errors in a period not to exceed four minutes. A
"neat" correction on both originals and carbons is one in
which the paper is not worn through by the erasure, other
typing in the area around the error is not smeared, the
correct character is exactly on the line of typing and
properly filling the space it should occupy (or portion of
the space in the case of corrections requiring "squeezing"),
and the correct character both hides any remaining sign of
the incorrect one and has shading similar to the remainder
of the typing on the page. If the student is unable to meet
this minimum objective, he must engage in remedial practice
until he is able to do so.
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9.0.0 DETERMINING THE FINAL GRADE IN PHASE 3: Th,. stu6ent's final grade in
Phase 3 will be determined by averaging his Terminal Performance Cbjective
test grades and his individual Learning Activity Package grades. In
averaging, the terminal test will be given a w,ight of 60% and the
Leaning Activity ?ackages a weight of 40%. A sa,iple worksheet for determin-
ing the final grade may be found in Appendix F.

10.0.0 ADVANCEMENT TO PHASE 4: In order l'or the student to aUvance to Phase 4,
he must have demonstrated a level of performance that is represented by
an overall letter grade of "C-" or above,

10.1.0 EXCEPTIOr REQUIRING STUDENT ACTION: The student who does not
meet the minimum and who wishes to advance to Phase 4 may do so
by taking the following action.

10.1.1 Consult with the teacher as to specific areas of weakness.
The teacher will determine these areas by a detailed exam-
ination of the student':: Terminal Performance Objective
tests and LAP post-tests.

10.1.2 Engage in remedial practice, recommended by the teacher,
until the student believes ;le can meet the minimum per-
formance criteria for his areas of weakness.

10,1.3 Demonstrate by taking the appropriate Terminal Performance
Objective tests that he has developed the minimum level of
skill neccs-,ary for advancement to Phase 4.

10.2.0 EXCEPTION REQUIRING TEACHER ACTION: At the request of the teacher
in charge, the minimum criteria for advancement to Phase 4 may be
waived by a committee of typing teachers for students who are unable
to meet this criteria as a result of mental retardation or physical/
emotional handicaps,
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TERMINAL PERFORMANCE OBJECIIVES

For

Phase 4 of the Phased Typing Program

1.0.0 GRADE PLACEMENT: 10, Ii, 12

2.0.0 PREREQUISITES: Student must have met the minimum performance criteria
TEFIFRWiT717 2, and 3.

3.0.0 RATIOAALE: A few students reach employment level skAls by the end of
Phase few more can reach that level at the end of Phase 3; but the
typical vocationally-motivated student needs the final polishing of 11s
typing skills that Phase 4 provides.

As with Phase 3, the student will find that simulated office typing
experiences are an integral part of the LAPs in this phase. He will

he expected to produce copy of reasonable quantity and quality in a
reasonable period of time with efficiency in the use of related skills,
supplies, and equipment.

4.0.0 GENERAL OBJECTIVES: With the completion of all learning activities in
the Phased Typing Program, the student will be able to

4.1.0 Touch type complete sentences and paragraphs for a specified
period of time at the employment level for speed and accuracy;

4.2.0 Produce a reasonable quantity and quality of business letters,
tables, manuscripts, common business forms, and leoal documents
from semi-arranged or unarranged rough draft and/or script copy;

4.3.0 Prepare multiple copies with carbon paper, fluid duplicating
masters, and mimeograph stencils;

4.4.0 Compose simple business letters and inte office memorandums at
the typewriter;

4.5.0 Operate voice-writing machine; on an acquaintanceship level;

4.6.0 Proofread his typed work with such care as necessary to find any
errors made and identify them as "correctable" or "not correctable;"

4.7.0 Use a typewriter eraser (or typewriter correction paper) to make
possible the correction of all "correctable" errors on both original
and carbon copies:

4 8.0 Type simple copy from direct dictation;

4.9.0 Take reasonable c4re of tlititypewriter, organize his work station,
and exhibit a business-like attitude toward his typing work;

4.10.0 Demonstrate a knowledge of personal habits normally expected of an
office workar.

Page 58
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5.0.0 INSTRUCTIONAL CONTENT: The following is an outline of the course content
Te-ig-ried7717-lp the student reach the minimum termicll objectives of this
final phase of the Phased Typing Program. As with earlier phases, no
attempt is made to list Learning Activity Packages or to provide a detailed
and sequential listing of every item of instruction in the Phase 4 curriculum
It is important to clearly distinguish between it,ms of learning that will be
terminafly tested and those that are tested as a part of the LAP post-tests.
The latter items are not included in the outline of course content below.
Reference to the LAPs developed for Phase 4 will provide a detailed outline
of all con'.ent and a complete list of those internediate performance objectives"
that are tested in the Learning Activity Package post-tests.

5.1.0 Reconstruction of typing skills developed in Phases 1, 2, and 3--
gro:n and self-paced activities.

5.2.0 Drill to briny speed and control t, employment level--group and
self-paced activities.

5.3.0 Manuscript and business report typingself-paced

!i..3.1 Multi-paged

5.4.0 Tabulation typing - - self -paced

5.4.1 Open, ruled, boxed, and leader styles.

5.4.2 Centered on other than standard sire paper.

5.4.3 In the body of a manuscript or letter.

5.5.0 Business letter and envelope typing--self-paced.

5.5.1 Block, Semi-Block, Full Block, and Indented styles.

5.5.1.1 Style descriptions above are those used in
McGraw-Hill Book Company, Gregg Division,
typing textbooks. Corresponding South-
Western Publishing Company terms are Modified
Block, Modified Block with Paragraph Indentions,
Block, and Indented.

5.5.2 Open and mixed punctuation styles.

6.0.0 PRE-TESTING: No pre-test will be given at the beginning of Phase 4, but
the First week that a student spends in the phase will h devoted to an
assessment of his basic typing skills. This assessment will be restricted
to the speed and accuracy demonstrated by the student while typing ..treght
paragraph copy under timed conditions.

At the end of the assessment week, the student who meets the minimur 2er-
formance criteria for straight copy speed and accuracy required in the
previous phase will begin the LAPs for Phase 4. The student who does not
meet the minimum criteria will continue 'skill reconstruction drills until
he does reach the minimum. At that time, he will begin Phase 4 activities.
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6.1.0 LAP pre-tests: Any student may elect to take the pre-test at the
beginning um LAP if he believes that he can meet the stated per-
formance objectives for the LAP without completing the LAP activities,
When the student completes the self-administered test, he will elect to

6.1.1 take the post-test for the LAP if he completed the pre-test
with a score above the minimum criteria for the pre-test or

6.1.2 begin the activities in the LAP if his score on the pre-test
was hot above the minimum or

6.1.3 begin the activities in the LAP if the pre-test score was
above the minimum criteria but still below the standards
the student sets for himself.

7.0.0 POST-TESTING: To measure whether the student has met the performance
objectives for each LAP and for the entire phase, both end-of-LAP and
end-of-phase post-tests are used. The same tests also measure the degree
to which the student exceeds the minimum criteria established for these
intermediate and terminal performance objectives.

7.1.0 LAP post-tests: The student will take a post-test as he completes
each activity package or at any point in the package that he believes
he is ready for testing. His performance on the post-test will be
measurad against speed, accuracy, and proofreading grading criteria
tables established for each LAP. When the student completes the
teacher-administered post-test, he will

7.1.1 begin the next LAP if he meets the minimum standards for
the post-test or

7.1.2 if he does not meet the minimum standards, engage in
remedio! practice, recommended by the teacher, until he
believes he can met the minimum performance criteria
for the LAP.

7.1.3 The student will demonstrate that he has met the criteria
for advancement to the next LAP by successfully completing
the LAP post-test at or above the minimum specified.

7.2.0 Phase post-test: This test is given in several parts at or near the
end of all activities in Phase 4 to evaluate the student's success in
reac,hing the Terminal Performance Objectives detailed in 8.0.0 below.
Appendix A provides an explanation of how terminal grading criteria
was established; Appendix B contains samples of terminal performance
tests for phase post-testing in the Phased Typing Program.
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8.0.0 TERMINAL PERFORMANCE OBJECTIVES: The fol!owing performance objectives

are a preen; statement of the minimum goals of this phase of the typing

program. As was true in Phase 1, 2, and 3, there are other goals within

Phase 4, and these will be reflected in the "intermediate performance
objectives" included in each LAP developed for this phase.
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8.1.0 GIVEN APPROPRIATE PARAGRAPH MATERIAL, DURING THE LAST TWO LAPS IN
PHASE 4, THE STUDENT WILL DEMONSTRATE THAT HE CAN TOUCH TYPE THAT
MATERIAL FOR A PERIOD OF FIVE MINUTES AND THAT HE CAN DO SO WITH-
IN SPECIFIED SPEED LIMITS, SPECIFIED ACCURACY LIMITS, AND WITH
ACCURATE PROOFREADING.

8.1.1 Appropriate vragraph material: Any series of alphabetic
paragraphs with a syllabic intensity of approximately 1.5
that can be copied line for line for five minutes without
repetition may be used.

8.1.2 Performance conditions: On each occasion that the student
takes five minute timed writings for grading purposes during
the last two LAPs of Phase 4, he will be given two writings
on the same copy. For a timed writing to qualify for a
grade, the student's typing speed must be 35 or more GWPM
and his accuracy must be at least 97.5 percent of GWPM.
The student may make 3 pencil mark on the paper to signal
the approach 3r the end of the page. He may not erase
errors, use a dictionary, nor seek help in proo reading.
He must proofread and mark all errors and calculate his
gross words per minute (GWPM).

8.1.3 Counting and marking errors: International Typewriting
Contest rules will be used to determine errors in timed
writing copy. (Many employers use these ;Liles when
scoring typing tests administered to applicants for
positions requiring typing skills.) A copy of rules may
be found in Appendix C.

8.1.4 Calculating typing speed: For grading purposes, gross
t;(7-diper minute (GWPM) will be the measure of typing
speed. GWPM is determined by adding every stroke typed
(including spaces and considering the entire copy as
having been typed in a continuous line), dividing the
total strokes typed by five to get total gross words
and then dividing by the length of the timed writing--i.e.,
1500 total strokes 5 = 300 total gross words = 5 minutes
= 60 GWPM.

8.1.4.1 Neither net words per minute (NWPM) nor correct
words per minute (CWFM) will be used for grading
purposes in this or any other phase of the typing
program. However, students will be introduced to
NWPM and CWPM calculation so that they will be
aware of the scoring systems used by some employers
in employment typing tests.
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8.1.5 Proof of achievement--speed: During the last two LAPs in
Phase 4, five minute straight copy timed writings will be
graded according to the criteria in the following table.
The student's final speed grade for this objective will be
the average of the four best speed scores ou: of a minimum
of fire qualifying timed writings.

PHASED TYPING PROGRAM

Phase 4--Terminal
5-Minute Timed Writing Speed Standards

GWPM
Letter
Grade

60+ A

53-59
43-52
Performance below this level does not

meet the minimum standard for
vocational competency.

35-42

8.1.6 Proof of achievementaccuracy: During the last twu LAPs
TfTH7ie (, the accuracy of-five minute straight copy timed
writings will be graded according to the criteria in the
following table. To illustrate, a student 'oho types 300
gross words and makes three errors in a five minute timed
writing will have an accuracy percentage for that timing of
99.0 percent or a grade of "B." (Refer to Appendix D for
an "Accuracy Percentage Table" that facilitates determination
of the accuracy grade.) The student's final accuracy grade
for this objective will be the average of the four best
accuracy scores out of a minimum of five qualifying timed
writings.

PHASED TYPING PROGRAM

Phase 4--Terminal
Accuracy Sta;:daros

Percent of Letter
Accuracy Grade

99.6-100 A
99.0- 99.5 8

98.0- 98.9
Performance below this lever does not

meet the minimum standard for
vocational competency.

97.5- 97.9 0
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8.1.7 Proof of achievement-- roofreadin : As noted in 8.1.2
;6;76-7-1-F51e st dent must proo rea each page of work,

mark, and count his errors. The following criteria will
be applied during the final two LAPS of Phase 4 to
evaluate the student's development of proofreading
competence.

PHASED TYPING PROGRAM

Phase 4Terminal
Proofreading Standards

Undiscovered Typographical
Errors per Page

Letter
Grime

0 A
Performance below this level does not

meet the minimum standard for
vocational competency.

1 0
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8.2.0 GIVEN APPROPRIATE MATERIAL, AFTER COMPLETION OF ALL MANUSCRIPT
LAPS IN PHASE 4, THE STUDENT WILL DEMONSTRATE THAT HE CAN TYPE
A MULTI-PAGE MANUSCRIPT WITH "BOUND" OR "UNBOUND" MARGINS AND
THAT HE CAN DO SO WITHIN SPECIFIED SPEED LIMITS, SPECIFIED
ACCURACY LIMITS, AND WITH ACCURATE PROOFREADING.

8.2.1 Appropriate manuscript material: The copy will be from
705 to 715 words ;,-1 length and include a title, sub-title,
three or more minor headings, three or more footnotes with
at least one on a short final page, both a long and a
short quotation, a short three-column tP,ble within the body,
and page numbers. The material presented to the student
will be in typed rough draft and script copy using margins,
tabs, and page lengths which differ from those the student
will be expected to use. All spelling and punctuation will
be given correctly.

8.2.2 Performance conditions: The student be given two 35
minute opportunities to demonstrate his typing skill in a
terminal test of manuscript prodyction. If he elects to
take the test on both occasions, the student will choose
the better of the two tests for grading. The student may
use a dictionary, a visual guide sheet that indicates line
of typing only, or pencil marks on the typing paper as aids.
He may not use reference materials (including, but -J'
limited to, textbooks and Learning Activity Packoc-
errors, or seek help in proofreading. The studcn
identify each error made by writing "C" (correct, ,

"NC" (not correctable) adjacent to the error.

8.2.3 Counting and marking errors: Typographical err( ,

counted and marked according to the International
writing Contest rules in Appendix C. In additic
arrangement errors and deviation from the test i, a ,Jris

will be considered incorrect. ihese non-typogra,
errors will, however, be counted only once. If a st it

for example, double spaced all the footnotes, or
error would be charged for that particular mist, e r s

of the number of times it was rep4ated.

8.2.4 Proof of achievement--speed: The following tab E
the criteria to be used in grading speed in the
test of manuscript production. To illustrate, a s

who completes the test in 20 to 22 minutes will
a for speed.
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PHASED TYPING PROGRAM

Page 66

Phase 4--Terminal
Speed Standards for Manuscript Production

Minutes
Used GWPM

Letter
Grade

1-19 40+ A
20-22 36-39 8
23-27 29-35

Performance below this level does not
meet the minimum standard for

vocational competency.
28-35 23 -28

8.2.5 Proof of achievement -- accuracy: Th, criteria in the
foowingtaluseto grade the accuracy of
manuscript production in the terminal test. To illustrate,
a student who completes the test with an accuracy of 98.0
to 98.9 percent wilt have earned a "C" for accuracy. The
"Accuracy Percentage Table" in Appendix D will facilitate
the determination of the accuracy grade.

PHASED TYPING PROGRAM

Phase 4--Terminal
Accuracy Standards

Percent of Letter
Accuracy Grade

99.6-100 A
99.0- 99.5 8
98.0- 98.9 C

Performance below this level does not
meet the minimum standard for

vocational competency.
97.5- 97.9 0

8.2.6 Proof of achievementr-p400freadin
: As noted in 8.2.2

itig-872.3, the student in Phase must locate typographical
and arrangement errors and must also identify each error as
"C" (correctable) or "NC" (not correctable). The latter
notation indicates that the typist is aware that in an office
situation, the page would have to be re-typed because of the
nature of the error.

' I
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PHASE() TYPINa PROGRAM

Phase 4Terminal
Proofreading Standards

Undiscovered
Errors per Page

0

Letter
Grade

A
C

Performance below this level does not
meet the minimum standard for

vocational competency.
2
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8.3.0 GIVEN APPROPRIATt MATERIAL, AFTER COMPLETION OF ALL "ABULATION LAPS
IN PlASE 4, THE STUDENT WILL DEMONSTRATE THAT HE CAN CENTER AND TYPE.
A TABLt ON STANDARD OR ODD -SIZE PAPER; TNAT HE CAN TYPE IT IN OPEN,
RULED. BOXED, OR LEADERED STYLE; AND THAT HE CAN DO SO WITHIN
SPECIFIED SPEED LIMITS, SPECIFIED ACCURACY LIMITS, AND WITH ACCURATE
PROOFREADING.

8.3.1 Appropriate tabulated material: The col>, will contain
between 255 and 265 words and will consist of a multi-line:
title and sub-title, five or more columns and column head-
ings, at least four of the columns with numbers, .nd at
least one footnote. The material presented to the student
will be semi-arranged typed rough draft and script copy
using margins and tabs which differ from those the student
will 'e asked to use. In addition, the utuden: will be
given more columns of information than he will be asked
to include in the table he prepares.

8.3.2 Performance conditions: The student will be given two 25
minute opportunities to demonstrate his typing skill in a
terminal tabulation test. If he elects to take the test
on both occasions, the student will choose the better of
the two tests for grading. The student may use a dictionary,
a visual guide sheet that indicates line ET typing only, or
pencil marks on the typing paper as aids. He may not use
reference sources (including, but not 'imited to, LAPs and
textbooks), erase errors, nor seek help in proofreading.
The student must identify each error made by writir "C"
(correctable or "NC" (not correctable) adjacent tc the
error.

8.3.3 Counting and marking errors: Typographical errors will be
counted and marked according to the International Typewriting
Contest rules in Appentlix C. In addition, style/arrangement
errors and deviation from the test directions will be con-
sidered incorrect. These non-typographical errors, however,
will be counted only once. For example, if there are three
sib -title lines that should be typed in upper and lower case
and the student types all of them in upper case, only one
error is charged.

8.3.4 Proof of achievement- -seed: The following table contains
eciTh7crer-iatoTh-rused in grading tabulation production

speed in the terminal test. To illustrate, a student who
completes the table in 15 to 17 minutes will have earned
a "B" for speed.
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PHASE 4 OF 1HE PHASED TYPING PROGRAM

PHASED TYPING PROGRAM

Phase 4Terminal
Speed Standards for Table Production

Minutes

Used GWPM

Letter

1-14 19f A

15-17 I6-18

18-20 13-15
Performance below this level does not

meet the minimum standard for
vocational competency.

21 -25 11-12

Page 69

8.3.5 Proof of achievement -- accurate: The criteria for grading
the accuracy of tabulation production in the terminal test
is presented in the table below. To illustrate, a student
who completes the tabulation problem with an accuracy of
99.0 to 99.5 percent will have earned a "8" for accuracy.
Refer to Appendix D for an "Accuracy Percentage Table"
that faciiitates determination of the accuracy grade.

PHASED TYPING PROGRAM

Phase 4--Terminal
Accuracy Standards

Percent of Letter
Accuract Grade

99.6-100 A

99.0- 99.5
98.0- 98.9
Performance below this level does not

meet the minimum standard for
vocational competency.

97.5- 97.9

8.3.6 Proof of achievement--proofreadina: As noted in 8.3.2
and b.3.3, the student: in Phase-4-must locate typographical
and arrangement errors and must also identify each error as
"C" (correctable) or "NC" (not correctable). The tatter
notation indicates that the typist is aware that in an
office situation the page would have to be retyped because
of the nature of the error.
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PHASE 4 OF THE PHASED TYPING PROGRAM Page 70

PHASED TYPING PROGRAM

Phase 4Terminal
Proofreading Standards

Undiscovered
Errors per pale

Letter
raTe-

0 A
1

Performance below this level does not
meet the minimum standard for

vocational competency.
2

ins



PHASE 4 OF THL PHASED IYPING PROGRAM Page 71

8.4.0 GIVL. APPROPRIATE MATERIAL, AFTER COMPLETION CF ALL LETTER LAPS IN
PHASE 4, THE STUDENT WILL DEMONSTRATE THAT HE CAN TYPE A TWO -PAGE
BUSINESS LETTER AND ACCOMPANYING ENVELOPE; THAT HE CAN ARRANGE THE
LETTER IN BLOCK, SEMI-BLOCK, OR FULL BLOCK, STYLE; THAT HE CAN
EITHER MIXED OR OPEN PUNCTUATION; AND THAT HE CAN TYPE THE LETTER
AND ENVELOPE WITHIN SPECIFIED SPEED LIMITS, SPECIFIED ACCURACY
LIMITS, AND WITH ACCURATE PROOFREADING.

8.4.1 Appropriate letter material: The two-page letter and
envelope will total 490 to 50D words in length and will
include a date line, a three-line inside address with
Zip Code, a subject or attention line, a salutation, the
body, appropriate second page heading, complimentary
closing, company signature, two line signer's identification,
and reference initials. Test material presented to the
student w4I1 be semi-arranged typed rough draft and script
copy with margins and tabs which differ from those the
student will be asked to use. All spelling will be given
correctly, but punctuation of letter parts other than the
body will not be shown. The student must supply an
appropriate salutation.

S 4.2 Performance conditions: The student will be given two 18
minute opportunities to demonstrate his typing skill in a
terminal test of letter and envelope typing. If he elects
to take the test on both occasions, the student will choose
the better of the two tests for grading. The student mater
use a dictionary, a visual guide sheet that indicates line
of typing only, or pencil marks on the typing paper as aids.
He may not use reference sources (including, but not limited
to, textbooks and Learning Activity Packages), erase errors,
nor seek help in proofreading. The student must identify
each error made by writing "C" (correctable) or "NC" (not
correctable) adjacent to the error.

8.4.3 Counting and marking errors: Typographical errors will be
counted and marked according tc the International Typewriting
Contest rules in Appendix C. In addition, style/arrangement
errors and deviation from the test instructions will be
considered incorrect. However, these non-typographical errors
will be counted only once. Thus, if the student follows semi-
block style when directed to use full block, one error would
be charged.

8.4.4 Proof of achievement -- speed: The following table contains
the criteria to be used in grading speed in a terminal letter
production test. To illustrate, a student who completes the
letters and envelopes in 12 or 13 minutes will have earned
a "B" for speed.
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PHASE 4 OF THE PHASED TYPING PROGRAM Page 12

PHASED TYPING PROGRAM

Phase 4--Terminal
Speed Standards for Letter/Envelope Production

Minutes Letter
User GWPM

1-1t 49+ A
12-13 !6.48
14-15 r 35-42
Performance below this level does not

meet the minimum standard for
vocational competency.

16-18 29-34 D

8.4.5 Proof of achievement--accuracy: The following table contains
the criterria to be used in grading the accuracy of letter
production in the terminal test. To illustrate, a student
who completes the letters and envelopes with an accuracy of
99.6 or higher will have earned an "A" for accuracy. The

"Accuracy Percentage Table" in Appendix D facilitates
determination of tree accuracy grade.

PHASED TYPING PROGRAM

Phase 4--Terminal
Accuracy Standards

Percent of
Accuracy

Letter
Grade

99.6-100 A

99.0 -99.5 8
98.0- 98.9
Performance below this level does not

meet the minimum standard for
vocational competency,

97.5- 97.9

8.4.6 Proof of achievementproofreading: As noted in 8.4.2
ia-84:3, the student in Phase 4 must locate typo-
graphical and arrangement errors and must identify each
error as "C" (correctable) or "NC" (not correctable).
The latter notation indicates that the typist is aware
that in an office situation the page would have to be
"etyped because of the nature of the error.
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PHASE 4 OF THE PHASED TYPING PROGRAM

FHASED TYPING PROGRAM

Phase 4Terminal
Proofreading Standards

Undiscovered
Erro,-s per Page

0

letter
Grade

A
C

Performance below this level does not
meet the minimum standard for

vocational competency.
2 0

f8 2

Page 73



PHASE 4 OF THE PHASED TYPING PROGRAM Page 74

9.0.0 DETERMINING THE FINAL GRADE IN PHASE 4: The student's final grade
in this last phase of the Phased Typing Program will be determined
by averaging his Terminal Performance Objective test grades and his
individual Learning Activity Package grades. In averaging, these
two segments of the final grade will be given equal weight (50%
terminal tests, 50% LAPs). A. sample wDrksheet fo- determining the
final grade may be found in Appendix F.

10.0.0 CERTIFICATION OF TYPING PROFICIENCY: All students who complete the
Phased Typing Program and earn a-rinal letter grade of "C-" or higher
in Phase 4 of this program will receive a "Certificate of Typing
Proficiency." This certificate will describe the level of proficiency
which the student attained in this program.
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Establishing Terminal Performance Objective Grading Criteria

Page 75
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APPENDIX A

ESTABLISHING TERMINAL PERFORMANCE OBJECTIVE GRAOING CRITERIA

Review of Present Standards

Each Business Education Department Head in the District was asked to
submit current grading criteria for the typing courses offered in their
departments. In addition, grading standards used in several other high
school districts and standards recommended by typing textbook authors
were examined. Close inspection revealed that the trading standards
differed substantially from one another.

Check of Employer Expectations

A review of the literature and of employer tests indicated that the
minimum performance expected of the prospective office occupations employee
ranged from approximately 40 gross words per minute to approximately 60 gross
words per minute.

Choice of Method of Evaluation

There are many scoring methods used to evaluate typing performance. The
"Gross Words Per Minute/Percent of Accuracy" method provides more information
regarding actual student performance than any of the others and was, there-
fore, chosen for the Phased Typing Program. S. J. Wanous describes this
approach:

In this method of measuring basic skill, two scores are
reported. One represents the gross rate a minute; the other,
the percentage of accuracy made on the writing. The total
errors made are deducted from the total words typed, and the
difference is divided by the total word count. This method
has the advantages of the GWAM/errors method. In addition,
it has the advantage of relating the accuracy score to the
rate instead of merely to the time interval of the test. A
student typing 80, words a minute, for example, can make twice
as many errors as one typing 40 words a minute and still
achieve the same percentage of accuracy.

The teachers favoring this method say that a report of
the number of errors made in a writing is meaningless unless
it is related to the rate. The percentage-of-accuracy method
provides this information. . . .

[The] GWAM/percent of accuracy rmethod] involve[s] the
reporting.of speed scores and accuracy scores separately, a
procedure that provides accurate infcrration about the im-
provement of these two skill elements trit h3ve been shown to
operate almost independently. (7:85, A)
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APPENDIX A (continued)

Evaluating Straight Copy Work. The development of separate speed and
accuracy criteria for all facets of the Phased Typing Program began when the
method of evaluation was selected. Criteria for straight copy 5-minute timed

writings was established first. the standards for all other work at the
typewriter are based on the straight copy performance of the student.

The terminal 5-minute timed writing speed standards i'or each phase were
set to approximate the average of all the speed standards that were reviewed.
The terminal accuracy standards for Phase 1 were based upon the experience of
several District teachers and the standards suggested by the authors of one
of the typing textbooks (3:43).

Because student accuracy, as well as speed, can be expected to improve
with additional practice, the accuracy standards were "tightened" for each
succeeding phase. The table below illustrates the tightening of both speed
and accuracy standards for 5-minute timed writings.

Student

Maximum Errors for a
Gross Speed Accuracy Grade of

Words GWPM Grade "A" "C"

Phase 1 Student 225 45 A 3 9

Phase 2 Student 225 45 8 2 6

Phase 3 Student 225 45 C 1 5

Phase 4 Student 225 45 C- 0 4

The generally accepted practice within the District--and in many other
schools as well--has been to give speed and accuracy equal weight. This

practice has been continued in the Phased Typing Program. In all four phases,
the Terminal Performance Objective test grade is determined by averaging speed
(45%), accuracy (45%), and proofreading (10%). Proofreading is weighted this

heavily because of the importance of this skill to the typist.

Evaluating Production Work, As the basic goal of a learner is to type
reasonably accurate copy at a useful rate of speed, it was decided that the
most meaningful evaluation of student production of the major kinds of typed
work (manuscripts, tables, and letters) should be a separate evaluation of
speed, accuracy, and proofreading. (Proofreading is included because no
level of speed nor degree of accuracy--short of perfection--is sufficient
if the typist cannot locate errors so that he can correct them.)

Writing in Practices and Preferences in Teaching Typewriting, Lawrence
Erickson cites a dissertation 53, Thaddeus fi. Penar that studiedffe relation-
ship between straight-copy typing speed and the speed with which students
could complete typical production problems. The percent of transfer of skill
was found to depend to a considerable degree on the student's straight copy
speed and on the length of time that the student had been in the typing
program. (7:97) The percent of transfer rates reported in the Penar study
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APPENDIX A (continued)

were applied to the straight copy timed writing criteria to establish the

speed standards for the manuscript, table, and letlor Terminal performance

objectives.

While no empirical data is available to substantiate the decision, it wa
decided that the added time given the student for completion of production
problems would permit the use of the same accuracy standards as for the five

minute timed writings.

Evaluating Proofreading, The proofreading grading standards are based
upon the professional judgment of several District teachers. The same grading
procedure will be used on Learning Activity Package work so that the student
will fully understand the way to carefully proofread and the importance of
doing so. Sufficient instruction and practice p..ior to the terminal tests
will be provided so that all students cars reasonably be expected to meet the
Terminal Performance Objective.

Evaluating Typing Techniques. A direct visual observation of the student
at work by a trainaTYpThrfeacher is used as a basis for the grading of
typing technique. It must be recognized that application of good or poor
typing technique by a student will inevitably affect his speed and accuracy
grade in any given typing task. However, as a means of stressing that proper
typing technique is essential in order for a student to develop a high degree
of typing skill, it was decided that typing technique should be graded
separately from speed and accuracy grades, Grading for typing technique

should be done only through Phase 2. If the student has not developed ac-
ceptable typing techniques by the time he enters Phase 3, it is unlikely

that he will be able to meet the minimum standards set for speed and accuracy
in the advanced phases.

Evaluating Erasing. In a study by Irol W. Balsley (7:93), the time
needed to make erasures at various levels of typing skill development was
determined. The recommendations from this study were used as the basis for
establishing erasing standards and for constructing terminal erasing tests.

Determining Final Phase Grades

As noted in 9.0.0 of each phase, the final report card grade for a
student is determined by averaging two or three factors, In Phases I and
2 Terminal Performance Objective tests are given a greater weight than
daily work (Learning Activity Packages). These phases are primarily
concerned with initial development of skill at the typewriter. Therefore, most
weight in determining the final grade is devoted to evaluation of "what the
student can do" at the end of these Phases. A small portion of the total grade
is determined by evaluall7n of the student's basic typing technique as detailed
above.

In Phases 3 and 4 most of the basic typing skill has been gained and the
student turns his attention to production of useful quantities of office style
work. For this reason, Learning Activity Package achievement is given 40
percent weight in Phase 3 and a full 50 percent in Phase 4.
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Appendix B

Sample Terminal Performance Objective Tests and
Teacher's Keys for Plu,ses I, 2, 3, and 4

Page 79
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Appendix B

SUGGESTIONS FOR ADMINISTERING TERMINAL PERFORMANCE OBJECTIVE TESTS

Experimental use of tests similar to those included for Phases 1 and 2
during the spring semester of 1968 suggests that the following general pro-
cedure is appropriate for administering the Terminal Performance Objective
tests in any typing class.

1. Post copies of the General Directions fo. Terminal Performance
Objective Testing in the typing classrooms at leas' 1 full week before ad-
ministering the first test in the series. Better post them at the
beginning of the school year and issue a copy to each student early in the
year. Tell the students to read and become familiar with the General
Directions.

2. A few days in advance of the first day of terminal testing, remind
students to read the General Directions so that they will not have to use
the valuable five minutes of preparation time reading them.

3. Issue the appropriate test packet to the student five minutes prior
to the time you wish to start timing the test. Supply sufficient colored
paper (or letterhead paper for business letter tests) and envelopes.

4. Clip standard overhead projector transparency over a copy of your
seating chart and have a transparency pen or pencil available. After you
begin the test period, watch the class for sign of the first student finished.
(As noted in the General Directions, the student is to hold his completed
test papers in the air so that you can see them.) As each student finishes,
check the time clock for the amount of time he used and mark that time
directly over his name on the seating chart. This time notation can later
be transferred directly to his test paper and converted to a letter grade
using the speed standards for that test.

5. At your discretion, either have each student bring his completed
test to the teacher's desk just as soon as he finishes proofreading or have
him leave the papers on his own desk and go on to other work.

6. Conserve the tests. While it is recommended that the student be
allowed to mark on his copy of the test, he should not be allowed to keep
the test instructions, the test itself, or even his own typed work. Every
student should receive a report of his grades on each test taken, but the
test papers should not be returned. A student who wishes to see his paper
should be permitted to examine it with the teacher. All tests should be
kept for a student as long as he is enrolled in the typing program.
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GENERAL DIRECTIONS FOR TERMINAL PERFORMANCE OBJECTIVE TESTING
ir, the

PHASED TYPING PROGRAM
of the

SAN MATEO UNION HIGH SCHOOL DISTRICT

Time for Reading -You will have five minutes to read the specific instruct'ons
Directions for each terminal performance objective test. You shoo A

plan to use as much of that five minutes as possible for
making machine adjustment calculations and examining the
test copy. However, you may not touch your typewriter for
any reason before the actual test period begins.

Reference Mate- -You may use either your own dictionary or a classroom copy.
rials and Typing (However, unlike your own copy, the classroom copies may not
Aids be taken to and kept at your desk during the test.) A "line-

of-typing" visual guide may be used as may pencil marks on
both the test copy and your test papers. You may not ask for
help either from a fellow student or from your teacher and
may not refer to any notes or other reference materials.

Corrections -Because the terminal performance objective grading standards
allow for a certain percentage of error, you are not to erase.
Type as accurately you can and still finish within the
time allowed.

Length of Test -The exact number of minutes allowed for each termir,a1 perform
Period ante objective test is given in the specific directions that

accompany each test. In every case, as soon as You complete
the typing (and before you begin to proofreadT remove the
test paper from your machine and hold it in the air so that
your teacher can note the amount of time you used to complete
the test. This step is very important because part of your
grade is based upon the speed of your work.

Proofreading

.11

-After you have completed the test (and have indicated that
fact to your teacher in the manner explained above), proof-
read and circle all typing errors and mark arrangement errors,
You ma not ask anyone to help you proofread because your
proo rea ing skill will be evaluated in addition to the
evaluation of the speed and accuracy of your typing.

PHASES 3 and 4 ONLY: In addition to circling errors, you
must also mark each error as "correctable" or ''not correct-
able." If you mark "C," you will be indicating that you
believe that the error could be neatly corrected. On the
other hand, if you mark "NC," you will be indicating that
the error is of such a type that it could not be neatly
corrected and that the page of work would have to be done
over to make it acceptable in a typical office.

Page 1 o 2

190



GENERAL DIRECTIONS FOR TERMINAL PERFORMANCE OBJECTIVE TESTING Page 2 of 2

Supplies

Scoring

-You will be provided one sheet of paper for each part of the
test. The back side of that sheet may be used if you find
that you must star', over, but no additional paper will b_
supplied. The test must be typed on the paper supplied by
the teacher; no other will be accepted.

-Grading standards have been established to evaluate your work
on each test in three ways--speed of typing, accuracy of typ-
ing, and skill in proofreading. Three separate grades will

be recorded for each terminal test you take. When you have
completed the series of tests, the speed grades will be
averaged, as will the accuracy and proofreading grades.
These average grades will themselves be averaged as follows:
speed--45%, accuracy - -45 %, proofreading, 10%. When combined,
the result will be a letter trade that accurately reflects
the degree to which you were able to meet the terminal per-
formance objectives of the phase of the typing program you
are in at this time.
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Student's Names Date:

Phase 1 of the Phased Typing Program
San Mateo Union High School District

Terminal Performance Objective 8.2.0'
Post-Test on Manuscripts--Form A

First-- ( IF YOU HAVE NOT ALREADY DONE SO, READ THE
(GENERAL DIRECTIONS FOR TERMINAL PERFORMANCE OBJECTIVE TESTING.

DIRECTIONS FOR THIS TEST--

Time -40 minutes is the maximum time allowed for the typing.

Objective -Type a one-page manuscript (200+words) with by-line, minor
heading, and footnote.

Arranging the -When calculating machine adjustments and when typing the

Manuscript manuscript, keep the following points in mind:

Reminder

None of the margins (side, top, bottom) on the test copy are
correct. When you determine the correct ones, assume that
the copy is to be "unbound "

The paragraphs need to be indented the normal number of
spaces,

The title and byline need to be centered.

Proper spacing above the minor heading is needed:

Be careful not to type the footnote too far up from the
bottom of the page.

-WHILE YOU MAY EXAMINE THE TEST COPY AND CALCULATE MARGIN
AND TAB SETTINGS DURING THE FIVE MINUTES PRIOR TO STARTING
THE TEST, YOU MAY NOT TOUCH YOuR TYPEWRITER FOR ANY REASON
UNTIL THE 4UMINUTE TEST PERIOD BEGINS.

1,9 2
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Te.miinal Performance Objective .2.0 Phase Li

Post-Test on Manuscripts--Form A

Title THE CORPORAlE FORM OF BUSINESS ORGANIZATION

By-line Your own name

Minor Heading

qIn order to operate successfully, every business must have a

form of orgarization. Before 1860 the most common forms of

business organization were the partnership, owned by two or

more individuals, and the proprietorship, in which one indi-

vidual owned the entire concern. But a partnership or a

proprietorship was generally unable to raise the huge sums

needed to finance large-scale business. Few men had enough

money to build a railroad or a steel mill. A form of business

organization was needed in which the small savings of many in-

vestors could be combined to provide the necessary funds. The

corporation, already well established by 1860 in the cotton-mill

and railroad industries, proved ideal.

WHAT IS A CaPORATION?

A corporation is an organization of persons formed with permis-

sion of the state and authorized to act as an individual,

ordinarily, in carrying on a business enterprise. 1 Each owner's

liability for loss is limited to the amount of money each

invested in the stock issued by the corporation.

Footnote I. Kennard E. Goodman and C. Lowell Harris, Economics, (Boston;
Ginn and Company, 1963), p. 518.



TEACHER'S KEY: Post -Teat on Manuscripts--Form A
Terminal Performance Objective 8.2.0 Itnase 1]

THE CORPORATE FORM OF BUSINESS ORGANI7ATION

By Student's Name

Strokes

44

65

In order to operate successfully, every business must have a form 131

of organization. Before 1860 the most common forms of business organiza- 205

tion were the partnership, owned by two or more individuals, and the 274

proprietorship, in which one individual owned the entire concern. But 345

a partnership or a proprietorship was gene,ally unable to raise the huge 418

sums needed to finance large. cafe business. Few men had enough money 489

to build a railroad or a steel mill. A form of business organization 559

was needed in which the small savings of many investors could be combined 633

to provide the necessary funds. The corporation, already well estab- 703

lished by 1860 in the cotton-mill and railroad Industries, proved ideal. 776

WHAT IS A CORPORATION' 799

A corporation is an organization of persons formed with permission 866

of the state and authorized to act as an individual, ordinarily, in 934

carrying on a business enterp.ise.1 Each owner's liability for loss is 1005

limited to the amount of money each invested in the stock issued by the 1077

corporation. 1090

1. Kennard E. Goodman and (. Lowell Harris, Economics, (Boston:
Ginn and Company. 1963), p. 518.
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Student's Name: Date:

[Phase I of the Phased Typing Program Terminal Performance Objective 8.3.01
San Mateo Union High School District Post-Test on Tabulation--Form A

First--(
IF YOU HAVE NOT ALREADY DONE SO, READ THE

(GENERAL DIRECTIONS FOR TERMINAL PERFORMANCE OBJECTIVE TESTING

DIRECTIONS FOR THIS TEST--

Time -40 minutes is the maximum time allowed for the typing.

Objective -Type a short (75 words) table centered vertically and hori-
zontally on a standard sheet of typing paper.

Arranging the -When calculating machine adjustments and when typing the table,
Tale keep the following points in mind:

Reminder

None of the margins (side, top, bottom) on the test copy are
correct. When you determine the correct ones, you should
plan for side margins that are equal and for top and bottom
margins that are equal.

You should allow eight (8) spaces between the columns. Less
than that has been used in the preparation of the test copy.

The title should be "spread centered" as indicated on the
test copy.

Be sure to follow the additional handwritten directions on
the test copy itself.

-WHILE YOU MAY EXAMINE THE TEST COPY ANO CALCULATE MARGIN AND
TAB SETTINGS DURING THE FIVE MINUTES PRIOR TO STARTING THE
TEST, YOU MAT' NOT TOUCH YOUR TYPEWRITER FOR ANY REASON UNTIL
THE 40 MINUTE TEST PERIOD BEGINS.
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Terminal Performance objecti%T1T:3./
Post-rest on Tabluation.-Form A

(phase

Title SOME NONFICTION B F S 1 SELLERS
Sub-title Source: Publishers' Weekly 1964_1965_>d44-

Column Heads 644.,-,t,o...... Tit le <--- Author 4HPublisher

{My Shadow Ran Fast Bill Sands Prentice-Hall

The Kennedy Wit Bill Adler, editor Citadel Press

Is Paris Burning? Larry Collings Simon & Schuster

A Moveable Feast Ernest Hemingway Scribner's Sons

The Founding Father Richard J. Whalen World Publishing

, 2, r

196



Phase 1 I
TEACHER'S KEY: Post-Test (7Tibulation--Form A

Terminal Performance Objective 8.3.0

Strokes

SOME NONFICTION BEST SELLERS 56

Source: Publishers Weekly 1964-1965 94

Title Author Publisher 140

My Shadow Ran Fast Bill Sands Prentice-Hall 184

The Kennedy Wit Bill Adler, editor Citadel Press 233

Is Paris Burning? tarry Collings Simon & Schuster 283

A Moveable Feast Ernest Hemingway Scribner's Sons 333

the Founding Father Richard J. Whalen World Publishin 388

388 1 5 7 Gross Words: 78

KY N
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Student's Name: Date:

Phase 1 of the Phased Typing Program ,Terminal Performance Objective 8.4.0
San Mateo Union High School District PostTest on Business Letter--Form A

First--(
IF YOU HAVE NOT ALREADY DONE SO, READ THE

---- (GENERAL DIRECTIONS FOR TERMINAL PERFORMANCE OBJECTIVE TESTING.

DIRECTIONS FOR THIS TEST--

Time ?0 minutes is the maximum time allowed for the typing.

Objective -Type an average length (100-200 wor& in the body) business
letter in block style with mixed punctuation.

Arranging the -When calculating machinc adju3tnents and when typing the
Letter letter, keep the following points in mind:

Reminder

I

.1

#

None of the margins (side, top, bottom) on the test copy are
correct, When you determine the correct placement of the
letter and each letter part, do so for an "average" length
letter.

Check the clas$room calendar for the current date.

Be sure to follow BLOCK style when arranging each letter
part on the paper.

Be sure to use MIXED punctuation in the appropriate letter
parts.

Include reference initials if it is appropriate to do so
in a business letter. As an aid in deciding whether it is
appropriate, pretend that you are working as a typist in
the office of the man whose name appears on the signer's
identification line of the letter. He has asked you to
type this letter and to bring it to him for him to sign and
mail.

Be sure to follow the additional handwritten directions on
the test copy itself.

-WHILE YOU MAY EXAMINE THE TEST COPY AND CALCULATE MARGIN #ND
TAB SETTINGS DURING THE FIVE MINUTES PRIOR 70 STARTING THE
TEST, YOU AAY NOT TOUCH YOUR TYPEWRITER FOR ANY REASON UNTIL
THE 20 MINUTE TEST PERIOR BEGINS.
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fi
Terminal Performance Objective 0 (phase
Post-Test on Business Letters--Form A

Date, Inside
Address

Salutation

Body

Complimentary
Closing,
Signer's
Identification

Reference
Initials

Current Date//Mr. Howard M. Langley/H & L Appliance Sales/
961 Deep Valley Drive/San Bruno, CA. 9414,6//

Dear Mr. Langley://

gIs your present repair service helping you keep the
customers you have gained during the recent rush of
color television selling? If it is not, consider the
recision, Highly experience, service that we can

provide. gA great many people will be happy to learn
that our large force of expert servicemen are on 24
hour call and prepared to do the job right the first
time. Our work is guaranteed by the reputation that
are have earned for quality service.

Please give me a call soon so that I might drop by
to explain our service to you in greater detail.

Sincerely yoUrs,j/Thomas O. Powell/Service Managerll

? ? ?
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TEACHER'S KEY: Post-Test on Business fetters- -Form A
Terminal Performance Objectivo 8.4,0

Current Date

Mr. Howard M. Langley
H & L Appliance Sales
961 Deep Valley 0.-ive
San Bruno, CA. 94066

Dear Mr. laogley:

( Phase 1.1

Strokes

18

40
62

84
107

125

Is your present repair service helping you keep the customers 187
you have gained during the recent rush of color television 246
selling? If it is not consider the precision, highly experi- 309
enced service that we can provide. 344

A great many people will be happy to learn that our large force 408
of expert servicemen are on 24 hour call and prepared to do the 472
job right the first time. Our work is guaranteed by the reputa- 537
Lion that we have earned for quality service. 583

Please give me a call soon so that I might drop by to explain
our service to you in greater detail.

Sincerely yours,

Thomas O. Powell
Service Manager

typ

'ADAPTED FROM: 20th Centura Typewritinl, 7th ed.,
South - Western Publishing Company
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645

683

700

717
733

736
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Student's Name: Date:

Phase I of the Phased Typing Program

San Mateo Union High School District

Terminal Performan Objective 8.5.0
Post-Test on Personal Business
Letter with Envelope--Form A

First--( IF YOU HAVE NOT AtREACIY DONE SO, READ THE
(GENERAL DIRECTIONS FOR TERMINAL PIRFORMANCE OBJECTIVE TESTING.

DIRECTIONS FOR THIS TEST--

Time -20 minute is the maximum time allowed for the typing.

Objective -Type an average length personal business letter in block
style with mixed punctuation and prepare a small envelope
in which that letter could be mailed.

Arranging the When calculating machine adjustment. and when typing the
Letter letter, keep the following points in mind:

None of the margins (sick:, top, bottom) on the test copy are
correct. When you determine the correct placement of the
letter and each letter part, do so for an "average" length
letter.

Be sure to follow BLOCK style when arranging each letter
part on the paper.

Be sure to use MIXED punctuation in the appropriate letter
parts.

Assume that you are typing this letter for yourself today and
that you will sign it when it is finished and ready for
mailing. Supply any essential heading information that
this assumption makes necessary. Include reference initials
if it is appropriate to do so when typing a letter for
yourself.

Be sure to follow the additional handwritten directions on
the test copy itself.

Envelope -Be sure you include all of the usual items on the envelope.

Reminder -WHILE YOU MAY EXAMINE THE TEST COPY AND CALCULATE MARGIN AND
TAB SETTINGS DURING THE FIVE MINUTES PRIOR TO STARTING THE
TEST, YOU MAY NOT TOUCH YOUR TYPEWRITER FOR ANY REASON UNTIL
THE 20 MINUTE TEST PERIOD BEGINS.
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Terminal PeTr671.3riZe Objective 8.576--
Post-Test on Personal Business Letter

with Envelope.-Form A

Essential

Information

Inside Address

Salutation

Body

Complimentary
Closing,
Signer's
Identification

Reference
Initia s

???
???

???

[Phase E

Reservations Manager/Sheraton Hotel /Houston, Texas 77000//

Dear Sir://

9Please reserve one two-bed room with bath for the week of
August 16 through 23 for me and my friend.

17My friend and I will be flying from San Francisco on Delta
Airlines' Flight 293 and hope to arrive in the city by 6:00
p.m. on the evening of August 16. qIf you have any materials
describing special events occurring during the week of our
stay, I would appreciate your sending them to me.

Please let me know the charge for the room and whether a
deposit is required.

Yours truly,//??

? ? ?

'Envelope -Use the envelope size paper to prepare an envelope for this
letter.
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(TEACHER'S KEY: Post-Test on Personal Business Letter with Envelope
Terminal Performance Objective 8.5.0

Student's Street Address
City, State Zip Code
Current Date

Reservation Manager
Sheraton Hotel
Houston, Texas 77000

Dear Sir:

Please reserve one two-bed .-oom with bath for the
week of August 16 through 23 for me and my friend.

My friend and I will be flying from San Francisco on
Oelta Airlines' Flight 293 and hope to arrive in the
city by 6:00 p.m. on the evening of August 16.

If you have any materials describing special events
occurring during the week of our stay, I would appreci-
ate your sending them to me.

Please let me know the charge for the room and whether
a deposit iE required.

Yours truly,

Student's Mame

Phase 11

Strokes

48

66

87

102

125

135

185
237

290

343

390

442

498
527

562

585

598

615

Add Strokes from Envelope: 125

Total Strokes: 740

740 t 5 = Gross Words: 148
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Student's Name: Date:

Phase 2 of the Phased Typing Program
San Mateo Union High School District

I

Terminal Performance Objective 8.2.0 I

Post-Test on Manuscripts--Form A

First--(
IF YOU HAVE NOT ALREADY GONE SO, READ THE

(GENERAL DIRECTIONS FOR TERMINAL PERFORMANCE 03JECTIVE TESTING.

DIRECTIONS FOR THIS TEST--

Time -30 minutes is the maximum time allowed for the typing.

-Type a two-page manuscript (300+ words) that contains both
long and short quotations, minor headings, and footnotes.

Arranging the -When calculating machine adjustments and when typing the
Manuscript manuscript, keep the following points in mind:

None of the margins (side, top, bottom) on the test copy are
correct. When you set the side margins, assume that the
copy is to be ',bound."

Reminder

Use normal paragraphs indentions.

Be careful to properly position each of the manuscript
elements (the title, the long quotation, the minor headings,
the footnotes).

Be sure that you make the changes or corrections that are
written on the rough draft test copy.

- WHILE YOU MAY EXAMINE THE TEST COPY AND CALCULATE MARGIN
AND TAB SETTINGS DURING THE FIVE MINUTES PRIOR TO STARTINri
THE TEST, YO0 MAY NOT TOUCH YOUR TYPEWRITER FOR ANY REASON
UNTIL THE 30 MINUTE TEST PERIOD BEGINS.
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Terminal Performance Objective 8.2.1 EPhase I3
Post-lest on manuscriptsForm A

THE DICTIONARY

The dictionary is one of the most popular and most useful of all

reference books. It should be one of the first work*of refererce with

which we .3(-43Jomil ar,
i
and the last one with which we should dispense.

itzer, 1444vt:&66/

AJm*44=1,
Thextee6-111-Jdent acquires the dictionary habit very early in his school

A . The dictionary is equally important for the typist, for the

Gecrstai:yf;T-sCorestenograph-.ein the business office. Williams

and WI emphasize this by making the following statement:

A successful eus,ne.,sman'told me recently that he had two

DISLOPt Okinsecretaries, a good m72 and a poor cne. The difference was that

015

CP°10C1

the good one used the dictionary freely; the poor one seemed

eto have an aversion to it.

9The pnpu1r,rity of the dicCionaryfts.h.ews that many people reccfize the

importamce of the dictionary as a reference source and ; a recent

survey indicated that the number of dictionaries in the United States

9 ts probably

Ot)

only to the number of Bibles. And they range from

tort.er.w w9.1Xi
cents to104.104004 unabridged at %O.:pocket size at

THE PURPOSE OF THE DICTIONARYT>

Crabbe states that the chief purpose of the dictionary "is to

give therironunciation, spelling,) synonyms, and meanings of words."2 He

I. Cecil B. Williams and John Ball, iffective Business Writing,

New fork: The Ronald Press Company, 1953), page 159.

2. Ernest Crabbe. et.al., General Business, 7th Edition,

;Cincinnati: South-Western Ptibil'shing Co., :956),,Dage 487.
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TerTITRiTPerTT)rmanceTibiective U727U
Post-Test on Manuscripts--Form A (continued)j

1 PhaseT]

indicates that the dictionaryt contains much other useful informa-

tion for reference Being able to use the dictionary efficiently

means that a student or typist is much better prepared for many of his

daily tasks than he would otherwise be. One word from the book itself

sums it all up: essential.
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TEACHER'S Kri: Post-Test on Manuscripts--Form A
Terminal Performnace Objective 8.2.0

ease

THE DICTIONApv

The dictionary is one of the most popular and most useful of all

Strokes

14

79

reference books. It should be one of the first works of reference with 151

which we become acquainted, and the last one with which we should din- 222

pense. The successful student acquires the dictionary habit early in his 296

school life. The dictionary is equally important for the typist, for the 370

stenographer, or for the secretary in the business office. Williams and 445

Ball emphasize this fact by making tha following statement; 503

A successful ousinessman told me recently that he had two 561

secretaries, a good one and a poor one. The difference was 621

that the good one used the dictionary freely; the poor one 680
seemed to have an aversion to it.) 715

The popularity of the dictionary indicates that most persons recr;,

nine the importance of the dictionary as a valuable reference sourcc ofd

783

856

aid. A recent survey indicated that the number of dictionaries in the 927

United States is probably second only to the number of Bibles. And thy 1000

range from pocket size at ten cents to mammoth unabridged at $l75. 1067

THE PURPOSE OF THE DICTIONARY 11'1

Crabbe states that the chief purpose of the dictionary "is to give 1179

the spelling, pronunciation, synonyms, and meanings of words."2 Hl 12147

1272

I. Cecil 8. Williams and John Ball, Effective Business Writing, 13614
(New York, The Ronald Press Company, 1958T7-1379; 59e 1419

2. Ernest Crabbe, et al., General Business. Seventh Edition, 1503
(Cincinnatii South-Western Publishing Co., 1956), page 487. 15614
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Strokes
TEACHER'S KEY: Post-Test on Manuscripts- -Form A (continJajl rIrla-se 2

Page 2 7

indicates that

reeerence.

The dictionary contains much other useful information for Eso

91

Being able to t.se the dictionary efficiently means that a student or 1E0

typist is much better prepared for many of his daily

otherwise be. Ore word from the book itself sums

tasks than he would

it all up; essential.

23"

Add Strokes from Page 1: 1564

Total Strokes: 100
===::

1870 r 5 = Gross Words: J/4

rACIA

PTED FROM:YOth Century Typewritir2, 7th ea..]
s.oulh-Westerri Publishing Compapj, J

1
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Student's Name: Date:

LPhase 2 of the Phased Typing Program
San Mateo Union High School District 1

[ Terminal Performance Objective 8.3.0

:Post-Test on Tabulation--Form A

First--c IF YOU HAVE NOT ALREADY DONE SO, READ THE
(GENERAL DIRECTIONS FOR TERMINAL PERFORMANCE OBJECTIVE TESTING.

DIRECTIONS FOR THIS TEST._

1

Time -25 minutes is the maximum time allowed for the typing.

11 Objective -Type a four column (120+ words) tahle centered vertically
and horizontally in open style on a standard sheet of typing
paper.

Arranging the -When calculating machine adjustments and when typing the table,
Table keep the following points in mind:

Remi nde r

None of the margins (side, top, bottom) on the test copy are
correct. When you determine the correct ones, you shculd
plan for siee margins that are equal and for top and bottom
margins that. are equal.

You should allow six (6) spaces between the columns. Less
than that has been used in the preparation of the test copy.

The title and sub-title should be centered above the table.

The cJlurr.ri headings should be centered above their columns.

Be sure to follow the additional handwritten directions on
the test copy itself.

-WHILE YOU MAY EXAMINE THE TEST COPY AND CALCULATE MARGIN ANO
TAB SETTINGS DURING THE FIVE MINUTES PRIOR TO STARTING THE
TEST, YOU MAY NOT TOUCH YOUR TYPEWRT-ER FOR ANY REASON UNTIL
THE 25 MINUTE TEST PERIOD.REGINS.

(i)9



Terminal PerfT,Ti,TIEe Objective I Phase 27
I

I Post-Test on Tabulation--Form A

ag
°

5/911

66

10100

co'
Air5 0)1%1

o

DATES AND ORDER OF ADMISSION OF STATES

Selected States 1787-1959

State Source of State Lands Date Admitted Order

//Alaska Purchased from Russia January 3, 1959 49

Arizona Ceded by Mexico February 14, 1912 48

California Ceded by Mexico September 9, 1850 31

Delaware Swedish charter December 7, 1787 1

Hawaii Annexed August 21; 1959 50

Illinois Northwest TerritJry December 3, 1818 21

Iowa Louisiana Purchase December 28, 1846 29

m

assachusetts Charter to :'355. Bay Co. February 6, 1768 6

New Jersey Dutch settlement December 13, 1787 3

Corth Carolina Charter from Charles II November 2i, 1789 12
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L
TEACHER'S KY: Post-Test on 'TabulationForm A

Terminal Performance Objective 8.3.0

DATES AND ORDER OF ADMISSION OF STATES

1 Phase 2i

State

Selected Stetes

Source of State Lands

1787-1959

Date Admitted Order

Alaska Purchased from Russ:a January 3, 1959 49

Arizona Ceded by Mexico February 14, 1912 48

California Ceded by Mexico September 9, 1850 3'

Delaware Swedish charter December 7, 1787 i

Hawaii Annexed August 21, 1959 50

Illinois Northwest Territory December 3, 1818 21

Iowa Louisiana Purchase December 28, 1846 29

Massachusetts Charter to Mass. Bay Co. February 6, 1788 6

New Jersey Dutch settlement December 13, 1787 3

North Carotin& Charter from Charles II November 21, 1789 12

211
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639 # 5 = Gross Words: 128
===

Strokes

39

65

161

209

254

302

346

380

429

474

532

560

639
-...-
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Student's Name: Date:

Terminal Performance ObjectiveFL-VT-1Phase 2 OffReTE,TiaIfling Program
Post-Test on Business and Personal

San Mateo Union High School District Business Letters with Envelopes- -Form A

( IF YOU HAVE NOT ALREADY DONE SO, READ ThE.
(GENERAL DIRECTIONS FOR IERmlNAI. PERFORMANCE OBJECT-fa TESTING.

DIRECTIONS FOR THIS TEST.-

Time -25 minutes is the maximum time allowed for the typing.

Objective _Type both short and average length btpziness and personal
business letters in two of the three most common styles
(block and semi.block) with mixed punctuation. Prepare a
large envelope for the personal business letter only.

Arranging the -When calculating machine adjustments and when typing the
Letters lei ers, keep the following points in mind:

Reminder

BOTH PARTS--
None of the margins (side, top, bottom) on the test copy are
correct. When you determine the co:-ect placement of the
letters and each letter part, be guided by the length of
each letter as indicated above.

Check the classroom calendar for the current date-

Be sure to use MIXED punctuation in the appropriate letter
parts.

Be sure to follow the additional handwritten directions en
the test copy itself.

PART I--

Assume that you are interested in attending the University of
California at Santa Cruz in the future and have composed the
letter in this pact. Supply all essential heading ane closing
information for the letter. Type the heading information so
that the longest line ends even with the average line ending
in the body. Usa BLOCK style in this letter.

PART 2 --

Assume now that the Director of Admissions at UCSC has prepared
an answer to your letter. Pretend in this case that you are
employed as a clerk typist in his office and that you have been
asked to type the letter to Mr. Student. Supply any essential
parts that will make the letter complete. Use SEMIEILOCK style
in this letter. , 7 '

-1,1i 1LE YOU MAY EXAMINE TEE TEST COPY AND CALCULATE MARGIN AND
TAB SETTINGS DURING THE FIVE MINUTES PRIOF TO STARTING THE
TEST, YOU MAY Nor TOUCH YOLR TYPEWRITER FOR ANY REASON UNTIL
THE 25-RTNUTE ILS1-FERIOU-arGUS.



C .,, , r,(

Terminal' Performance Objective .G

Post-Test on BusineSs and Persdr4aLBLisiness
Letters with Envelopes--Form A

Phase

(Part 1 I

???//Office of Admissions/Central Services Building/University of
, CaWornia/Santa Cell?. CA. 95060/ /Gentlemen : //I am a sophomore at

Marina High School. It is my hope to qualify for admission to Santa
CI-Liz and tomdlio:r irrEc-onoMitP I am taking the regular college
prdparatory prograri of 'oUr'-schW-, but I plan to include some business

,,eddcation courses. Are' AbeiT3Ohy,special subjects that I must take in
high school in order to meet the entrance requirements ')f the University?
g:Any information that you can give me will be very much appreciated.//
Sincerely yours,//?//?

addle44, !42t4 4t4-t4.
Part2J

???//Mr. John A. Student/900 Hamilton Avenue/San Mateo, CA. 94002//
Dear Mr. Studeri:: //1 an glad to learn of your interest in UCSC. I shall
try to answer the questions you asked in your letter.cYou must be a
high school graduate with at least a "El" aveage in all academic subjects
to qualify for admission to UCSC. You must also have completed the fol-
lowing program: I year of American history; 1 year of laboratory science.
taken in either your junior or senior year; 2 years of foreign language,
2 years of mathematics; 3 years of English; and 1 additional year of
science, language, or mathematics. 2I would also recommend that you take
at least one year of typewriting and an economics course. You will find
bath courses to be valuable additions to your program of studies. ZI look
forward to meeting you here on the Sang Cruz campus.//Sincerely yours,//
J. U. Block/Admissions Officer//?
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TEACHER'S KEY: Post-Test on Business and Personal Business
Letters with Envelopes--Form A
Terminal Performance Objective 8.4.0

IFart 1

Student's Street Address
City, State Zip Code
Current Date

Office of Admissions
Central Services Building
University of California
Santa Cruz, CA. 95060

Gentlemen:

I am a sophomore at Marina High School. It is my
hope to qualify for admission to Santa Cruz and to
major in Economics.

I am taking the regular college preparatory program
of our school, but I plan to include some business
education courses. Are their any special sv'ojects
that I must take in high school in order to meet the
entrance requirements of the University?

Any information ...hat you car give Pe will be very
much appreciated.

Sincerely yours,

Student's Name

ADAPTED FRbM: 20th Century Typewriting, 9th ed.fl
South-Western PubragirlCompany

214

k, 1

1-15Fae-I]

Strokes

), 48

66

87

113

136

162

173

223

274
294

346

397
448
501

542

592

610

627

640



TEACHER'S KEY: Post-Test on Business and Persoral Business !Phase 2
Letters with Crivel-)pes -Form A (continue0)

rPart 71

Current Date

Mr. John A. Student
900 Hamilton Avenue
San Mateo, CA. 94002

Dear Mr. Student;

I am glad to learn of your interest in UCSC. I shall try
to answer the questions you asked in your letter.

rou must be a high schoot graduate with at least a "B"
average in all academic subjects to qualify for admission to
UCSC rou must also have compieted the following program:
1 year of American history; 1 year of laboratory science taken
in either your junior or senior yi!ar; 2 years of foreign lan-
guage; 2 years of mathematics; 3 years of English; and 1

additional year of science, language, or mathematics.

I would also recommend that you takr: at least one year of
typewriting and an economics course. You will find both courses
to be valuable additions to your program of studies.

pus.

tYP

I look forward to meeting you here on the Santa Cruz cam-

Sincerely yours,

L 0 Block
Admissions Officer

Strokes

18

38

58
81

99

157
207

262

323

382

445

507

564
618

676

741

793

851

856

873

885
904

907

:[---

A 3171WiTT775Fi;.sonal Business Letter: 644

Envelope: 162

Total Strokesi1713
====

[ADAPTED FROMs 20th C,mtury
ewritingi. ' L

yth ed., 1 1709 p 5 = Gross Words! 34j
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Student's Name: Date:

[...

Phase 3 of the Phased Typing Program I Terminal Performance Objective 8,2i
San Mateo Union High School District Post-Test on Manuscripts--Form A

First--( IF YOU HAVE NOT ALREADY DONE SO, READ THE
(GENERAL DIRECTIONS FOR TERMINAL PERFORMANCE OBJECTIVE TESTING,

DIRECTIONS FOR THIS TEST-

Time -30 minutes is the maximum time allowed for the typing.

Objective -Ty,e a two-p.ge manuscript (500+ words) that contains a
sub-title, both long and short quotations, enumerated
paragraphs, minor headings, and footnotes.

Arranging the -When calJclating machine adjustments and when typing the
Manuscript manuscript, keep the following points in mind:

None of the margins (side, top, bottom) on the test copy are
correct. When you set the side margins, assume that the
copy is to be "unbound."

Reminder

Be careful tc, properly position each of the manuscript
elements (the title, the sub-title, the long enumerated
quotation, the minor headings. and the footnotes).

Be sure to make all of the changes and corrections noted in
the rough draft copy as you type.

When properly typed, the first page does not end at the same
point as the test copy. Therefore, you must watch for the
proper place to end the first page. Remember to number the
second page.

-WHILE YOU MAY EXAMINE THE TEST COPY AND CALCULATE MARGIN
AND TAB SETTINGS DURING THE FIVE MINUTES PRIOR TO STARTING
THE TEST, YOU MAY NO1 COUCH YOUR TYPEWRITER FOR ANY REASON
UNTIL. THE TUMINUlE TEST PERIOD BEGINS.
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(Term 7,71re7Tormance-5Fctive
Post.Test on Manuscripts.-rorm A

[ThiTe-T1

Li C. PE/i/WEY CaoPkw kv/voz.
X7Age-tew--

dze- lq63)
-04/1Ato

je..at-/Jz-zea- A44-0e-t de.-meef-tedig-

fa.t.ove 21A4 /,i-t_i.e..477t<L_

1)C144(
qpTo achieve ourA in major metropolitan markets across the

nation, we continue to stress quality, value and co.rteous
l/A66 service, and we are planning our new stores and mei_handise to

h e-e417.1e4-.
appeal to the f4on.conscious 4ews4tmef-i We are aware that the

youthful look ism popular today with all age groups. e are

able to attract new customers of all ages.by appealing to youth)
`i.-

°I3
D150 Af6P

Pi"11112

In all phases or the store's operations we haveWie.;7-;ncliitxciting

EgT;ii"-to report. Pere a7e some highlights/of our continued

progress in 1967:

Appliances. Penney's continued to expand and refine its lines
oT smaTT7nd large appliances in 1967.

11/1:0°14
r, 2. Auto Centers. Penney's automotive centers are a fast-growing

part of our business. Since 1963 we have opened 147 auto

Q0 centers. In 1968. we expect to open about 50 mete.

1 3. ree-e-rt4"tekes-_. /96 Amaift Re4.1.4

PAA/2:1711(14

,&;4-,/ 401,Z

r-- eitimiApit
4. Fashion. InAall types of clothing, the trend is toward a

total look. Thus, we offer a complete fashion line of clothing,
accessories, and specialized services.

1. J. C. Penney Company, Inc., J. C. Penney Company Annual
Report _1967,. (New York, New York),
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Terminal Performance Objective 877.0
Post-Test on Manuscripts--Form A (continued)

rPhase 3]

/&;7
5. The_Inn Shop, Near the end ofivt4e-tea-r-- we opened our first

Inn Shop, This self-contained shop features young men's
apparel, furnishings, and accessories primarily for the

A 231.11,-1.-d-e4 9101.412- -11.- A"' kLed.4

eiTh.VAT MA, /GSM, hiteAAki/

711. Catalog Business. e find that our customers use the catalog
as a shopping guide, a convenient wa to review merchandise
before visiting a Penney store. This :44-eu-1-d--i-or.-Feasevu.ic-

'i-R-coacas--444-4-44ey.ea-Fa4Reack-

6" 5747°
cetaow dee

ilAnAgrl, (7.44 tArptelLAL

1;t4thi-aett K tfr6hit o
#Penney's sales lose Wo a new high of $2.75e44444 in fiscal

1967 from $2.55 billion in 1966. Net income increased to almost

$90 million, or $3.59 a share, from $79 million, or $3.17 a

share, t966."Last year was abood one for Penney's," according

to President Jordan and Chairman Batten. "Despite cons Ter

estute".
sub-

stantial

about spending, The] Company was able toxga-i-A- a sub-

stantial increase Ain/24e'coe."2

,2._ /0 3.

218
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TEACHER'S KEY: Post-Test on ManuscriptsForm A 1-171.7a7;71

L___ Terminal flerformalce Objective 8.2.0

I. C. PENNEY COMPANY ANNUAL REPORT 1967

Review of Operatio

Strokes

40

61

Therz has been a remarkable change at Pc ne s :;ice 1963, ..:hen we 128

opened our rirst full-line store. The change h.s fealturrri a major expan- 202

sion program, hundreds of new products and services, and millions of new 275

customers. 286

To achieve our objecti,es in major matropolitiln markets across the: 355

nation, we continue to stress quality, value and courteous service, and 425

we are planning our new stores and merchandise to a?peal to the fashion- 498

conscious custome. We are aware that the youthful took is popular today 572

with all age groups. By Lppealing to youth, we are able to attract new 644

customers of all ages. 66?

Lahli9hts of Our Progress in 1967 719

In all phases of the store's operations we have something new and 785

exciting to report. Here are some highlights' of our continued progress 858

in 1967: 867

1. Auto Centers. Penney's automotive centers are a fast- 939
growing part of our business. Since 1963 we have opened 996
147 auto centers. In 1968, we expect to open about 50 1051
more. 1057

2. Appliances. Penney's continued to expand and refine its 1129
.7171iiFrisiall and large appliances in 1967. 1174

1199

1

1. J. C. Penney Company, Inc., J. C. Penney Company Annual Report 1302
1967, (New York. New York), p. 7 ff. 1345

219
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TEACHER'S KEY: PostTest on ManuscriptsForm A (continued)

3. Electronics. In 1967, Penney's introduced the Penncrest
-1-4-inch color television set.

4. Fashion. In almost all types of clothing, the trend is
toward e total lock. Thus, we offer a complete fashion
line of clothing, accessories, and specialized services.

5. Th.:: Inn Shop. Near the end of 1967 we opened our first
Inn Shop. This self-contained shop fe,tures young men's
apparel, furnishings, and accessories primarily for the
15- to 25-year-old group. The Inn Shops will supplement
our regular men's departments.

6. Illop at Home. Ever since Penney's began offering custom
services five years ago, the demand has

grown steadily among our customers.

LPhase 3_1

Page 2

7. Catalog Business, We find that our customers use the cata-
log as 7.77)ping guide, a convenient way to reviihs, mer-
chandise before visiting a Penney store,

Financial Review

Penney's sales rose 7.7% to a new high of $2.75 billion in fiscal

1967 from $2.55 billion in 1966. Net income increased to almost $90

million, or $3.r9 a share, from $79 million, or $3.17 a share, 1966.

"Last year was a good one for Penney's," according to President

Jordan and Chairman Batten. "Despite consumer caution about spending,

/the7 Company was able to achieve a substantial inr.rease in profits."
2

2. Ibid., p. 3.

tS : NiN

,nos;

Strokes

80
110

178

234
291

364
421

477

534
565

639
695

731

812

869
)10

935

1001

1070

1139

12 03

1274

1349

1374

1391

Add Strokes from Page I: 1345

total Strokes: 2736

220 2736 1 5 = Gross Words: 547



Student's Name: Date:

Phase 3 of the Phased Typing Program
[ San Mateo Union High School District

Terminal Performance Objective 8.3.0
Post-Test on Tabulation- -Form A

First -(
IF YOU WIVE NCT ALREADY DONE SO, READ THE

(GENERAL DIRECTIONS FOR TERMINAL PERFORMANCE OBJECTIVE TESTING.

DIRECTIONS FOR THIS TEST--

Time 30 minutes is the maximum time allowed for the typing.

Objective -Type two tables (235. words) with one table centered in open
style on standard size paper and one centered in boxed style
on standar4 size paper inserted sidew,:ts in the machine.

Arranging the -When calculating machine adjustments and when typing the

Tables es tables, keep the Following points in mind:

Reminder

BOTH PARTS-
None of the margins (side, top, bottom) on the test copy are
currect. When you determine the correct ones, you should
plan for side margins that are equal and for top and bottom
margins that are equal.

The title, subtitle, and column headings should all be
properly displayed for attractive and neat appearance.

Be sure to follow the additional handwritten directions on
the rough draft test copy itself.

PART I--
Type this three column table in OPEN style on standard size
paper inserted the usual way. Allow a reasonable amount of
space between columns.

PART 2 --
Type this four column table in BOXED style on standard size
paper inserted SIDEWAYS in ywr machine. Allow 12 spaces
between columns. IMPORTANT NOTE: 00 NOT TAKE TIME TO DRAW
THE VERTICAL 1ULES BEFORE SMHALING YOUR TEACHER THAI YOU
HAVE COMPLETED THE TEST. PUT IN THE HORIZONTAL RULES AS YOU
TYPE, BUT 00 THE VERTICAL RULING DURING YOUR PROOFREADING TIME.

-WHILE YOU MAY EXAMINE THE TEST :OPY AND CALCULATE MARGIN AND
TAB SETTINGS DURING THE FIVE MINUTES PRIOR TO STARTING THE
TEST, YOU MAY NOT TOUCH YOUR TYPEWRITER FOR ANY REASON UNTIL
THE 30 MINUTE TESTITUONFrGINS.

'221
to t 800 Nitta,-



Terminal Performance Objective B.3.01
Post-Test on Tabulation--Form A

[PART I

2Xt9,
VIMRNESS AND WILD AREAS LOCATEO IN THE) 2
STATE OF CALIFORNIA _

.(04'Cyl-

6/eggicict at4.

..24, 225'

/6, 'e).3
5,- 000

40,700
17,020

393, 179

2
2% /60

7, /V

010,&.,e Fa-wit)____ .....

iAgua Tibia

Cucamonga

Lassen

Caribou Peak Cleveland

San Bernardino

f

Desolation Valley Eldorado

Emigrant Basin Stanislat

High Sierra Ingo Rena SIMI-.

StZ4v G
, stz4 d3

Itt:Salmon - Trinity Alps Klamath

XIKI 01"119

222



PART 2 I

Terminal Per, ormance Objective 8.3.0
Post-Test on -abulation--Form A

OVERTIME FOR WEEK OF APRIL 23

Sylvania Electronic Products, Inc. - Mountain View Bf-f4ee frnarel

Hourly Pate Total

Phase -3'j

Name Hours

Atkins, Helen
Banachowski, Genevieve
Barton, Thomas
Bartson, Andrew

/ Cron, John
Lo ti r R.na1d
McCandless, Marjorie
Nameth, James
Prof t, David

Schmidt, Martin
Wi 1 1 , Marguerite

7.074/.-

/0
3

.7

2

2

$1.25
2.10
1.63

$ /2.50
(.30

/ 1. if /
).84

4,44 2.16
.0 f

9.32
1.66( 13.2g /0.410
1 .340, -07rt9 3.32

3.002.00

-,41A-c4 /5.00
1,4G/.00 11.446L 9.00
3,01 I ei_

223

la°, /09.37



Phase 3 1

I

TEACHER'S KEY: Post-Test on TabulationFern A
Termin..1 Performance Ojcctive 8.3.0

11-5TTIrn

WILDERNESS AND WILD AREAS LOCATED IN THE

Strokes

STATE OF CALIFORNIA 61

Gross Areas Location 103

Name Acres (National Forest) 165

Agua Tibia 26,225 Cleveland 193

Caribou Peak 16,403 Lassen 220

Cucamonga 5,000 San Bernardino 251

Desolation Val.ey 40,700 Eldorado 285

Emigrant: Basin 87,020 Stanislaus 318

High Sierra 393,899 ioyo and Sierra 354

Salmon-Trinity Alps 220,999 KlaTueth, Shasta, Trinity 407

San Gorgonio 27,178 San Bernardino 442

San Rafael /4,163 Los Padres 471
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Student's Name:

I

TeinPhase 3 of the Phased Typing Program iinal Performance Objective 8.4.01
Post-Test on Business Letters with

San Mateo Union High School District Envelopes--Form A

Date:

IF YOU HAVE NOT ALREADY DONE SO, READ THE
First--t

(GENERAL DIRECTIONS FOR TERMINAL PERFORMANCE OBJECTIVE TESTING.

DIRECTIONS FOR THIS TEST..

Time -20 minutes is the maximum time allowed for the typing.

Objective -Type average length business letters containing the most
commonly used letter elements in two of the three most common
styles (full block and semi-block). Use mixed punctuation
in one letter; open punctuation in the other. Prepare large
envelopes (with pre-printed return addresses) for both
letters.

Arranging the When calculating machine adjustments and when typing the
Tetters letters and envelopes, keep the following points in mind:

BOTH PAM__
None of the margins (side, top, bottom) on the test copy are
correct. When you determine the correct placement of the
letters and letter parts, remember that both letters are
aNerage length.

Be sure to make all of the changes noted in the rough draft
copy as you type

PART I-
Use SEMI-BLOCK style with MIXED punctuation for this letter.
Supply the current date and an appropriate salutation, You

may delay typing the envelope for this letter until after you
have cogpleted Part 2.

°ART 2..

Use FULL BLOCK style with OPEN punctuation for this letter.
Supply the current date and an appropriate salutation.
Also supply any other letter element that is essential to
make this letter complete. Address an envelope for this
letter and for Lhe letter in Part 1 of this test.

Reminder WHILE YOU MAY EXAMINE THE TEST COPY AND CALCULATE MARGIN AND
TAP SETTINGS DURING THE FIVE MINUTES PRIOR TO STARTING THE
TEST. YOU MAY NO1 TOUCH YOUR TYPEWRITER FOR ANY REASON UNTIL
THE 2O 0WNW Tr4T PERIOD BEGIN.

226

1111(0410`.1M



ITermimirTi767mance Objective 8.4.0
Post-Test on Business Letters with Envelopes--Form A

!PART 1 I

LPhase 3

Address this letter to: Mr. Ormond Jason; Jason & Robards, Inc.;
3498 Walnut Street; Burlirgame, CA. 94010. Include a Subjeci. line:
Progress at 4;4 Montgomery.

nut4.(7"

chourik fTthe progress being made on ourixbuilding is a

A--ae--te
difficult one to answer atAtA-i-s.-4-4-ma, The contractors would have been able

to meet their deadlines if it had not been for the delays in the delivery

of cement/ Even at this late date we have not yet received all the

cement neeced for the completion of 444 Molgomery.
.01

A

can tell you that present plans callitor maximum rental rates of A/

per square a-of office space. You will find this rate to compare

ettYm- tea. di 019 *o-*-asv--4aALJ24i
zoriLfavorably with rental charges in other buildings in the

shalt inform you as soon as possible as to Wien our building will.be

t7r-cf-erse-r-r-41-.

ready fori,yea:Pleate let us be of service to you.

Sign this letter: Very truly yours, William O'Toole, Rental Manager

a4r /244c& Aer-e-tt.tt

f_7444.t.t44.. .447a-tdee4.4, AAA.,

227;



Terminal-Performance Objective 8.4.0
Post-Test on Business Letters with Envelopes--Form A (continued)

I Phatl 3

!

PART 2J

Address this letter to: Western Power Corporation; 75 Hammond Road;

''""Millbrae, California 94030, Bring the letter to the attentfOS'of

Paul S. Hawthorne.

qKlthOOgh we have Made every possible effort t

Werfiae not been'sucCessful in' locating them or in uncovering any-

as-to. their whernbouts.te have questionedAtheople on the-enclosed
011

lit the missing contracts. If you thirk of

persons we should have contacted, please write or call us immediately.

1) Our San Francisco attweys--Baker, Bar er, and Becker--have been

*notified to investigateA
kv,
a44. +le ill be contacting

jihtaA441
)0d4.,N,

'' yOu'within the 'next few days. Any you can give-1444*in qufckly

disposing of this matter will be appreciatecloa--irmeerteles+.

Sign this letter: Yours very truly, Penn/Shaw Associates Robert J.

Inman, Vice-President

2 2 8

.6t
ceNcr-ft-4._

Ate



!Phase 3 1

I

TEACHER'S KEY: Post-Test on Business Letters WITETiTielopes--Form Al
Terminal Performance Objective 8.4.0

I

Current Date

mr. Ormond Jason

Jason & Robards. Inc.

3493 Walnut Street
Burlingame, CA. 94010

Dear Mr. Jason;

Subject: Progress at 444 Montgomery

Your inquiry regarding the progress b.ing made on our new
building is a difficult one to answer at the moment. The con-
tractors would have been able to meet their deadlines if it had
not been for the delays in the delivery of cement as a result
of the recent industry -wide cement workers strike. Even at
this late date we have not received all the cement needed for
the completion of 444 Montgomery.

I can tell you that present plans call for maximum rental
rates of $1 per square foot of office space. You will find
this rate to compare very favorably with rental charges in other
buildings in the area, particularly when you consider the choice
location of 444 Montgomery.

We shall inform you as soon as possible as to when our
building will be ready for occupancy. Please let us be of

. service to you.

Very truly yours,

William O'Toole
Rental Manager

,typ

'ADAPTED FAOM1 Typing Employment Tests, ]

Prentice-Hall, Inc., 1958,
i.P.A 1)e

..rii%.:!1,j

229

Strokes

18

35

57
76

100

116

153

211

274

338
400
460
522

556

614
674

739
804
832

887
946
962

980

996
1011

1015

1- Jiff
.-vr



TEACHER'S KEY: Pcst-Test on Business Letters with Envelopes--Form A
(continued)

[PART 21

Current Date

Western Power Corporation
75 Hammond Road
Millbrae, California 94030

Attention: Paul S. Hawthorne

Gentlemen

Although we have made every possible effort to find the missing
contracts, we have not been successful in locating them or in
uncovering any information as to their whereabouts.

We hae questioned all of the people on the enclosed list re-
garding the missing contracts.. if you think of persons we should
have contacted, phase write or call us immediately.

Our San Francisco attorneys--Baker, Barker, and Becker--have
been notified to investigate this matter further. They will
be contacting you within the next few days. Any help you can

' give them in quickly 'disposing of this matter will be appre-
ciated. ,1

; Yours very truly

PENN/SHAW ASSOCIATES

Robert J. Inman
VicePresident

; LYP

enclosure

1

01:1

IADAPTED'FROM: 1y pin Employment Tests,
Prentice -Hall. lnc77790

ea() 21if
2gd

Strokes

18

44

60
88

128

192

254
306

368
434

487

548
609
671

732

740

757

782

798
833

814

827

es rom Letter I: 1015

Envelopes' 182

)

Total Strokes: 2024

2024 t 5 : Gross Words' 405



Student's Name: Date:

a4PIF)FIFe Phased Typing Program Terminal Performance C'..:-iective 1.2.LJ

San Mateo Union High School District Post-Test on Manuscripts--Form A

IF YOU HAVE NOT ALREADY DONE SO, READ THE
First-- (GENERAL DIRECTIONS FOR TERMINAL PERFORMANCE OBJECTIVE TESTING.

DIRECTIONS FOR THIS TEST--

Time -35 minutes is the maximum time allowed for the typing.

Arranging the

-Type a three-page manuscript (700' words) that contains a
sub-title, both long and short quotations, a short in-the-
body table, minor headings, and footnotes.

-When calculating machine adjustments and when typing the
Manuscript manuscript, keep the following points in mind:

Reminder

None of the margins (side, toP, bottom) on the test copy are
correct. 1,44:n you set the side margins, assume that the
copy is to be "bound."

Be careful to properly position each of the manuscript
elements (the title, the sub-title, the long quotation,
the footnotes, the table, and the minor headings).

Be sure to make all of the changes and correctior.s noted in
the rough draft copy as you type.

When properly typed, the first page does not end at the same
point as the test copy. Therefore, you must watch for the
proper place to end not only the first page but the second
page as well. Remember to number the pages.

If you use the mathematical method of centering a table, you
can easily calculate the tab settings for the table during
the preparation tine.

-WHILE YOU MAY EXAMINE THE TEST COPY ANO CALCULATE MAMIN
AND TAB SETTINGS DURING THE FIVE MINUTES PRIOR TO STARTING
THE TEST, YOU MAY NOT TOUCH YOUR TYPEWRITER FOR ANY REASON
UNTIL THE 55--rilNUTE TEST PERIOD BEGINS.

231

4)00 Pi*?



1Post-Test on Manuscripts- -Form A

C/F/VER,01 e. caePe/e,47-/cmi bva44 ,eepe,e-r /9,47
viaa

Gene4191Motors/ operating $results for 1967 were influenced by a slowing in

thlr_te
the upward movement of 4the economy caused by aAcle444-i-e.ri in the rate of business

...

0c9=4u4,,,tel.
inventory acc mulation, and by,As.vc,14ope4- concern over a nte possible tax increase and

iff.t., for frk.

............

the

A
gcwoi.94 situation. This uneasiness was particularly evident in the early months

-44e.4. re-1-- d
of 4.96:7 nd resulte in an increased rate of personal savings and a decline in theA

demand for atkeiisautomobiles. Demand for cars ane truckslwessixd impOed as the

year progressed, however, and GMVs unit and dollLr sales were the second best in the

/7C
Corporation's history. Profits in ;967 were lower than in 4064as a result of the

the lower unit volume and increases in material and labor costs. The full imp act

of payroll cost increases resulting from the new labor contract and price increases

for some materials, such as tires, steep and non-ferrous metals, which became effec-

tive in theA4th'
i

quarter of 1967, will not be felt Until 1968. 'Reflecting upon

GM's 1967 operations here in the United States and abroad, President Edward N. Cole

writes: While the year 1967 presented many problems, on balance it 1)0A0r ft)
was one of progress for General Motors. Following thn sharp de. .4' 6,51
cline in car sales in the first quarter, demand for cars and 971°trucks increased as the year ad.anced. Worldwide unit sales of ny', 00
6,271,000 units'idilTiin 1967 were the third highest in our fie 0-re

001"
12.

history and e-7% br dt'ow the previous year./

_ . . M ' s

TaA.

GM's regular and intermediate size automobiles held their own against strong
Sewcorrie-ittive pressures. Moreover, the Corporation's offe;ings in those segments of

the car market where demand has grown most rapidly in recent;t4h4--the personal

car and luxury car fields--enabled GM to imp e its penetration of the domestic

passen2er car market in 1967. General Motors is represented in the personal car

6,-)wit1;1--r (-At I d,--re-t-i4A 0 /Riefti4-4,a,,,te a/01,th.field by the

.0"'""°0
These cars are distinctive and appeal to car buyers.,...who seek personal trans.

A1 ZW
portation with a sports car flair.

ye? 22s;

A Se411-tA /11,414,ezii.j? /? 7, 114.4,414.4,

6. 23
'(340 -228



i
TEACHER'S KEY: Pest lest on 1",.anuscripts--Form A

Terminal Performance Objective

GENERAL MOTORS CORPORATION ANNUAL REPORT 1967

Review of Operations

Phase

General Moturs' operating results for 1967 were influenced by a

slowing in the upward movement of the economy caused by E, decline in the

rate of business innentory accumulation, and by consumer concern over a

possible lax increase and the international situation. This uneasiness

was particularly evident in the early months of the year and resulted in

an increased rate of persona sa.,ings and a decline in the demani for

automobiles. Demand for cars and trucks improved as the year progressed,

howe 'er, and GMs unit and do.lar sales were the third best in the Corpo-

ration's history. Profits in 1967 were tow_ than in 1966 as a result of

the lower unit volume and increases in material ane labor costs. The full

impact of payroll cost increases resulting from the ne4 labor contract and

price increases for some materials, such as steel, tires, and non-ferrous

metals, which became effective in the fourth quarter of 1967, will not be

felt until 1968.

Reflecting upon GM's 1967 operations here in the !,.sited States and

abroad, President Edward N. Cole states:

While the year 1967 presented many problems, on balance
it was onn of progress for General Motors. Following the
sharp decline in car sales in the first quarter, demand for
cars and trucks increased as the year advanced. Worldwide
unit sales of 6,271,000 units in 1967 were the third highest
in our history and 7% below the previous yepr.'

1. General Motors Corporation, General Motors Corporation Annual
Report 1967, 59th Annual, (Detroit, Michigan), p. G.

t

2

trokes

46

67

131

204

276

3148

421

491

565

639

713

788

863

937

1011

1095

1136

1192

1250

1310
1369
1430
1478

1503

1603

1668

283'



lEACHER'S KEY: Post-lest -n ManuscriptsForm A (continued)] LEEFie 4-1

Page 2

Passenger Car Sales

GM'r regular and intermediate size cars held their own against strung

competitive pressures. Moreover, the Corporation's offerings in those

segments of the car market where demand has grown most ran'dly in recent

years--the personal car and luxury car fieldsenabled GM "3 improve its

penetration of the domestic passenger car market in 1967. General Motors

is represented in the personal car field by the Camaro, Corvair, Firebird.

Toronado, Riviera, and Eldorado. these cars are distinctive and appeal

to car buyers who seek personal transportation with a sports car flair.

With its Cadillac, Buick Electra 225. and Oldsmobile Ninety-Eight, General

Motors continues in a strong competitive position in the growing luxury

car field.

GM Operations Abroad

1; Sales by General Motors operations outside of the United States in

5;, 1967 were $2,781 million, a decrease of 3% from the record year l9c6.

This high level as attained despite sharp declines in the demand for auto-

mobiles in a number of countries, particularly Germany and Scandinavian

I

countries.

Factory sales of 1,087,000 vehicles produced overseas, together with

export shipments of 92,000 North American-type vehiclos, totaled 1,179,000

units in 1967, compared with 1,267.000 units in 1966. The penetration

1.1,r1 into the overseas market of GM's foreign-made cars are shown in Table I

1:1 1

thi cW
,Jp1 on thenfollowing page.

SW
Wi

130!

Ok

1111 000 230,%

t

234

Strokes

7

37

107

178

251

324

398

477

545

617

492

764

775

806

873

943

1019

1091

1103

1171

1246

1317

G90

1413



J Phase 7tTEACHER'S KEY: Post-Test un ManuscriptsForm A (continued) I

Table I

OVERSEAS CAR ANO TRUCK SA1.ES
2

Country Vehicle

Germany Opel

United Kingdom Vauxhall

k)stralia Holden
Torana

View of the Future

Percentage of
Harket

20.3%

13.1%

34.4%
10.2%

Page 3

Stroios

7

23

53

81

127

146

176

199
212

Chairman James M. Roche recently stated that, "We are optimistic 305

about the future for our company and the industry. There is a basic and 378

411growing need for our products."3

2. Ibid., p. 13 ff.

3. Ibid., p. 8.

11111 0 60 2a1 235

416

457

47k

stro es rom Page 1668

Page 21 1413

Total Strokes: 3555

3555 5 3.1!Gt4sti-.04044.rtiVI:,.



Student's Name: Dates

L
SPhase 4 of the Phased T:oing Program
San Mateo Union High ScLool District

Terminal Performance Objective $.3.51
Lf°st-Test on Tabulation- -Form A

First--(
IF YCU HAVE NOI ALREADY OONE SO, READ THE

(GENERAl DIRECTIONS FOR TERMINAL PERFORMANCE 08JECIIVE TESTING.-

DIRECTIONS FCR THIS TEST--

Time -25 minutes is the maximum time allowed for the typing.

Objective

Arranging the
Ta6Te

-Type a six column 0:55+ words) table centered vertically
and horizontally in ruled style on x II paper inserted
sideways in the machine.

-When calculating machine adjustments and when typing the
table, keep the following points in mind:

The test copy was typed on large paper and photographically
reduced in size to fit standard paper. for that reason it
was possible to fit nine columns nn the paper.

Reminder

You must include in your copy of the table the following
columns only--0:cupational Classification, Aragon, Burlingame,
Capuchino, Crestmoor, and District.

Your six column table will fit on II inch paper if you
allow three (3) spaces between columns.

the test copy is typed in open style. You are to make
the necessary changes to adapt it to RULED style.

Be sure to ft:0:0w any additional directions written on the
test copy itself.

-WHILE YOU MAY EXAMINE THE 1CST COP' AND CALCULATE MARGIN AND
tAB SETTINGS DURING THE FIVE MINUTES PRIOR TO STARTING THE
TEST, YOU MAY NOT TOU'H YOUR TYPEWRITER FOR ANY REASON UNTIL
THE 25 MINUTE TEST PERIOD BEGINS.

111111.000 232 z ' 23 !!r "'
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Student's Name: Date:

[I

Phase 4 of the Phased Typing Program Terminal Performance Objective 8..,-C 1

i Postlest on Business Letters w't'

San Mateo Union High School District 1 EnvelopesForm 4
1

First--(
IF YOU HAVE NOT ALREADY DONE SO. READ 1HE

(GENERAL DIRECTIONS FOR TERMINAL PERFORMANCE OBJECTIVE TESTING.

DIRECTIONS FOR THIS TEST--

Time -18 minutes is the maximum time allowed for the typing.

Objective -Type a long (4914 words) business letter in full block style
with open punctuation. Prepare a large envelope for the
letter.

Arranging the -When calculating mac'ine adjustments and when typing the
Letter 'letter and envelope, keep the following points in mind:

Reminder

None of the margins (side, top. bottom) on the test copy are i

correct. When you determine the correct placement of the
letter aid each letter part. do so for a "long" letter.

You must provide the current date, an appropriate salutation,
an appropriate second page heading, ane other essential
parts not supplied.

Use FULL BLOCK style.

Use OPEN punctuation.

When typing the envelope. assume that the return address is
alreaily printed on the envelope.

As you type, make the corrections indicated on the test
copy.

-WHILE YOU MAY EXAMINE THE TEST COPY AND CALCULATE MARGIN AND
TAB SETTINGS DURING THE FIVE MINUTES PRIOR '0 S'ARTING THE
TEST, vOU MAY NOT TOUCH YOUR TYPEWRITER FOR ANY REASON UNTIL
THE to MINUTE TEST PERIOD BEGINS. .

239
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Terminal PerTormance iliEjective
Post-Test on Business letters with
Enve122es--Form A

[PnaiiE]

California
ess this letter to: Jackson Delivery Service; 514 West Street; San

Mateo, Califonia 94402. Include the following subject line: Whitehall
Trucks for Efficiency.

We know that you are busy, but we urge you to takeIZZ%three

61.1.1e44-- Awe- kovt.. %%---

minutes to read this letter. A4* you,.i4 so, you will agree that

the time was well speht.goday, Speed trucks are a necessity.

Modern business f-i,r-m& demand action. The laps,- of timelfrom
.,,---.---

........,-, t.

11144 Crithe producer to the consumer has beenAdec-rea4e4 from alkfew days

to a matter of hours, and in some cases to a matter of minutes.

tot)
This has been brought about by the efficiencymand ed of the

IN

motor-truck. Whitehall speed strucks have an established

reputation in the commercial and ind strial world for rapie and

dependable transportation atArery.low operatiNg cost.111Whitehall

speed trucks incorporate the most modern hive features.

They represent the latest developments ne ring. These

powerful and rugged trucks are desgne or ard, safe hauling.

Heavy-duty construction is v4eef every model., Whitehail

owners know from ,pa44 experiencefrom fig res on their books--
).. ,

.

that, they get more miles for their transportation dollar from

104a4,4,
Whitehall than from any other truck. This accounts for the fact

the repeat orders are being received in ever-increasin umbers.

ay we suggest that when you are ready to buy additional trans-

portatic. equipment, yo. investigate thoroughly theAWhitehall

trucks. The Whitehall Special Delivery truck appeals to us as

the type of transportation you shouldie4. This sreedy,



lermin7fetformance ObjectlYe:8,470
Post-Test on Business Letters with
EnvelopesFerm A (continued)

light-weight truck has a sturdy, reinforced from,:that gcOes a long

li

IAA ,1411%,

is an attractive truck, ane it is alife of sery ce to

trulyAZ: investment. Wunder separate cover, we are serielngyou.

an informative bookilt, Saving Delivery Dollars with Whitehall

Trucks. when you have read the case hist,..ry of WhitehallAusers,
--7717
we Pe. certain that you will want to as s, Peninsula AUtOTOtive-Y

Center, to demonstrate the Whitehall Special Delivery truck to

you.-

Sign the 1ettnr: Yours eery truly, Peninsula Automotive Center,
Malcolm H. Johnson, Sales Manager.

(-14t.a4 Auie,

a).!-

, 1

' 1

`656 37
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TEACHER'S KEY: Post-Test on Business Letters with Enve opes--Form A IPhaseJIJ
Terminal Performance Objective 8.4.0

Current Dare

Jackscn Delivery Service
514 West Street
San Mateo, California 94402

Gentlemen

Subject: Whitehall Trucks for Efficiency

We know that you are busy, but we urge you to take three minutes to read
this letter. When you have done so, you will agree that the time was
well spent.

Today, speed trucks are a necessity. Modern business demands action. The
lapse of time from the producer to the consumer has been shortened from a
period of days to a matter of hours, and in soma cases to a matter of min-
utes. This has beer tsrsught about by the efficiency, mobility, and speed
of the motor truck. Whitehall speed trucks have an established reputation

; ,in the commercial and industrial world for rapid and dependable transpor-
tation at extremely low operating cost.

Whitehall speed trucks incorporate the most modern automotive features.
They represent the latest developments in truck engineering. These power-
ful and rugged trucks are designed throughout for hard, safe hauling.
Heavy-duty construction is featured in every model.

Whitehall owners know from experience--from figures on their books--that
they get more miles for their transportation dollar from Whitehall trucks
than from any other truck. This accounts for the fact that repeat orders
are being received in ever-increasing numbers.

May we suggest that when you are ready to invest in additional transpor-
tation equipment, you investigate thoroughly the new Whitehall trucks.
The Whitehall Special Delivery truck appeals to us as the type of trans-
portation you should use. This speedy, light-wei0A truck has a sturdy,
reinforced frame that gives a long life of transportation service to its
owner. It is an attractive truck, and it is a truly good investment.

Under separate cover, we are sending you an informative new booklet,
Saving Delivery_ Dollars with Whitehall Trucks. When you have read the
case historys of Whitehall truck users, we feel certain that you will

242,.
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Strokes

19

44

60

90

100

142

215

285

297

372

446
521

595
670
744

784

856

931
mot
1053

1126

1200

1274

1321

1394
1465

1538

1611

1684

1754

1823
1939
2009



TEACHER'S KEY: Post-Test on Business Letters with Envelopes -Form Al rrFiase-4-1
[

(continued)

Jackson Delivery Service
Page 2
Current Cate

want to ask us. Peninsula Automotive Center, to demonstrate the Whitehall
Special Delivery truck to you. A phone call to me will bring a truck and
an experienced representative to your office. We will welcome your re.
quest. There is no obligation, of course.

Yours very truly

PENINSULA AUTOMOTIVE CENTER

Malcolm H. Johnson
Sales Manager

abc

243

St4-okes

-5

32

51

125

199
271

314

331

359

378
392

355

[-.2

A d Strokes from Page I: 2009
Envelope: 70

Total Strokes: 2474

2474 t 5 z Gross Words: 495
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Appendix C

Pules fo rounting and Marking 7ypog-aph4cal Errors

Page 137
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APPENDIX C
RULES FOR COUNTING AND MARKING TYPOGRAPHICAL ERRORS

Selected and modified from International 'Typewriting Contest Rules

1. Line Spacing, ra+lure to follow a direction to double (or single) space the
copy will be penalized only once per page of typewritten work.

2. Paragraphing. Paragraphs must be indented five spaces unless directions call
Tor blocking the paragraphs at tne left margin. An error in paragraphing is
penalized in addition to all other errors in the srime line.

Spaces and Punctuation Points. A space and a punctuation point are treated
as parts of the preceding word; but if they are incorrectly made, inserted,
omitted, or in any manner changed from the printed copy, an error must be
charged unless the preceding word has already been penalized.

4. Words Wrongly Civided. A word wrongly divided at the end of a line must be
penalized. A wora .R.7phenated at the end of a line in the printed copy may or
may not need the hyphen if it occurs medially in the student's work. For

instance: Devilfish might be hyphenated at the end of a printed line, but if
it appears rTaially, the student's rendering is not wrong if it conforms to
any standard dictionary.

5. Faulty Shifting: If only parts of the proper character appear or the character
is off the line of writing r.e., "raised capital"), an error is charged.

6. Lightly Struck letters. If the outline of any character is discernible. there
is no error.

7. Transposition. Letters transposed in any word constitute an error. Words
transpo;FE are penalized one error for the transposition; additional penalties
are imposed for errors in the transposed words

8. Rewritten Matter. In rsw ritten Tatter eery error must be penalized, whether
1-71rirst or setor,d writing, and one additional error must be charged for rewriting.

9. Crowds. No word shall occupy few -. than its proper number of spaces.

10. Piling. If any portion of the body of one character overlaps any portion of tha
body of ano'her character, or extends into the space between words to the extent
that it would overlap any portion of the body of a character were there a character
in that space, an error must be charged.

11. Left-Hand Margin. Characters beginning all lines. excapt the first lines of
paragraphs, must be struck at the same point of the scale. If one is printed to
the left or right of that point, an error must be charged.

12. Erasing. Unless directed to do so, the use of an eraser is not allowed.

13. Errors in Printed Copy. Errors found in the printed copy may be corrected or
written as they are in the copy, but in no case shall an error be charged
against such words unless they are omitted.

14. Last Word. An error made in the last word written, whether the word is com-
pleted not, rust be charged.

4'

15. One Error to a Word. Only ore error shall be penalized in any one word.

16. General Rule. Every word that is omitted, inserted, misspelled, that contains
a strikeoer, or that is in any manner changed from the printed copy must be
penalized. Work in which words are Iced will not be accepted.

245
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Appendix 9

Accuracy Percentage Table for the Phased Typing Program

) 1),A, r
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P514,010,1,a. 1:VIC,. re,

App9ndlx

ACCU,7%,4CY PERCENTAGE TABLE FOR THE PHASED TYPING PROGRAM

Gross
Words

mb e r o f trrors
16 17 18 19

I 2 3 4 5 6 7 8 9 10 II 12 13 14 15

40 975 950 925 900 875 850 825 300 775 750

45 977 955 933 911 866 844 822 800 777 755

50 980 900 940 920 900 880 860 840 820 800

55 981 903 945 927 909 890 872 854 836 818

60 983 966 950 933 916 900 383 866 850 833

65 984 960 953 938 323 907 892 876 861 846

70 985 971 957 942 928 914 900 885 871 857

986 973 950 946 933 920 906 893 880 866

80 987 975 962 950 937 925 912 900 887 875

85 988 976 964 952 941 929 917 905 894 882

90 988 977 966 955 944 933 922 911 900 888

95 989 973 968 957 947 936 926 915 905 894

100 990 980 970 960 950 940 930 920 910 900

105 990 980 971 961 952 942 9.73 923 914 904

110 990 981 972 963 954 945 936 927 918 909

115 991 982 973 965 956 947 939 930 921 913

120 991 983 975 966 958 950 941 933 925 916

125 992 984 976 968 960 952 944 936 928 920

130 992 984 976 969 961 953 946 938 930 923

135 992 985 977 970 962 955 948 940 933 925

140 992 985 978 971 964 957 957 942 935 928

145 993 986 979 972 965 958 951 944 937 931

150 993 986 980 973 966 960 953 946 940 931,

135 993 987 980 974 967 961 954 948 941 935

160 993 987 981 975 968 962 956 950 943 937

165 993 987 981 975 969 963 957 951 945 939

170 994 988 982 976 970 964 958 952 947 941 935

175 994 988 982 977 071 965 960 954 948 942 937 931

180 994 988 983 9i7 972 966 961 955 950 944 933 933

185 994 989 983 978 972 967 962 9:6 951 945 940 935

= 190 c. 994 989 984 978 973 968 963 957 952 947 942 936

195 994 989 984 979 974 969 964 958 953 948 943 938 933

200 995 990 985 980 975 970 965 960 9:5 S50 945 940 935 930

205 995 990 985 980 975 970 965 960 956 951 946 941 936 931 926

210 995 990 965 980 976 971 966 961 ^51 952 947 942 938 9'Y, 9.28

215 995 990 986 9E. 976 972 967 962 958 953 946 944 938 934 930

220 995 990 986 981 977 972 966 963 959 954 950 945 940 936 931 927

225 . 995 991 986 982 977 973 958 964 960 955 951 946 942 937 933 928

230 I' 995 991 986 982 978 973 S69 965 960 956 952 947 943 939 934 930

235 995 991 987 982 978 974 970 965 961 957 953 948 944 940 936 931 927

940 995 991 987 983 979 975 970 9i. 962 958 954 950 945 941 937 9'.3 929

215 995 991 987 983 979 975 971 967 963 959. 955 951 946 942 938 931 930 926

250 996 988 984 980 976 972 968 964 760 956 952 948 944 940 936 932 928

I: In -COO kb
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Gross
Words I 2 3

255 996 992 988

260 996 992 988

265 996 992 988

270 996 992 988

275 996 992 989

280 996 992 989

285 996 992 989

290 996 993 989

295 995 993 989

300 996 993 990

305 996 993 990

310 996 993 990

315 996 993 990

320 996 993 990

325 996 993 990

330 )96 993 990

335 997 994 991

340 997 994 991

345 997 994 991

350 997 994 991

355 997 994 991

360 997 994 991

365 997 994 991

370 997 994 991

375 997 994 992

380 997 994 992

385 997 514 992

390 997 994 992

395 997 994 992

400 997 995 912

405 997 995 992

410 S97 995 992

415 997 995 992

420 997 995 992

423 997 995 992

430 997 995 993

435 997 995 993

440 997 995 993

445 997 995 993

450 997 995 993

455 997 995 993

460 997 995 993

465 997 995 993

470 997 995 993

475 997 995 993

480 997 995 993

485 997 995 993

490 997 995 993

495 997 995 993

500 998 996 994

4:1144(14M0 248

Number of Errors
4 5 6 7 8 9 1 0 1 I 12 13 14 15 16 17 18 19 20

984 980 976 972 968 964 90 956 952 949 945 941 937 933 929

984 980 976 973 969 965 961 957 953 950 946 942 938 934 930 928

984 981 977 973 969 9E6 962 958 954 950 9!' 943 939 935 932 928

985 981 977 974 970 966 962 959 955 951 948 944 940 937 933 929 925

985 981 978 974 970 967 963 960 956 952 949 945 941 938 )34 930 927

985 982 978 975 971 967 964 960 957 953 950 946 942 939 935 932 928

985 982 978 )75 971 968 964 961 957 954 950 947 943 940 936 933 929

986 982 979 975 972 968 965 962 958 955 951 948 944 941 937 934 931

986 983 979 976 972 969 966 962 959 955 952 949 945 942 938 935 932

986 983 980 976 973 970 966 963 960 956 953 950 946 94? 940 936 933

9C6 983 980 977 973 970 967 963 960 957 954 950 147 944 940 937 934

987 983 980 977 974 970 967 964 961 958 954 951 948 945 941 938 935

987 984 580 977 974 971 968 965 961 958 955 952 949 946 942 939 936

987 984 981 978 975 971 968 965 962 959 956 953 950 946 943 940 937

987 984 981 978 975 972 969 966 963 960 956 953 950 947 944 941 938

987 984 981 978 975 972 969 966 963 960 957 954 951 948 945 942 939

988 985 982 979 976 973 970 967 964 961 958 955 952 949 946 943 940

988 985 982 979 976 973 970 967 964 961 958 955 952 950 947 944 941

988 985 982 979 976 973 971 968 965 962 959 956 953 950 947 944 942

988 985 982 980 977 074 971 968 965 962 960 957 954 951 948 945 942

988 985 983 9E0 977 974 971 969 966 963 960 957 954 952 949 946 943

988 986 983 980 977 975 972 969 966 963 961 958 955 952 950 947 944

989 986 983 980 978 975 972 969 967 964 961 958 956 953 950 947 945

989 986 983 981 978 975 972 970 967 964 962 959 956 954 951 948 94:
989 986 984 981 978 976 973 970 968 965 962 960 957 954 952 949 946

S89 986 984 981 978 976 973 971 968 965 963 960 957 955 952 950 947

989 987 984 981 979 976 974 971 968 966 963 961 958 955 953 950 948

909 987 984 982 979 976 974 971 969 966 964 961 958 95G 953 951 948

989 987 984 982 979 977 974 972 965 967 964 962 959 956 954 951 949

990 987 985 982 980 977 975 972 970 967 965 962 960 957 955 952 950

990 987 985 982 980 977 975 972 970 967 965 962 960 958 955 953 950

990 ,87 985 982 980 978 975 973 970 968 965 963 960 958 956 953 951

990 987 935 983 980 978 975 973 971 968 966 963 961 959 956 954 951

990 988 985 983 980 978 976 973 971 969 966 964 961 959 957 954 952

990 988 985 983 981 978 976 974 971 969 967 964 962 960 957 955 952

990 988 986 983 981 979 976 974 972 969 967 965 962 960 958 955 953

990 988 986 983 98! 979 977 974 972 970 967 965 963 960 958 956 954

990 988 986 984 981 979 977 975 972 970 968 965 963 961 959 956 954

991 138 9,15 984 93' 979 977 975 973 970 968 966 964 961 959 957 955

991 988 986 984 982 980 977 975 973 971 968 956 964 962 960 c'37 955

991 989 986 984 982 980 978 975 973 971 969 967 964 962 960 958 956

991 989 986 984 982 980 97L 976 973 971 969 967 965 963 960 958 956

991 989 987 934 982 980 978 976 974 972 969 967 965 963 961 959 956

491 989 S87 985 982 i80 978 976 974 972 970 968 965 96: '961 959 957

991 989 987 985 983 '781 978 976 974 972 970 968 966 964 962 960 957

991 989 987 985 983 981 979 977 975 972 970 968 966 964 962 960 958

991 989 987 985 983 981 979 977 975 973 971 969 967 964 962 960 S58

991 989 967 985 983 981 979 977 975 973 971 969 967 965 963 961 959

991 989 987 985 983 981 979 977 975 973 971 969 967 965 963 961 959

992 990 938 986 984 982 080 978 976 974 972 970 968 966 964 962 960
.1
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Appendix F

Worksheet for Determining the Student's Final Grade in
The Phased typing Program
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CALCULATING MACHINES I

8.0.0 TERMINAL PERFORMANCE OBJECTIVES: The following objectives are a
precise statement of the minimum performance required of students who
successfully complete Calculating Machines I. It is important to note
that there are other performance requirements within this course, and
that they will be reflected in the "intermediate" performance ob-
jectives included in the learning activities for the Calculating Machines
program.
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CALCULATING MACHINES I

8.1.0 FULL-KEYBOARD ADDING LISTING MACHINE: Given Instruction in
01111.011megfille operating the Full-Keyboard Adding Listing
Machine, the student will demonarrate mastery of this machine

by coapleting a 40 item post teat with at least 602 accuracy

within a 40 minute period.

8.1.1 The test will consist of problems involving:

1) Addition
2) Subtraction
3) Multiplication
4) Horizontal and Vertical Addition

5) Simp3:: ')iscounting

8.1.2 The teat will be graded according to the following

scale:

1) 90 - 100X = A

2) 80 - 89X = B

3) 70 - 79X = C

4) 60 - 692 = D
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CALCULATING MACHINES L
Fq11-Keyboard Adding Listing Machin
Test Ore

Directions: Do not write on test sNect. Use an answer sheet.

1. 2. 3. 4. 5.

8.28 1376 726.21 5,931.56 899.29
9.12 4652 239.51 1,932.46 899.20
5.13 8927 577.13 3,854.68 899.20
9.34 3259 317.98 9,133.35 899.20
8.35 7638 829.87 2,752.58 675.40
6.24 7942 715.79 8,938.21 675.40
7.21 2184. 872.97 9,251.52 675.40
8.34 7422 394.67 6,324.95 675.40
8.14 5715 542.98 8,324.95 338.75
6.25 6276 684.19 5,675.12 338.75
9.15 5273 862.43 8,295.23 338.75
7.25 4199 194.87 5,243.26 642.90
8.14 8345 373.59 6,576.39 642.90
6.51 9126 724.52 4,761.89 642.00
8.79 7425 483.61 9,812.79 115.60
9.23 6078 178.25 2,603.5Y 115.60
6.43 9306 836.89 5,787.30 115.60
7.41 7249 749.13 7408.26 115.60

6. 7. 8. 9. 10.

21.89 167.12 289.49 482.95 1,486.75
:3.01 -83.15 -310.05 -13.05 _1283.25

11. 610 x 257 17. 298 x 406

12. 299 x 25 18. 359 x 123

13. 582 x 184 19. 6.82 x 36

14. 387 x 429 20. 11.6 x .09

15. 477 x 267

16. 680 x 450
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CALCULATING MACHINES 1
Full-Keyboard Adding Listing Machine
Page two

Complete the following by adding horizontally and vertically:

A B C COMPANY

Sales for the First Five Months Ending
June 31, 197-

Jan. Feb. March April Ny
Total
Sales

Beavers, E. 164.08 175.98 202.50 165.47 210.26 21.

Briggs, J. 281.04 250.32 198.67 286.40 225.45 22.

Crosby, N. 491.80 475.40 505.70 556.75 598.16 23.

Duncan, T. 615.19 600.95 545.00 596.50 24.

Feltz, K. 507.85 573.50 500.75 535.10 489.2(1 25.

Jaymes, L. 437.05 437.05 457.12 488.55 475.46 26.

Lockwood, G. 300.50 318.64 315.89 299.50 296.45 27.

Mays, W. 203.40 49.50 188.70 256.00 28.

Stone, K. 211.06 299.50 387.40 312.05 390.40 29.

Thorns, D. 435.07 sola 399.80 206.35 410.09 30.

1

38. $385.90 less 25%

Totals:

-117 -127 137 -147 -137 -167-
Complete the following discount problems:

37. $240.50 less 12 1/2 %
Discount Net Amount

260
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CALCULATING MACHINES I

8.2.0 KEY-DRIVEN CALCULATOR: Given instruction in the touch

method of operating the Key-Driven Calculator, the student

will demonstrate mastery of this machine by completing a

35 item post-test with at least 60% accuracy within a 40

minute period.

8.2.1 The test will consist of problNas invvlving:

1) Addition
2) Subtraction
3) Multiplication
4) Division
5) Horizontal and Vertical Addition
6) Trial-Divisor Division

8.2.2 The test will be graded according to the following
scale:

1) 90 - 100% ED A

2) 80 - 89% B

3) 70 - 79% C

4) 60 - 69% D

261
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CALCULATING MACHINES 1
Key-Driven Calculator
Test One

DIRECTICNS: Do not write on test questions. Use an answer sheet.

(3) (4) (5)

2.13 4.72 3.87
.72 1.12 6.12
.45 3.64 8.67

9.30 9.70 1.41
.68 8.43 6.42

1.21 2.02 7.45
.14 6.36 6.02

8.53 4.87 5.10
3.42 5.98 7.29
.37 3.03 3.58
.89 6.32 9.68
.20 7.67 9.12

(1) (2)

.34 .45

.58 .31

.61 1.26

.27 3.70

.93 .49

.69 8.62

.82 .53

.14 6.42

.47 .31

.30 .28

.25 4.93

.73 .40

(6) 1,825 x .043u (8) 3,442 x 66 (10) 6,413 x 25.

(7) 3,586 x 24= (9) 7,122 x 13 (11) 4,554 x 63

(12) (13)

649 874
-283 -113

(16) 832 -:- 26

(17) 3,815 -1- 545;

(20)

(21)

(22)

(23)

3.28 + 6.27 + 4.10 + 6.38

1.21 + 2.36 + 3.40 + 4.77

4.59 + .43 + 2.32 + 1.10

3.50 + .98 + 3.45 + 5.09

(14) :i5)

979 147
-583 - 84

(18) 748 -:- 340

(19) 5,056 -:- 632=

+ 2.96

+ .83

+ 3.33

+ .83
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CALCULATING MACHINES
Key-Driven Calculator
Test One
Page two

1

(24) (25) (26) (27) (28)

7.08 2.09 4.37 7.68 4.79
4.46 2.43 7.98 2.04 5.37
4.17 8.47 7.65 1.71 1.88
6.26 4.60 7.72 2.32 2.01
4.15 6.30 9.19 4.20 6.90
2.53 9.57 1.05 5.17 4.59
4.23 6.40 2.88 5.11 8.31
6.87 4.79 6.40 1.00 5.79
3.28 8.16 2.64 9.92 5.58
5.49 9.07 3.08 3.74 2.55
9.41 6.92 3.05 1.30 4.10
7.92 4.25 6.51 9.59 4.28

(29) 1,624 x 92 (33) 835 x 41.4

(30) 4,628 x 83 al (34) 467 x .242 w

(31) 1,232 x 62 (35) 146 x 7.51 m

(39) 7,986 x .23 w
IMMID
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CALCULATING MACHINES I

8.3.0 TFN-KEY ADDING LISTING MACHINE: Given instruction in the
touch method of operating the Ten-Key Adding Listing Machine,
the student will demonstrate mastery of this machine by
completing a 44 item post-test with at least 602 accuracy
within a 40 minute period.

8.3.1 The test will consist of problems involving:

1) Addition
2) Subtraction
3) Multiplication
4) Division
5) Subtotaling
6) Simple Discounting
7) Addition of Fractions
8) Multiplication of Fractions
9) Completing Simple Invoices

8:g.2 The test will be graded according to the following
scale:

1) 90 - 1002 A
2) 80 - 892 B

3) 70 - 79% C

4) 60 - 692 ss D

264
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CALCULATING MACHINES 1
Ten-Key Adding Listing Machine
Test One

Directions: Do not write on test sheet, please use an answer sheet.

1. 2. 3. 4. 5.

8.84 62.83 438.70 .25 7,812.85
5.77 28.84 165.93 7,812.90 2,014.64
9.29 16.86 360.21 184.38 7,094.68
4.49 29.90 646.85 68.62 9,218.00
9.40 21.08- 462.80 5.51 2,049.10
1.70 81.61 821.60 54.97 9,154.67
9.04 31.06 353.06 3.08 2,658.34
9.39 48.63 410.16 .64 5,731.41
7.88 33.56 293.07 626.97 3,529.33
3.77 46.50 804.15 .12 3,539.83
6.86 17.85- 676.52 32.98 2,155.78
3.11 49.15 399.84 31.39 9,832.29
4.88 12.72- 309.51 1.29 6,352.20
1.21 29.51- 209.39 624.12 7,030.75
3.59 39.38 439.60 .03 9,845.23
5.95 31.41 827.54 63.52 6,981.71

2.:72 784.12 205.06 5,459.05.16.33

46.87 9.200.25

6. 568 x 435

111

13. 4,013 -:- 80
(Reciprocal of 80 is .0125)

7. 1.541 x 81
14. 955 25

8. 25.47 x .89 (Reciprocal of 25 is .04)

9. .953 x .124 15. 3,711 -:- 500
(Reciprocal of 500 is .002)

10. 28.1 x 78
16. 7,189 -:- 40

SOO x 145 (Reciprocal of 40 is .025)

12. .89 x .064 17. 304 -:- 16
(Reciprocal of 16 is .0625)

18. 19. 20. 21. 22.

5.03 69.47 457.74 4.50 95.88
-2.49 -65.11 -5.59 -74.17
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CALCULATING MACHINES 1
Ten-Key Adding Listing Machine
Test One
Page Two

3,353.06
5.27

981.87
10.16

23.

5.40

86.27
.60

4.92

Complete the following problem:
Gross Rate of Amount of
Amount Discount Discount Net Amount

2.93 561.74 24. $458.70 127. $ $
8,004.15 7.27

67.67 102.04 25. $655.26 57. $ $
2.52 67.90

1.899.84 2.58 26. 18 x 64 2/3 IN

93.64
S 6,387.90 27. 301 x 124 3/8

3.91 6.90
219.12 6.15 28. 9 x 18 1/2
42.29 13.48

856.36 117.96 29. 4 x 2 3/4
93.08 7.65
7.47 5,358.43 30. 3 x 33 2/5

19.83

9,069.47 S 31. 15 x 55 1/4
183.81 .85
505.15 9,069.47

1,264.12 38.21
'5.00 505.15

80.90

T

32. 55

32

9

12

1/4

1/2

3/8

2/3

33. 16

14

30

102

3/5
1/3

7/8
5/8

34. 28.25
2.07

13

9.667

Complete the following invoice and record to the nearest cent:

35. Quantity Description Unit Price

48 Brackets 2.11

24 Clamps 1.97

24 Valves 2.43

8 Bits 2.65

15 Castings 2.05

266

Amount

$N1==r1MIM 35.

1110 OCO 262



CALCULATING MACHINES

8.4.0 ROTARY CALCULATOR: Given instruction in the operation of
the Rotary Calculator, the student will demonstrate mastery
of this machine by completing a 34 item post-test and a 46
item post-test with at least 60% accuracy within a 40 minute
period on each test.

8.4.1 The 34 item test will be administered after the
student has completed approximately half of the
learning activities in this unit ani will consist
of problems involving:

1) Addition
2) Adding Constants
3) Subtraction
4) Subtracting Constants
5) Multiplication
6) Division
7) Accumulative Multiplication
8) Accumulative Total Solving
9) Repeated Addition

10) Completing Simple Invoices
11) Simple Discounting

8.4.2 The 46 item test will be administered after the
student has completed all of the learning activities
in this unit and will consist of problems involving:

1) Addition
2) Subtotal Key Use
3) Subtraction
4) Credit Balances
5) Multiplication
6) Multiplication of Fractions
7) Multiplication by Decimals

8) Multiplication Over a Fixed Decimal Point
9) Negative Multiplication

10) Accumulative Multiplication
11) Division, Whole Numbers
12) Division Over a Fixed Decimal Point
13) Percentage Calculation
14) Simple Discounting
15) Chain Discounting
16) Trade Discounting
17) Three-Factor Multiplication
18) Percent of Increase Calculation

8.4.3 Each test will be graded according to the following

scale:

1) 90 - 100% 4.

2) 80 - 89% B

3) 70 - 792 C

4) 60- 69% -D
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CALCULATING MACHINES
Rotary Calculator
Test One

DIRECTIONS: Do not write on test.

Addition:

Use an answer sheet.

(1) (2) (3) (4) (5) (6) Adding Constants:

6.17 220 1.07 999 3.79 8.03 + .29
2.93 808 4.60 1,200 43.28 2.00 + .29
4.83 24 .23 232 8,958.42 .34 + .29
4.29 607 9.60 343 808.38 .27 + .29
7.35 3I0 1.10 5,750 4,868.46 1.22 + .29
8.25 608 6.02 6,086 68.65 Total.

7.86 35 .16 242 .89

5.16 45 4.40 454 889.29
2.67 203 .47 566 988.23
7.38 789 8.07 4,405 .81

6.23 440 1.60 250 5,867.87
2.18 507 .27 750 838,55

6.88
88.00
4.89

Subtraction;

(7) (8) (9) (10) (11)

8C9 730 6.40 386 2,728
-41 -109 -3.44 -796 4 961

(12) Subtracting Constants: Multiplication (Do not round):

622 - 27
309 - 27
565 - 27
677 - 27
280 - 27

Total

(13) 276 x 46 (16) 5.66 x 2,13

(14) 331 x 670 (17) 3.8125 x 6.875

(15) 254 x 129 (18) 42.37 x 16.201 IR

Division (Round out to two decimal places):

(19) 8.40 -:- 3.5

(20) 1,440 -:- 65.5

(21) 93.24 -:- 63 n

(25) Accunulative multiplication:

6.36 feet @ $ .36 per foot
51.4 fest @ .38 per foot

.791 feet @ .38 per foot
658. feet @ .38 per foot

339. feet @ .38 per foot

Accumulated Total $

(22) 8,761 -:- 75

(23) 7.396 -:- 27.4

(24) 7,::12 -:- 67 in

(76) 6.75 yards @ $4.851per yard

3.125 yarde 0 3.90 per yard
7.5 yards @ 7.25 per yex'd

268
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CALCULATING MACHINES I
Rotary Calculator
Test 1,

(27)

Pages 2

(28) Bal. Fwd. Purchased Aments Return Bal. Due

843.99 274.11 (29) 48.99 35.73 11.23

643,99 274.11 174.09 48.99

843.99 274.11
111.28 440.64 (30) 274.08 85.95 274.18 15.80

111.28 440.64 504.95 9.50

111.28 843.00-
111.28 843.00-
111.28 843.00-
582.11 333.90-
882.11 333.90- Record Amount of Cash discount:

31. $ 285.60 89.

32. $ 395.0 12X

33. $ 928.10 21%

34. $1,347.51 329.
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CALCULATING MACHINES I
'ocary Calculator
Test 2, Page 1

OIRECTIONS: Do not write on test questions. Use an answer sheet. Unless otherwise
instructed, round division problems to two decimal places.

(1) (2) (3) (4) (5) (6) (7)
$5.44 $ 2,135.55 897 $12,246.30 $12,770.25 455.120.95 12,775
6.33 470.50 390 - 9L055.64 -15,809.02 - 36,982.20 x 93
5.25 33,050.05 842
7.55 290.80 984 (8) (9) (10)
8.76 12,500.00 630 24,43375 27 1/4 (148 x 64) - (136 x 52) =

9.88 275.25 123 x 8.6375 x4 1/2
5.55 4,235.09 930
8.08 3,823.25 249
9.90 394.50 599 (11) (12)
5.00 1,515.05 102 18.25 x 79.45 37 x 8.75 x 2.55

_8.45 2,102.84 458 9.50 x 7.75
S 942.26 550 39.95 x 5.25

17,020.55 328 8. x 35.55
9.95 5,531.51 774
4.47 34 497.96 454
2.33
1.10

419108 4$ 345
In problems 15 and 16, determine what percentage the
amount is of the second amount. Round to nearest

-1336- 1185.517 whole percent.

17. $ 776.50 less 2% w

18. 2,404.00 less 2 1/45

19. 977.21 less 3%

15. $3.25 Is what percent of $65.00

16. $4.25 is what percent of $85.00

20. $ 778.00 less 10%, 5% .

= 2i. 3,960.00 less 25%, 3%

giontAt Unit Description Price Extension

22. 800 each Legal envelopes $ 7.85 per C

23. 750 each Window envelopes 8.60 per C

24. 7,500 each Standard Envelopes 33.75 per M

25. 9 gross Mandarin medium pencils 8.95 per gross

26. 18 each Pencil sharpeners 6.25 each

27. 2,500 each Manila envelopes 27.88 per M

26. 775 each Clasp envelopes 7.60 per C

29. Gross Amount

30. Less 35% Trade Discount

2 0 Net Amount 4



CALCULATING MACHINES I

Rotary Calculator
Form A
Test 2, Page 2

Unit Price

Plus

Sales Tax

32. $78.50 2% = $

33. $6,300 4% . $

34. $3,200 1-1/2% . $

35. $4,500 2-1/2% = $

Finding Percent of Increase

Per Cent of
Selling Price Cost Price Amount of Increase Increase

36. $28.80 $24.00

37. $22.50 $15.00 $

38. $30.00 $22.50 $

39. $58.42 $50.80 $

40. $34.10 $27.50 $
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CALCULATING MACHINES I

8.5.0 PRINTING CtLCULATORS: Given instruction in the touch method
of operating the Printing Calculator, the student will
demonstrate mastery of this machine by completing a 33 item
post-test end a 43 item post-test with at least 60% accuracy
within a 40 minute period on each test.

8.5.1 The 33 item test will be administered after the
student has completed approximately half of the
learning activities in this unit and will consist
of problems involving:

1) Addition
2) Repeated Addition
3) Subtraction
4) Credit Balance
5) Multiplication
6) Multiplication by Decimals
7) Accumulative Multiplication
8) Division
9) Decimals in Division

10) Three-Factor Multiplication
11) Adding Constants

8.5.2 The 43 item test will be administered after the
studtnt has completed all of the learning activities
in this unit and will consist of problems involving:

1) Addition
2) Repeated Addition
3) Subtotal Key Use
4) Multiplication
5) Multiplication by Decimals
6) Multiplication of Fraction
7) Simple Disccunting
8) Chain Discounting
9) Division
10) Decimals in Division
11) Percent of Increase or Decrease Calculation
12) Payroll Solvirg
13) Completing Simple Invoices
14) Fixed Decimal Point Addition

8.5.3 Each test will be graded according to the following
scale:

1) - 100X A
2) 80 - 89% B

3) 70 - 792 C

4) 60 - 69% D
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CAMULATING MACHINES 1
Printing Calculator
Test One

Directions: to not write on test sheet, please use an answer sheet.

1. 2. 3. 4.

5.55 .71 8.85 .78
4.50 3.83 .26 402.72
3.45 .38 .4.05 .18

2.30 .24 56.55 .07

6.78 .67 5.20 3.64
2.65 1.92 1.21

3.50 5.80 1.12 15.58
2.24
1.25 3.48 .25 2.43

1.40 .97 3.32 4.73
6.90 .05 '5.69 .76

3.47 2.46 .07

1.23 5.79 6.01 .18

3.44 7.63 .06 .39

5.50 424 WI 11

6.88
....1.-

Lai
Multiplication (do not round):

10, 474 x 267

11. 9.25 x 867.1

5. 6. 7.

30.64 649 842
30.64 -291 -975

30.64
30.64
-26.11
-26.11
78.89 8, 9.

78.89
78.89 754 5,440

78.89 -99k -8.330
78.89
-1.05
-1.05

-1.05

12. .2792 x 92.6

13. 10.333 x 8.678

In problems 14 6 15 (do not round), use accumulative multiplication:

14, (132.8 x 15.00) 4 (42.17 x .72)

15. (127.8 x 13.27) + (8.12 x 3.70)

16. (44.52 x 9.82) 18. (6.26 x .125)

17. (7.9? x 7.94) 19. (2.93 x 1.37)

Carry answers to three decimals and record to two decimal places:

20. 26.928 3,45 0. 24. 44.234 2.432

21. 127.49 -:- 37.3 25. 248 -1- 35.5

22. 63.824 -t- 37.3 26. 184.76 -:- 105 1.1=1

23. 307.4 -:- 48.34
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CALCUIATINO MACHINES 1
Printing Calculator
Test One - Page 2

27. 83 x 16 x 5

28. 98 x 25 x 41 0

29. 2.56 x 8.03 x 10

Adding

30.

a Constant%
original Amount Amount to be Added

$ 1$678.40 $15.50

31. 395.81 15.50

11110

$

32. 476.92 15.50 $

33. 755.65 15.50 $
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CAUULATING MACHINES I
?rioting Calculator
Test 2

Directions: Do not write on Lest sheet, please use an answer sheet.

1. 2.

Net
Amount Discount

650.30 118.60 6. 15.5 x 8.625 = 16. $15.90 less 12 112%

650.30 81.08
375.40 13.46 7. .84 x .14 = 17. $165.75 less 77.

300.80 7.80

505.75 65.78 8. 4.0833 x 16 = 18. $840.20 less 1 1/4%

257.80 9.00 For chain discounts, you may use
300.65 9. 12.3 x 24.375 =

text chart.

198.75 445.00 10. 7.61 x 3.6 = 19. $725.25 less 20%, 10%

378.40 117.34
132.50 8.11 11. 24 1/2 x 8 1/2 20. $450.00 less 30%, 10%, 5%

872.45
180.78 S 12. 20 1/4 x 14 1/2= 21. $165.90 less 10%, 10%, 5%

475.21 34.41
422.99 34.41 13. 37 3/4 x 6 1/5 = Round to two decimAl_places:

34.41
8.45 14. $3.10 x 9 1/4 = 22. 4,749 -:- 14 =

.98

15. $247.60 x 5% = 23. 18.65 -:- 2.6 =

24. 31.149 -:- 1.49 =

3. 1,678.50 4. 346.72 Find percentage and amount of increase (+) or

668.40 790.13 decrease (-) and indicate. }Lund to nearest
1,749.25 635.55- whole percent.
294.50 948.45- T of Increase or

2,975.43 293.75 Last Week This Week Amount of + or - Decrease

455.70 50.80
820.05 40.80 25. $820 $860 a. b.

403.95 9,181.31- 26. $600 $550 a. b.

231.7C- 906.20
502.65 56.02 Calculate the following payroll problem to find
831.91 70.32 Net Pay.
55.65 634.59-

845.49 920.05 Employee #302 -- Hours worked - 46
76.43 49.71

27. Regular Hours: 40 Hours @ $3.25 $

28. Overtime hours: 6 Hours @ 3.25 $

5. 9.4012 + .62 + .3526 +
.53754 + 1.43 +12.01134 29. Gross Pay $

30. Deductions: Withholding Tax @ 15%

P.I.C.A. 3.25
Hospitalisation 2.25
Union Dues 1.10

31. Total Deduction $

32. Net Pay
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CALCULATING MACHINES I
Printing Calculator
Teat 2, Page 2

Extend the following invoice:

33. Total
Woight

35. Average
Price
per lb.

RIESLIZ rice

30 lb. $4.15

15 lb. 3.75

42 lb. 5.15

65 lb. 9.45

INe 34. Grose $

27
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CALCULATING MACHINES 2

9.0.0 TERMINAL PERFORMANCE OBJECTIVES: The following
objectives are a precise statement of the minimum
performance required of students who success rgrly
complete Calculating Machines 2. It is important
to note that there are other performance require-
ments within this course, and that they will be
reflected in the "intermediate" performance object-
ives included in the learning activities for the
CaL.ulating Machines 2 program.
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CALCULATING MACHINES

9.1.0 FULL-KEYBOARD ADDING LISTING MACHINES: Given
instruction in the operation of the Full-
Keyboard Adding Listing Machine, the student
will demonstrate mastery of this machine by
coMpleting a 39 item post-test with at least
60% accuracy within a 40-minute period.

9.1.1 The test will consist of problems involving:

1) Addition
2) Subtotal Key
3) Addition with Fractions
4) Repeated Addition
f) Subtraction & Credit Balance
6) Simple Percentages
7) Multiplication
8) Simple Discount & Net Amount
9) Division

10) Division (Decimals in Dividend &
Divisor)

11) Crossfooting
12) Fixed Decimal Point Addition
13) Business Application Assignment

(Credit .valance)

9.1.2 The test will be graded according to the

following scale:

1) 90 - 100% is A
2) S0- 89% go B

3) 70 - C
41 60 - 6S% n D
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CALCULATING MACNINES 2
Full-Keyboaru Adding Linting Machine
rret. One

1. 2. 3.

6.49 4,359.17 24.63
1.89 7,627.34 93.,46
2.57 2,931.68 3,296.57
2.92 5,861.89 19.42
4.91 6,569.71 .37
3.94 1,754.36 97.51
5.21 7,428.26 2,681.2?
1.39 6,787.23 8.53
2.79 9,514.77 .64
6.7:J 6,631.27 6.85

3,526.69 .77
1.54 2,298.79 8.25
6.81 8,938.21 2,754.96
2.79 2,752.58 561.18
9.23 6,133.35 .34
7.21 3,854.68 .21
3.59 1,932.46 7.32
9.65 5,981.56 12.95
8.69 2,631.57 5,733.97
1.29 9,812.79 2,347.33
1.95 4,761.89 536.82
6.41 5,825.16 8.12
9.31 6,576.39 9,219.67
2.78 5,324.26 1.62
4.51 8,295.23 6.34
7.32 5,765.12 .81
3.54 3,643.15 6,689.26
6.79 7,135.91 93.16
8.23 6,324.52

9,251.45

4. 5. 6. 7.

93.74 400 87.50 38.95
26.98 162 87.50 - 18.40
09.41 465 87.50
26.67 514 87.50
5.04 129 1/2 87.50

32.60 284 33.69 8.
6.06 423 33.69

52.98 749 1/4 33.69 1,940.46
14.98 2 13.69 -2,801.39
12.71 957 81.95
68.43 372 7/8 81.95
26.94 419 44.75

987 44.75
0 246 3/5 44.75 9.

78.62 975 44.75
45.95 44.75 15.93
97.23 44.75 - 148.02
15.89 44.75
67.33 44.75
55.00 79.32
55.00 93.40
55.00 98.40
55.00 98.40

98.40
S 98.40

17716 11.76
.39 13.76

5.29 3.03
98.30 3.03

2.55

10. 15% of $626.84 = $ 18. 899 x 789

11. 25% of $905.80 = $ 19. 593 x 199 =

12, 387 x 22 = 20. 298 x 91C

13. 699 x 429 21. 547 x 367 In

14. 3.08 x 5.7 22. 993 x 339 =

15. 88 1/4 x 22

16. 98 7/8 x 29 ge

17. 70 1/2 x 76 1/4 -
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Tull- Keyboard Adding Listing Machine Page T:o

23.

24.

25.

$388.15 less 404

$505.10 less 10%

$629.23 less 7 1/5%

Discount Net Amount

a. h.

a. b.

a. b.

26. 421 -:- 39 =

27. 1,298 -:- 127 =

28. 47.263 -:- .471 =

29. 70.56 + 6.08 + 33.40 + 30.70 + 9.89 + 5.09 =

30. 93.06 + 37.61 + 12.91 + 40.20 + 70.96 + 8.72 =

31. 7.960
420
830.1
53.09
5.707
7.301
24.40
390.2
6.709
140.8

ACCOUNTS RECEIVABLE LEDGER SHEET

TV= 9-=
Jan 4 3840 287.4:, Can 11 Check Iss.no
Jan 5 3892 401.30 Jan 13 Check 215.00
Jan 6 3904 199.50 Jan le Check 287.40
Jan 7 3913 470.00 Jan 19 Check 199.50
Jan 8 3914 54.60
Jan 9 3953 420.75

AlMola .s. 111
Total $
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CALCULATING MACHINES 2

9.2.0 KEY - DRIVEN CALCULATOR: Given instruction in the
touch method of operating the Hey-Driven Calculator,
the student will demonstrate mastery of this mewhine
by completing a 43 item pest -test with at least 60%
accuracy within a 40-minute period.

9.2.1 The test will con3isc of problems involving

1) Addition
2) Subtraction & Credit Balance
3; Multiplication
4) Multiplication (Decimals)
5) Division
61 Division (Trial-Division Method)
7) Multiplication (Cross-Hand Method)
8) Multiplication (Accumulation of

Products)
9) Multiplication (Fixed Decimal)

10) Inventories (C, M, and CWT.)
J1) Crossfooting
12) Multiplication (Fractions)

9.2.2 The test will be graded according to the
following scale:

1) 90 - 1.00% .= A
2) 80 - 89% *I 3
3) 70 - 79% =
4) 60 - 69% * 0

282
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CALCULATING MACHTNEs
Key-Driven Calculator
Teat One

2

1. 2. 3. 4. 5. 6. 7. 8. 9.

7.08 2.09 4.37 7.68 4.79 301 726 177 283
4.46 2.43 7.98 2.04 5.37 -191 -397 -290 -775
4.17 8.47 7.65 1.71 1.88
6.26 4.60 3.00 2.32 2.01

4.75 6.30 7.72 4.20 6.90
2.53 9.57 9.29 5.17 4.59 10. 11. 12.
4.23 6.40 1.05 5.13 8.31
6.87 4.79 2.88 7.50 5.79 899 873 735

1,113- x 90 x340
3.28 8.16 6.40 9.92 5.58
5.49 9.07 2.64 3.74 2.55
9.41 6.92 3.08 1.30 4.10
7.92 4.25 3.05 9.59 4.28 13. 14. 15.

218 306 850
x 7.01 x 40 x .03

16. 19. 924 -:- 42 =

176 x 8.45 20. 3,816 -:- 51 =

17. 21. 1,386 x 43 =

592 x 670 = 22. 2,476
x 77

18. 966 -:- 23 =

23. 24.

24 x 34 23 x 27.4 25. 567 at $.45 per C =
57 x 35 213 n 6.8
68 x 23 3 x 3.0 26. 2,300 at $.68 per M

8 x 7.9

27. 678 at $1.20 per C -

28. 6,200 lbs. at $.78 per CWT. -

29. 4,300 at $.68 per M

30. 24.763 x 7.2 -

31. 19.337 x 21 33. 28% of $370.00 -$

32. 684 x .16 go 3i. 48% of $74.73 -6
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111

11

11

11

II

try- Driven Calculator
Test One

Page Two

35. 4.04 + 3.21 + 5.94 + 4.45 + 4.59 + 2.64 =

36. 8.72 + 4.82 + 4.19 + 4.76 + 4.36 + 2.09 =

37. 79 1/2 x 3 1/4 =

38. 14 3/4 x 6 1/8 =

39. 1.08 x 2.16 =

Total the following:

Dept. A Dept. 13 Dept. C Dept. D

April 3.87 1.68 5.43 2.81

May 4.25 2.47 6.29 4.35

June 3.68 7.63 5.04 3.34

July 3.45 5.44 2.34 5,88

Aug. 1,43 5.45 4.32 3.23

Sept. 3.45 3.55 7,44 4.02

Oct. 7.60 8.63 4.35 1.86

Nov. 5.43 4.50 6.60 5.88

TOTAL:

40.

alROINN11.

41. 42. 43.

2F4
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CALCULATING MACHINES 2

9.3.0 TEN-KEY ADDING LISTING MACHINE: Given instruction
in the touch method of operating the Ten-Key Adding
Listing Machine, the student will demonstrate a
mastery of this machine by completing a 34 item
post-test with at least 60% accuracy within a 40-
minute period.

9.3.1 The test will consist of problems involv-
ing:

1) Additicn
2) Repeated Addition
3) Subtraction
4) Subtraction (Credit Balances)
5) Multiplication
o) Multiplication (Decimals)
7) Multiplication (Fractions)
8) Subtotal

9.3.2 The test will be graded tocording to the
following scale:

1) 90 - 100% s3 A
2) 80 - 89% I. B
3) 70 - 79% a C
4) 60 - 69: D

235
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CALCULATING MACHINES 2
Ten-Key Adding Listing Machine
Test On"

1. 2. I. 4. 5. 6.

8.84 62.83 438.70 7,274.85 7,812.90 83.50
5.77 28.84 165.93 2,014.64 .25 83.50
9.29 16.86 360.21 7,094.68 184.38 83.50
4.49 31.22 646.85 9,218.00 68.82 83.50
9.40 21.08 462.80 2,049.10 5.54 83.50
1.70 81.61 845.22 9,154.67 33.84 83.50
9.04 31.05 353.06 2,658.34 .64 83.50
9.39 48.63 410.16 5,731.41 626.97 11.98
7.88 33.56 397.07 2,539.84 .12 11.98
3.77 A6.50 804,15 2,155.78 32.98 11.98
7.43 17.85 676.52 9,832.29 31.39 54.32
3.11 49.15 899.84 6,352.20 1.92 54.32
4.88 12.72 309.51 7,030.75 1,264.12 77.41
1.21 29.51 209.39 9,845.23 1.28 77.41
8.58 39.38 489.60 6,981.71 63.52 77.41
5.95 41.41 827.54 5,459.05 205.06 77.41
7.72 16.33 '/84.12 9,305.25 64.87 77.41

7. 8. 9. 10. 11. 12.

11.43 29.78 184.32 3.79 79.29 291.52
- 2.14 - 2.49 - 65.11 - 5.59 - 94.17 - 27.06

13. 14. 15. 16. 17. 18.

45.07 64.88 897.43 28.50 26.42 99.83
-65.07 - 75.62 - 197.44 - 2.75 - 68.02 - 103.53

19. 658 x 435 26. 935.0 x .118 =

20. 5,141 x 853 = 27. 28 1/4 x .118 =

21. 4,257 x 859.1 28. 45 1/2 x 62 1/4 r,

22. 3,1:59 x 74.3

23. 64.87 x 50.60 =

24. 33.65 x 9.43 =

25. 385.2 x .78 =
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Ten-Key Adding Lifting Machiaes

29.

3,33.06 5.40
85.27 87.26

981.87 .60
10.16 4.92
2.93 7.27
.07 561.74

8,004.15 102.04
67.67 67.90
2.52 2.58

30.

7,247.85
22.14

.64
70.94

9,218.99
12.04
90.10

- 13.71

Page Two

.73
18.38

192.65
331.27

S
7,812.99

54.97
53.08

1 899 n4 93.64 S 43.64
6,367.90 3,539.83 26.97

S 6.15 55.75 - 100.83
I. 91 13.48 .12 7.64

219.12 117.96 32.98 7.58
42.29 7.65 - 31.39 4,170.19
856.36 5,358.43 1.92 1.57
93.08 241.21 162.61
7.47 S - 2.05 6,345.27

19.38 - 63.52 118.30
9,069.47 9,069.47 205.06 239.14

138.81 38.21 64.78 42.84

55.10 505.15 703.07 159.57
472.05 80.90 8.76 920.02

1.45 1126% 12 - 9.50 - .16

(Continued) T (Continued)
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CALCULATING MACHINES 2

9.4.0 TEN-KEY ADDING LISTING MACHINE: Given instruction
In the touch method 6T-operating the Ten-Key Adding
Listing Machine, the vtudent will demonstrate mastery
of this machine by conoleting a 41 item post-test
with at least 60% accuracy within a 40-minute period.

9.4.1 The test will consist of problems involving:

1) Addition
2) Subtotal
3) Credit Balance
4) Repeated Addition
5) Subtraction
6) Multiplication (Decimals)
71 Multiplication (Fractions)
8) Percentages
9) Simple Discounts

10) Chain Discounts
11) Division
12) Addition (Fixed Decimal Point)
13) Reconciliation - Bank Statement

9.4.2 The test will be graded according to the
following scale:

1) 90 - 100% = A
2) 80 - 89% = B
3) 70 - 79% = C
4) 60 - 69% = D

288
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CALCULATVIC.MACHMS 2
`on -hey Adding Listing Machine
Test Two

1. 2. 3. 4.

7.85 8.16 1,894.36 2.69
.08 8.50 6.22 .89

4.48 .02 .14 67.53
91.77 366.96 .11 9.11

652.37 2.53 7,482.44 2.15
.67 21.71 771.55 .38

43.18 4.43 10.83 6E4.29
7.28 .12 .44 8.96
2.08 5.78 2.79 9.71

24.94 9.25 987.42
9.11 S .36 .03
.55 554.04 20.51 2.14

382.56 268.15 1L182 !
58 .08

.93 .86
5.54 28.73
.03

353.70 S
.97 3.68

7.47 3.68
56.39 3.68

3.68
.46

9.18
.09

6. 82.54 x .32 =

7. 1.483 x 1.96 =

8. 807.219 x 1.2

9. 25.2 x 2.9 -

10. 93.4 x .68 le

5.

120.00
120.00
120.00
87.45
87.45

389.12
?89.12
389.12
339.12

65.30
65.30
65.30
65.30
11.95
11.95

452.75
452.73
452.72
452.72
452.72
452.72
452.72
452.72

11. 7,489 x 59 1/8

12. 65 1/4 x 38 3/5

13. 5% of $6,340.50 $.

14. 12 1/2% of $384 $

15. 15% of $302.95

16. $ 605.75 less 37 1/2% el 22. 3,852 -I- 500

17. *4321.35 less 16 3/4%

18. $678.92 less 10%, 10%, 10%

19. $876.49 less 25%, 10%, 5% -

20. 935 -I- 25

21. 4,115 -I- 80
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Ten-Key Adding Listing machine
Test Two Page Two

23.

496.30
117.82 -

24.

1,488.32
1,690.14 -

25.

791.50
1,825.43 -

26. .384 + 91.3 + .76829 + 46.81 + 2.207 + .55 a

27. 7.8041 + 97.601 + 416.1 + 3.245 + .07 + 83.6 a

Reconciliation of Bank Account
January 31, 19--

Checkbook Balance $380.90
Additions:

Money Collected $400.00
Deposit Omitted 393.00 28,

$ 29.

Deductions:
Service Charge $ 4.00
Error 13.00 30.

Adjusted Checkbook Balance $ 31.

Bank Balance $260.80

Additions:
Deposit $500.00

32.

Deductions:
Outstanding
Checks
150.00
93.10
60.00
90.00

Adjusted Bank
Balance

33.

34.

35. 3 doz Hammer, 1808-D @ $26.80 each a

36. 16 doz Hammer, 1911-A @ $32.40 each

37. 5 1/2 dos Hammer, noo-n @ $14.00 each

38. 38 1/4 dos Hammer, 800-Z @ $ 6.50 each

Total: $

290
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CALCULATING MACHINES 2

9,5.0 ROTARY CALCULATOR: Given instruction in ',Ile opera-
tion of the Rotary Calculator, the student will
demonstrate mastery of this machine by completing
a 42 item post-test and with at least 60% accuracy
within a 40-minute period.

9.5.1 The 42-item test will be administered after
the Student has completed approximately
half of the learning activities in this
unit and will consist of problems involving.

1) Addition
2) Debit & Credit Balances
3) Subtraction (Credit Balance)
4) Multiplication
5) Multiplication (Fractions)
6) Multiplication (Decimals)
7) Division
8) Division (Decimals)
9) Accumulative Multiplication

10) Vertical & Horizontal Addition

9.5.2 The test will be graded according to the
following scales

1) 90 - 100% Is A
2) 80 - 89% Im
3) 70 - 79% ml C
4) 60 - 69% = D

291
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C,a,CULATING MACHINES
Rotary Calculator
Test One

1. 2.

2

3. 4. 5. 6.

5,447 49,871 912.15 8,913.46 273.19 522.30
13,803 9,268 71.14 0,426,.04 8.75 77.51
24,438 12,751 6,303.61 101.86 440.10 - 646.20
2,665 5,153 55.86 3,409.50 74.74 20.38

91,714 99,477 1,229.55 1,189.17 384.18 - 185.01
9,875 151 547.50 373.07
32,811 4,550 3.07 4,090.06
4,926 48 40.74 284.28 7. 0.

53,039 45,706 1.55 799.17
2,877 3,135 3,264.83 2,906.06 110,124 200.35

88,620 - 414.55

Multiplication (Do Not Round):

9. 241 x 17 = 16.

17.

40.9167 x 6.75 =

10. 5,392 x 411 ag. 6.6624 x .0096

11. 1311 x 84 so 18. 52.5 x 60.756 al

12. 9,186 x 256 B 19. 9.0625 x 8.0333 It

13. 18 1/2 x 21 7/8 m= 2(. 27.2 x 76.40 ml

14. 2 3/4 x 7 1/4 go

15. 20 5/8 x 36

Division (Round :o 3 Decimals):

21. 456 -1- 63 In 25. 71.140 23.658 A

22. 3,960 - :- 110 = 26. .0654 -:- 7.143

23. 8,429 -I- 65 = 27. 9,845.4 -:- 46.17 =

24. 884.05 -1- 6.278 =

Accumulative Multiplication (Round to Nearest Cent):

28. 1346
12

320
99

877

1/2

x $7.46
x .47
x 1.12
x .09
x 5.60

1/8
1/4

:O.

30.

623 lbs

129 lbs 1

$125.50

$.17 1/4

=

=
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Rotary Calculator
Test One Page Two

Adding Vertically $ Horizontally:

Sales by Quarters

Jan-Mar Apr-June July -Sept Oct-Dec Annual

Belmont

Burlingame

$475

545

$568

4 iS5

Foster City 485 499

Millbrae 654 584

8:1 Brmo 579 475

Ban Carlos 567 894

San Mateo 959 686

$574 $647

5)4 586

656 676

459 645

594 575

544 476

995 998

$ 3:.

$ 32.

$ 33.

$ 34.

$ 35......,_

$ 36.

f, 37.

Totals: $111 411.1..

38. 39. 40. 41. 42.

293 CCO 219



CALCULATING HACRINES 2

9.6.0 ROTARY CALCULATOR: Given instruction in the opera-
tion oiriTiliotary Calculator, the student will
demonstrate mastery of this machine by completing a
52 item post-test with at least 60% accuracy within
a 40-minute ppriod.

9.6.1 The 52-item test will be administered after
the student has completed all of the learning
activities in this unit and will consist of
problem involving:

1) Addition
2) Debit & Credit Balances
3) Percentage
4) Simple Discount
5) Division (Decimals)
6) Mark-ups
7) Extensions & Total
8) Multiplicatton (M, C, CWT.)

9.6.2 Each test will be graded according to the
following scale:

1) 90 - 100% xs A
1) 80 - 85% le B
3) 70 - 79% C
4) 60- 69% tis D

294
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CALCULATING flACHINES
Rotary Calculator
Test Two

2

1. 2. 3. 4. 5.

7.01 651.92 69.75 99.25 510.00
32.55 90.66 8.75 975.20 :).12
9.09 - 589.27 449.81 - 162.50 - 241.15

16.27 862.34 8.69 - 76.27 9,471.00
3.13 56.54 281.42 5,650.92 - 970.10

50.75 - ii5.02 75.86 6.83 78.25
11.90 1,201.67 - 7,145.91 - 500.76 - 80.66
41.98 - 52.56 9,816.87 417.93 109.22
19.82 1,092.44 - 786.40 55.62 1,244.67
27.53 867.34 - 40.15 4,119.87 - 783.45

Complete as indicated:

-

-

6. 25% of 320 is 9. 3 1/8% of $2,250 is $

7. 104 of $85 is $ 10. 32 1/2% of 450 equals

8. 3 1/4% of 1,939 is

Find the discount and net amount of the following:

Amouat of Dis-
count Net Amount

11. $6,742.50 less 18% a.$ b.$

12. 212.88 less 28% a. b,

13. 39.04 less 2% a. b.

14. 270.40 less 20, 2% a. b.

15. 243.30 less 15, 7, 2% a. b.

16. 122.87 less 60, 5,
2 1/24 a. b.

Division (Round to 3 Decimal Places):

17. 9.7406 - :- .563 =

18. .1378 -:- 42.07 in 20. 83.56 -:- 3.91 III

19. 71.140 -1- 23.685 = 21. 884.05 -:- 62.78 =

Find the percent of mark-up based on cost, round to a whole percent.

22. Cost: $212.89 Retail: $234.18 Percent Markup:

23. Cost: $ 16.53 Retails $ 22.04 Percent Hark -up: 4

24. Cost: $ 59.84 Retail: $ 69.84 Percent Mark-up: %

123 COC



rorwer

Rotary
Teat

Calculator
Two

Department
Pc.. Cent of $7,500
Advertising Budget

Page Two

Amount of
Advertising Budget

25. Appliances 17 % $
26. Books 13 % $

27. Cosmetics 11.6 % $

28. Furniture 12.5 % $

29. Jewelry 9.6 % $

30. Men's Wear 8.4 % $
31. Radio and T.V. 7.8 % $
32. Shoes 6.7 % $
33. Women's Wear 13.4 % $

Total: 100.0 it $ 7,500.00

Compute the following extensions and total:

34.

35.

36.

Quantity

items

items

lbs.

P-ice Extension

284

39

87 1/4

$ .07 ea.

2.15 per C

.75 per lb.

$

$

$

37. 6534 items 5.75 per C $

38. 267 lbs. 7.53 per CWT. $

39. 1345 lbs. 15.65 per CWT. $

40. 12 boxes .47 per box $

41. 16 items 15.60 per M $

42. 1527 lbs. 6.00 per CWT. $

43. 48 items 1.75 per doz. $

44. Totals $

45. Less 58

46. Net Moult $
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CALCULATING MACHINES 2

9.7.0 PRINTING CALCULATOR: Given instruction in the
touch method of operating the Printing Calcula-

tor, the student will demonstrate mastery of this
machine by completing a 44 item post-test with at

least 60% accuracy within a 40-minute period.

9.7.1 The 44 item post test will be administered
after the student haE completed approxi-
mately half of the learning activities
in this unit and will consist of problems

involving:

1) Addition
2) Addition (Subtotals)
3) Addition 4 Subtraction
4) Subtraction (Credit Balance)
5) Subtraction of Constants
6) Multiplication
7) Multiplication (Decimals)
8) Multiplication (Fractions)
9) Multiplication (Constant Factors)

10) Multiplication (Multiple Factors)
'1) Invoice
12) Division
13) Division (Decimals)

9.7.2 This test will be grade& according to tho

following scale:

1) 90 - 100% = A
2) 80- 89% B
3) 70- 79% = C
4) 60- 69% = D
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CALCULATING MACHINES
Printing Calculator
Test One

2

1. 2. 3. 4. 5. 6.

987.01 271.40 100.01 1,472.19 87.39 42.16
107.68 349.50 400.04 853.64 23.29 781.35
12.36 87.50 700.07 106.52 8.06 .56
8.92 140.82 200.02 25.J0 16.45 25.00

453.16 25.00 500.05 41.19 603.33
3.81 16.45 700.06 172.70 11.05 S

16.89 209.93 400.07 3,000.59 316.20 .37
201.83 87.77 450.00 260.11 9.01
3180.92 620.09 900.06 61.50 s 58.45
251.3/ 146.42 870.00 309.87 ---7UT 416.35

5.33 1.45 560.00 82.90 11.34 132.06
80.21 10.05 900.07 300.05 7.09 79.31
53.84 2.57 6000.87 18.06 580.00 8.06

65.20 114.90
37.85

S 50.08
--Y7T6

3.78
58.60

7. 8. 9. 10. 11. 12.

42.16 418.85 27.16 981.06 1,408 507.43
781.35 72.51 2.56- 150.07- :11- 661.18-

.56 25.88- 811.00
25.88- 86.55- 2.81 13.
6.00 3.00 15.26-

61.30 178.80- 200.78- 41,500 - 9,950
44.09- 23.30 7.58 38,750 - 9,950 e
8.09- 605.67- 8.16 22,640 - 9,950

145.00- 4.44 10.26 40,480 - 9,950 01
15.36 81.68 218.62
2.07 213.82- Total:

14. 974 x 381 =

18.

445 x 327 =
545 x 327

15. 215 x 541) 841 x 327
212 x 327

16. 75.21 x .99 1234 x 327

17. 1.08 1/4 x 26 1/2 Total:
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Printing Calculator
Test One Page Two

1). 14 x 12 x .79 =

20. 16 x 16 x .84 =

21. 6.55 x 42.3 x 45

Complete the following extension and total:

Quantity Price Extension

3,150 units $8.40 per M 22.

325 lbs. .67 per CWT. 23.

98 lbs. .12 1/2 per lb. 24.

Total: $ 25.

Complete the following invoices:

26. 2,785 @ $1.75 per C = $

27. 75 @ $96.55 per C =$

28. 1,115 @ $11.50 per CWT = $

Round answers to three decimals:

29. 25069 - :- 234 =

30. 9786 -:- 67 =

31. 219.5 -:- 302.55 =

32. 37.081 -:- 14.25 =

33. 319 -1- 5.89 m,
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CALCULATING NACHIN3S 2

9.8.0 PRINTING CALCULATOR: Given instruction in tizQ
ZBE method 67Blirating the Printing Calcu-
lator, the student will demonstrate mastery of
this machine by completing a 48 item post-test
with at least 60% accuracy within a 40-minute
period.

9.8.1 The 48 item post-test will be adminis-
tered after the student has completed
all of the learning activities in this
unit and will consist of problems invol-
ing:

1) Addition
2) Multiplication (Decimals)
3) Multiplication (Fractions)
4) Division
5) Division (Decimals)
6) Percentage
7) Discount & Net Amount
8) Chain Discounts
9) Percentage (Increase or Decrease)

10) Markup or Markdown
11) Interest (Time)
12) Invoice (C)

9.8.2 Each test will be graded according to the
following scale:

1) 90 - 100% m A
2) 80 - 89% am D
3) 70 - 79% IR C
4) 60- 69% sm D
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II.

CALCULATING MACHINES 2
Printing Calculator
Test Two

1. 2. 3. 4.

374.76 239.50 584.22 561.59 5. 1.483 x 1.96 =
667.62 5.75 700.79 994.85
543.09 935.41 883.69- 155.09- 6. 82.54 x 73 =
98.54 316.82 98.35- 51.99-

598.63 224.77 110.61 383.82- 7. 65 1/4 x 38 3/5 =
71.09 812.46 241.80 46.49

810.79 675.78 39.14- 695 16 0 3,189 -1- 41 =
322.03 713.31 328.83 382.37-
129.89 904.69 93.96- 700.05 9. 307.4 -t- 48.3 =
949.67 30.21 493.16- 669.15

10. 5% of $6,340.50 =

11. 15 1/5% of $834.00 =

ENEFETE Net Amount

12. $605.75 less 37 1/2% = (a) (b)

13. $583.50 leas 17 1/2% = (a) (b)

Chain Discounts! (Use text table for Chain Discount Equiva-
lents, p. 462.

14. $678.92 less 10%, 10%, 10% $

15. $816.49 less 25%, 10%, 5% m $

Find amount of Increase or Decrease and percent of Increase or
Decrease, indicate + or - in answer. Round to nearest khole
percent

Last Year r.t%lis Year

Amount
of Change % of Chan

16. $17,705.49 $19,206.00 (a) (b)

17. ,821.30 5,216.35 (a) (b)

18. 28,005.45 27,345.23 (a) (b)

19. 8,624.03 9,065.00 (a) (b)

20. 850.06 649.99 (a) (b)_
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4 Printing Calculator
Test Two Page Two

Markup/Markdown:
Selling Percent Markup

Cost Price Price Markup or Markdown

%21. $120 $165 $

22. $350 $315.50 $

Find the interest on the following. Use a 360-day year and text
table of interest, page 347.

23. $246.80 46 days @ 4% $

24. $187.90 25 days @ 6% $

Calculate the price of each and total.

Quantity Description Price Mount

25. 750 Envelopes, Window $2.75 per C $

26. 1,500 Envelopes, Large 3.35 per C $

27. 450 Envelopes, Mani1P, .o,80 per C $

28. 650 Envelopes, Legal 5.20 per C $

29. 285 Envelopes, Reg. 3.60 per C $

30. Total: $

Calculate the following:

Quantity Price Extension

31. 115 $3.75 $

32. 49 1.85 $

33. 225 4.35 $

34. 68 5.20 $

35. Total: $

36. Discount 3% t

37. Net Total $

38. Plus 5 Tax $

39. Gross Total: $
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TERMINAL PERIORMANCE OBJECTIVES

for

A Phased Shorthand Program in Business Education

PREFACE

The Phased Shorthand Program is designed to allow each student enrolled in

the program to move as rapidly toward achieving the goLl of vocational

competence as'his motivation, ability, and time permits. Upon successful

completion of each phase, the student will receive five credits toward

graduation. It is important to note that successful completion depends

upon the demonstrated ability of the student to meet the minimum Terminal

Performance Cbjectives o' the program.

The Phased Shorthand Program is intended to be a performancA, not time

based, curriculum. A student may complete all phases in a relatively short

period of time or he may extend the program over several semesters. The

period of time a student spends in each phase is dependent upon his

to develop a level of skill which meets the minimum standards for advancing

to the next phase, upon his motivation, and upon his goals.

The following pages represent the first draft of the Terminal Performance

Objectives for the Phased Shorthand Program. Students who complete this

program will be certified by the San Mateo Unicn High School District as

having attained, at a minimum, entry level requirements for employment in

stenographic, secretarial, and related occupations.

Troy E. Nuckole, Director
Career Development Programs

i
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TERMINAL PERFORMANCE OBJECTIVES

for

Phase 1 of the Phased Shorthand Program

1.0.0 GRADE PLACEMENT: 10, 11, 12

1.1.0 Grades 10 and 11 are recommended to allow sufficient time vsr
students of all levels of ability and motivation to complete
the training necessary for entry level employment.

1.2.0 The student who completes the Phased Shorthand Program early
in his high school career may maintzin or continue to build
okill through use of the shorthand lab during free time;
throlpgh enrollment in other business courses, such as Office
Procedures, where shorthand may be used; or through enrollment
in Distributive or Work Experience programs where placement: in
a secretarial position outside of school may be possible.

2.0.0 FRERMJISITES: In the secretarial training program it is essential
that the student be able to transcribe shorthand notes at the type-
writer, and use the English language in a correct and effective manner.
It is, therefore, recommended that .students who enroll in the program

2.1.0 Be ccncurrently enrolled :In the Phasod Typing Feogram or typewrite
at the minimum level necessary for completion of Phase 2 of the
Phased Typing Program;

. ,

2.2.0 Possess the ability to spell correctly, construct sentences
properly, use proper punctuation, and to be grammatically
correct when transcribing shorthent. notes and typing
correspondence.

3.0.0 RATIONhat terms of vocational opportunity, personal satisfaction,
and salary, stenography is one of the most rewarding occupational areas
a high school graduate can enter. The demand for well-trained, qualified
stenographers and secretaries far exceeds the supply. This trend is
expected to continue. Phase 1 of this program provides a foundation of
shorthand principles end theory, and provides the practice necessary for
development of skill in writing and transcribing shorthand notes.

4.0.0 GENE AL OBJECTIVES) Upon completion of the learning activities for
shorthand theory, writing technique, transcription, and related non-
shorthand skills, and upon demonstration of mastery of these activities
as measured by the Phase 1 terminal tests, the student will be able to

4.1.0 Read, write, and conslruct shorthand outlines of words
presented in the program;
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4.2.0 Transcribe, in typewritten or cursive form, shorthand outlines
he has constructed;

4.3.0 Read shorthand outlines he has constructed;

4.4.0 Construct, during dictation of material that has been ^.over,ld
in shorthand theory, correct shorthand outliners;

4.4.1 Shorthand theory includes words, phrases, word families,
word beginnings and endings, blends, omission of vowels,
numbers, quantities, cities, states, days of the week,
months of the year, and business salutations end closings.

4.5.0 Construct, during dictation, the brief forms and form
derivatives presented in the program;

4.6.0 Construct, during one to three minute dictation of previewed
rateriol, correct shorthand outlines;

4.7.0 Produce correctly transcribed shorthand notes;

4.8.0 Take reasonable care of his work station, organize his work in
. an efficient manner, and exhibit a responsible and business-

like attitude toward the tasks presented him in this program.

5.0.0 INSTRUCTIONAL CONTENT: The following is an outline of the course
content designed to help the student reach the Phase I. terminal
objectives. This is not an exhaustive and sequential listing of every
,tam in the Phase 1 curriculum. For a more detailed outline of
content, reference must be made to the learning activities presented
in this Phase.

5.1.0 Shorthand theory with emphasis on

5.1.1 Phrase building

5.1.2 Brief form automatizing

5.1.3 Geographical expressions

5.1.4 Words and word families

5.1.5 Word beginnings and endings

5.1.6 Numbers and quantities

5.1.7 Blends and vowel omissions

5.1.8 Brief forms and derivatives

5.1.9 Vocabulary building.

004
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5.2.0 Reading from textbook shorthand plates.

5.3.0 Reading from shorthand outlines and notes the student constructs
from the textbook or from dictation.

5,4.0 Taking dictation for periods of time up to 3 minutes on new,
practiced, and familiar material.

5.5.0 Transcription with emphasis on

5.5.1 Punctuation, spelling, and capitalization

5.5.2 Grammar and proper word usage

5.5.3 Sentence completion and context analysis

5.5.4 Proofreading and correcting

5.5.5 Responding to oral and written directions

5.5.6 Business vocabulary and geographic ervessions

5.5.7 Typewriting skills

5.5.8 Ttoper care of equipment and efficient work organization.

6.0.0 PRE-TESTINGi There will be no pre-test at the beginning of Phase 1.
It will be assumed that all students programmed into Phase 1 have had
little or no shorthand instruction.

6.1.0 All students will be required.to complete the learning activities
iu Phase 1 that cover the processes required to write and tram-
scribe shorthand. These processes include analyzing, reasoning,
associating, reinforcing, decoding, and translating.

*..

3 6.2.0 A student may be exempted from !elected learning activities in
Phase 1 by. demonstrating mastery of the skills or contepti

.,14 ,'Hembodied in these activities. This may be accomplished by
;q,succesodul completion of the pre- and post-testa which are

included in the learning activities that may be challenged by
the student.

6.2,1 Activity nce-taste,: A student may elect to take the pre-
1,t-test at the beginning of a learning activity if he

b-=;,14'1 believes that he can meet the stated performance objectives
for that activity, Upon completion of the self-adminis-
temd test, the student will elect to

n..t; 6,2,1.1 take the post -test for the learning activity if

NI)) 1P9! he completed the pre-test with a score above
the minimum criteria for the pre-test o_k

AS? ao5
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6.2.1.2 begin the learning activity if his score on the
pre-test was not above the minimum criteria or

6.2.1,? begin the learning activity if the pre-test
score was above the minimum criteria but still
below the standards the student sets for himself.

7.0.0 POST-TESTING: Both end -of- activity and end-of-phase post-tests are
used to measure (1) whether the student has net the performance object-
tives stated for the learning activity and the Phase and (2) the degree
to which he exceeds the minimum criteria established for those
performance objectives.

7.1.0 Activity post - tests: The student will take a post-test as he
completes each individaal or group activity or, if working on
a learning activity where exemption is permitted, at any point
in the activity thot he believes he is ready to be tested.
His performance on thci post-test will be measured against
specified time and accuracy limits that are established for
individual or group activities. Upon completion of the teacher-
administered poet-test; the student will

7.1,1 Legin the next learning activity if he meets the minimum
performance criteria for the post-test or

7.1.2 engage in remedial practice recommended by the teacher,
if he does not meet the minimum, until he believes he
can iLeet the minimum performance criteria for the in-
dividual or group activity, and

7.1.3 demonstrate that he has met the criteria for advancement
to the next learning activity by successfully completing
the post-teat at or above the minimum specified.

.k.

7.2.0 Phase post - testa: The atudent will take these teats at any
point in the Phase after he has successfully demonstrated
readiness for evaluation. This will ordinarily follow comple-

) tion of all prerequisite activities. Refer to the appendix
that accompanies Phase 1 for the terminal tests used in this
p.ogram.

7.2.1 Shorthand principles post- tests: The student must
successfully meet the minimum performance criteria on the
post-tests for shorthand theory, brief forms, transcription
of notes made from textbook shorthand plates, and related
nonshorthand skills before taking the Post-Theory
Dictation test.

7.2.2 Post - theory dictation: Upon muting the minimum terminal
performance objectives for this test, the student will

,,1 begin Phase 2 of the Phased Shorthand Program.

. CG
I
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8.0.0 TERMINAL PERFORNANCE OBJECTIVES: The following performance objectives
are a precise statement of the minimum objectives of Phase 1 of the
Phased Shorthand Program. It is important to note that there are other
objectives within Phase 1, and that they will be reflected in the
"intermediate" performance objectives included in each learning activity
developed for the Phase.

. .

. ,

The textbook referred to in Phase 1 Terminal Performance Objectives is
Glegghorthand, Diamond Jubilee Series, 1963.

t..

:" ; - -?

7.

. ? ,
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- ,;'? 311

4

titiU 3(.7



PHASE 1 OF THE PHASED SHORTHAND PROGRAM Page 6

8.1.0 SHORTHAND THEORY: GIVE.? DICTATION OF SHORTHAND THEORY MATERIAL,
AFTER COMPLETION OF THE LEARNING ACTIVITIES FOR SHORTHAND THEORY,
THE STUDENT WILL WRITE AND TRANSCRIBE THAT MATERIAL WITHIN
SPECIFIED TIME AND ACCURACY LIMITS.

8.1.1 Evaluation instrument: Any 100 item test constructed by
the teacher from words, phrases, geographic expressions,
word families, word beginnings and endings, blends,
omission of vowels, numbers, quantities, cities, states,
monfts, and days that were presented in Phase 1 of the
Phased Shorthand Program.

8.1.2 Performance conditions: The 100 item theory test will be
dictated to the student at a rate of approximately six
words per minute. He must write the words dictated, in
; horthand, and in the order given. The student will be
allowed 30 minutes to transcribe his notes in cursive
or typewriting. He may refer to the dictionary while
taking this test.

8.1.3 Counting errors: Each of the following will be considered
one error:

8.1.3.1 Words written that are not in the order of dictation.

8.1.3.2 Words omitted in shorthand or in transcription.

8.1.3.3 Shorthand outlines incorrectly written.

8.1.3.4 Words incorrectly transcribed.

8.1.3.5 Words incorrectly spelled in transcription.

8.1.4 Proof of achievement: The student must complete five
different 100 item shorthand theory tests with an average
correctness on the five tests of at least 80 percent. If

the student's average falls below the minimum criteria,
remedial work will be recommended by the teacher in order
to assist him in meeting this objective. The following
table contains the criteria to be used in grading his
performance:

PHASED SHORTHAND PROGRAM

N.*

Phase 1 - Terminal
Shorthand Theory Teat

Percent Correct, Letter Grade

94 - 100 A
90 - 95
80 - 81

Performance below this level does not
e the mini um standard.

:#1, a
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8.2.0 BRIEF FORMS; GIVEN DICTATION OF BRIEF FORMS AND BRIEF FORM
DERIVATIVES, AFTER COMPLETION OF THE LEARNING ACTIVITIES FOR
THESE FORMS, 1TE STUEENT WILL WRITE AND TRANSCRYBE THAT MATERIAL
WITHIN SPECIFIED TIME AND ACCURACY LIMITS.

8.2.1 Evaluation instrument: Any 150 item test constructed by
the teacher from brief focus and brief form derivatives
presented in Phase 1 of the Phased Shc:thand Program.

8.2.2 Performance conditions: The 150 item test will be dictated
to the student at a rate of approximately ten forms or
derivatives per minute. He must write the dictated items,
in shorthand, am.' in the order given. The student will be
allowed 15 minutes to transcribe his notes in cursive or
typewriting. He may refer to the dictionary while tran-
scribing this test.

8.2.2 Countinct errors: Each of the following will be considered
one error:

8.2.3.1 Words written that are not in the order of
dictation.

8.2.3.2 Words omitted in shorthand or transcription.

8.2.3.3. Shorthand outlines incorrectly written.

8.2.3.4 Words incorrectly transcribed.

8.2.3.5 Words incorrectly spelled in transcription.

8.2.4 Proof achievement: The student must complete the 150
item brief form test with at least 95 percent correctness.
If the student's score falls below the minimum criteria,
remedial work will be recommended by the teacher in order
to assist him in meeting this objective. The following
table contains the criteria to be used in grading his
performance:

.1111
PHASED SHORTHAND PROGRAM

Phase 1 - Terminal
Brief Form Test

1.1111.

Percent Correct Iester Grade

99 - 100 A

97 98

95 96
..-

PerformAnce beluv this level does not
meet the minimum standard.

313
9
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8.3.0 RELATED NONSHORIHAND SKLLS: GIVEN A SERIES_CF ELEVEN TEACHER
CONSTRUCTED TESTS ON RELATED NONSHOiTHAND SKILLS, AFTER COMPLETION
OF THE LEARNING ACTIVITIES FOR THESE SKILLS, THE STUDENT WILL
DEMONSTRATE COMPETENCY IN APPLICATION UF IHESE SKILLS WITHIN
SPECIFIED T;ME AND ACCURACY LIMITS,

.. ,.

8.3.1 Evaluation in,strcments: Mese tests ate designed to
determine. the student':: Ic.v(il of ccmpetence in telated

nonshorthand ssilis. Ine tests will deal with

8.3.1.1 Proo-ec-adIng

8.3,1.2 Bortness vorabulaty

8.3.1.3 Similar words

8.3.1.4 Spelling tanalics

8.3.1.5 Ctaxmar

8.3.1.6 Typing studies

8.3.1.7 Context analysis

8.3.1.8 Seureoce :ompletion

8.3.1.9 Cordp, wmd rcors

8.3.1.10 Pt.-..t.,ition and 5p,gling

8.3.1.11 Gpegaphic expressions

8.3.2 Performance c.:vdit.icns: the student will bc allowed a full
class pe-icd ,umpl.,ce each of the related nonshorthand
tests. Reterenr. Shute es way not be used taking
these tests.

8.3.3. Counting errors: Refer to the appendix for a detailed
descriptiun of the mrhod to be used in counting errors
on each teat.

8.3.4 Proof of achievement: The student must complete each of
"' the related nonahorthand skills ests with at least 80

percent cottectnest.. If the student's score on a test
trills below the minimum criteria, remedial Work will be
recommended by the teacher in order ro assist him in
meeting the min111,um for this test. The final grade for
this objective will be the average correctness he achieves
on the eleven tests. The following table contains the
criteria to be used in grading hts performance:

Si, ale .'.34,11

PHASED SHoRiliPND PROGRAM

Phase 1 - TermitiLl

Related Nonshorthand Skills

Percent Correct tettet Grade

LcPinivarie b.:low rhlt level does notm/t....he mito9tim stc.nd:.cd.

' 1,1 A .

96 - 100
90 - 95
80 - 89

A

C
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8.4.0 TRANSCRIPTION FROM PLATES: GIVEN APPROPRIATE. ASSIGNMENTS IN THE
SHORTHAND AND TRANSCRIPTION SKILL BUILDING SECCION OF THE TEXT-
TOOK, AFTER COMPLETION OF THE LEARNING ACTIVITIES FOR. STUDYING
AND PREVIEWING THE PLATES IN THIS SECT/ON, THE STUDENT WILL
WRITE AND TRANSCRIBE SHORTHAND NOTES HE HAS MAIM FROM MESE PLATES
WITHIN SPECIFIED TIME AND ACCURACY LIMITS.

8.4.1 Evaluation instrument: Any textbook asuignments, selected
by the teacher, from the Shorthand and '.!ranscription Skill
Building Section of the textbook. The lielectioni will be
from material previously covered by the students in the
learning activities for Phase 1 of the Phased Shorthand
Program.

8.4.2 Performance conditions: The student will make shorthand
1 notes, from plates assigned by the teacher, and transcribe

his notes in cursive or typewriting. He will be given 20
minutes to make his notes and 20 minutes to transcribe
them on each plate assigned. The student may refer to
the dictionary while taking this test.

8.4.3 Counting errors: Each of the following will be considered
one error:

8.4.:).1 Words omitted or added in transcription.

8.4.3.2 Words incorrectly transcribed.

8.4.3.3 Punctuation errors.

8.4.3.4 Misspelled words.

8.4.3.5 Capitalization errors.

8.4.3.6 Paragraphing errors.

8.4.4 Proof of achievement= The student must transcribe the
shorthand notes he has made from five different plates
assigned by the teacher with at least 30 percent correctness
on each plate. Percent of correctness is determined by
dividing the total correct words by the total words in the
plate. The student will be permitted as many opportunities
to meet this objective as is needed. The final grade for
this objective will be the average correctness he achieves
on the five plates. The following table contains the
criteria to be used in grading his performance:

L PHASED SHORTHAND PROGRAM

Phase 1 - Terminal
Transcription From Plates

Percent Cotrect. Letter Grade

96 - 100 A
90 - 95
80 - 89

Performance below this level does not
ee t e standar. ,,+.

Ir titd111.1
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8.5.G TRANSCRIPTION FROM POST-THEORY DICTATION: GIVEN DICTATION OF
PREVIEWED OR FAMILIAR MATERIAL, AFTER MEETING THE MINIMUM CRITERIA
FOR 'TERMINAL OBJECTIVES 8.1.0 THROUGH 8.4.0, THE STUDENT WILL
CONSTRUCT AND TRANSCRIBE SHORTHAND OUTLINES FROM DICTATION WITHIN
SPECIFIED TIME AND ACCURACY LIMITS.

8.5.1 Evaluation instrument: Any business letter or series of
business letters with a syllabic intensity of approximately
1.5 that can be dictated for three minutes without repe-
tition. Letters selected for this objective will bu from
past homework assignments or from material that has been
previewed with tae student.

8.5.2 Performance conditions: The student will take dictation and
transcribe his shorthand notes under the following conditions:

'111J

.

8.5.2.1 A short warm-up dictation period wil! precede the
three minute dictetions. Warm-up material will
be selected from sources other than those used
in the three minute dictation.

8.5.2.2 Material will be dictated for the prescribed
period of three minutes. If more than one letter
is used, there will be no pause or stopping
between letters.

8.5.2.3 Dictation will be given for three minutes at each
of three speed levels: 50 words a minute; 60
words a minute; and 70 words a minute. Additional
dictation at any of the three speed levels may be
given at the teacher's discretion. All students
will take shorthand notes at each level and
transcribe the level or leis at which they were
successful.

8.5.2.4 Punctuation and paragraphing will not be indicated
during dictation.

8.5.2.5 The salutation, body, and complimentary closing
will be the only portions of the letters dictated.

14-, .0

8.5.2.6 The use of longhand in the student's shorthand
notes is not permitted.

8.5.2.7 Transcription will immediately follow dictation.
Time will not be rllowel between dictation and
transcription for reading notes or making changes
or corlections.

8.5.2.8 Thirty minutes will be allowed for transcribing.

8.5.2.9 Cursive or typewriting may be used in transcribing
shorthand notes.

8.5.2.10 The dictionary, the secretarial handbook, and the
teacher may be used as reference sources during
transcription.

. k
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8.5.3 Counting_errors: Fach of the following will be considered
one error:

8.5.3.1 Words written in longhand during dictation.

8.5.3.2 Words omitted or added in transcription.

R.5.3.3 Words incorrectly transcribed.

8.5.3.4 Deviation from the dictation as given. Transposed
words, rephrasing, and word substitutions are
examples of this type of error.

8.5.3.5 Punctuation errors.

8.5.3.6 Misspelled words. Only one error will be deducted
if the same word is conaistently misspelled.

8.5.3.7 Uncorrected typcgraphical errors.

8.5.4 Proof of achievement: The student must transcribe the
shorthand notes he has taken, during the three minute
dictation periods, with at least 95 percent correctness.
Percent of correctness is determined by dividing the total
correct words by the total words in the dictation. He
must successfully transcribe five different dictations at
any one speed level in ouler to meet the minimum for this
level. The student will be permitted as many opportunities
to meet this objective as is needed. The student's final
grade for this objective will be the highest speed level
he is able to successfully achieve on at least five
occasions. The following table contains the criteria to
be used in grading his performance:

11.
PHASED SHORTHAND FROGRAM

Phase 1 - Terminal
Transcription from Dictation

Words Per Minimum No. Percent Letter
Minute of Successes Correct Grade

70 5 95-100 A
60 5 95-100 B

3 5 95-100 C

Performance below CAB level dose not meet the minimum
standard.

a.17
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9.0.0 DETERMINING THE FINAL GRADE IN PHASE 1: The student's final grade in
Phase 1 will be determined by averaging his Terminal Performance Objec-
tive test grades and his learning activity grades Objectives 8.1.0,
8.2.0, 8.3.0, and 8.4.0 will be given a weight of "i0%, objective 8.5.0
will be given a weight of 507.,and learning activity grades will be
given a weight of 20Z.

10.0.0 ADVANCEMENT TO PHASE 2: In order for the student to advance to Phase 2,
.he must have demonstrated a level of performance that is represented by
an overall letter grade of "C" or above.

10.1.0 Exception requiring student action: The student who does not
meet the minimum criteria and who wishes to advance to Phase 2
may do so by taking the following action:

10.1.1 Consult with the teacher as to specific areas of weak-
ness. The teacher will determine these areas by a
detailed examination of the student's Terminal Perform-
ance Objective tests, learning activity tests, and
student records.

10.1.2 Engage in remedial practice, recommended by the teacter,
until .he student believes he can meet the minimum
performance criteria for his areas of weakness.

10.1.3 Demonstrate that he has developed the level of skill
necessary for advancement to Phase 2 by successfully
meeting the minimum criteria on the appropriate
Terminal Performance Objective tests.

10.2.0 Exception requiring teacher action: Students with educational
handicaps mty he given special consideration on an individual
basis by the teacher.

ai CC() 314
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PHASE 1 OF THE PHASED SHORTHAND PROGRAM

Appendix

This appendix contains suggestions for administering and scoring
post-teats for the Terminal Performance Objectives in Phasa 1 of the
Phased Shorthand Program. Examples of teacher constructed teats for ,

the objectives under 8.3.0 are also included in order to clearly illus-
trate the evaluative instruments to be used. The following examples
are provided:

8.3.0 Related Nonshorthand Skills

8.3.1.1 Proofreading

8.3.1.2 3usiness vocabulary

8.3.1.3 Similar words

8.3.1.4 Spelling families

8.3.1.5 Grammar
S.

8.3.1.6 Typing studies

8.3.1.7 Context analysis

8.3.1.8 Sentence completion

8.3.1.9 Common word roots

8.3.1.10 Punctuation and spelling

8.3.1.11 Geographic expressions

Descriptive statements of evaluative instruments are included with
each Terminal Performance Objective. Examples are provided where the
statements may not adequately describe the tests to be used.

318,1
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PHASE 1 OF THE PYASED SHORTHAND PRCGRAM

Suggestions for Administering and Scoring
the Post-Test on

Terminal Performance Objective

8.1.0 SHORTHAND THEORY

PURPOSE: To measure the student's knowledge of Shorthand Theory presented
in Phase 1 of the Phased Shorthand Program.

STUDENT PREPARATION FOR THE POST-TESTS: The student can prepare for the
five Shorthand Theory post-tests by studying Recall Lessons 6, 12, 18,
24, 30, 36, 42, and 48 in the textbook. The student should study all
words in the Recall Lessons, the Reading and Writing Practices, and
pay particular attention to the words in the Recall Chart.

THE POST-TESTS: Refer to Terminal Performance Objective 8.1.0 for a de-
scription of these tests.

ADMINISTRATION OF THE POST-TESTS: Provide each student with ruled paper
that has been prenumbered from 1 to 100 or have the student number the
paper himself before the dictation begins. The ruled paper should
provide sufficient room for the student to take his notes in shorthemi
and transcribe, opposite his shorthand notes, in cursive. Dictate the
Test.

COUNTING ERRORS: Refer to Terminal Performance Objective 8.1.0 for a de-
scription of how errors should be counted.

ADDITIONAL INFORMATION: For additional information regarding performance
conditions and proof of achievement, refer to the appropriate terminal
performance objective.

lit CCU 316
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PHASE 1 OF THE PHASED SHOPTHAND PROGRAM

Suggestions for Administering and Scoring
the Post-Test on

Terminal Performance Objective

8.2.0 BRIEF FORMS,

PURPOSE: To measure the student's knowledge of Brief Forms and Brief Form
Derivatives presented in Phase 1 of the Phased Shorthand Program.

STUDENT PREPARATION FOR THE POST-TEST: The student can prepare for the
Brief Forms and Brief Form Derivatives Test by studying the Brief Form
Chart at the back of the textbook. A review of all the brief forts
and brief form derivatives is also given in lessons 49 through 56 in
the Reinforcement Section of the textbook.

THE POST-TEST: Refer to Terminal Performance Objective 8.2.0 for a de-
scription of this test.

ADMINISTRATION OF THE POST-TEST: Provide each student with ruled paper
that has been prenumbered from 1 to 150 or have the student number
the paper himself before the dictation begins. The ruled paper should
provide sufficient room for the student to take his notes in shorthand
and transcribe, opposite his shorthand rates, in cursive. Dictate the

Test.

COUNTING ERROPS: ' Refer to-Terminal Performance Objective 8.2.0 for a de-
scription of how errors should be couuted.

AMITIONAL INFORMATION: For additional information regarding performance
conditions and proof of achievement, refer to the appropriate terminal
performance objective.;

. .
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PHAS2 1 OF THE PHASED SHORTHAND PROGRAA

Suggestions for Administering and Scoring
the Post-Test on

Terminal Performance Objective

8.3,0 RELATED NONSHORTHArn SKILLS 0.3.1..1 Proofreading)

PURPOSE: Ta measure the student's ability to locate errors in transcrip-- --
Lion when given shorthand plates to use as a basis for comparison.

STUDENT PREPARATION FOR THE POST -PEST: The student can prepare for the
post-test on Proofreading by reviewing the shorthand plates that he
transcribed as part of his homework assignments in Phase 1.

THE POST-TEST: This test will consist of five shorthand plates selected
from past homework ass! Iments and transcribed so that intentional
errors were made. There will be 100 errors in transcription that may
include errors in punctuation, spelling, transposed words, incorrect
words, omissions, and additions, among others.

ADMINISTRATION OF THE POST-TEST: Provide each student with ruled paper
that has been prenulAberedfrom 1 to 100 or have the student number the
paper himself before beginning the test. Each number relates to an
error in transcription which the student is to identify. Distribute
the Test. The student is to locate the 100 errors by comparing the
transcriptions to the shorthand plates from which they were transcribed.
The errors should be corrected on the answer sheet provided.

COUNTING ERRORS: Each of the following will be considered one error:

- Unidentified errors in the transcript.
-Identifying a correct word as incorrect.
- Identifying a correct punctuation mark as incorrect.
-Identifying an error correctly but misspelling the correction.

magioNAL INFOTWIE: For additional information regarding performance
conditions and proof of achievement, refer to the appropriate terminal
performance objective.

C GO 31.8
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PHASE 1 OF THE PHASED SHORTHAND PROGRAM

POST-TEST

8.3.0 RELATED NONSHORTHAND SKILLS (8.3.1.1 PROOFREADING)

OBJECTIVE:

Page 17

In the following transcripts, the student will be able to find the

various types of transcribing errors in comparing the transcript with the

shorthand letter in his textbook with at least 90 percent accuracy. The

student will have forty-five minutes to complete the five transcripts.

Letter 492 p. 308-9

Dear kr. Harrington:

I resently forwarded to you a Maintainance Service Agreement for your

. .

machines. As we have not recieved a signed copy from you we again bring to

you attention the benifits that will occur to you from our maintainance

program.

The large majority of our costumers now avail theirselves of the

Maintainance service agreement, for they find that it reduces too a minimum

the expense and inconvience cost by service calls.

We would appreciate you returning to us one signed copy retaining ths

duplicate for your files.

Sincerely yours,

Letter SOS p. 320-1

Dear Mr. Johnson,

rt ;
As you requested we sent you several months ago one of our broshures

on air conditioning.' We hope that your found it helpfull in answering your

questions. In about two or three days cne of our representitives, Mr. E.

323
I ccoptai.9



Page 18

H. Grimm, will be in your city for a few days. When he arrives, he would

like to discuss your air-conditioning problems.

Mr. Grimm will phone you as soon as he arrives in West Haven to inquire

about a convenient time to see you. If their is any other information we can

supply you in the mean time please be sure to let us no.

Yours Truly,

Letter 533 p. 339-40

Dear Mr. Wilmington:

I was exceedingly happy to hear that you have opened a savings account

at your neighborhood branch of the Chemicle Trust Corporation. I congrad-

ulate you on your desision to establish a regular program of savings.

It has been my esperience that the majority of new depositors do not

realize the extent to which there bank can be of service to them. For that

reason we have prepared a folder that discribes all the classifications of

are services that may be of help to you. A copy is inclosed.

We are looking forward to many oppurtunities to be of service to you.

Cordialy yours,

Letter 553 p. 352-3

Dear Mr. Gray:

How far does the average man in your plant have to walk to get a drink

of water. Wes he walk 50 feet 100 feet or several hundred feet. Unecessary

steps very often pmve more costly than the instalation of additional water

coolers.

With our new plan, you can check your drinking faculties quickly and

easy. You can see for your self weather the purchase of one or more water

..Rta i000f1520
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collers for any paticular part of your plant can cut your over head.

The enclosed booklet, "Locating Your Water Coolers describes this plan.

Yours Truly,

Le'ter 5672 360-1

Lear Mr. Smith:

Do you want people to listen when you speak? Do you want people to

purchase your goods. Da you want a increase in salary. What ever you want

from life, you can get it if you will try those things that influence people

to act.-'

During the past 10 years Mr. Fred H. Brown, one of the contries most

sucessfull salesmen, has been able to convince thousands of people to act

as he wants them to act. When he writes a sales letter people set down and

write orders. '

How has he been able to try these things. You can learn his methods by

reading his booklet, How to Convine People, which appeared two or three months

ago.

Let us ship you a copy on approval.

Very Truly Yours,

Li
fr1.111111 !dap!
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PHASE 1 OF THE PHASED SHORTHAND PROGMM

Suggestions for Administering and Scoring
the Post-rest on

Terminal Performance Objective

8.3.0 RELATED NONSHORTHAND SKILLS (8.3.1.2 liusiness Vocabulary)

PURPOSE: To measure the student's ability to define words presented in
the text when written in shorthand.

. STUDENT PREPARATION FOR THE POST-TEST: The student can prepare for the
post-test on Business Vocabulary by keeping a list of the words pre-
sented in each lesson of the textbook.

THE POST-TEST: This test will consist of 50 sentences constructed in
shorthand. In each sentence a word is underlined which the student

. is to transcribe, define according to the business connotation, and
spell correctly.

ADMINIQTRATION OF THE POST-TEST: Provide each student with ruled paper
that has been prenumbered from 1 to 50 or have the student number the
paper himself before beginning the test. Each number relates to an
underlined vocabulary word within the sentence constructed in short-
hand which the student is to transcribes define, and spell correctly.

COUNTING ERRORS: Each of the following 011 be considered one error:

- Incorrect transcription of the underlined word.
- Incorrect definition of the underlined word.
-Misspelling the word.
-Any addition to the test or omission on the test.

ADDITIONAL INFORMATION; For additional information regarding performance
conditions and proof of achievunent, refer to the appropriate terminal
performance objective-

GO(}
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PHASE 1 OF 1HE PHASED SHORTHAND PROGRAM

POST-TEST

Page 21

8.3.0 RELATED NONSHORTHAND SKILLS (8.3.1.2 BUSINESS V)CABULARY)

OBJECTIVE:

In the following sentences written in shorthand, the student will be

axle to transcribe and define the underscored word in each sentence with

at least 90 percent accuracy. The student will have forty-five minutes to

complete the test.
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PHASE 1 OF THE PHASED SHORTHAND PROGRAM

Suggestions for Administering and Scoring
the Post-Test on

Terminal Performance Objective

8.3.0 RELATED NONSHORTHAND SKILLS a.3.1.3 Similar Words)

PURPOSE: To measure the student's ability to select the correct ward trom
pairs of words that look or sound alike, or almost alike, when used 16
a sentence constructed in shorthand.

STUDENT PREPARATION FOR THE POST-TEST: The student can prepare for the

post -teat on Similar Words by following teacher directions for study
during presentation of theory learning activities.

THE POST -TESTS This test will consist of 40 sentences constructed in

shorthand. In each sentence the student is to write, in longhand) the
correct word from the two words shown in parentheses.

ADMINISTRATION OF THE POST-TEST: Provide each student with ruled paper
that has been prenumbered from 1 to 40 or have the student number the
paper himself before beginning the test. Each number relates to a

sentence in the post-test. The student is to select the correct word
of the two shown in parentheses and is to spell the word correct1;.

COUNTING ERRORS: Each of the following will be considered one error:

-Transcribiug the incorrect word.
-Misspelling the word chosen if it is the correct one.

ADDLTIONAL INFORMATION: For additional information regarding performance
conditions and proof of achievement, refer to the appropriate terminal

performance objective.



PHASE 1 OF THE PHASED SHORTHAND PROGRAM

POST-TEST

8.3.0 RELATED NONSHORTHAND SKILLS (8.3.1.3 SIMILAR WORDS)

OBJECTIVE:

Page 30

In the following sentences, the student will be able to write in

longhand the correct word from the two words shown in parentheses with at

least 90 percent accuracy. The student will have forty-five minutes to

complete the test.
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PHASE 1 OF THE PHASED SHORTHAND PROGRA4

Suggestions for Administering and Scoring
the Post-Test on

Terminal Performance Objective

8.3.0 RELATED NONSHORTHAND SKILLS (8.3.1.4 Spelliag. Families)

PURPOSE: To measure the student's ability to spell words correctly in
related groups, or families, that contain the same spelling problem.

STUDENT PREPARATION FOR THE POST-TEST: The student can prepare for the
post-test Spelling Families by following teacher directions for
study dining presentation of theory learning activities.

THE POST -TEST: This test will consist of fifty words containing the spell-
ing families of ie, ei; ise, yze; cial, tial; for, fore; cal, cle;
sous, eous. The student is to spell the words correctly.

ADMINISTRATION OF THE POST-TEST: Provide each student with ruled peper
that has been prenumbered from 1 to 50 or have the student number the
paper himself before beginning the test. Each number relates to a
spelliug word.

COUNTING ERRORS: Each of the following will be considered one error:

-Incorrectly spelling the dictated word.
-Omitting a word dictated.
-Adding a spelling word not dictated.

ADDITIONAL INFOPHATION: For additional information .egarding performance
conditions and proof of achievement, refer to the appropriate terminal
performance objective.
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SASE 1 OF THE PHASED SHORTHAND PROGRAM

POST-TEST

8.3.0 RELATED NONSHORTHAND SKILLS (8.3.1.4 SPELLING FAMILIES)

OBJECTIVE:

The teacher will dictate the following list of words containing the

spelling families of (ie, ei; ize, ise, yze; cial, tial; for, fore; cal,

cle; ions, eous); and the student will be able to spell these words with

at least 90 percent accuracy. The student will have five minutes to look

over his word list after dictation is completed.

1. achieve 18. special 35. foresight

2. foreign 19. residential. 36. medical

3, belief 20. commercial 37. critical

4. friend 21. superficial 38. miracle

5. receive 22. financial 39. article

6. chief 23. artificial 40. spectacle

7. Efficient 24. influential 41. chemical

8. deceit 25. substantial 42. serious

9. advertise 26. official 43. courageous

10. analyze 27. partial 44. precious

11. authorize 23. forced 45. gracious

12. supervise 29. forgiven 46. advantageous

13. cdvise 30. forecast 47. miscellaneous

14. sympathize 31. foremost 48. envious

15. morchandise 32. foreclose 49. tedious

16. specialize 33. forward SO. courteous

17. essential 34. forget

343 wi
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PHASE 1 OF THE PHASED SHORTHAND PROGRAM

Suggestions for Administering and Scoring
the Pcst-Test on

Terminal Performance Objective

8.3 0 RELATED NONSHORTHAND SKILLS (8.3.1.5 Grammar)

PURPOSE: To measure the student's ability to find the most frequent errors
made in grammar,

STUDENT PREPARATION FOR THE POST-TEST: The student can prepare for the
post-test on Grammar by following teacher directions for study during
presentation of theory learning activities.

THE POST-TEST: This test will consist of 50 sentences constructed in
shorthand. In each sentence the student is to underline the correct
word of the two shown in parentheses and write it in longhand.

ADMINISTRATION OF THE POST-TEST; Provide each student with ruled paper
that has been prenumbered from 1 to 50 or have the student number the
paper himself b2fore beginning the test. Each number relates to a sen-
tence in the post-test. The smdent is to select the correct word of
the two shown in parentheses and is to spell the word correctly.

COUNTING ERRORS: Each of the following will be considered one error:

-Underlining and transcribing the wrong word.
-Misspelling the correct word.
-Omitting a word
-Adding a word.

ADDITIONAL INFORMATION: For additional information regarding performance
conditions and proof of achievement, refer to the appropriate terminal
performance. objective.
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PHASE 1 OF THE PHASED SHORTHAND PROGRAM

POST -TEST

8.3.0 RELATED NONSHORIIUMSKILLS (8.3.1.5 GRAMMAR)

OBJECTIVE:

Page 39

In each of the following sentences, one of the words in parentheses

is correct. The student will be able to underscore that word and transcribe

it with 90 percent accuracy. The student will have forty-five minutes to

complete the test.
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PHASE 1 OF THE PHASED SHORTHAND PROGRAM

Suggestions for Adrinistering and Scoring
the Post-Test on

Terminal Performance Objective

8.3 Q___RELATED NONSHOATHAND SKILLSJ8.3.1.6 Typing Studies)

PURPOSE: To measure the student's ability to apply the rules in typing
numbers, dates, street addresses, amounts, and other typing styles.

STUDENT PREPARATION FOR THE POST-TEST: The student can prepare for the
post-test on Typing Studies by following teacher directions for study
during presentation of theory learning activities.

THE POST -TEST: This test will consist of 50 sentences constructed in shoxt-
hand. In each seence the student is to transcribe the underlined
portion according to typing rules.

ADMINISTRATION OF THE POST-TEST! Provide each student with ruled paper
that has been prenumbeted from 1 to 50 or have the student number the
paper himself before beginning the test. Ene! number relates to a sen-
tence in the pest -test. The student is to transcribe the underlined
portion according to typing rules.

COUNTING ERRORS: Each of the folLwing will be considered one error:

-Incorrectly transcribing the underlined portion.
-Incorrectly applying the typing rule.
-Misspelling any of the word in the transcription.

ADDITIONAL INFORMATIVN: For additio;s1 information regarding performance
conditions and proof of achievement, refer to the appropriate terminal
performance objective,

352
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PHASE 1 nF 1Th PHASED SHORTHAND PROGRAM

POST-TEST

8.3.0 RELATED NONSIEUHVAD SKILLS (8.3.1.6 TYPING STUDIES)

03JECTIVE:

In the following sentences written in shorthand, the student will be

able to transcribe each underscored word with at least 90 percent accuracy.

The Etu6ent will have forty-five minutes to complete the test.
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PHASE 1 OF THE PHASED SHORTHAND PROGRAM

Spggestions for Administering and Scoring
the Post-Test on

Terminal Performance Objective

8.3,0 MUTED NONSHORTHAND SKILLS (8.3.1.7 Context Analysis)

PURPOSE: To measure the student's ability to supply, through context,
words that are missing in a transcript.

STUDENT PREPARATION FOR THE POST -TEST. The student can prepare for the
post-test on Context Analysis by reviewing the shorthand plates that
he transcribed as part of his homework assignment in Phase 1, and by
following teacher directions for study during presentation of theory

learning activities.

THE POST-TEST: This test will consist of five transcripts of shorthand
plates previously studied by the student in which certain words have

been omitced. The student is to supply, through context, the miss-

ing word.

ADMINISTRATION OF THE POST-TEST: Provide each student with five transcripts
of shorthand plates previously studied by the student in which certain

words have been omitted.

COUNTING ERRORS: Each of the following will be considered one error:

- Supplying, through context, the incorrect word.

- Adding a word or words,
-Omitting a word or words.
- Misspelling a word.
- Incorrect variation of the correct word.

ADDITIONAL INFORMATION: For additional Information regarding performance
conditions and proof of achievement, refer to the appropriate terminal

performance objective.
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PHASE 1 OF THE PHASED SHORTHAND PROGRAM

POST-TEST

8.3.0 RELATED NONSHORTHAND SKILLS (8.3.1.7 CONTEXT ANALYSIS)

OBJECTIVE:

In each of the Following transcripts, the student will be able to supply

the missing words through context analysis with at least 90 percent accuracy.

The student will ha.:c forty-five minutes to complete the five transcripts.

Dear Mrs. Wilson:

It is a pleasure tc, welcome you as one of our new credit , and

we hope that you will have many to use the special that we

offer to our credit

Your card is . This card will make your easy,

quick, and convenient. All it needs is your

Thank you, Mrs. Wilson, for the confidence you have in our

by opening an with us.

Simerely yours,

Dear Mr. Harris:

This is just a to remind you that our special offer of 18

of the News Magazine for $10 will in a few days. This unprecedented

is available only by a direct invitation such as this, and it will

not be

Hera is a fine for you to start reading the News Magazine, a

cust,' is shared by more than 250,000 busy, successful . These

people on us to Rev their business information up to date, to

362
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them with a wealth of profitable ideas, and to many of

reading

Your on this special offer can start with the September if

you sign and the enclosed card within the next week. Why not avail

of this offer.

Cordially yours,

Dear Mr. Mast:

I was exceedingly to learn that you have opened a savings

in your neighbor;lood of the First National Bank. I congratulate you

on your to est,....aish a regular program of

It has been my experience that the majority of mw do not realize

the exteht to which their can be of to them. For that reason,

we have prepared a folder that all the classifications or services

that might be of to you. A is enclosed.

We look to many opportunities to be of service to you.

Cordially yours,

Gentlemen:

When you your merchandise by United Air Freight, you gain time and

also on shipping costs.

A progressive merchant who our service saved 73 on ordinary

packing and crating , 88 on insurance fees, and 90 on for-

warding fees. With such savings, it is to understand why he never

shipped by sea if he can doing so.

We shall be glad to make an objecti're comrarison for you between the

of shipping your particular of goods by air and the of

shipping by . After you have gone over this ,you will have the

i.
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comrlete bef..re you when you make a decision.

Yours very truly,

Dear Mr. Tingley:

Do you want people to when you speak? Do you want people to

purchase your ? Do you want an in salary? Whatever you want

from life, you can get it if you will those things that influerce

people to act.

Luring the past 10 , Mr. Frank H. Brown, one of the country's

most salesmen, has been able to convince thousands of to

act. When he writes a sales , people sit and write orders.

How has ire been able to do these ? You can learn his by

reading his "How To Convince People," which appeared two or three

ago.

Let us send you a on approval.

Very truly yours,

664
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PHASE 1 OF TEE PHASED SHORTHAND PROGRAM

Suggestions for Administering and Scoring
the Post-Test on

Terminal Performance Objective

8.3.0 RELATED NONSHORTHAND SKILLS (8.3.1,8 Sentence Completion)

PURPOSE: To measure the student's ability to read ahcrthand plates and
to identify words that are missing in the transcript.

STUDENT PREPARATION FOR THE POST-TEST: The student can prepare for the
post-test on Sentence Completion by studying and reviewing the tran-
scription quiz letters in the Skill Building Section of the textbook,
lessons 57 through 69.

THE POST-TEST: This test will consist of five transcripts of transcription
quiz letters (lessons 57 through 69), from which parts of sentences
have been omitted. With the help of the shorthand in the text, the
student is to supply the missing words in longhand.

ADMiNISTRATION OF THE POST-TEST: Provide each student with five tran-
scripts of Transcription Quiz Letters from lessons 57 through 69 of
the textbook in which parts 0: some sentences have been omitted.

COUNTING ERRORS: Each of the following will be considered one error:

-Adding a word or words.
-Omitting a word or words.
-Misspelling a word.

ADDITIONAL INFORMATION: For additional information regarding performance
conditions and proot of achievement, refer to the appropriate terminal
performance objective.
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OF WE PHASED SHORTHAND I'ROCi.A.14

POST-TEST

8.3.0 RELATED NONSHOMPAND SKILLS (8.3.1.8 SENTENCE GMPLETION)

OBJECTIVE:

In the fOlowing transcripts of letters from Part III of the textbook,

parts of some sentences have been omitted. With the help of the shorthand

plates in the text, the student will be able to fill in the liussirlg words

with at least 90 percnt acairacy. The student will h;3.ve forty-five minutes

to complete the five transcripts.

Letter 502

Dear W. Lord.

As you 1-P.q.;:rsf,i s,..-ot you yesterday

_ . Ye:01 shouid 7e.f_e.!1 it shortly.

r;t:delplEt help.

ful, W. 1.01e, you ne..!d lnd for

your family.

Our popular
. .

is described in :r

. We shall he gla0 11.1 bait ylit lake. ad-

vantage of this plan. Tt enables you to order

but make payment: out of income _
Whenever

us know.

servir..c p!ease let

Very truly your,;

Letter Sly

Mr. Green:

The past year was a very successful one for out otpiklic.P, and I

nu an rPoplefeel ...X....
k 3 j



in your department have played a

improving service to our customers.

We mast, of course,

complete
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, and

in the days ahead. I have

and your staff will net them

, way that you met this year's problems.

Please to all the members of your staff.

James H. Brown

Letter 527

To all Department Heads

When

to another the company will pay the cost of

of an employee from one city

from his former residence to . The

company will,

meals.

The company will pay all

the employee's furniture and household

This new

as hotels and

that no employee shall suffer

a of being transferred in the best interests

of the company.

John H. Jones

Letter !oil

Dear Mr. Temple:

We are happy to be able to give you a very

Products, one of the loading manufacturing companies of Trenton.

This company has been

them a valuable account. Our experience with them has been

ane at no time have they failed to rake payment on

,.;

Fenton

titAa
363
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The latest financial report in our files, dated May 31, of this year,

The men who run Fenton Products are

We regard them highly.

Letter 580

Dear Mr. Green:

I wish

'I've

Yours very truly,

letters it has been my pleasure to read in my

. My sincere congratulations.

that we do a lot of counting around here.

and they're righ': where they should be and operating

--every one of them. What I want to count now is more important to me.

you as a friend of this hotel.

Twenty-five thousand dollars' worth of our

by our "absent-minded" guests who like our

. So it goes. We are

you were mistake.

Yours very truly,

"A) :3416
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PHASE 1 or THE PHASED SHORTHAND PROGRAM

Suggestions for Administering and Scoring
the Post-Test on

Terminal Performance Objective

8.3.0 RELATED '4ONSHORIHAND SKILLS (8.3.1.9 Common !..ford Roots)

PURPOSE: To measure the student's ability to define words with com-
mon roots when written in shorthand.

STUDENT PREPARJ,TION FOE THE POST-TEST: The student can prepare for the
post-test on Common Word Roots by following teacher directions for
study during presentation of theory learning activities.

THE POST-TEST: This to,t will consist of 50 words written in shorthand.
The student is to transcribe the word, underline, and define the com-

mon word roots.

ADMINISTRATION OF THE FGST-TEST: Provide each student with ruled paper
that has been prenumbered from 1 to 50 or have the student number the
paper himself beiota beginning the test, Each number :elates to a word

on the test.

COUNTING ERRORS. Each ot the following will be considered an error:

-Transcribing the incorrect word (1 point).
-Identifying the incorrect word .00t (1/2 point).
-Incorrectly defioing the common word root (1/2 point).
-Misspelling any of the words (1 point).

ADDITIONAL INFORMATION; For additional informAtion regarding performance
conditions and pik.of of achievement, refer to the appropriate termi-
nal performance oojective.

t,
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PilASE 1 OF THE PILASED SHOICHIAND PROGRAM

POST-TEST

8.3.0 RELATED NO.NSilORTILAND SKILLS (8.3.1.9 COY,MON WORD ROOTS)

u8JECTIVE:

fa the following group of words written in shorthand, the student

will 50 able to transcribe and define the word with at least 90 percent

accuracy. Tne student will have forty-five minutes to complet:: the test.

(1)
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PEASE 1 OF THE PHASED SHORTHAND PROGRAM

Suggestions for Administering and Scoring
the Pc3t-Test on

Terminal Performance Objective

8.3.0 RELATED NONSHOUHAND SKILLS (.3.1.10 Pugatuation and Spelling)

PURPOSE: To measure the student's ability to identify punctuation and
spelling problems which he may encounter in transcribing his short-
hand notes.

STUDENT PREPARATION FOR THE POST-TEST: The student can prepare for the
post-test on Punctuacion and lling by following teacher directions
for study during presentation of theory learning activities.

THE POST-TEST: This test will consist of 50 sentences constructed in
shorthand. In each sentence the student is to indicate the correct
punct atiot. and to spell the words indicated correctly.

ADMINISTRATION OF THE MT-TEST: Provide each student with ruled paper
that has been prenumbered from 1 to $0 or have the student number the
paper himself before beginning the test. Each number relates to a
sentence in the post-test. The student is to correctly punctuate the
sentence and correctly spell the words indicated.

COUNTING ERRORS: Each of the following will b° considered one error:

-/ncotrectly punctuating the sentence.
-Misspelling tne word or words indicated.
-Adding or omitting punctuation.
-Adding or omitting a spelling word.

ADDITIONAL INFORMATION: For additional information regarding performance
conditions and proof of achievement, refer to the appropriate termi-
nal performance objective.

1
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PHASE 1 OF THE PHASED SHORTHAND PROGRAM

POST-TEST

8.3.0 RELATED NONSHORTHAND SKILLS (8.3.1.10 PUNCTUATION AND SPELLING)

OBJECTIVE:

The student will be able to punctuate the following sentences written

in shorthand and will be able to write in longhand the spelling words indi-

cated with at least 90 percent accuracy. The student will have forty-five

minutes to complete the test.
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PHASE 1 OF THE PHASED SHORTHAND PROGRAM

Suggestions for Administering and Scoring
the Post-Test on

Terminal Performance Objective

8.3.0 RELATED NONSHORTHAND SK1L141_0.3.1.11 Geographic Eurelom)

PURPOSE: To measure the student's knowledge of geographic expressions
and how well he can read and write these expressions in shorthand.

STUDENT PREPARATION FOR THE POST-TEST: The student can prepare for the
post-test on Geographic expressions by studying lesson 25, lesson 47,

and pages 378 through 380 in the textbook appendix.

THE POST-TEST. This test will consist of 50 sentences written in short-

hand, In each sentence the student is to transcribe the name of the

city or cities underlined and write, in shorthand, the name of the
state in which the city or cities is located.

ADMINISTRATION OF THE POST-TEST: Provide each student with ruled paper
that has been prenumbered from 1 to 50 or have the student number the

paper himself before beginning the test. Each number relates to a

sentence in the post-test. The student is to transcribe the city or
cities underlined and write, in shorthand, the correct outline for the

state in which the city or cities is located.

COUNTING ERRORS: Each of the following will be considered an error and

should be weighted as follows:

-Incortect identification of an underlined city/cities (1/2 point).

- incorrect identification of the state (1/2 point).

-Incorrect shorthand outline for the state (1 point).

ADDITIONAL INFORMATION:.. For additional information regarding performance
conditions and proof of achievement, refer to the appropriate terminal

performance objective.
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POST-11:ST

8.3.0 IthLATI:1) NONSUOIallANI) SKILLS (4.3.1.11 GEOGRAPHIC EXPRESSIONS)

udJLAVVL:

In tih followin_; sentences, the student is to transcribe the name of the

city that is underscored and supply the state in which it is located as well as

write the shorthand outline for the sta, with at 1;:ast 00 percent accuracy.
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PHASE 1 OF THE PHASED SHORTHAND PROGRAM

Suggestions for Administering and Scoring
f-he Post-Test on

Terminal Performance Objective

8.4.0 TRANSCRIPTION FROM PLATES

PURPOSE: To measure the student's ability to write and transcribe short-
hand notes he has made from shorthand plates.

--

STUDENT PREPARATION FOR THE POST - TEST: The student can prepare for the
post-test on Transcription frcm Shorthand Plates by reviewing the
shorthand plates in the Skill Building Section of the textbook. that
he transcribed as part of his homework' assignments in Phase 1.

THE POST-TEST: Refer to Terminal Performance Objective 3.4.0 for a de-
scription of the test.

ADMINISTRATION OF THE POST-TEST: On paper supplied by the teacher, the
student will be required to make shorthand notes from a plate assigned
by the teacher and to transcribe his notes in cursive or typewriting.

COUNTING ERRORS: Refer tc Terminal Performance Objective 8.4.0 for a de-
scription of how errors should be countad.. '

AnNINNILlyFORMATION: For additional information regarding performance
conditions and proof of achievement, refer to the appropriate terminal
performance objective.

(
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PHASE 1 OF THE PHASED SHORTHAND PROGRAM

Suggestions for Administering and Scoring
the Post-Test on

Terminal Performance Objective

8 3,0 TRANSCRIPTION FRO:. POST-THEORY DICTATION

PURPOSE: To measure the student's ability to construct and transcribe
shorthand notes trom dictation of previewed or familiar material
for a period of three minutes. .

STUDENT PREPARATION FOR THE POST-TEST: The m?terial to be used for the
three minute dictation will be familiar to the student either from
having practiced th? material in class or having had it assigned
for dictation as part of Lis homework.

THE POST-TESTS: Refer to Terminal Performance Objective 8.5.0 for a
description ( f these tests.

ADMINISTRATION OF THE POST-TESTS: Refer to Terminal Performance Objective
8,5.0 for the procedure to be followed in dictation.

COUNTING ERRORS: Refer to Terminal Performance Objective 8.5.0 for a de-
scription of how errors should be counted.

1,
ADDITIONAL INFORMATION: For additional information regarding performance

conditlona and proof of achievement, refer to the appropriate termi-
nal performance objective.

a
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TERMINAL PERFORMANCE OBJECTIVES

for-

Phase 2 of the phased Shorthand Program

Page 85

1.0.0 GRADE PLACEMENT: 10, 11, 12

1.1.0 Grades 10 and 11 are recommended to allow sufficient time for
students of all levels of ability and motivation to complete
the training necessary for entry level employment.

- :
1.2.0 The student who completes the Phased Shorthand Program early

in his high seool career may maintain or continue to build
skill through use of the shorthand lab during free time;
through enrollment in other business courses, such as Office
Procedures, where shorthand' may be used; or through enrollment
in Distributive or Work Experience programs where placement in
a secretarial position outside of school may be possible.

2.0.0 PREREQUISITES: Students who are enrolled in Phase 2 of the program

2.1.0 Must have met the minimum performance criteria for Phase 1;

2.2.0 Must be concurrently enrolled in Phase 2 of the Phased Typing
Program or typewrite at the minimum level necessary for ..

completion of Phase 2 of the Phased Typing Program.
ti ii4

3.0.0 RATICNALE: In tets of vocational opportunity, personal satisfaction,
and salary, stenography is one of the most rewarding occupational
areas a high school graduate can enter. The demand for welltrained,
qualified stenographers and secretaries far exceeds the supply. This
trend is expected to continue.' Phase 2 reviews and strengthens the
student's knowledge of shorthand principles; develops his ability to
construct outlines for unfamiliar words undcr the stress of dictation;
increases his dictation speed; extends his knowledge of the basic
nonahorthand elements of transcription; and establishes a firm
foundation for rapid and accurate transcription. ,

4.0.0 GENERAL OBJECTIVES: Upon completion of the learning activities which
further emphasise and reinforce shorthand theory, writing technique,
transcription, and related n4nsbOrthand skills, and upon demonstration
of mastery of these activities as ueasured by tha Phase 2 terminal tests,
the student will be able to

4.1.0 Read, write, and construct shorthand outlines of words presented
in the program;

A
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4.2.0 Transcribe, in typewritten form, shorthand outlines he has
constructed;

4.3.0 Read shorthand outlines he has constructed;

4.4.0 Construct, during dictation of material that has been covered in
shorthand theory, correct shorthand outlines;

4.4.1 Shorthand theory includes words, brief forms, brief form
derivatives, phrases, and geographical expressions.

4.5.0 Construct, during five minute lab dictation of practiced material,
correct shorthand outlines;

4.6.0 Construct, during three minute teacher dictation of umfamiliar
material, correct shorthand outlines;

4.7.0 Produce correctly transcribed shorthand notes;

4.8.0 Take reasonable care of his work station, organize his work in
an efficient manner, and exhibit a responsible and businesslike
attitude towtrd the tasks presented him in this program.

5.0.0 INSTRUCTIONAL CONTENT: The following is an outline of the course
content designed to help thL student reach the Phase 2 terminal objectives.
This is not an exhaustive and sequential listing of every item in the
Phase 2 curriculum. for a mere detEiled outline of content, reference
must ce mad: to the learning activities presented in this Phase.

5.1.0 Shorthand theory reinforcement vith emphasis on
, .

tr.(,0 5.1.1 Phrase building

5.1.2 Brief forM automatizing

-°'1 5.1.3 Geographical expressions
. t

.
.

3.1.4 Words and word families
t ;k.)::-;;. ; ;
5.1.5 Word beginnings and endings

5.1.6 Numbers and quantities

OL;''': 5.1.7 Blends and vowel omissions

5.1.8 Brief forms and derivatives

5.1.9 Vocabulary building.

5.2.0 Reading from textbook shorthand plates at a rapid and accurate
rate.
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5.3.0 Reading from shorthand outlines and notes the student constructs
from the textbook or from dictation.

5.4.0 ,Taking dictation for periods of time up to 5 minutes on new,
practiced, and familiar material:

5.5.0 Transcription with emphasis on

5.5.3 Punctuation, spelling, and capitalization

5.5.2 Grammar and proper word usage

5.5.3 Sentence completion and context analysis

5.5.4 Proofreading and correcting

5.5.5 Responding to oral a-,:d written directions

5.5.6 Business vocabulary and geographic expre3sions

5.5.7 Typewriting

5.5.8 Proper care of equipment and efficient work organization.

5.6.0 Identifying common business practices and terms.

5.7.0 Solving elementary problems of office style dictation in which
additions and deletions are made.

5.8.0 Producing mailable letters from on shorthand notes of letters
presented in the textbcak.

5.9.0 Emphaaing proper business behavior, habits, and personality
traits essential to the routine of the stenographer or secretary
at e job-entry level.

skills

6.0.0 PRE- TESTING: No pre-test will be given at the beginning of Phase 2.
The first week that a student spends in Phase 2 will be devoted to
an assessment of his knowledge of shorthand principles and the speed
level at which he should begin taking dictation from unfamiliar material.

6.1.0 All students will be required to complete the learning activities
in Phase 2 that cover the processes required to write and
transcribe shorthand. These processes include analyzing, reason-
ing, associating, reinforcing, decoding, and translating.

6.2.0 A student may be exempted from selected learning activities in
Phase 2 by demonstrating mastery of the skills or concepts
embodied in these activities. This may be accomplished by success-
ful completion of the pre- and post-tests which are included in
the Learning activities that may be challenged by the student.
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6.2.1 Activity pre-tests: A student may elect to take the pre-
test at the beginning of a learning activity if he
believes that he can meet the stated performance objec-
tives for that activity. Upon completion of the self-
administered test, the student will elect to

6.;.1.1 take the post-test for the learning activity if
he completed the pre-test with a score above the
minimum criteria for the pre-test or

6.2.1.2 begin the learning activity if his score on the
pre-test was not above the minimum criteria or

6.2.1.3 begin the learning activity if the pre-test score
was above the minim. criteria but still below
the standards the student sets for himself.

7.0.0 POST-TESTING: Both end-of-activity and end-of-phase post-tests are.

used to measure (1) whether the student has met the performance objec-
tives stated for the learning activity and the Phase aid (2) the degree
to which he exceeds the minimum criteria established for those
performance objectives.

7.1.0 Activity post-tests: The student will take a post-test as he
completes each individual or group activity if working on
a learning activity where exemption Is perm ..ted, at any point
in the activity that he believes he is ready to be tested.
His performance on the post-test will be measured against

.-!. specified time and accuracy limits that are established for
individual or group actitities. Upon completion of the teacher-
administered post-test, the student will

7.1.1 begin the next learning activity if he meets the minimum
performance criteria for the post-test or

7.1.2 engage in remedial practice recommended by the teacher,
--i, if he does not meet the minimum, until he believes he can

1: meet tha minimum performance criter:a for the individual
-1 :),-J or group activity, and

:1 u 1- 1

7.1.3 demonstrate that he has met the criteria for advancement
It to ne next learning activity by successfully completing

the post-test at or above the minimum specified.
r ` H

7.2.0 Phase ast-tests: The student will take these tests at any
point in the phase after he has successfully demonstrated
readiness for eva:,uation. This will ordinarily follow completion
of all prerequisite activities.

I

1
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8.0.0 TERMINAL PERFORMANCE OBJECTIVES: , The following performance objectives
are a precise statesent of the minimum objectives of Phase 2 of the
Phased Shorthand Prcgram. It is important to note that there are other
objectives within Phase 2, and that they will be reflected in the
"intermediate" performance objectives included in each learning activity
developed for the PEase'

The textbook referred to in Phase 2 Terminal Performance Objectives is
Gregg Dictation. Diamond Jubilee Series, 1963

,f,c.) .

t' 'Z! t
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8.1.0 TRANSCRIPTION FROM DICTATION: GIVEN DICTATION OF UNFAMILIAR
MATERIAL, THE STUDENT WILL CONSTRUCT AND TRANSCRIBE SHORTHAND
OUTLINES FE 'M DICTATION WITHIN SPECIFIED TIME AND ACCURACY LIMITS.

8.1.1 Evaluation instrument: Any business letter or series of
business letters with a syllabic intensity of approximately
1.5 that can be dictated for three minutes without
repetition. Letters selected for this objective will be
unfamiliar to the student.

8.1.2 Performance conditions: The student will take dictation
and transcribe his shorthand notes under the following
conditions:

8.1.2.1 A short warm-up dictation period will precede the
three minute dictations. Warm-up material will
be selected from sources other than those used
in the three minute dictation.

8.1.2.2 Material will be dictated for the prescribed
period of three minutes. If more than one letter
is used, there will be no pause or stopping
between letters.

8.1.2.3 Dictation will be given for three minutes at each
of three speed levels: 80 words a minute; 90
words a minute; and 100 words a minute. Additional
dictation at any of the three speed levels may be
given at the teacher's discretion. All students
will take shorthand notes at each level and
transcribe the level or levels at which they were
successful.

8.1.2.4 Punctuation and paragraphing will not be indicated
during dictation.

8.1.2.5 The salutation, body, and complimentary closing
will be the only portions of the letters dictated.

8.1.2.6 The use of longhand in the student's shorthand
notes is not permitted.

8.1.2.7 Transcription will immediately follow dictation.
Time will not be allowed between dictation and
transcription for reading notes or making changes
or corrections.

8.1.2.8 Thirty minutes will be allowed for transcribing.

8.1.2.9 The shorthand notes must be transcribed at the
typewriter. All typing errors must be corrected.

390
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8.1.2.10 The dictionary, the secretarial handbook, and
the teacher may be used as reference sources
during transcription.

8.1.3 ...-Jraing errors: Each of *.he followinis gill be considered

one error:

8.1.3.1 Words written in longhand outing dictation.

8.1.3.2 Words omitted or added in transcription.

8.1.'2.3 Words incorrectly transcribed.

8.1.3.4 Deviation from the dictation as given. Trans-
posed words, rephrasing, and word substitutions
are examples of this type of error.

8.1.3.5 Punctuation errors.

8.1.3.6 Misspelled words, Only one error will be deducted
if the same word is consistently misspelled.

8.1.3.7 Uacorrected typographical errors.

8.1.4 Proof of achievement: The student must transcribe the
shorthand notes he has taken, during the three minute
dictation periods, with at least 95 percent correctness.
Percent of correctness is determined by aividing the
total correct words by the total words in the dictation.
He mush successfully trans.:.ribe five different dictations
at any one speed level in weer to meet the minimum for
this level. The student will be permitted as many
opportunities to meet this objective as is needed. The

r student's final grade for this objective will be the
highest speed level he is able to successfully achieve
on at least five occasions. The following table contains
the criteria to be used in grading hie performance:

PHASED SHORTHAND PROGRAM

Phase 2 - Termina3
Transcription from Dictation

Words Per Minimum No. Per:en! Letter
Minute of Sq:i!eascs Correct Grade

100 5 95-100 A

. 90 5 45 -100

80 5 95-100

Performance below dirt, evel does hot meet the minimum
.j,k standard.

397
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8.2.0 BUSINESS VOCABULARY: GIVEN A TEACHER CONSTRUCTED TEST, AFTER
COMPLETION OF THE LEARNING ACTIVITIES FOR DEFINING AND SPELLING
WORDS COMMONLY USED IN BUSINESS, THE STUDENT WILL CORRECTLY
DEFINE AND SPELL THE WORDS GIVEN WITHIN SPECIFIED TIME AND
ACCURACY LIMITS.

8.2.1 Evaluation instrument: Any 50 item test constructed by
the teacher from words included in the business vocabulary
activities in Phase 2 of the Phased Shorthand Program.

8.2.2 Performance conditions: The 50 item test will be
dictated at a rate of approximately three words per
minute. The student must write the dictate' words, in
cursive, in the order given. At the completion of the
dictation, the student will have 35 minutes to define
the words he has written.

8.2.3 Counting errors: Each of the following will be con-
sidered one error:

8.2.3.1 Words written that are not in the order of
dictation.

8.2.3.2 Words omitted or added.

8.2.3.3 Words incorrectly spelled.

8.2.3.4 Words _acorrectly defined.

8.2.3.5 Words that are not defined.

8.2.4 Proof of achievement: The student must complete three
different 50 item business vocabulary tests with an
average correctness on the three tests of at least 85
percent. If the student's average falls below the
minimum criteria, rem dial work will be recommended by
th teacher in order to assist Mel in meeting this
objective. The following table contains the criteria to
be used in grading his i,rformante:

PHASED SHORTHAND PROGRAM

Phase 2 - Terminal
Business Vocabulary Test

Percent Correct Letter Grade

96 - 100 A
90 - 95 a
85 - 89

Performance below this level does not
meet the minimum standard.

398
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8.3.0 SPELLING: GIVEN A TEACHER CONSTRUCTED TEST, AFTER COMPLETION OF
THE LEARNING ACTIVITIES FOR SPELLING WORDS COMMONLY USED IN
BUSINESS, THE STUDENT WILL CORRECTLY SPELL THE WORDS GIVEN WITHIN
SPECIFIED TIME AND ACCURACY LIMITS.

8.3.1 Evaluation instrument: Any 50 item test constructed by
the teacher from words included in the spelling activities
in Phase 2 of the Phased Shorthand Program.

8.3.2 Performance conditions: The 50 item test will be dictated
at a rata of approximately three words per minute. The

student must spell the dictated words ia the order given.
An additional five minutes will be allowed for the
student to review his word list and make any necessary

corrections.

8.3.3 Counting errors: Each of the f-illowing will he coAsidered

one error:

8.3.3.1 Words written that are not in the order of dictation.

8.3.3.2 Words omitted or added.

3i3.3.3 Words incorrectly spelled.

.3.4 Proof of achievement: The student must complete three
different 50 item spelling tests with an average correctness
on the three tests of at least es percent. If the student's

average falls below the minimum criteria, remedial work
will be recommcaded by the teacher in order to assist him
In meeting this objective. Th: following table contains
the criteria to be used f.n grading his performance;

PHASED SHORTHAND PROGRAM

Phase 2 - Terminal
Spelling

Percent Correct

96 - 100 A
90 - 95
85 - 89

Letter Grade

Performance below this level does not
meet the minimum standard.

rA9
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8.4.0 GRAMMAR: GIVEN A TEACHER CONSTRUCTED TEST, AFTER COMPLETION OF
THE LEARNING ACTIVITIES FOR TdE COMMON RULES OF GRAMMAR, THE
STUDENT WILL CORRECTLY APPLY THESE RULES WITHIN SPECIFIED TIME
AND A'CURACY LIMITS.

8.4.1 Evaluation instrument: Any 50 sentence test, constructel
by the teacher in cursive or typing, that requires the
student to select proper verbs, nouns, and pronouns from
multiple choices.

8.4.2 Performance conditions: The student must correctly apply
the common rules of grammar presented in the learning
activities of Phase 2 to the 50 sentences within a 45
minute period of time.

8.4.3 Counting errors: The following will be considered one
error:

8.4.3.1 Incorrect application of a grammar rule.

8.4.4 Proof of achievement: The student must complete three
different 50 sentence tests with an average correctness
on the three tests of at least 85 percent. if the
student's average falls below the minimum criteria, remedial
work will be recommended by the teacher in order to assist
him in meeting this objective. The following table contains
the criteria to be used in grading his performance:

PHASED SHORTHAND PROGRAM

Phase 2 - Terminal
Grammar

Percent Correct Letter Grade

96 - 100 A
90 - 95

85 - 89

Performance below this level does not
meet the minimum standard.
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8.5.0 PUNCTUATION: GIVEN A TEACHER CONSTRUCTED TEST, AFTER COMPLETION
OF THE LEARNING ACTIVITIES FOR ThE COMMON RULES OF PUNCTUAIION,
THE STUDENT WILL CORRECTLY APPLY THESE RULES WITHIN SPECIFIED
TIME AND ACCURACY LIMITS.

8.5.1 Evaluation instrument: Any 50 sentence test that does
not contain punctuation., constructed by the teacher in
cursive or typing, that requires the student to properly
punctuate the sentences.

8.5.2 Performance conditions: The student must correctly apply
the common rules of punctuation presented in the learning
activities of Phase 2 to the 50 sentences within a 45
minute period of time.

,

8.5.3 Counting errors: Each of the following will be considered
one error:

8.5.3.1 Incorrect application of a punctuation rule.

8.5.3.2 Incorrect omissions or additions of punctuation.

8.5.4 Proof of achievement: The student must complete three
different 50 sentence testa with an average correctness
on the three tests of at least 85 percent. If the student's
average falls below the minimum criteria, remedial work
will be recommended by the teacher in order to assist
him in meeting this objective. The following table contains
the criteria to be used in grading his performance.

.

1:

PHASED SHORTHAND PROGRAM

Phase 2 - Terminal
Punctuation

Percent Correct Letter Grade

96 - 100 A

90 -7 95
85 - 89

Performance below this level does not
meet the minimum standard.
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8.6.0 MAILABLE COPY FROM PLATES: GIVEN TEACHER SELECTED TRANSCRIPTION
QUIZ LETTERS IN THE TEXTBOOK, AFTER COMPLETION OF 'ME LEARNING
ACTIVITIES FOR STUDYING AND PREVIEWING THE SELECTED PLATES, THE
STUDENT WILL WRITE SHORTHAND NOTES FROM THEE PLATES AND TRAN-
SCRIBE HIS NOTES INTO MAILABLE LETTERS WITHIN A SPECIFIED TIME
LIMIT.

8.6.1 Evaluation instrument: Any transcription quiz letter,
selected by the teacher, from the first four lessons of
each chapter of the textbook. The selections will be
from material previously covered by the students in the
learning activities for Phase 2 of the Phased Shorthand
Program.

8.6.2 Performance conditions: The student will be allowed 15
minutes per letter to make and transcribe his notes.
He will transcribe his notes in mailable form on the
typewriter and submit his copy to the teacher for
evaluation at the end of each 15 minute period of time.
The student may refer to the dictionary while taking
this test. ,A

8.6.3 Counting errors: Each of the following will be considered
an error:

8.6.3.1 Words omitted or added in transcription.

8.6.3.2 Words incorrectly transcribed.

8.6.3.3 Punctuation errors.

8.6.3.4 Misspelled words.

8.6.3.5 Capitalization errors.

8.6.3.6 Paragraphing errors.

8.6.3.7 More than three neat erasures.

8.6.3.8 Failure to include the current date.

8.6.3.9 Failure to include an appropriate Inside address.

8.6.3.10 Failure to include an appropriate complimentary
close, company name, typed signature, or
reference intials.
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8.6.4 Proof of achievement: The student must transcribe the
shorthand notes he has made, from the plates assigned
by the teacher, into mailable copy. A letter is considered
to be mailable if it is error free. The student will
spend a minimum of five class periods working on mailable
copy. Three plates will be assigned each class period.
The first plate assigned must be mailable before the
student may progress to subsequent plates. In order to
meet this objective, the student must complete a minimum
of one mailable letter during each of five different
class periods. His final grade for this objective will
be the average of the five daily grades he achieves.
The student will receive a grade for each class period
according to the criteria in the following table:

PHASED SHORTHAND PROGRAM

Phase 2 - Terminal
. Mailable Copy From Plates

One 45 Minute Period

3 Mailable Letters
2 Mailable Letters
1 Mailable Letter

A
S

C

Performance below this level does not
meet the minimum standard.

4
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9.0.0 DETERMINING THE FINAL GRADE IN PHASE 2: The student's final grade in
Phase 2 will be determined by averaging his Terminal Performance objec-
tive test grades and his learning activity grades. Objective 8.1.0 will
be given a weight of 50%, objectives 8.2.0, 8.3.0, 8.4.0, 8.5.0, and
8.6.0 will be given a weight of 30X, and learning activity grades will
be given a weight of 20%.

10.0.0 ADVANCEMENT TO PHASE 3: In order for the student to advance to Phase 3,
he must have demonstrated a level of performance that is represented by
an overall letter grade of "C" or above.

10.1.0 Exception requiring student action: The student who does not
meet the minimum criteria and who wishes to advance to Phase 3
may do so by taking the following action:

10.1.1 Consult with the teacher as to specific areas of weak-
ness. The teacher will determine these areas by a
detailed examination of the student's Terminal Perform-
ance Objective tests, learning activity tests, and
student records.

10.1.2 Engage in remedial practice, recommended by the teacher,
until the student believes he can meet the minimum
performance criteria for his areas of weakness.

10.1.3 Demonstrate that he has developed the level of skill
necessary for advancement to Phase 3 by successfully
meeting the minimum criteria on the appropriate
Terminal Performance Objective tests.

10.2.0 Exception requiring teacher action: Students with educational
handicaps may be given special consideration on an individual
basis by the teacher.
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PHASE 2 OF THE PHASED SHORTHAND PROGRAM

Appendix ,

Dericriptive statements of evaluative instruments are

included with each Terminal Performance Objective. Therefore,

examples of the tests used in Phase 2 are not included.
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TERMINAL. PERFORMANCE OBJECTIVES

for

Phase 3 of the Phased Shorthand Program

1.0.0 GRADE PLACEMENT: 11, 12

1.1.0 The student who completes the Phased Shorthand Program early in
his high school career may maintain or continue to build skill
through use of the shorthand lab during free time; through enroll-
ment in other business courses, such as Office Procedures, where
shorthand may be used; or through enrollment in Distributive or
Work Experience programs where placement in a secretarial
position outside of school may be possible.

2.0.0 PREREQUISITES: Students who are enrolled in Phase 3 of the program

2.1.0 Must have met the minimum performance criteria for Phase 2;

2.2.0 Must have met the minimum level necessary for completion of Phase
2 of the Phased Typing Program.

3.0.0 RATIONALE: In terms of vocational opportunity, personal satisfaction,
and salary, stenography is one of the most rewarding occupational areas
a high school graduate can enter. The demand for wall-trained, qualified
stenographers and secretaries far exceeds the supply. This trend is
expected to continue. Phase 3 emphasizes the vocational application of
shorthand skills and develops these skills to meet the standakds of
business/industry. Phase 3 strengthens and reinforces the basic skills
acquired in previously completed phases by developing vocational skills
in terms of production in dictation.

4.0.0 GENERAL OBJECTIVES: Upon completion of the learning activities which
further emphasize and reinforce shorthand theory, writing technique,
transcription, and related nonshorthand skills, and upon demonstration
of mastery of these activities as measured by the Phase 3 terminal tests,
the student will be able to

4.1.0 Read, write, and construct shorthand outlines of words prevented
in the program;

4.2.0 Transcribe, in typewritten form, shorthand outlines he has
constructed;

4.3.0 Read aloud shorthand outlines he has constructed;

'
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4.4.0 Construct, during dictation of material that has been covered in
shorthand theory, correct shorthand outlines;

4.4.1 Shorthand theory includes words, brief forms, brief form
derivatives, phrases, and geographical expressions.

4.5.0 Construct, during five minute lab dictation of practiced material,
correct shorthand outlines;

4.6.0 Construct, during three minute teacher dictation of unfamiliar
material, correct shorthand outlines;

4.7.0 Produce correctly transcribed shorthand notes;

4.8.0 Take reasonable care of his work station, organize his work in an
efficient manner, and exhibit a responsible and business-like
attitude toward the tasks presented him in this program.

5.0.0 INSTRUCTIONAL CONTENT: The following is an outline of the course
content designed to help the student reach the Phase 3 terminal objectives.
This is not an exhaustive and sequential listing of every item in the
Phase 3 curriculum.' For a more detailed outline of content, reference
must be made to the learning activities presented in this Phase.

5.1.0 Shorthand theory reinforcement with emphasis on

5.1.1 Phrase building

5.1.2 Brief for autcmatizing

5.1.3 Geographical expressions

5.1.4 Words and word families

5.1.5 Word beginnings and endings

5.1.6 NuMbers and quantities

5.1.7 Blends and vowel omissions
7, !. 7

5.1.8 Brief forms and derivatives

5.1.9 Vocabulary building.

5.2.0 Reading from shorthand outlines and notes the student constructs
from the textbook or from dictation.

5.3.0 Taking dictation for periods of time up to 5 minutes on new,
practiced, and familiar material.
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5.4.0 Transcription with emphasis on

5.4.1 Punctuation, spelling, and capitalization

5.4.2 Grammar and proper word usage

5.4.3 Sentence completion and context analysis

5.4.4 Proofreading and correcting

5.4.5 Responding to oral and written directions

5.4.6 Business vocabulary and geographic expressions

5.4.7 Typewriting skills

5.4.8 Proper care of equipment and efficient work organization

5.4.9 Paragraphing practice.

5.5.0 Identifying common business practices and terms.

5.6.0 Solving problems of office style dictation in which additionF
and deletions are made and composing simple letters and
memorandums.

5.7.0 Producing mailable letters from own shorthand notes of letters
presented in the textbook.

5.8.0 Emphasizing proper business behavior, habits, and personality
traits essential to the routine of the stenographer or
secretary at a job-entry level.

5.9.0 Improving shorthand skill with emphasis on time-and-effort-
saving shortcuts.

6.0.0 PRE - TESTING: No pre-test will be given at the beginning of Phase 3.
The first week that a student spends in Phase 3 will be devoted to an
assessment of his basic shorthand skilis--knowledge of shorthand
principles, speed level at which to begin dictation, and relatea non-
shorthand skills.

At the end of the assessment week, the student 4111 begin the learning
activities for Phase 3 if he meets the ilnimum performance criteria
for basic shorthand skills. The student who does not meet the minimum
criteria will continue to work on skill development until he reaches
the minimum. At that time, he will begin Phase 3 activities.

408
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6.1,0 All students will be require; to complete tte learning activities
in Phase 3 that cover the processes required to write and tran-
scribe shorthand. These processes include analyzing, reasoning,
associating, reinforcing, decoding, and translating.

6.2.0 A student may be exempted from selected learning activities in
Phase 3 by demonstrating mastery of the skills or concepts
embodied in these activities. This may be accomplished by success-
ful completion of the pre- and post-tests which are included in
the learning activities that may be challenged by the student.

6.2.1 Activity pre-tests: A student may elect to take the pre-
test at the beginning of a learning activity if be
believes that he can meet the stated performance objectives
for that activity. Upon completion of the self-administered
test, the student will elect to

6.2.1.1 take the post-test for the learning activity if
he completed the pre-test with a score above the
minimum criteria for the pre-test or

6.2.1.2 begin the learning activity if his score on the
pre-test was not above the minimum criteria or

6.2.1.3 begin the learning activity if the pre-test score
was above the minimum criteria but still below
the standards the student sets for himself.

7.0.0 POST-TESTING: Both end-of-activity and eod-of-phase post-tests are
used to measure (1) whether the student has met the performance objectives
stated for the learning activity and the Phase and (2) the degree to
which he exceeds the minimum criteria established for those performance
objectives.

7.1.0 Activity post-tests: The student will take a post-test as he
c .impletes each individual or group activity or, if working on a
learning activity where exemption is permitted, at any point
in the activity that he believes he is ready to be tested. His
performance on the post-test will be measured against specified
time and accuracy limits that are established for individual or
group activities. Upon completion of the teacher-administered
post-test, the student will

7.1.1 begin the next learning activity if he meets the minimum
performance criteria for the poet-test or

7.1.2 engage in remedial practice recommended by the teacher,
if he does not meet the minimum, until he believes he
can meet the minimum performance criteria for the individual
or group activity, and

409



PHASE 3 OF THE PHASED SHORTHAND PROGRAM Page 104

7.1.3 demonstrate that he has met the criteria for advancement
to the next learning activity by successfully completing
the post-test at or above the minimum specified.

7.2.0 Phase post-tests; The student will take these tests at any point
in the phase after he has successfully demonstrated readiness for
evaluation. This will ordinarily follow completion of all
prerequisite activities.
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8.0.0 TERMINAL PERFORMANCE OBJECTIVES: The following performance objectives
are a precise statement of the minimum objectives of Phase 3 of the
Phased Shorthand Program. It is important to note that there are other
objectives within Phase 3, and that they will be reflected in the
"intermediate" performance objectives included in each learning activity
developed for the Phase.

The textbook referred to in Phase 3 Terminal Performance Objectives is
Gregg 12121Building, Diamond Jubilee Series, 1964.

411.
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8.1.0 TRANSCRIPTION FROM DICTATION: GIVEN DICTATION OF UNFAMILIAR
MATERIAL, THE STUDENT WILL CONSTRUCT AND TRANSCRIBE SHORTHAND
OUTLINES FROM DICTATION WITHIN SPECIFIED TIME AND ACCURACY LIMITS.

8.1.1 Evaluation instrument: Any business letter or series of
business letters with a syllabic intensity of approximately
1.5 that can be dictated for three minutes without
repetition. Letters selected for this objective will be
unfamiliar to the student.

8.1.2 P2rformance conditions: The student will take dictation
and transcribe his shorthand notes under the following
conditions:

8.1.2.1 A short warm-up dictation period will precede the
three minute dictations. Warm-up material will
be selected from sources other than those used
in the three minute dictation.

8.1.2.2 Material will be dictated for the prescribed
period of three minoces. If more than one letter
is used; there will be no pause or stopping
between letters.

8.1.2.3 Dictation will be given for three minutes at each
of three speed levels: 100 words a minute;
110 words a minute; and 120 words a minute.
Additional dictation at any of the three speed
levels may be given at the teacher's discretion.
All students will take shorthand notes at each
level and transcribe the level or :evels at which
they were successful.

8.1.2.4 Punctuation and paragraphing will not be indicated
during dictation,

8.1.2.5 The salutation, body, aad complimentary closing
will be the only portions of the letters dictated.

8.1.2.6 The use of longhand in the student's shorthand
notes is not permitted.

8.1.2.7 Transcription will immediately follow dictation.
Tine will not be allowed between dictation and
transcription for reading notes or making changes
or corrections.

8.1.2.8 Thirty minutes will be allowed for transcribing.
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8.1.2.9 The shorthand notes vimt be transcribed at the
typewriter. All typing errors must be corrected.

8.1.2.10 The dictionary, the secretarial handbook, and
the teacher may bo used .3,5 reference sources
during transcr.ption.

6.1.3 Counting errors: Each of the following will be considered
one error:

8.1.3.1 Words written in longhand during dictation.

8.1.3.2 iJords omitted or added in transcription.

8.1.3.3 Words incorrectly transcribed.

8,1,3.4 Deviation from the dictation as given. Transposed
words, rephrasing, and tdurd substitutions are
examples of this type of error.

8.1.3.5 Punctuation errors.

8.1.3.6 MiJspelled words. Only ona error will be deducted
if the same word is consistently misspellee.

8.1. Proof of achievement: The student transcriFe the
shorthand notes he has raken, doting the three rinute
dictation periods, with Y; percent correctness.
Percent of correctnsss is detctmined by dividing the total
correct words by the total wends in tile dictation. He
must successfully transcribe five different dictations at
any one speed Irvel in order to meet the minimum for this
level. The student will be permitted as m6tty opportunities
to meet this objective a 2S tteeded. lhe student's final
grade for this objective wit; be the highest speed level
he is able to successfully achieve on ht moat five
occasions. The following table c,arains the criteria to
be used in grading his performipce:

PHASED SFORIPAND PROGRAM

Phase 3 - Terminal
Transcription from Dictation

Words Per Minimum No. Percent Letter
Minute*kA of Successes Correct Grade

120 S 95-100 A
110 5 95-100 B

100 5 95-100 C

Performance be.cw this level does net meet the minimum
standard.

*** Students who perform above the 120 words par minute level
within Phase s an.; mee '-. the minimm performance criteria
for the other objectives in r.as 3 mity receive credit for
Phase 4 of Shorthand And gG directly into Transcription.
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8.2.0 BUSINESS VOCAKILARY: GIVEN A TEACHER CONSTRUCTED TEST, AFTER
COMPLETIoN OF THE LEARNING ACTIVITIES FOR DEFINING AND SPELLING
WORDS COMMONLY USED IN BUSINESS, THE STUDENT WILL CORRECTLY DEFINE
AND SPELL THE WORDS GIVEN WITHIN SPECIFIED TIME AND ACCURACY
LIMITS.

8.2.1 Evaluation instrument: Any 50 item test constructed by
the teacher from words included in the business vocabulary
activities in Phase 3 of thr. Phased Shorthand Program.

6.2.2 Performance conditions: The 50 item test will be dictated
at a ratr. of approximately three words per minute. The
student muat write the dictated words, in cursive, in the
order given. At the completion of the dictation, the
student will have 35 minutes to define the words he has
written.

8.2.3 Countine. errors: Faith of the following will be considered
one error:

8.2.3.1 Words written that are not in the order of dictation.

8.2.3.2 Words omitted cr added.

8.2.3.3 Words incorrectly spelled.

8.2.3.4 Words incorrectly defined.

8.2.3.5 Words that ate not defined.

8.2.4 Proof of achievement: The student must complete three
different 50 item business vocabulary tests with an
average correctness on the three tests of at least 85
percent. If the student's average falls below the minimum
criteria, remedial worl: will be recommended by the teacher
In order to assist him in meeting this objective. The

following table contains the criteria to be used in grading
his performance:

PHASED SHORTHAND PROGRAM

Phase 3 - Terminal
Business Vocabulary Test

Percent Correct Letter Grade

96 - 100 A

90 - 95

85 - 89

Performance below this level does not
meet,the minimum standard.
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8.3.0 SPELLING: GIVEN A TEACHER CONSTPUCTED TEST, AFTER COMPLETION OF
THE LEARNING ACTIVITIES FOR SPELANG WORDS COMMONLY USED IN
BUSINESS, THE STUDENT WILL CORRECTLY SPELL THE WORDS GIVEN WITHIN
SPECIFIED TIME AND ACCURACY LIMITS.

8.3.1 Evaluation instrument: Arty 50 item test constructed by
the teacher from words included in the spelling activities
in Phase 3 of the Phased Shorthand Program.

3.3.2 Performance con0L4ons: The 50 item test will be dictated
at a rate of approximately three words per minute. The
student must spell the dictated words in the order given.
An additional five minutes will be allowed for the student
to review his word list and make any necessary corrections.

8.3.3 Counting errors: Each of the following will be considered
one error:

8.3.3.1 Words written that are not in the order of dictation.

8.3.3.2 Words omitted or added.

8.3.3.3 Words incorrectly spelled.

8.3.4 Proof of achievement: The student must complete three
different 50 item spelling tests with a.. average correctness
on the three tests of at least 85 percent. If the student's
average falls below the minimum criteria, rewedial work
will be recommended by the teacher in order tt assist him
in meeting this obj-ective. The following table contains
the criteria to be used in grading his performance:

PHASED SHORTHAND PROGRAM

Phase 3 - Terminal
Spelling

Percent Correct Letter Grade

96 - 100 A
90 - 95
85 - 89

Performance below this level does not
meet the minimum standard.
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8.4.0 GRAMMAR: GIVEN A TEACHER CONSTRUCTED TEST, AFTER COMPLETION OF
THE LEARNING ACTIVITIES FOR THE COMMON RULES OF GRAMMAR, THE
STUDENT WILL CORRECTLY APPLY THESE RULES WITHIN SPECIFIED TIME
AND ACCURACY LIMITS.

8.4.1 Evaluation instrument: Any 50- sentence test, constructed
by the teacher in cursive or typing, thLt requires the
student to select proper verbs, nouns, and pronouns from
multiple choices.

8.4.2 Performance conditions: The student must correctly apply
the common rules of grammar presented in the learning
activities of Phase 3 to the 50 sentences within a 45
minute period of time.

8.4.3 Counting errors: The following will be considered one
error:

8.4.3.1 Incorrect application of a grammar rule.

8.4.4 Proof of achievement: The student must complete three
different 50 sentence tests with an average correctness
on the three tests of at least 85 percent. If the student's
average falls below the minimum criteria, remedial work
will be recommended by the teacher in order to assiet him
in meeting this objective. The following table contains
the criteria to be used in grading his performance:

PHASED SHORTHAND PROGRAM

Phase 3 - Terminal
Grammar

Percent Correct Letter Grade

96 - 100 A

90 - 95

85 - 89

Performance below this level does not
meet the minimum standard.
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8.5.0 PUNCTUATION AND CAPITALIZATION: GIVEN A TEACHER CONSTRUCTED TEST,
AFTER COMPLETION OF THE LEARNING ACTIVITIES FOR THE COMMON RULES
OF PUNCTUATION AND CAPITALIZATION, THE STUDENT WILL CORRECTLY APPLY
THESE RULES WITHIN SPECIFIED TIME AND ACCURACY LIMITS.

8.5.1 Evaluation instrument: Any 50 sentence test that does not
contain punctuation or capitalization, constructed by the
teacter in cursive or typing, that requires the student
to properly punctuate and capitalize the sentences.

8.5.2 Performance conditions: The student must correctly apply
the common rules of punctuation and capitalization presented
in the learning activities of Phase 3 to the 50 sentences
within a 45 minute period of time.

8.5.3 Counting errors: Each of the following will be considered

one error:

8.5.3.1 Incorrect application of punctuation or capital-
ization rules.

8.5.3.2 Incorrect omissione or additions of punctuation

or capitalization.

8.5.4 Proof of achievement: The student must complete three
different 50 sentence tests with an average correctness
on the three tests of at least 85 percent. if the student's

average falls below the minimum criteria, remedial work
will be recommended by the teacher in order to assist him
in meeting this objective. The following table contains
the criteria to be used in grading his performance:

PHASED SEORTHAND PROGRAM

Phase 3 - Terminal
Punctuation and Capitalization

Percent Correct L:tter Grade

96 - 100 A

90 - 95

85 - 89

Performance below his level does not
meet the minimum standard.
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8.6.0 MAILABL1 COPY: GIVEN TEACHER SELECTED TRANSCRIBED LETTERS IN THE
TEXTBOOK, AFTER COMPLETION OF T'E LEARNING ACTIVITIES FOR STUDYING
AND PREVIEWING THE SELECTED LETTERS, THE STUDENT WILL WRITE SHORT-
HAND NOTES FROM THESE LETTERS AND TRANSCRIBE HIS NOTES INTO
MAILABLE LETTERS WITHIN A SPECIFIED TIME LIMIT.

8.6.1 Evaluation instrument: Any transcribed letter selected by
the teacher, from the second, third, and fourth lessons
of each chapter of the textbook. The selections will be
from material previously covered by the students in the
learning activities for Phase 3 of the Phased Shorthand
Program.

8.6.2 Performance conditions: The student will be allowed 15
minutes per letter to make and transcribe his notes. He
will transcribe his notes in mailable form on the typewriter
and submit his copy to the teacher for evaluation at the
end of each 15 minute period of time. The student nay
refer to the dictionary while taking this test.

8.L.3 Counting errors: Each of the following will be considered
one error:

8.6 -.1 Words omitted or aded in transcription.

8.6.3.2 Words incorrectly transcribed.

8.6.3.3 Punctuation errors.

8.6.3.4 Misspelled words.

8.6.3.5 Capitalization errors.

8.6.3.6 Paragraphing errors.

8.6.3.7 More than two neat erasures.

8.6.3.8 Failure to include the current date.

8.6.3.9 Failure to include an appropriate inside address.

8.6.3.10 Failure to include an appropriate complimentary
close, company name, typed signature, or
reference intials.
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8.6.4 Proof of achievement: The student must transcribe the
shorthand notes h2 has made, from the letters assigned
by tte teacher, into mailable copy. A letter is con-
sidered to be mail-ole if it is error free. The es:lent
will spend a minimum of five class periods working on
mailable copy. Three letters will be assigned each "lass
period. The first letter assigned must be mailable before
the student may progress to subsequent letters. In order
to meet this objective, the student must complete a
minimum of one mailable letter during each of five
different class periods. His final_ grade for this objective
will be the average of the five daily grades he achieves.
The student will receive a grade for each class period
according to the criteria in the following table:

PHASED SHORTHAND PROGRAM

Phase 3 - Terminal
Mailable Copy From Letters

One 45 Minute Period

3 Mailable Letters A
2 Mailable Letters
1 Mailable Letter

Performance below this level does not
meet the minimum standard.

419
. .



PHASE 3 OF THE PHASED SHORTHAND PROGRAM Page 114

9.0.0 DETERMINING THE FINAL GRADE IN PHASE 3: The student's final grade in
Phase I will be determined by averaging his Terminal Performance Objec-
tive test grades and his learning activity grades. Objective 8.1.0
will be given a weight of 50%, objectives 8.2.0, 8.3.0, 8.4.0, 8.5.0,
and 8.6.0 will be given a weight of 30X, and learning activity grades
will be given a weight of 20%.

10.0.0 ADVANCEMENT TO PHASE 4: In order for the student to advance to Phase 4,
he must have demonstrated a level of performance that Is represented by
an overall letter grade of "C" or above.

10.1.0 Exception requiring student action: The student who dons not
meet the minimum criteria and who wishes to advance to Phase 4
may do so by taking the following action:

10.1.1 Consult with the teacher as to specific areas of weak-
ness. The teacher will determine these areas by a
detailed examination of the student's Terminal Perform-
ance Objective tests, learning activity tests, and
student records.

10.1.2 Engage in remedial practice, recommended by the teacher,
until the student believes he can meet the minimum
performance criteria for his areas of weakness.

10.1.3 Demonstrate that he has developed the level of skill
necessary for advancement to Phase 4 by successfully
meeting the minimum criteria on the appropriate Terminal
Performance Object-ve tests.

10.2.0 Exception requiring teacher action: Student° with educational
handicaps may be given special consideration, on ar individual
basis by the teacher.
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PHASE 3 OF THE PHASED SHORTHAND PROGRAM

Appendix

Descriptive statements of evaluative instruments are

included with each Terminal Performance (Nective. Therefore,

examples of the tests used in Phaim 3 are not included.
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TERMINAL PERFORMANCE OBJECTIVES

for

Phase 4 of the Phased Shorthand Program

1.0.0 GRADE PLACEMENT: 11, 12

1.1.0 The student who completes the Phased Shorthand Program early in
his high school career :lay maintain or continue to build skill
through use of the shorthand lab during free time; through
enrollment in other business courses, such as Office Procedures,
where shorthand may be used; or through enrollment in Distributive
or Work Experience programs where plicemeni in e secretarial
position outside of school may be possible.

2.0.0 PREREQUISITES: Students who are enrollee An Phase 4 of the program

2.1.0 Must have met the minimum performance criteriG for Phase 3;

2.2.0 Must have mat the minimum level necessary for completion of
Phase 2 of the Phased Typing Program.

I

3.0.0 RATIONALE: In terms of vocational opportunity, peraonal satisfaction,
and salary, stenography is ona of the most rewarding occupational areas
a high school graduate can enter. The demand for well-traind,
qualified stenographers and secretaries far exceeds the supply. This

trend is expected to continue. Phase 4 emOasizes the vocational
application of shorthand skills and develops these skille to wet the
current standards of business/industry. Phase 4 strengthens and
reinforces the basic skills acquired in previously completed phases of
the program. Vocational application in terms of dictation and related
secretarial duties is emphasized.

4.0.0 GENERAL. OBJECTIVES: Upon completion o the learning activities which
further emphasize and reinforce shorthand theory, writing technique,
transcription, and rel.ated nonshorthand skills, and upon demonstration
of mastery of these activities as measured by the Phase 4 terninal
rests, the student will be able to

4.1.0 Read, write, and construct shorthand outlines of words presented
Ijin the program;

4.2.0 Transcribe, in typewritten form, shorthand outlines he has
constructed;
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4.3.0 Read aloud shorthand outlines he has constructed;

4.4.0 Construct, during dictation of material that has been covered in
shortl,and theory, correct shorthand outlines:

4.4.1 Shorthand theory Includes words, brief forme, brief form
derivatives, phrases, and geogra9hical expressions.

4.5.0 Construct, during five minute lab dictation of practiced material,
correct shorthand outlines;

4.6.0 Construct, during three minute teacher dictation of unfamiliar
material, correct shorthand outlines;

4.7.0 Produce correctly transcribed shorthand notes;

4.8.0 Take reasonable care of his work station, organize his vork in an
efficient manner, and exhibit a responsible and businesslike
attitude .:.os,:zrd the tasks presented him in this program.

5.0.0 INSTRUCTIONAL CONTENT: The following is an outline of the course
content deeigne6 to help the student retch the Phase 4 tlrminal objectives,
This is not an exhaustive and sequential listing of every item in the.
Phase 4 curriculum.. For a more detaila outline of content, reference
must be ffade to the learning activities presented in this Phase.

5.1.0 Shorthand theory reinforcement with emphasis or.

5.3.1 Phrase b.alding

5.1.2 Brief form and shortcut expressions

5.1.3 Geographical expressions

5.1.4 Word families

5.1.5 Word beginnings and endiAgs

5.1.6 Number.: and quantities

5.1.7 Blends and vc:wel omissions

5.1.8 Vocabulary building.

5.2.0 Mechanics of Fnglish

5.2.1 Spelling and punctuation drills

5.2.2 Spelling families

5.2.3 Grammar reviews
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5.2.4 Hyphen, apostrophe, a..id compound words

5.2.5 Paragraphing practice

5.2.6 Typing-style drills

5.2.7 Word division.

5.3.0 Vocabulary development

5.3.1 Similar words

5.3.2 Word roots

5.3.3 Business vocabulary

5.3.4 Word substitution

5.3.5 ConLext practice.

5,,4.0 Transcription techniques

5.4.1 Skillful proofreading

5.4.2 Handling office. -style dictation effectively

5.4.3 Typing other business communication forms at,* reports

5.4.4 Recognizing and handling implied instructions

5.4.5 Composing letters.

5.5.0 Shorthand skill improvement

5.5.1 Time-and-effort saving shortcuts

5.5.2 Devising personal shortcuts

5.5.3 Expressions that occur frequently

5.5.4 :lecretarial etiquette

5.6.0 Secretarial experiences

5.6.1 Interoffice memos

5.6.2 Minutes

5.6.3 Itineraries

5.6.4 Press releases

424,:
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5.6.5 Summary reports

5.6.6 Up-to-date information articles

5.6.7 Office simulation

5.6.8 Business and departmental organization

5.6.9 Departmental personnel and duties

6.0.0 PRE-TESTING: No pre-test will be given at the beginning of Phase 4.
The first week that a student spends in Phase 4 will be devoted to an
assessment of his bEFic shorthand skills--knowledge of shorthand
principlr:s, speed level at which to begin dictation, and related noil-
shorthand skills.

At the end of the assessment week, the student will begin the learning
activities for Phase 4 if he meets the minimum performance criteria
for basic shorthand skills. The student who does not meet the minimum
criteria will continue to work on skill development until he reaches
the minimum. At that time, he will begin Phase 4 activities.

6.1.0 All students will be required to complete the learning activities
in Phase 4 that cover the pt,2 :esses required to write and tran-
scribe shorthand. These processes include analyzing, reaaoning,
associating, reinforcing, decoding, and translating.

6.2.0 A student may be exempted from selected learning activities in
Phase 4 by demonstrating mastery of the skills or concepts
embodied in these activities. This may be accomplished by
successful completion of the pre- and pout -tests which are
included in the learning activities that may be challenged by
the student.

6.2.1 Activity pre-tests: A student may elect to take the
pre-test at the beginning of a learning activity if he
believes that "e can meet the stated performance
objectives for that activity. Upon completion of the
sal-administered test, the student will elect to

6.2.1.1 take the posttest for the learning activity
if he completed the pre-test with a score above
the minimum criteria for the pre-test or

6.2.1.2 begin the learning activity if his score on
the pre-test was not above the minimum
criteria or

6.2.1.3 begin the learning activity if the pre-test
score was above the minimum criteria but still
below the standards the student sets for himself.
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7.0.0 POST-TESTING: nth end-of-activity and end-of-phase post-tests are
us,Ni to measure (1) whether the student has met the perf-Irmance objec-
tives stated for the learning activity and the Phase and (2) the degree
to which he exceeds the minimum criteria established for those perfor-
mance objectives.

7.1.0 Activity post-tests: The student wi:1 take a post-test as he
cmpletes each individual or group activity or, if working on
a learning activity where exemption is permitted, at any point
in the activity that he believes he is ready to be tested. His
performance on the post-test will be measured against specified
tine and accurLcy limits that are established for individual or
group activities. Upon completion of the teacher-administered
post-test, the student will

7.1.1 begin the next learning activity if he meets the minimum
performance criteria for the post-test or

7.1.2 engage in remedial practice recommended by the teacher,
if he does not meet the minimum, until he believes he
can meet the minimum performance criteria for the
individual or group activity, and

7.1.3 demonstrate that he has met the criteria for advancement
to the nest learning activity by successfully completing
the post-test at or above he minimum specified.

7.2.0 Phase post-tests: The student will take these tests at any
point in the phase after he has successfully demcnstrated readineEs
for evaluation. ThiA will ordinarily follow completion of al]
prerequisite activities.
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8.0.0 TERMINAL PERFORMANCE OBJECTIVES! The following performance objectives
are a precise statement of the minimum objectives of Phase 4 of the
Phased Shorthand Progrot. It is important to note that there are other
objectives within Phase 4, and that they will be reflected in the
"intermediate" performance objectives included in each learning activity
developed for the Phase.

The textbook referred to in Phase 4 Terminal Performance Objectives is
Gregg Speed Building, Diamond Jubilee Series, 1964.

427
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8.1.0 TRANSCRIPTION FROM DICTATION: GIVEN DICTATION OF UNFAMILIAR
MATERIAL, THE STUDENT WILL CONSTRUCT AND TRANSCRIBE SHORTHAND
OUTLINES FROM DICTATION WITHIN SPECIFIED TIME AND ACCURACY LIMITS.

8.1.1 Evaluation instrument: Any business letter or series of
business letters with a syllabic intensity of approximately
1.5 that can be dictated for thre-: minutes without
repetition. Letters selected for this objective will be
unfamiliar to the student.

8.1.2 Performance conditions: The student will take dictation
and transcribe his shorthand notes under the following
conditions:

8.1.2.1 A short warm-up dictation period will precede the
thren minute dictations. Warm-up material will
be selected from sources other than those used
in the three minute dictation.

8.1.2.2 Material will be dictated for the prescribed
period of three minutes. If more than one letter
is used; there will be no pause or stopping
between letters.

8.1.2.3 Dictation will be given for th. a minutes at each
of three speed levels: 120 words a minute; 130
words a minute; and 140 words u minute. Additional
dictation at any of the three speed levels may
be given at the teacher's discretion. All
students will take shorthand notes at each level
and transcribe the level or levels at which they
were successful.

8.1.2.4 Punctuation ond paragraphing will not be indicated
during dictation.

8.1.2.5 The saiutation, body, and complimentary c_osing
will be the only portions of the letters dictated.

8.1.2.6 The use of longhand in the student's shorthand
notes is not permitted.

8.1.2.7 Transcription will immediately follow dictation.
Time will not be allowed between dictation and
transcription for reading notes or making changes
or corrections.

8.1.2.8 Thirty minutes will be allowed for transcribing.
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r ,

8.1.2.9 The shorthand notes must be transcribed at the
typewriter. All typing errors must be corrected.

8.1.2.10 The dictionary, the secretarial handbook, and
the teacher may be used as referer.cn sources
during trenscriptio.

8.1.3 Counting error,: Each of the following will be considered
one error:

8.1.3.1 Words written in longhand during dictation.

8.1.3.2 Words omitted or added in transcription.

8.1.3.3 Words incorrectly transcribed.

8.1.3.4 Deviation from the dictation as given. Transposed .

words, rephrasing, and word su5etitutions are
exemplcs of this type of error.

8.1.3.5 Punctuation errors.

8.1.3.6 Misspelled words. Onty one error will be deducted
If the same word is consistently misspelled.

8.1.4 Prooi of achievement: The student must transcribe the
shorthand dote& he has taken,. doting the three minute
dictat;o4 i,otiods, with at least 95 percent correctness.
Percent LE cotrectness is determined by dividing the total
correct words by the total words in the dictation. He
must successfully transcribe five different dictations at
any one speed level In order to meet the minimum for this
level. The student will be permitted as many opportunities
to meet this objective as is needed. The student's final
grade for this objective will be the 'tighest speed level
he is able to successfully achieve on at least five
occasions. The tolluwing table contains the criteria to
be used in grading his performance:

PHASED SHORTHAND PROGRAM

Phase 4 - Terminal
Transcription from Dictation

Words Per Atntmin No. Percent Letter
Minute et Su.:cer.ses Correct Grade

14U 5 95-100 A
130 5 95-100 13

120 5 95-100 C

Petiotmance below this level does not meet the minimum
standard.
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8.2.0 BUSINESS VOCABULARY: GIVEN A TEACHER CONSTRUCTED TEST, AFTER
COMPLETION OF THE LEARNING ACTIVITIES FOR DEFINING AND SPELLING
WORDS COMMONLY USED IN BUSINESS, THE STUDENT WILL CORRECTLY DEFINE
AND SPELL THE q0RDS GIVEN WITHIN SPECIFIED TIME AND ACCURACY
LIMITS.

8.2.1 Evaluation instrument: Any 50 item test constructed by
the teacher from words included in the business vocabulary
activities in Phase 4 of the 2hased Shorthand Program.

8.2.2 Performance conditions: The 50 item test will be dictated
at a rate of approximately three words per minute. She

student must write the dicnted words, in cursive, in the
order given. At tlw completion of the di,tation, the
student will have 35 minutes to define the words he has
written.

8.2.3 Counting errors: Each of the following will be considered
one error!

8.2.3.1 Words written that are not in the order of dictation.

8.2,3.2 Words omitted or added.

8.2.3.3 Words incorrectly spelled.

ti.2.3.4 Words incorrectly defined.

8.2.3.: Words that are not defined.

. 8.2.4 Proof of achievement: The student must complete three
different 50 item business ,eoabulary tests with an
average correctness on the three tests r,f at least 85
percent. If the student's average falls below the minimum
criteria, remedial work will be recommended by the teacher
in order to assist him in meeting this objective. The
following table contains the criteria to be used in grading
his performance:

PHASED SHODTHAND PROGRAM

Phase 4 - Terminal
Business Vocabulary Test

Percent Correct Letter Grade

96 - 100 A

90 - 95
85 - 89

Performance below this level does not
meet the minimum standard.
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8.3.0 SPELLING: GIVEN A LEACHLR CUNS1RUCTED TEST, AFTER COMPLETION OF
THE LEARNING ALIIVIIIKS FOR SPELLING WORDS COMMONLY USED IN
BUSINESS, THE SIGUF,NI !'ILL CoRREMLY SPELL 711E WORDS GIVEN WITHIN
SPECIFIED TIME A.ND P.G...'.1.1.ACY

8.3.1 Evaluation instrument: Any 50 item test constructed by
the Le-icier words coc.lud,d i.:Je spelling activities
in Phase 4 of the Phased shorthand Program.

8.3.2 Performance conditions: The 50 item rest will be dictated
at a rate or approximately three words per minute. The
student must spell the dictated words in the order riven.
An additional rive minutes will be allowed for the student
CO review his word list and make any necessary corrections.

8.3.3 Counting errors: Each of the following will be considered
one error:

8.3.3.1 Words written that are not in the order of dictation.

8.3.3.2 Vords omIcted or added.

8.3.5.3 Words int.errec:Ly spelled.

8.3.4 Pruoi_ot achievement: Eh, student mu,t complete three
dilrereut 5U item spelling iests with an average correctness
on the rhre, tc?,cs, or at let 85 perrent. if the student's
averaee felts blow the minimom crIteria, remedial work
will he tcLommtraded by the teark-J In orde, to assist him
in meeting thiE objective. The following table contains
the critetia to be used in grading his performance:

PHASED SHORTHAND PROGRAM

Phase 4 - Terminal
Spellicg

L;rter Grade

V6- 100 A

90 -
5 - by

Perto2m,nke thi4 does not
w,..t the muzlim, srantia.rd.
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8.4.0 GRAMMAR: GIVEN A TEACHER CONSTRUCTED TEST, AFTER COMPLETION OF
THE LEARNING ACTIVITIES FOR THE COMMON RULES OF GRAMMAR, THE
STUDENT WILL CORRECTLY APPLY THESE RULES WITHIN SPECIFIED TIME
AND ACCURACY LIMITS.

8.4.1 Evaluation instrument: Any 50 sentence test, constricted
by the teacher in cursive or typing, tf3t requires the
student to select proper verbs, nouns, .ind pronouns from
multiple choices.

8.4.2 Performance conditions: The student must correctly apply
the common rules of grammar presented in the learning
ar:tivities of Phase 4 to the 50 sentences within a 45
minute period of time.

8.4.3 Counting errors: The following will be considered one
error:

8.4.3.1 Incorrect, application of a grammar ru'e.

8.4.4 Proof of achievement: The student must complete three
different SO sentence tests with an average correctness
on the three tests of at least 85 percent. If the student's
average falls below tht. minimum criteria, remedial work
will be recommended by the teacher in order to assist him
in meeting this objective. The following table contains
the criteria to be used in grading his performance:

PHASED SHORTHAND PROGRAM

Phase 4 - Terminal
Grammar

Percent Correct Utter Grade

96 - 100 A
90 - 95

85 - 89

Performance below this level does not
meet the minimum standard.
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8.5.0 PUNCTUATION AND CAPITALIZATION: GIVEN A TEACHER CONSTRUCTED TEST,
AFTER COMPIET1ON OF THE LEARNING ACTIVITIES FOR THE COMMON RULES
OF PUNCTUATION AND CAPITALIZATION, THE STUDENT WILL CORRECTLY APPLY
THESE RULES WITHIN SPECIFIED TIME AND ACCURACY LIMITS.

8.5,1 Evaluation instrument: Any 50 sentence test that does not
contain punctuation or capitalization, constructed by the
teacher in cursive or typing, Mac requires the student
to properly punctuate and capitalize the sentences.

8.5.2 Performance conditions: The student must correctly apply
the common rules of punctuation and capitalization presented
in the /earning activities of Phase 4 to the 50 sentences
witIlin a 45 min, Tied of time.

8.5.3 Counting errors: Rath of the following will be considered
one eror:

8.5.3.1 Incorrect application of punctuation or capital-
ization rules.

8.5.3.2 Incorrect omissions or additions of punctuatiol,
or capitalization.

8,5.4 Proof of achievement: The student must complete three
different 50 sentence tests with an average correctness
on the three tests of at least 85 percent. If the student's
average falls below the minimum :riteria, remedial work
will be recommended by the teacher in order Lo assist him
in meeting this objective. The following table contains
the criteria to be used in grading his performance:

PHASED SHORTHAND PROGRAiI

Phase 4 - Terminal
Punctuation and Capitalization

Percent Correct Letter Grade

96 - 100 A
90 - 95

85 - 89

Performance below this level does not
oeet the ml.nlmm. standard.
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8.6.0 MAILABLE COPY: GIVEN TEACHER SELECTED TRANSCR1BLD LETTERS IN THE
TEXTBOOK, AFTER COMPLETION OF THE LEARNING ACTIVITIES FOR SKUOYING
AND PREVIEWING THE SELECTED LETTERS, THE STUDENT WILL WRITE SHORT-
HAND NOTES FROM THESE LETTERS AND TRANSCRIBE HIS NOTES INTO
MAILABLE LETURE WITHIN A SPECIFIED TIME LIMIT.

6.6.1 Evaluation instrument: Any transcribed letter selected by
the teacher, from the second, third, and fourth lessons
of each chapter of the textbook. The selections will be
from material previously covered by the stidents in the
learnIng activities for Phase 4 r.f the Phased Shorthand
Program.

8.6.2 Performance conditions: The student will be allowed 12
minutes per letter to make and transcribe his notes. He
will transcribe his notes in mailable form on the typewriter
and submit his copy to the teacher for evaluation at the
end of each 12 minute period of time. The student may
refer to the dictionary while taking this test.

8.6.3 Counting ...rors: Each of the following will be considered
one error:

8.6.3.1 Words omitted or added in transcription.

8.6.3.2 Words incorrectly transcribed.

8.6.3.3 Punctuation errors.

8.6.3.4 Misspelled words.

f;.6.3.5 Capitalization errors.

8.6.3.6 Paragraphing errors.

8.6.3.7 More than two neat erasures.

8.6.3.8 Failure to include the current date.

8.6.3.9 Failure to include an appropriate inside address.

8.6.3.10 Failure to include an appropriate complimentary
close, company name, typed signature, or
reference intials.
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8.6.4 Proof of achievement: The student must transcribe the
shorthand notes he has made, from the letters assigned
by the teacher, tnto mailable copy. A letter is con-
sidered to be mailable if it is error free. The student
will spend a minimum of five: class periods working on
mailable copy. Four letters will be assigned each class
period. The first letter assigned must be mailable before
the student may progress to subsequent letters. In order
to meet this objective, the student ..ust complete a
minimum of one mailable letter 'luring each of five
different class periods. His final grade for this objective
will be the average of the five daily grades he achieves.
The student wili receive a grade for each class period
according to the criteria in the following table:

PHASED SHORTHAND PROGRAM

Phase 4 - Terminal
Mailable Copy From Letters

One 48 Minute Period

4 Mailable Letters
3 Mailable Letters
2 Mailable Letters

A
B

C

Performance below this level does not
meet the minimum standard.
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9.0.0 DETERMINING THE FINAL GRADE IN PHASE 4: The student's final grade in
Phase 4 will be determined by Neraging his Terminal Performance Objec-
tive test grades and his learning activity grades. Objective 8.1.0 will
be given a weight of 50%, objectives 8.2.0, 8.3.0, 8.4.0, 8.5.0, and
8.6.0 will be given a weight of 30%, and learning activity grades will
be given a weight of 20%.

10.0.0 COMPLETION OF THE PHASED SHORTHAND PROGRAM: Students who complete the:
Phased Shorthand Program will be certified as having attained, at a
minimum, entry level requirements for employment in stenographic, sec-
retarial, and related occupations.
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PHASE 4 OF THE PHASED SHORTHAND PROGRAM

Appendix

Descriptive statements of evaluative instruments are

included with each Terminal Performance Objective. Therefore,

examples of the tests used in Phase 4 are not included.
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DATE : August 31, 1970

TO : Social Studies Curriculum Council

FROM : Members of the Perforrance Objectives Workshop,
Summer, 1970

SUBJECT : Report of the Workshop

The second stage of the district social studies inservice education
program had two purposes: (I) the deveiopment of learning activity
packages and (2) the preparation of performance objectives. this re-

port is concerned primarily with the work of the four teachers assigned
responsibility for the performance objectives.

WORK WITH THE TEACHING TEAMS. The members of the teaching teams and
of the workshop developed a list of major concepts. The teams planned
their curricula based on the concepts, and prepared goals for each
unit to be taught. Workshop members used these goals to develop per-
formance objectives ane a pretest for each unit. Tra pretest was
given, revised after an analysis of resuKs, and given again as a post-
test. (See Section IV, page 83, for the performance objectives and the
post-tests.)

The teaching teams also developed learning activities that serve as
examples of ways teachers can develop curricula and learning exper-
iences to teach concepts to their students. These learning activities
will be issued as a separate report.

WORK ON MINIMUM PERFORMANCE OBJECTIVES. Workshop members prepared
performance objectives for substantive concepts, for skills, and for
the affective area. The tasks they assigned themselves wore:

I. To gather lists of substantive social science concepts from a
variety of sources, including books (see bibliography, page 119)
and social scienco projects :e.g., the Mt. Diablo project and the
Marin County Social Studies Project).

. To identify criteria for selecting concepts. The criteria were:

a. Is the concept relevant to the present and future needs of
students?

b., Is the concept broad enough to be taught in many areas of
study? . : .,.-

c. is the concept broad enough to be used in developing sub-
concepts?

d. Is -the c,.ncept reiatea to the district's statement of "Educa-
tional Goals and Expectancies"?

e. Does the total list of concepts represent a minimum set of
substantive ideas that students need to become functioning,
responsible members of society?
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3. To research available literature to establish the value of the
selected concepts (e.g., the Encyclopedia of the Social Sliences
and the Encyclopedia of Philosophy) and to write a definition of
each concept.

4. To write performance objectives and sample test items for each
concept. (These are included in the body of the report.)

5. To research the literature on social studies skilis, and to write
performance objectives and sample test items for selected skills.
(Goal Number 6 of the district goals erlvted by the Board of
Trustees, is concerned with skills: that the individual, in terms
of his potential, should "Apply the Processes of Problem-S-,1ving."
Expectancies for this goal were used to develop the skills area of
this report.)

6. To develop sample performance objectives for the affective area,
using as a primary source Krathwohl et al., Taxonomy of Education -
at Objectives, Handbo,A II: Affective Domain. (See bibliography,
page 119.) The objectives written for this section do not form an
exhaustive list of all affective objectives required for the
district expectancies. However, workshop members prepared objec-
tives for five general affective areas.

7. To prepare a pretest to be given to entering ninth grade students.
It is expected that this test will be given in all schools this
fall. The workshop members feel strongly the need to begin to
gather data on the success of the district social studies program,
and believe that this will be a first step.

THE FUTURE. Workshop members hope that their summer's work, after
study and revision by department members in each schoe during the
fail of 1970, can be used as a springboard for curriculum revision.
The material in this report is designed to measure minimum student
performance. No attempt has been made to plan a curriculum, to speci-
fy courses, or to establish a sequence in which the concepts should be
taught. These are the responsibilities of the social studies teachers
in each school, beginning during the spring semester of 1911.

Members of the Workshop

Anne Jennings
Arlen Kennedy
Marcus Matthias, Chairman
Carl Rydingsword
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SECTION I. SUBSTANTIVE CONCEPTS

INTRODUCTION

Two patterns were used in .,riting performance objectives for which

test items were prepared: a "general" iwtern (applicable for use in test-

ing student achievement of any concept) and a "specific" pattern (developed

for a specific concept).

At least one. "general" pattern is illustrated for each of the besic

twenty concepts. These objectives are starred ( *). The patterns are:

1. Given four definitions of (the concept), the student shall select

the best definition.

2. Given a concept and a series of statements, the student shall

identify each statement as an example or a nom example of (the

concept).

3. Given a concept Ind a situation, the student shall identify those

portions of the situation that relate to (the concept).

4. Given a list of concepts and au incomplete analogy, the student

shell select the concept that completes the analogy.

5. Given a series of characteristics of (the concept) and four

nitions, the student shall select the best definition of (the

concept).

!, 6. Given a concept and its definition, the student shall identify

the logical implications of the definition.

7. Given two concepts and a list of statements, the student shall

k- identify the statement that best describes the differences/

similarities between concepts.

Ai The specific objectives generally involve somewhat higher cognitive

levels, sometimes requiring more background information than do the
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general objectives. All test items can be evaluated by mechanical scoring

processes.

The following general patterns, which involve higher cognitive levels

and which can be used to test achievement of any concept, do not lend

themselves to objective testing and so cannot be included on the district

pretest. However, they should be included among the minimum district re-

quirements.

1. Given a problem situation and a concept, the student shall ex-

plain the applicability of the concept to the problem.

2. Given a problem situation and appropriate learning expariencns,

the student ahall select two or mark_ of the twenty major concepts

that are useful in understanding or solving the problem.

3. Given a concept, the student shall suggest how and/or why the

use of the concept would be uneful in dealing with a contemporar

problem or issue identified by the student.

4. Given a concept, the student shall mane a related concept, sten

a meaningful generalization showing a relationship between the

two, and describe a situation that exemplifies the generalization.

5. Given a generalization stating a relationship between two con-

., cepts, the student shall paraphrase the generalization so that it

expresses the relationship without using the concepts.

Additional performance objectives could be written for each basic

concept. While the ones given arc illustrative, the committee feels !.?gat

. they can serve as a valid listmf minimum performance objectives for the

district social atudies curriculum. Additional test-iteme will be needed,

t ;3 . 444
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both for objectives included in this retort and for others which may be

developed later.

This section includes a list of the twenty major concepts, their

definitions, and sample performance objectives and test items for each

concept.

- 3 -



TWENTY MAJOR CONCEPTS FOR TUE SOCIAL STUDIES

COMPARATIVE ADVANTAGE: the weighing of alternatives on the basis of gains

and losses to oneself and to others entailed by each alternative.

The concept also contains the idea of sacrificing something in

the short run for a greater gain later.

COMPROMISE AND ADJUSTMENT: the process of setting aside one's goals

temporarily, yielding soave of one's objectives, granting some of

one's opponents' objectives, and/or modifying one's goals for the

sake of an eventual agreement. Compromise is frequently used to

break a stalemate or to avoid a conflict that would be too costly

fot both sides. Total victory is either impossible or too costly

in most conflict situatiorq.

CONFLICT: a situation in which participants show incompatibility, dis-

agreement, disharmony, or discontinuity in principles, goals, or

methods. Conflflt seems to be a permanent feature of humE.n

interaction and often is necessary for g-owth and evolution.

Conflicts differ in the degree of hostility expressed and in the

degree of the divergence of goal'.

CULTURE: the shared way of life that a group of ople evtives to meet

its needs, including ideas, institutic , and artifacts. Culture

is transmitted to successive generations end conditions the

development of the individual within the group.

ECONOMIC SYSTEM: the organized ways in which a society arranges for the

production and distributicn of goods end services, made neces-

sary by the disparity between available resources and human

needs and wants. Economic systems vary in methods and in their

processes of decision-making.

tz
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TWENTY MAJOR CONCEPTS FOR THE SOCIAL STUDIES Page. 2

.NVIRONEENT: the living and non-living surrouadinga in which man exists

as a component of an interdependent system. Man uses his environ-

mental resources tc fulfill mai.v of his basic needs and, in the

process, alters and is altered by his environment. All environ-

rental factors are interdependent: when man uses one part of his

environment, all other parts are affected. Man's survival de-

pends on his ability to foresee c msequences of his actions that

affect his enviroamen: and on his efforts to preserve the earth's

ecosystems aid the life -forms within they.

IDEOLOPr: a somewhat _]herent scheme c.:7 assumptions, ideas, and values

that shnpes individual /group behavior in recognizable ways.

Both religious and secular elements may be included in the scheme:.

INDUSTRIALIZATION: the accelerating process of substituting mechanical

power for human and animal power, resulting in increased eco-

nomic production and distribution. Massive cultural changes

have resulted from every occurrent cf industrialization.

INTERDEPENDENCE' the condition of interconnectedness or interrelatedness

in which all things exist. All things impinge on, affect, and

modify all other things; nothing exists in isolation.

INTERGROUP RELATIONS: relations between groups, each of which has a

sense of self-identity and of the identity o: other groups.

ayamples of groups: racial and ethnic groups, social classes,

sexes, generations, political factions. Conflicts between

groups may result from differences in goals, differing _life-

styles, or conflicts over access to political and economic power,

or from the need for a arq4 to define its own role.

4467:'



Page 3 TWENTY MAJOR CONCEPTS FOR THE SOCIAL STUDIES

TUTERNATIONAL RELATIONS: interaction (e.g., political, economic, social,

military) between nation-states or other political entities hav-

ing inniAddual sovereignty. Relations may vary from constant-to-

infrequent, formal-to-formal, friendly-to-hostile.

MULTIPLE CAWATION AND EFFECTS: as a result of interdependence, events

and actions are seldom caused by one factor or result in one

effecL. Normally, clusters of causes precede--and clusters of

effects follaw--conditions, events, and actions. A "cause" may

be defined as any condition, event, or action in what is assumed

to be a consequential and interrelated comilex. An "effect" is a

change following an action.

PERCEPTION: the individual's interpretation of and the meaning he

attaches to things, people, and ideas as a result of his prior

experience, social and cultural factors, and the situational

context.

PERSONALITY: the totality of an individual's skills, knowledge, attitudes,

and values that result from the interaction of his experience and

his genetically-inherited characteristics.

POLITICAL SYSTEM: the collection of institutions or mechanisms by which

a society makes and implements binding decisions. The political

process consists of activities of groups as they struggle for

and use political power for personal and group pucposes.

SOCIAL CHANGE: changes that occur in a society and in the relationships

among members and groups within that society.

448

- 7 -



T2ENTY MAJOR CONCEPTS FOR THE SOCIAL STUDIES Page 4

SOCIAL CONTROL: the methods, both formal and informal, by which a society

brings about desired behavior by individual members of the

society.

SOCIAL INSTITUTION: an organized, formal, recognizec, and stabilized way

of pursuing some major social activity within a culture. Insti-

tutions have special sets of symbols, rules, roles, procedures,

and norms. The durability of institutions varies both within and

between cultures.

SOCIAL INTERACTION: the formal and informal patterns of contact between

individuals in a society, often regularized by roles, expecta-

tions, rules, customs, and ideas of status.

VALUES AND CHOICES: the interactions between criteria of "importance" and

"desirability" (values) and actions and choices mace by individ-

uals, groups, and societies. Values may be established by

institutions or by individual ethical choice.

449
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CONCEPT: CUMARAT1tiE ADVANTAGE

Comarative Advantage: The weighing of alternatives on the basis of the
gains and losses to oneself and others entailed by each alternative.

PERFORMANCE OBJECTIVES

*I. Given a list of concepts and an incomplete analogy, the student shall
select the concept that best completes the analogy,

*2. Given a concept and a series of statements, the student shafi identify
etch statement hem as an example or a non-example of that concept.

3. Given a problem situation, the student shall use the concept of
comparative advantage to suggest a solution.

SAMPLE TEST ITEMS

Each test item is given the number of its objective (sae above list).

I. Choose the answer that best completes the analogy. Put its letter
on your answer sheet.

BUSINESS Is to INCREASED PROFITS

as

COMPARATIVE ADVANTAGE is to A. WORLD PEACE

B. RATIONAL DECISIONS

C. TOTAL VICTORY

D. POLITICAL COMPROMISE

. Decide if each item below is or is not an example of comparative
advantage.. If it is an example, pat a plus (+) on your answer sheet.
If it is not an example, put a zero (0) on your answer sheet.

A. In business: Balancing high profits against poor public
relations

B. In school! Comparing the satisfaction gained from being on the
football team with that of taking the starring
role in the fall term play

C. in business: Comparing this yeartt profits with last year's
profits

I 'N
* One of the seven general patternt'used In writing performance objectives

- 10 -
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CONCEPT: COMPROMISE AND ADJUSTMENT

Compromise and Adjustment: The process of setting aside one's goals
temporarily, ylelding.some of one's objectives, granting some of one's
opponents' obt,:cctives, and/or modifying one's goals for the sake of an
eventual agreement.

PERFORMANCE OBJECTIVES

I. Given a list of attitudes, the student shall Identify the attitudes
most likely to facilitate compromise.

*2. Given a concept and a series of statements, the student shall
Identify each statement as an example or f.J non-example of the con-

cept.

3. Given a conflict situaticn, the student shall show how it may be
resolved through the usa of compromise and adjustmenT.

SAMPLE TEST ITEMS

Each test Item is given the number of Its objective (see above list).

I. Read he statement. If it would facilitate comproreee, put a
plus (+) on your alms* er sheet. If it would not put a zero (0) on
your answer sheet.

A. A leader must adhere to all his campaign promises if he Is to
keep faith with those who supported him.

Ihe only permanent feature of human life is change.

C. America--L Ive It or Leave It.

2. Read each statement. If it is an example of compromise, put a
plus (+) on your answer sheet. If it Is not, put a zero (0) on your
answer sheet.

A. He agreed to work the late night shift when his employer agreed
to raise his hourly rate of pay.

She said she would wash the car weekly if she were allowed to
drive It to school at least once a week.

C. The students refused to attend class when the air-conditioner
was turned eff.-'

,

O. The Board of Trustees offered a 2% raise; the teachers wanted
10%. They agreed on a 0 ecise.

* One of the seven general patterns(dSed in writing performance objectives.



CONCEPT: CONFLICT

Conflict: A situation in which participants show incompatibility,
disagreement, disharmony, or discontinuity in principles, goals, or meth-
ods. Conflicts differ in the degree of hostility expressed and in the
degree of the divergence of goals.

PERFORMANCE OBJECTIVES

*1. Given a concept and a series of statements, the student shall
identify each statement as an example or a non-example of that
concept.

*2. Given a concept and its definition, the student shall ;dentify the
logical implications of the definition.

3. Given a conflict situation, the student shall Identify the Issues,
the parties to Inc conflict and their positions, and likely areas of
settlement.

SAMPLE TEST ITEMS

Each test item is given the number of its objective (see abare list).

1. Which of the following is not an example of conflict? Write it
letter on your answer shttet.

A. John wants lo earn goad grades but his friends ridicule him when
he tries to participate in class discussions.

8. French-Canadians want to secede from Canada, but the central
government opposes this.

C. 8111 wants to make the track team, but he cannot run fast enough
to qualify.

D. The twine wants students to work on the project individually,
, but the students want to work as a group.

2. Conflict is defined as a situation in which participants show incom-
patibility, disagreement, disharmony, or discontinuity In principles,
goals, or methods. Conflicts differ in the degree of hostility ex-
pressed and in the degree of the divergence of goals.

.) Reed etch item. If it is a logical implication of the definition,
put a plus (+) on your answer sheet. If it is not a logical implica-
tion of the definition, put a zero (0) on your answer ehtet.

A. Conflict can qxist both between and within nations.
B. Conflict can exist within an indlviduel.
C. Conflict is not likely to be eliminated.

1r, s..;

* One of the seven general patterns used in writing performance objectives
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CONCEPT: CULTURE

Culture: The shared way of life that a group of people evolves to meet
its needs, including ideas, institutions, and artifacts. Culiure is
transmitted to successive generations and conditions the develovent of,
the individual within the group.

PERFOR'4ANCE OBJECTIVES

I. Given the degree of a society's technological complexity and a list
of cultural characteristics, the student shall select the character-
istics that are likely to exist in that society.

Given a list of concepts and an incomplete analogy, the student shall
select the conc,:i,t that completes the analogy.

3. Given a list of cultural institutions, the student shall identify
those that would logically exist in the same culture.

4. Given a list of cultural characteristics, the student shall identify
those that occur in all cultures and those that do not.

5. Given a series of informational items about a person (a case study),
the student shall distinguish between those resulting from cultural
conditioning and those that are not common to all people within the
culture.

SAMPLE TEST ITEMS

Each test item is given the number of its objective (see above list).

I. "Food for the tribe Is obtained by hunting elephants and rhinoceros,
and by gathering roots and berries. This is the pattern for the
several tribes in the area."

Read each statement. If it would logically be found in the culture
described, put a plus (4) on your answer sheet. If it would not,
put a zero (0) on your answer sheet.

A. People's ;kills are very specialized.
B. Population density is very high.
C. People tend to be highly individual, very competitive, and want

to go tneir on ways.
D. People have very little private property and tend to share the

food obtained with their fellow-tribesmen.
E. These is a great deel of trade and exchange of goods between

tribes In the region.
F. Most people live In permanent settlements.

* One of the seven general patterqs usacrin writing performance objectives.

- 13 -
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CONCEPT: CULTURE Page 2

SAMPLE TEST ITEMS (continued)

2. Select the item that best completes the analogy.

INDUSTRIALIZATION is to ECONOMIC SYSTEM (a means of producing and
distributing goods)

as

SOCIAL. CHANGE is to A. GOVERNMENT
B. NATURAL ENVIRONMENT
C. CULTURE
D. WAR

Three of the items could exist logically in the same culture. Which
item could not? Write its letter on your answer sheet.

A. Political leaders are elected by a vote of all adults.
B. The government restricts certain kinds of criticism as against

the national interest.
TIT) powers of elected political leaders are Limited by law.
Each political party nominates candidates and freely criticizes
the policies of the other party.

4. Read each statement. If it is likely to result from cultural
conditioning, put a plus (+) on your answer sheet. If it is not,
put a zero (0) on your answer sheet.

C.

A. He puts on his pants and shirt in the morning.
B. He eats with a knife and fork._
C. He prefers baseball to football.

'D.' He enjoys'reading science fiction stories.
E. He attends school.
F. He builds model Pirplanes.

455
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CONCEPT: ECONOMIC SYSTEM

Economic System: The organized ways in which a society arranges for the
production an distribution of goods and services, made necessary by the
disparity between available resources and human needs and wants.

PERFORMANCE OBJECTIVES

*l. Given a concept Ind a series of statements, the student shall
identify each statement as an example or a non-example of that con-
cept.

2. Given the name of an economic system in pure form (e.g., socialism)
and a list of specific actions or policies, the student shall
identify the actions that represent modifications of the basic system.

3. Given the mates of economic sys'i-ems in pure form (e.g., ..larket,
traditional, command) and a list of human activities, the student
shall match the activities with the economic systems.

4. Olven the concepts "economic system" and "scarcity," the student
shall state a generalization that limits the concepts to show the
need for an economic system.

5. Given a fictional consumer-investor who went bankrupt and a list of
his reactions to past financial situations, the student shall iden-
tify the factors that caus...i him to have financial problems.

6. Given a list of consumer practices, the student shall identify those
that will result in the purchase of the best product for the lowest
price.

7. Given a list of Investment possibilities, the student shall identify
those that provide enough Information to make a 2ecision about a
good return on his investment. "- -

8. Given an economic event or trend and a list of possible effects, the
student shall identify the effect(s) of the event or trend on a
consumer-investor.

SAMPLE TEST ITEMS

Each test Item is given the number of Its objective (see above list).

i. Which one of the following is a complete plan for an economic System?
Write its letter on your answer sheet.

A. Each man shall receive according to his needs.
B. The king decides what each man should produce and what each

should r4celve.
C. Each man receives what he can afford to buy.
D. Each man works at the Job for which he Is best suited.

* One of the seven gz,neral patterWpped in writing performance objectives
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CONCEPT: ECONOMIC SYSTEM Page 2

2. In the country of Stanleiand, the economic system is pure capitalism.
It is based on priVate ownership and competitIon for profit through
sale on a,ftee market. Which of the following would represent a mod
ification of this system? Write its letter on your answer sheet.

A. Businesses are allowed to go bank-upt.

B. A man can earn as much money as he is able to.

C. Every worker Is guaranteed a minimum level of income if he works.

D. The only products that are produced are those that can be sold
for a profit.

3. Read each statement, Match it with the type of economic system in
pure form. Put its number on your answer sheet.

1. Market 2. Tradition 3. Command

., George naturally took over the repair shop when his father
retired.

B. A law was passed which prevented the grazing of sheep along the
over as a result of protests over pollution.

C. The peas6nts vadually planted a larger portion of their plots In
other vegeULlas as the price of corn fell and It became cheaper
to buy corn than to grow it.

D. In response to the war effort, the government placed a very high
tax on any non-milltary Item which contained aluminum.

. Select the generalization which best shows the relationship between
the two concepts below and write its letter on your answer sheet.

= r:,

ECONOMIC SYSTEM - SCARCITY

A. There is scarcity in the economic system.

B. Economi: stems produce scarcity.

C. Because of scarcity, societies need economic systems.

0. An economic system cannot function if there Is scarcity.

457
- 16



F2r?N 0...!71%,WIT'W.TtTM

Page 3

MIG21211171.1.211 SI 2

CONCEPT: ECONOMIC SYSTEM

5. Real the story.

Penr Phoney is 23 years old. He married Elexa when he was 20, after
two years in the army. They have two children. He declared bank-
rulx:cy this year because his debts were so large he couldn't make his
monl:hly payments on his $400 a month income.

Items A, B, C, and D list some of the things he did since he finished
high school. If the item ...

... seems a major cause of his bankruptcy, put a plus (4) on your
answer sheet.

... is not a cause for his problems, put a zero (0) on your
answer sheet.

... has a role in causing his problems, put a minus (-) on your
answer sheet.

A. He read Consumer's Report every month.

B. He boLght a new Jaguar on time whey' he got married; his wife was
working then.

C. He purchased a $30,000 home, paying 10% down.

D. Even though he knew little about mathematics, he insisted on
preparing his state and federal tax reports.

458
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CONCEPT: ENVIRONMENT
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bwimnment: The living and non-living surroundings in which man exists
as component of an Interdependent system.

PERFORMANCE OBJECTIVES

*I. Given a ccncept and Its definition, the studert shall Identify the
logical implications of the definition.

*2. Given two concepts and a list of statements, the student shall
identify the statement that best describes the differences/similari-
ties between the two con,:epts.

3. Given a list of changes in the environment, the student shall dif-
ferentiate between those that are primarily the results of human
action from those that are primarily natural in cause.

4. Given a list of human actions, the student shall identify those like-
ly to have most (or least) effect on the environment.

5. Given a list of human actions, the student shall Identify the type
of effect each will have on the environment.

SAMPLE TEST ITEMS

Each test item is given the number of Its objective (see above list).

1. Which one of the following is not an implication that logically
follows from the definition of environment? Write its letter on
your answer sheet.

A. Man cannot avoid changing the environment.
B. Changes In the environment brought about by man are undesirable.
C. No action is without some effect on the environment.

2. Which of the following statements is a true expression of the
differences between the two concepts? Write its letter on your an-

swer sheet.

ENVIRONMENT - CULTURE

A. Each is unchangeable in less than fifteen to twenty year.:.
B. One person can have little effect on either.
C. The most important parts of the environment can be photographed

while the most important parts of a culture cannot.
D. Culture is man -made, whereas environment is natural.

* One of the seven general patterns used in writing performance objectives
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CONCEPT: IDEOLOGY

Ideology: A somewhat coherent scheme of assumptions, ideas, and values
that shapes individual/group behavior in recognizable ways. Both
religious and secular elements may be included in +he scheme.

PERFORMANCE OBJECTIVES

I. Given a particular political, economic, religious or social Ideology
(which has been a subject of study) and a list of descriptions of
human behavior, the student shall match the ideology with the appro-
priate behavior.

*2. Given four definitions of "ideology," the student shall select the
best definition.

SAMPLE TEST ITEMS

Each test item is given the number of its objective (see above list).

I. Match each idedogy in Column B with the correct activity in
Column A. Write the correct letter on your answer sheet.

Column A. Column B.

I. Entering a voth; booth and
choosing between candidates

A. Capitalism

2. Buying and operating a small
grocery store

B. Socialism

3. Cashing your pay check at a
state-owned bank

C. Democracy

4. Marrying the boss's daughter U. Open-class system
5. Reading an editorial against

a government decision
(social mobility)

. Identify the beat definition of the concept "ideology." Write its
letter on your answer sheet.

A. The siudy of human ideas and values; a major branch of the field
of philosophy

B. A system or assumptions, Ideas, and values that shapes
individual/group behcvlor in recognizable ways.

C. A system of values that places primary emphasis upon the pursuit
of understanding and knowledge through the use of the scientific
method

D. None of the above

* One of the seven general patterns used in writing performance objectives
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CONCEPT: INDUSTRIALIZATION
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Industrialization: The accelerating process of substituting mechanical
power for human and animal power, resulting in increased economic produc-
tion and distribution.

PERFORMANCE OBJECTIVES

1. Given a list of cultural characteristics, tie student shall distin-
guish between those than facilitate industrialization and those that
inhibit

*2. Given four definitions of "industrialization," the student shall
select the best definition.

3. Given an example of an existing culture, a specific technological
Innovation, and a list of possible consequences, the student shall
identify those consequences that are most likely to occur.

4. Given the introduction of industrialization in a described society,
the student shall predict some consequences for various areas of the
society.

SAMPLE TEST ITEMS

Each test Item Is given the number of Its objective (see above list).

I. Read each statement. If it is a characteristic that would tend to
encourage industrialization, put a plus ( +) on your answer sheet. Ii
it would not, put a zero (0) on your answer sheet.

A. Value is placed on social mobility. .

8. A number of religious and ethnic groups have voluntarily segre-
gated themselves and do not care to have contact with other
groups.

-. C. A belief exists in equality of opportunity as an ideal value.

2. Which of the.following is the best definition for indvstrializatiou?
Write its letter on your answer sheet. ;

A. The development of factories
8. The formation of labor unions
C. The replacement of human labor by machines
O. An increase in the total amoQnt of goods produced and the

efficiency of production

* One .1f- the seven general patterns used in writing performance objectives
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Page 2 CONCEPT: INDUSTRIALIZATION

3. Read tha description carefully.

A small isolated group of people with very limited technology
exists by self-sufficient agriculture. Each man cultivates
only a small plot of land because the group has no wheels,
beasts of burden, and no tools other than a simple hoe.

Each man owns his land, and the people have a fundamental
belief in private property. There are few differeL:as in
wealth or power, nor is there formal government, courts,
police, or a religious priesthood.

A group of travelers passing through leaves behind a male and
a female horse and explains that horses can pull plows and can
be ridden. The horses were a gift to one villager who was
especially courteous.

Which of the following is the least likely direct consequence of the
introduction of the horse? Write its letter on your answer sheet.

A. The total amount of food produced will increase.

B. Differences in wealth among the villagers will increase.

C. Wagons will become commonplace.

D. The use of the plow will become commonplace.

- 21 -
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CCNCEPT: INTERDEPENDENCE

Interdependence: The concition of interconnectedness or interrelatedness
In which all things exist, All things impinge upon, affect, and modify
all other things; nothing existe in isolation.

1?IlIFORIANCE OBJECTIVES

I. Given a description of a social Institution or cf a :octal function
and generalizations regarding connections between them, the student
shall identify the generalization about the interrelatedness of the
institutions.

*2. Given two concepts and a list of statements, the student shall
ident!fy the statement that best describes the differences/
similarities between the concepts.

SAMPLE TEST ITEMS

Each test item Is given the number of its objective (see above list).

I. Read the passage.

The invention and development of the automobile made possible
low-coet, rapid, and c!cnvenient transportation. People's
living patterns changeC: they could move away from their
jobs in the city and into outlying areas. The quality of
city life changed: midile-class people moved out of the
city, causing city tax revenues to drop and schools and
other public services to deteriorate, and the relationships
of parents and children changed: children could quickly and
easily drive beyond contact with parents and with family
friends.

A "boom" in rural land values occurred when people began to
buy vacation homes and weekend cabins to escape the smog-
filled air.

Choose the generalization that best interprets the passage above.
Write its letter on your answer sheet.

A. Americans love cars because the automobile gives them status
they could not otherwise attain.

B. The automobile should be banred because It leads to undesirable
consequences.

C. The elements of human culture are Interdependent; a change in
one leads to changes In others.

D. Human culture is designed primarily to make life easier and more
fruitful.

E. None of the above is close enough.

* One of the seven general patterns used In writing performance objectives
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Page 2 CONCEPT: INTERDEPENDEtCE

2. Choose the statement below which best describes the difference be-
tween the two concepts. Write its letter on your anser sheet.

INTERDEUNDENCE - CONFLICT

A. Roth may exist between two people.

B. Neither can exist without the other.

C. Both are permanent features of life.

D. Conflict is a permanent feature of life; interdependence is not.

E. Conflict may lead to war; recognition of our interdependence
may lead to peace.

464
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CONCEPT: INTERGROUP RELATIONS

Intergroup Relation : Relations between groups, each of which has a sense
of self-Identity and of the identity of other groups. (Examples oF groups:
racial and ethnic groups, social classes, sexes, generations, political
factions.) Conflicts between groups may result from differences in goals,
differing life styles, or conflicts over access to political and economic
power, or frorh the need for a group to define Its own role.

PERFORMANCE OBJECTIVES

*1. Given the concept "intergroup relations" and a situation, the student
shall identify th.se poetions of the situation that relate to the
concept.

2. Given a series of acts showing discrimination and a series of
assumptions, the stddeni shall match each act with the situation
underlying it.

3. Given a series of statements, the student shall identify statements
showing prejudice.

SAMPLE TEST ITEMS

Each test item is given the number of its objective (see above list).

I. Choose the underlined passage in the following story that is the best
example of intergroup relations. Write its letter on your answer
sheet.

A., Currently the government of South Vietnam, aided by the United
States government, is at war with the Viet Cong which is being
aided by the North Vietnamese government. The United States"
involvement in this conflict has touched off severe domestic
conflict within the United States.

B. Underprivileged blacks are rebelling against the white majority
because they feel a greater proportion of blacks than of whites
Is drafted.

* One of the seven general patterns used In writing perf -mance objectives
, 1
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Page 2 CONCEPT: INTERGROUP RELATIONS

2. The following statements show discrimination. Read each act, then
decide which assumption underlies it. Put the number of the assump-
tion on your answer sheet.

A. There are few Orientals in jobs with frequent contact with the
public such as receptionist or bank teller, though there is a
high percentage of them In engineering and the sciences.

B. Few women are accepted into graduate school in the sciences.
C. Many suburban housing tracts will not sell houses to blacks.
0. Blacks are often the last hired and the first fired.
E. Blacks are frequently encouraged to sign up for vocational rather

than for college prep courses..
F. In the nineteenth century, job offers frequently stated: "Irish

Need Not Apply."
G. Some states did not allow birth control devices to be sold to un-

married women untli recently.
H. American Indians receive inferior educations on the reservations.

Assumptions: i. Group X members are inferior intellectually to us.
2. Group X members might be an embarrassment to the

company.
3. When one moves in, property values go down.
4. None of these

3. Read each statement. If it shows prejudice, put a plus (+) on your
answer sheet. If it does not, put a zero (0) on your answer sheet.

A. Black people have dark curly hair.
B. Blacks do better in athletics and in entertainment because they

have a "natural" sense of rhythm.
C. A Jew always does better In business and finance than does anyone

else.

D. Most Italians are Catholics.
E. Orientals have Ins..rutable faces.
F. Most Italians have a facility for crime.

4VG
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CONCEPT: INTERNATIONAL RELATIONS

International Relations: Interaction (e.g., political, economic, social,
military) between nation-states or other political entities having indi-
vidual sovereignty. Relations may vary from constant-to-infrequent,
formal-to-informal, friendly-to-hostile.

PERFORMANCE OBJECTIVES

I. Given a list of possible relationships, the student shall distinguish
between those that are domestic and those that are international.

*2. Given a list of concepts and an incomplete analogy, the student shall
select the concept that completes the analogy.

3. Given an International situation that might lead to conflict and a
list of statements describing possible points of conflict, the student
shall identify points of conflict.

4. Given an international situation that might lead to conflict and a
list of possible outcomes, the student shall identify the most likely
outcomes.

5. Given an international situation and a list of possible reactions by
the United Nations, the student shall correctly identify the most
likely reaction.

SAMPLE TEST ITEMS

Each test item is given the number of its objective (see above list).

I. Read each item. If it is a common relationship between sovereign
nations, put a plus (+) on your answer sheet. If it is not, put a
zero (0) on your answer sheet.

A. Passing common tariff laws

B. Passing common divorce laws

C. Establishing common voting requirements

D. Making treaties

E. Signing mutual aid pacts

* One of the seven general patterns used in writing performance objectives
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Page 2 CONCEPT: INTERNATIONAL RELATIONS

2. From the items listed below, choose the one that best completes the

analogy. Write its letter on your answer sheet.

UNITED STATES CONGRESS is to DOMESTIC AFFAIRS

as

INTERNATIONAL RELATIONS is to A. PARLIAMENT

B. PEACE

C. UNITED NATIONS

D. TRADE

E. WAR
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CONCEPT: MULTIPLE CAUSATION AND EFFECTS

Multiple Causation and EffSots: As a result of interdependence, events
and actions are seldom caused by one factor or result in one effect.
Normally, clusters of causes precede--and clusters of effects follow--con-
ditions, events, and actions. A "cause" may be defined as any condition
or event In what Is assumed to be a consequential and interrelated complex.
An "effect" is a change following an action.

PERFORMANCE OBJECTIVES

I. Given a social situation and a list of several causes or effects, the
student shall identify the likely causes or effects.

*2. Given the concept "multiple causation and effecis" and its definition,
the student shall identify the logical implications of the definition.

SAMPLE TEST ITEMS

I. Read the statement. Choose the most likely cause of the situation
described in the passage and mark its letter on your answer sheet.

Lake Erie has become polluted to the point where fish are
dying and humans may no longer swim there.

Choose the most likely cause. Write its letter on your answer sheet.

A. Industries pouring waste into the lake

8. Cities dumping sewage into the lake

C. T. many people using the lake for recreation

D. All of the above

E. None of the above

2. The concept "multiple causation and effects" has been defined as
follows: As a result cf interdependence, events and actions are
seldom caused by one factor or result in one effect. Normally,
clusters of causes precede--and clusters of effects follow--condi-
tions, events, and actions. A "cause" may be defined as any condi-
tion or event in what is assumed to be a consequential and inter-
related complex. An "effect" is a change following an action.

* One of the seven general patterns used in writing performance objectives



Page 2 CONCEPT: MULTIPLE CAUSATION AND EFFECTS

Read each statement. If it usls the idea of multiple causation, put
a plus ( +) on your answer sheet. If it does not, put a zero (0) on
your answer sheet.

A. The Korean war was causeu by the North Korean invation of South
Korea.

B. If yo;; neglect your children, they may disregard your advice when
you want them to take it.

C. Students fail because they are bored by school in general and by
teachers in particular.

D. Principals dislike boys with long hair because they think long-
haired boys don't study.

,1;:j1.70
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CONCEPT: PERCEPTION

Perception: The individual's interpretation of and the meaning he attaches
to things, people, and ideas as a result of his prior experience, social
and cultural factors, and the situational context.

PERFORMANCE OBJECTIVES

I. Given different interpretations of the same incident (including
information about the person telling the story) and a list of pos-
sible reasons for the differences, the student shall select the
reasons that most probably explain the differences.

*2. Given four definitions of "perception," the student shall select the
best definition.

3. Given a social situation, the observer and his background, and a
list of interpretations of the situation, the student shall select
the interpretation that is logical from the observer's point of view.

SAMPLE TEST ITEMS

Each test item is given the number of its objective (see above list).

I. Read the following story:

Yesterday a fight took place on Carl Street in Marc Town. A
newspaper reporter for the Matthias Times interviewed the two
groups involved in the fight. Here are direct quotations from
the newsman's notebook:

"John Samuels, age 20, Caucasian, and Peter Richards, age 21,
Caucasian, both residents of Kennedy City. Richards told their
story:

"'We were riding down Carl Street on our way to visit some girls.
AS we passed these two Black dudes who were walking along the
sidewalk, one of them kept pointing ut the bottom of my car.
Thinking something was wrong with my new car, I stopped and we
got out to take a look. As we got out these two young Black
punks started asking if we were looking for trouble. Before we
knew what was happening, an argument started and we got in a
fight with them. Those Black guys must be nuts. We didn't do
anything to hassle them.'

* one of the seven general patterns%used in writing performance objectives
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Page 2 CONCEPT: PERCEPTION

"Richard Davis, age 15, Black, resident of Marc Town, and Jim
Wade, age 14, Black, resident of Jennings City. Wade told their
story:

",my cousin, Dick, and I were walking down the street talking
about cars. Jick is getting his license in two months. As we
were talking, this new car with these two white kids .1.n it came
cruising down the block. Dick kinda dug the car and pointed at
it, saying he would really like to own a car like that. Sudden-
ly the car stopped and these two honkies jumped out. Well, we
just moved over toward them real quick because we don't take
anything off of anyone. When we asked them what vas their prob-
lem, the tall, skinny one said, "Why don't you boys mind your
own business," Man, that did it No one calls us Blacks "boys"
any more We were really cleaning them out until the pigs busted
up the fight. We sure taught those two dudes a lesson.'"

Read each statement. If it helps the reporter to understand why
there are two different stories, put a plus (+) on your answer sheet.
If it does not, put a zero (0) on your answer sheet.

A. The two groups came from different backgrounds.'

6. The American institution of slavery in the 17+h, 18th, and 19th
centuries.

C. People attach different meanings to words.

D. Some groups of people are known to lie a lot.

2. Select the best definition for the concept "perception." Write its
letter on your answer sheet.

A. The study of the causes and effects of events

8. The ability to see things accurately

C. The different ways ethnic groups interpret things

D. The many factors that influence an individual's interpretation
of things

472
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CONCEPT: PERSONALITY

Personality: The totality of an Individual's skills, knowledge, attitudes,
and values that result from the Interaction of his experience and his
genetically-Inherited characteristics.

PERFORMANCE OBJECTIVES

I. Given a set of environmental factors and a list of effects on a
personality, the student shall identify the likely consequences of
an environmental factor on an individual's personality.

*2. Given four definitions of "personality," the student shall select the
best definition.

3. Given a case study of a person and a list of statements, the student
shall identify those characteristics of personality that result from
environmental factors and those that result from genetic factors.

SAMPLE TEST ITEMS

Each test item is given the number of its objective (see above list).

I. Read the story.

Susie's parents are college graduates. Her father earns $25,000
a year as a pharmacist. Her parents. who deeply love each other,
have always tried to understand her, and Susie knows they love'
her. Each year they take a month-long family vacation together.
Both Susie and her brother have their own bedrooms in a house the
parents bought soon after Susie was born.

Which of the following effects of this background is most likely?
Write its letter on the answer sheet.

A. Susie will get married as soon as she graduates from high school
because she wants responsibility and love.

B. Susie will have severe emotional problems.

C. Susie will marry a very wealthy man because she has always wanted
to be very rich.

D. Susie will relate well to people and will be a "succestaul"
person.

* One of the seven general patterns used in writing performance objectives
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Page 2 CONCEPT: PERSONALITY

=01..
2. Read the definitions of "perRonality." Select the best one and write

its letter on your answer sheet.

A. The total person, developed primarily from genetically-inherited
cnaracteristics

B. The process by which a society passes on its culture to the
young

C. The increasing ability of a person as he gets older to be
sociable with many types of people

D. A person's skills, knowledge, attitudes, and values, developed
by his experiences and by his genetic inheritance

k-
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CONCEPT: POLITICAL SYSTEM

Political System: The collection of institutions or mechanisms by which
a society makes and implements binding decisions. The political process
consists of activities of groups as they struggle for and use political
power for personal and group purposes.

PERFORMANCE OBJECTIVES

I. Given the objective of securing personal political power and a
series of personal strategies, the student shall identify those
strategies most likely to lead to winning personal political power.

*2. Given the concept "political system" and a situation, the student
shall Identify those portions of the sItuation that relate to the
concept.

3. Given the concepts "democratic" and "authoritarian" and a list of
statements, the student shall identify the statements that are
democratic and those that are authoritarian.

4. Given an American political institution and a list of statements,
the student shall select the statements that are important in the
process by which the Institution makes a decision.

5. Given a group objective and a list of general political tactics, the
student shall identify the tactics that have the highest potential
for achieving the objective.

6. Given a particular right guaranteed in the United States Constitution
and a Ilst of particular situations related to that right, the stu-
dent shall identify those actions that are protected (or permitted)
by the Constitution as interpreted by the Supreme Court.

SAMPLE TEST ITEMS

Each test item is given the number of Its objective (see above list).

I. Read the statement.

John Q. Public wanted to become president of his Elks lodge.

Which of the following tactics would be the least effective? Write

its letter on your answer sheet.

A. He becomes friends with the most Influential members.
B. He often congratulates people for doing something well.
C. Ke Joins many of the lodge committees.
D. He cultivates his reputation as a person with strong opinions

and convictions by speaking out on every issue and "telling it
like it Is." -

* One of the seven general patterns used in writing performance objectives
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Page 2 CONCEPT: POLITICAL SYSTEM

2. Read the following. If a lettered statement is a part of a
"political system," put a plus (+) on your answer sheet. If it is
not, put a zero (0) on your answer sheet.

A. Statistics show that there aren't enough doctors in the United
States.

Statistics show that the cost of medical education is very high.B.

C. Some proplo complain that poor people don't get enough medical
care.

D. Some liberals feel that the government should create public
insurance programs for medical care.

.
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CONCEPT: SOCIAL CHANGE

Social Change: Changes that. occur in a society and in the relationships
among members and groups within that society.

PERFORMANCE OBJECTIVES

I. Given a list of statements, the student shall identify those that
cause or slow down social change.

*2. Given a list of concepts and an incomplete analogy, the student shall
select the concept that completes the analogy.

3. Given a designated change In a described society, the student shall
Identify probable consequences of the change.

SAMPLE TEST ITEMS

Each test Item Is given the number of its objective (see above list).

I. Read each item. If it helps to cause social change, put a plus (+)
on your answer sheet. If it helps to slow down social change, nut
a zero (0) on your answer sheet.

A. Inventions

B. A desire to Improve society

C. Conservative thinking by people in positions of power and
influence

D. A distrust of outsiders

2. Choose the word that beet completes the analogy. Write its letter
on your answer sheet.

BIRTH is to PAIN

as

SOCIAL CHANGE is to A. DIVISION

B. HARMONY

C. CAUSATION

O. TOGETHERNESS

* One of the seven general patterns,used in writing performance objectives
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CONCEPT: SOCIAL CONTROL

Social Control: The methods, formal and informal, by which a society
brings about desired behavior by individual members of that society.

PERFORMANCE OBJECTIVES

I. Given three culture types (traditiorial agricultural, democratic
industrialized, and authoritarian industrialized) and a list of state-
ments about social control, the student shall identify the statement
by culture type.

Given the concept "social control" and its definition, the student
shall identify the logical implications of the definition.

3. Given a social control and a list of definitions, the student shall
select the best definition of the social control.

4. Given a list of statements about the reasons for social control, the
student shall select those that best explain the reasoning behind
social control.

SAMPLE TEST ITEMS

Each test item is given the number of its objective (see above list).

I. Read each statement. Match it with its culture type. Put the
number of the type on your answer sheet.

A. Gossip about a "weirdo" neighbor is usual between members of the
neighborhood.

B. Social control is more a matter of custom than of law.

C. The culture often relies on "law" as a social control. Law not
only regulates the conduct of individuals, but it also controls
the state.

D. Capital punishment is approved.

Culture Types: 1. Traditional agricultural

2. Democratic industrialized

3. Authoritarian industrialized

4. Any of the above

* One of the seven general patterns used In writing performance objectives
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CONCEPT: SOCIAL CONTROL Page 2

2. Read each statement. If it is a true statement about the concept
"social control," put a plus (+) on your answer sheet. If it is not,
put a zero (0) on your answer sheet.

A. Social controls are limited to the United States and oiher
Western Hemisphere countries.

8. Social controls often are established for the benefit of the
majority.

C. One of the purposes of social controls is the reformation of a
non-conformist.

D. Governments or groups must write down rules before social
controls exist.
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CONCEPT: SOCIAL INSTITUTION

Social Institution: An organized, formal, recognized, and stabilized way
of pursuing same major social activity within a culture. Insti-rutions

have special !.ets of symbols, rules, roles, procedures, and norms. The
durability of institutions varies within and between cultures.

PERFORMANCE OBJECTIVES

I. Given a list of examples, the student shall distinguish between
economic, social, political, and religious institutions.

*2. Given a concept and a series of statements, the student shall
identify each statement as an example ch- non-example of the concept.

3. Given a social institution and a descriptive list of elements common
to those situations, the student shall pair the elements and label
pairs as symbols, roles, norms, or procedures.

SAMPLE TEST ITEMS

Each test item is given the number of its objective (see above list).

I. Classify each of the following institutions according to its primary
function. Put its number on your answer sheet.

Functions: 1. Economic

2. Political

Institutions:

A. Infant baptism

B. National banks

C. Federal Reserve System

D. United States Congress

E. University of California

F. Marriage

G. Elks Club

H. Hall of Justice

I. Interest groups

3. Social

4. Religious

* One of the seven general patterns used in writing performance objectives
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CONCEPT: SOCIAL INSTITUTION Page 2

2. Read each item. If it is an example of the concept "institution,"
put a plus (+) on your answer sheet. If it is not, put a zero (0)
on your answer sheet.

A. The Senior Prom

E. A Sunday afternoon drive in the country

C. Reading the daily bulletin in school each day

D. The Woodstock Rock Festival

E. Tha long summer vacation for school students

F. Getting marled
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CONCEPT: SOCIAL INTERACTION

Social Interaction: The formal and informal patterns of contact between
individuals in a society, often regularized by roles, expectations, rules,
customs, and ideas of status.

PERFORMANCE OBJECTIVES

1. Given a list of statements about or examples of the concepts
"cooperation" and "competition," the student shall identify the
statements or examples that accurately relate to social interaction.

*2. Given two concepts and a list of statements, the student shall
identify the statement that best describes the differences/
similarities between the concepts.

3. Given several patterns of conduct and a list of causes, the student
shall choose from a list the origins of those patterns.

SAMPLE TEST ITEMS

Each test item Is given the number of Its objective (see above Hsi).

I. Read each statement. If it is true, put a plus (+) on your answer
sheet. If it is false, put a zero (0) on your answer sheet.

A. There are no informal rules controlling competition among Indi-
viduals.

B. United States citizens feel that cooperation with each other is
unimportant.

C. Social scientists have proved that cooperation usually is good
and competitior usually is bad.

2. Read each statement. Choose the one that accurately describes the
similarity between the concepts "social interaction" and "social
control." Write its letter on your answer sheet.

A. A study of both concepts shows that certain rules or procedures
existing in societies regulate man's behavior.

B. Both concepts show that the best way to understand humans is to
study them in Isolation (e.g., people who live in isolated
areas.

C. Both social control and social interaction are forms of
socialism.

D. No answer giver.

* One of the seven general patterns used In writing performance objectives
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CONCEPT: VALUES AND CHOICE

Values and Choice: The interactions between criteria of "importance" and
"desirability" (values) and actions and choices made by individuals,
groups, and societies. Values may be established by institutions or by
individual ethical choice.

PERFORMANCE OBJECTIVES

I. Given a conflict situation, the student than identify the values
that are in conflict.

*2. Given a concept and a series of statements, the student shall identify
each statement as an example or a non-example of the concept.

3. Given a series of personal choices of institutions, or of practices,
the student shall identify at least one value underlying each.

SAMPLE TEST ITEMS

Each test item is given the number of its objective (see above list).

I. Read the following story. Identify the passage that best illustrates
a conflict in values. Write its letter on your answer sheet,

Mr. Jones is a manufact..rer of children's toys and furniture.
(a) his company has been having hard times lately due to increased
competition from Japanese imports. (b) In fact, only two products
he makes are selling, and without thsr he would be forced to declare
bankruptcy. (c) With two children in college and a wife who has
been hospitalized for the past six months, this would be a disaster
for Mr. Jones. (d) Unfortunately, Mr. Jones has just learned that
both of his profitable products are made of a kind of plastic that,
on impact, shatters into long, sharp fragments. (e) Mr. Jones
wonders whether he should stop making these two products and go
bankrupt or continue making them and show a profit.

2. Which of the following is not an example of values in action. Write
its letter on your answer sheet.

A. An employer decides to lay off workers because of declining
profits.

B. A nation goes to war.
C. Prices rise even though the government asks that businesses

keep them down.
D. Three hundred people are driven from their homes by a flood.
E. All of the above.

* One of the seven general patterns used in writing performance objectives
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Page 2 CONCEPT: VALUES AND CHOICE

3 Match each of the practices with the value that is most closely
associated with it. (Use each value only once.) Put the number of
the value on your answer sheet.

A. Holding elections 1. Competition

B. Having many manufacturers
of a particular product

2. Stability

3. Freedom
C. A president who serves

four years 4. Justice

D. Public defenders -:or poor
defendants

5. Consent of the governed
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SECTION II. SOCIAL STUDIES SKILLS

INTRODUCTION

The format of the district's "Educational Goals and Expectancies"

determined arrangement of these objectives and test items (with one excep-

tion: "Group Process" was suggested by Educational Goals 1, 3, 4, 5, and

7).

Workshop members hope that each department will take advantage of the

released time provided during the 1970/71 school year to develop addition-

al performance objectives and sample test items for social studies skills.
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SOCIAL STUDIES SKILLS:

PERFORMANCE OBJECTIVES AND TEST ITEMS
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RECOGNIZE AND DEFINE THE PROBLEM

PERFORMANCE OBJECTIVES

I. Given a series of statements, the student shall differentiate between
those that are empirical and those that are not.

2. Given a series of empirical statements, the student shall rank them
in order of probable difficulty in finding relevant data.

3. Given a series of related items of information, the student shall
state (or select from a given list the statement that best shows) the
interdependence of the items.

4. Given a problematic situation, the student shall formulate (or select
from a given list) empirical questions relevant to solving the
situation.

5. Given a problematic situation, the student shall formulate (or select
from a given list) a testable hypothesis.

6. Given several definitions of words commonly used in discussion of
contemporary affairs, the student will judge which are the most
adequate (i.e., precise, unbiased).

SAMPLE TEST ITEMS

Test ;terns are arranged in the same sequence as are the performance objec-
tives (i.e., Test Item I tests achievement of Performance Objective I).

I. Read each statement. If it is empirical, put a plus (4) on your
answer sheet. If it is not, put a zero (0) on your answer sheet.

A. The Democratic Party has done more for this country than has the
Republican Party.

B. Alaska Is northwest of Oregon.

C. Scientific research often results in the creation of new products.

O. Vivr does not accomplish any good for the world.

E. A high tariff Increases the prosperity of the nation.

F. Many voters would like to see the president's term of office
lengthened.

G. The Indians are better off today than they were when the white man
came to America.
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RECOGNIZE AND DEFINE THE PROBLEM Page 2

2. Rea each group of statements and identify the one that would be most
difficult to prove true or false. Put its number on your answer sheet.

A. (I) Many medieval manuscripts were written in Latin.
(2) The area of Alaska is greater than that of Texas.
(3) Cleveland held the office of president For two terms.
(4) The "Elastic Clause" of the Constitution has provoked much

controversy.
(5) The Russian economic system is the system most appropriate

for their goals.

B. (I) The federal budget did not balance in 1937.
(2) The Treaty of Versailles caused most of the trouble in Europe

between 1920 and 1940.
(3) Georgia is well-suited to producing cotton.
(4) Cuba's army is larger than China's.
(5) The Reconstruction Period following the Civil War worked a

great hardship on the South.

C. (I) Overexpansion of railroads caused the panic of 1837.
(2) The Union Army was larger than the Confederate Army during

the Civil War.
(3) Woodrow Wilson once was president of Princeton University.
(4) Many Americans do not !Ike anti-Semitism.
(5) Abraham Lincoln was born in 1776.

D. (I) George Washinglon was unpopular with some groups by the end
of his second term.

(2) Jefferson was to -n In Virginia.
(3) Theodore Roozevolt was the youngest man to take office as

President.
(4) Soil erosion I!; the greatest problem in the Middle West.
(5) Automobiles arq a major cause of air pollution.

3. In the city of Anathema the population is increasing rapidly. The
composition of the population is changing racially. This crime rate
is tieing.

Which of the following questions best revealb the possible inter-
dependence of these items of information? Write its letter on your
answer sheet.

A. How can the crime rate be lowered?

B. Does a rise in population result in a rise in crime rate regard-
less of the type of people?

C. Should the city attempt to slow the rate of population growth by
discouraging more construittO?

D. Does a rising crime rate result in some people coming into the city?
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Page 3 RECOGNIZE AND DEFINE THE PROBLEM

4. The problem: Lake Dehrtke is heavily polluted and ugly.

Read each question. If is is likely to result in the gathering of
information useful in solving the problem, put a plus (+) on your

answer sheet. If it not likely to result in useful information,

put a zero (0) on your answer sheet.

A. What are the pollutants present in the lake?

B. Why are people more concerned with their own Dersonal comfort and

wealth than with the Lommon good?

C. What other lakes that have been polluted have been cleaned up,

and how?

D. How has the number of fish caught by sportsmen in the last

fifteen years chanced?

G. For each of the following terms select the definition that is the most

adequate (precise and unbiased). Write its letter on your answer

sheet.

ECONOMIC REGULATION

A. Government interference with the free operation of an economic

activity, firm, or industry
B. Setting uniform rules and standards for an economic activity,

firm, or industry
C. Bringing Justice and order to an economic activity, firm, or

Industry
D. Setting governmental standards to curb abuses in en economic

activity, firm, or Industry

SELF-DETERMINATION

A. The right of a people or group to decide their own political

system
B. Control by an individual or group of its own destiny

C. Determination (by a group or a people) of their own future

political system
D. Popular control of the political system
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RECOGNIZE AND DEFINE TECHNIQUES OF
PROBLEM-SOLVING AND DECISION-MAKING

PERFORMANCE OBJECTIVE

Given a problem, the student shall I;st (or select from a given list) in
logical order the steps that probably are necessary to solve the problem.

SAMPLE TEST ITEM

Test items are arranged in the same sequence as are the performance objec-
tives (i.e., Test Item I tests achievement of Performance Objective 1).

John is getting poor grades in school. Five possible steps to be taken
are:

I. Get as much Information as possible on why the grades are low.
2. Gel' John transferred to classes taught by other teachers.
3. Plan a course of action to Improve John's grades.
4. Get the grades of other students in the classes John Is taking.
5. Determine if John's grades improve.

Which steps should be taken, and in what order? Select one of the follow-
ing combinations and write its letter on your answer sheet:

A. Steps 2--5--3

B. Steps I--2--3

C. Steps 3--I--5

D. Steps 1--3--5

E. Steps 4--2--3
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IDENTIFY, GATHER, AND USE SOURCES OF INFORMATION

PERFORMANCE OBJECTIVES

I. Given a ecifIc problem to solve or question to answer ard a list of
possible ur-es of information (e.g., standard reference works,
public c lc or agencies, and/or the weekly television guide),
the student shall select those sources most likely to be useful.

2. Giver a specific question or problem area, the student shall suggest
(or select from a given list) categories or topics that might be used
by Indexing systems (such as the Readers' Guide or a card catalog)
to index information relevant to the question or problem area.

3. Given a specific citation from the Readers' Guide and a copy of the
abbreviations used, the student shall write (or select friim a given
list) the citation in unabbreviated form and identify the component
parts of the citation.

4. Given the idea "primary source" and a list of definitions, the
student shall select the best definition.

5. Given a quosticn, topic. or problem ard a Ilst of items of informa-
tion, the student shall differentiate between `r hose items that are
relevant to the topic or question and those that are not.

SMPLE TES? ITEMS

Test Items are arranged in the same sequence. as are the performance objec-
tives I.e., Test Item I tests achievement of Performance Objective I).

I. Read each question. Decide which reference listed would most likely
be of value in answering it, and write the number of the reference on
your answer sheet.

References: I. An atlas
2. Historical Statistics of the United States
3. Who's Who in America
4. The World Almanac
5. Readers' Guide to Periodical Literature

QI.ostions: A. How does the land area of North America compare with
the land area of Africa?

B. How many persons were killed by automobiles last year?
C. What was the political significance of the last con-

gressional election?
D. How much cotton was exported from the United States

during the period 1960-1970?
E. What was the basic diet for the British troops in

Canada in 1761?
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IDENTIFY, GATHER, AND USE SOURCES OF INFORMATION Pa8e 2

F. How many :Imigrants came to the United States last
year?

G, What are the names of tho children of James B.
Conant, former president of Harvard University?

H. What was the value of furs exported to England
the colonies between 1700 and 1775?

I. What Is the title of a recent article in The Nation
concerning Chinese-Soviet relations?

2. You are concerned with the economic development of the nation of
Povertia. Decide which one of the following categories in a card
catalog would probably be most useful in locating information?
Write its letter on your answer sheet.

A. Povertla, education, military forces

B. Povertia, international relations, military forces

C. Povertla, labor, resources

D. Povertia, physical geography, politics

3. An Item in the Readera' Guide to Periodical Literature reads

Grievance: first step in improved library government. E. Volkersz.
biblio ALA Bul 63: 1566-9 D '69

Write the number of the best answer on yov.r answer sheet.

A. Author? I. Grleva.ice 2. Volkersz 3. Bul

B. Title of magazine: I. Grievance 2. Volkersz 3. biblio
4. ALA 5. ALA Bul 6. But

C. Length of article: I. 63 p. 2. 1566 p. 3. 9 p.
4. 69 p. 5. None of these

4. Which of the followinl; is the beat definition of "primary resource
material"? Write its letter on your answer sheet.

A. Very important research in some area of study

B. Writings that were the earliest on that particular topic

C. First-hand accounts of events or conditions

D. Elementary reading on a given topic suitable for less advanced
readers
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ANALYZE THE DATA

PERFORMANCE OBACTIVEG

I. Given an empirical topic for research the student shall develop (or
select from a given list) a series of subtopics that would be useful
in categorizing information relevant to the topic.

2. Given a passage to read, the student shall select the generalization
that best expresses the main idea of the passage.

3. Given a short oral or written presentation, the student shall state
(or select from a given list) the main idea, conclusion, Issue.

4. Given a visual prosentaflon of information (grapy:, :table, map, aeries
of pictures), the student shall state (or select from a given list)
the main idea, conclusion, issue, or trend portrayed in the
presentation.

5. Given a series of items with common characteristics, the stucent
shall select a concept or generalization that encompasses the common
characte .istics.

6. Given a statement and several alternate paraphrases, the student
shall select the paraphrased statement closest In meaning to the
original.

7. Given a generalization and some items of information, the student
shall distinguish between items of information that

- support the generalization
- refwte the generalization
- are irrelevant to the generalization

8. Given a writter or oral presentation containing an (some) unstated
assumption, the student shall recognize (or select from a given
list) the unstated assumptions.

9. Given interpretations of an event or a circumstance, the student
shall identify different degrees of objectivity in the interpretation.

10. Given a situation and a ;1st of characteristics of an obse-ver, the
student shall estimate the probable degree of Influence those char-
acteristics have on the observer's interpretation of the situation.
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ANALYZE THE DATA Page 2

SAMPLE TUT ITEMS

Test items are arranged in the same sequence as are the performance objec-

tives (i.e., Test Item I tests achievement of Performance Objective I).

2. Read the following passage carefully,

"In the twentieth century new developments came faster and

faster. Some of them cleated enterprises that crossed
state lines and had to be regulated by a power greater than

that of any state. Radio could not operate profitably in
the United States without some authority to allocate the

channels. Air transport required a federal authority to
oversee safety rules and to allocate license,: where a mon-

opoly was necessary. Each new invention that can be used

only with some element of federal management or subsidy
adds a new bureau to the bureaucracy in Washington. Even

the automobile, a personal vehicle driven by its owner,
demands a highway system on so vast a scale that the states
cannot supply it to the satisfaction of the public without
federal aid."

Select the generalization that: seems to be in closet agreement with

the main idea of the passage. Write its letter on your answer sheet.

A. Once the industrial revolution starts in a society it unfolds at

an increasing rate.

B. As a nation responds increasingly to science, technology, and
industrialization it becomes increasingly necessary to exrand
governmental services and controls.

C. The twentieth century has witnessed the greatest and fastest
chbnges In science, technology, and industry ever experienced In

the world's history.

D. In the twentieth century,sclence, technology, and Industrializa-
tion have advanced faster in the United States than anywhere eise.

5. (I) Examine the three items. wh...t all three show. Select the

beat answer from those given and write its letter in the answer

space.

Items: Sam took the box from the street since it didn't
belong to anyone.

John failed the test but knew he could have passed it
If he had really tried.

George said that Ed wanted him to lake it.
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Page 3 ANALYZE THE DATA

Answers: A. Lying about things done
B. Blaming someone else
C. Believing in reasons that make you feel good
D. Blaming someone else for your mistakes

(2) Read the three items. Select the concept that best expresse: the
common characteristics of the three situations and write its
letter in the answer space,

Items: Joe drove down the street and stopped for a pedestrian
in the crosswalk.

Jones and Smith consulted a lawyer who drew up a
contract for their new partnership.

Jane's grade was lowered for too many lardies.

Concepts: A. Social interaction
B. Conflict
C. Political system
D. Social control

(3) Read the three items. Select the answer that best expresses what
the three have in common and'write its letter in the answer space.

Items: Mother told Johr that if he would dry the dishes she
would wash them.

The men hunted while the women planted corn.
While the girls w.-apped the maypole, the boys played

the drums.

Answers: A. If you do something for me I'll do something for you.
B. Time goes by faster when you do things together.
C. The best thing to do Is to divide up the jobs to

be done.
D. If you want a job done right, do It yourself.

(4) Read the four items. Select the answer that best expresses what
the three have in common and write itu letter in the answer
space.

Items; The several service stations kept their prices about
the same.

When railroad workers formed a union, their wages rose.
None of the airline stewardesses would wear the new

uniform.

The Irish all voted for the Irish candidate.
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A1ALYZE THE DATA Page 4

Answers: A. People sometimes refuse to compromise and get what
+hey want.

B. People get together to Increase their strength.
C. There are more organizations aM the time.

(5) Read the three cases below. Select the generalization that best
expresses what the three have in common and write its letter in
the answer space.

Cases: In the second millenium B.C. nomadic lndo-Europeans
Invaded the Indus Valley. The existing village
culture was absorbed into the new culture or was
destroyed, and the original inhatitants of the area
became the lowest caste in the new society.

Anglo-Saxons invaded Britain in the seventh to ninth
centuries. The existing Celtic people either were
absorbed into the new Anglo -Saxon culture or fled to
the hills of Scotland and Wales.

Europeans migrated to North America in large numbers
In the seventeenth to nineteenth centuries. The
existing Indian cultures were for the most part
destroyed, and most of the Indians were killed or
driven west. The Indians finally were given tracts of
undesirable land to settle on.

S. Read the following statement. Select the paraphrased statement that
is closest in thought to the original and write its letter on your
answer sheet.

Statement:

Paraphrase:

CNT

Human behavior is far more variable and therefore less
predictable than that of any other species.

A. Hum- beings behave in more different ways than do
animals,

B. It Is easier to anticipate what animals will do than
what people will because people are more varied.

C. Humans are more diverse and impulsive than any other
species.

D. Animals operate more on instinct than do human beings,
therefore It Is easier to anticipate how animals will
behave.
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Page 5 ANALYZE THE DATA

7. If the fact or event supports the generalization, put a plus (+) on
your answer sheet. If it tends to contradict the generalization, put
a zero (0) on your answer ...Meet. If it is irrelevant, put a question
mark (?) on your answer sheet.

Generalization: When people leave an established society and move
Into a different environmental situation, they retain
the habits, beliefs, customs, and institutions that
are characteristic of the original society.

A. The Church of England was the established church in colonial
Viriginla.

8. The Puritan church was a sect of the Church of England.
C. Southern plantations concentrated on the production of rice,

Indigo, and tobacco.
D. In the now-famous Mayflower Compact, the Pilgrims pledged their

a:leciance to the King of England.
E. Early American social groupings were based on wealth rather than

on birth.
F. The Ind'ans grew corn and tobacco in America.
G. Roger Williams' colony at Providence was founded on the principle

of freedom of religious belief.
H. Wealthy colonists imported tapestries, paintings, tine silver,

glass, chinaware, and good furniture from England.

9. Read the following. For each numbered statement decide if it is a
simple statement of fact or if it is biased, distorted, or misleading
in some way. If the statement seems to be factual, put a plus (+) on
your answer sheet. If it seems to be biased, distorted, or misleading,
put a zero (0) cl,...your answer sheet.

Joe watched the incident from across the street. He could sae clearly
although he could not near what was being said. He told a TV reporter
the following:

A. There were abwt 100 kids gathered near the steps by the big tree.
8. The kids were conservatively dressed and were very polite as they

asked the police questions and pointed to the administration
building.

C. The police angrily shook their heads and motioned away.
D. Some of the kids started to back away but then one stepped forward

to ask a question.
E. The policeman nearest him hit him in the chest with all his

strength.
r. Then another kid who vas not even near the first group threw a

rock at the police.
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10. Read the story.

George is watching a busy Intersection In front of his house. He sees
a boy on a bike and a car collide. The boy gets up fairly quickly but
is bleeding at the mouth. Mi boy and the driver of the car talk for
a few minutes, then both of them leave.

Read each item. Decide what effect it is likely to have or. George's
description of the event as he tells the story to his father, and
put the number of the effect on your answer sheet

Effects: I. Most influential
2. influential
3. Least influential

Items: A. George Is nine years old and rides a bike.
B. George is a good student in school.
C. Neither George nor his father has ever had an accident.
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DRAW AND EVALUATE CONCLUSIONS

PERFORMANCE OBJECTIVES

I. Given two or more concepts and their definitions, the student shall
select a valid generalization that shows the relationship between the
concepts.

2. Given several generalizations, the student shall synthesize these into
a more abstract generalization.

3. Given a passage, the student shall distinguish valid inferences that
can be drawn from it from inferences that are not valid.

4. Given a principle and several applications, the student shall distin-
guish between correct and incorrect applications of the principle.

5. Given a policy, the stui:ent shall distinguish likely from unlikely
consequences of the policy.

6. Given four conditions of "causation" (necessary condition, sufficient
condition, necessary and sufficient, and contributory cJndition) and

list of definitions, the student shall match the conditions with
the definitions.

7. Given a situation, a list of causes, and the four conditions of
causation, the student shall match the conditions with the causes.

SAMPLE TEST ITEMS

Test items are arranged In the same sequence as are the performance objec-
tives (i.e., Test Item I tests achievement of Performance Objective 1).

I. Given the following words (concepts) and their definitions, select the
generalization that most clearly and accurately expresses the relation-
ship among the concepts and write its letter on your answer sheet.

Institutions: The organized way of pursuing a major social activity
Culture: The shared way of life of a group of people
Values: Those things felt to be extremely important or

desirable .

A. A culture usually values its Institutions
B. Cultural values depend on Institutions
C. Some Institutions value and promote culture
D. The Institutions of a culture reflect Its values
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DRAW AND EVALUATE CONCLUSIONS Page 2

2. Read the following generalizations. Select from the following list
the generalization that best combines the meaniag of the two and
write its letter on your answer sheet.

A. A person's attitude toward conflict is influenced by his environ-
ment.

8. Conflicts are frequently Influenced by environment.

C. People from different environments may have attitudes that conflict.

D. Thera will be fewer conflicts if people all come from similar
environmerls.

3. Read the following passage carefully.

"The correct marriage among the Veddas of Ceylon is for a
man to marry his father's sister's daughter. The children
of two brothers or sisters cannot marry, since such a
marriage would be considered improper. When seeking a bride,
a man goes to his future father-in-law with a present of
dried deer flesh, grain honey, or yams tied to his unstrung
bow. The marriage ceremony is very simple but appears to be
absolutely binding, since cases of divorce or separation are
almost entirely unknown. The women ar, jealously guarded
by the men, who do not allow traders or other strangers to
see them."

Read each statement. If, given the information in the passage, the
statement is an inference (conclusion) that is probably true, put a
plus (+) on your answer sheet; if it is probably false, put a zero
(0) on your answer sheet; if the passage Coes not give enough infor-
mation for you to tell if the statement is probably true or probably
false, put a question mark (Z) on your answer sheet.

A. Family or kinship ties are very strong among the Veddas.

8. The force of custom is respected by these people.

C. The Veddas are in a primitive state of civilization.

D. Marriages between second cousins are forbidden.

F. Veddas do not understand the use of weapons.

F. Tha Veddas are very superstitious and worship the forces of nature.

It is easy for explorers to get photographs of Vedda men, women,
and children.

If the children of two sistes were to marry, they would be
punished by death.
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Page 3 DRAW AND EVALUATE CONCLUSIONS

4. Since gross national produce (GNP) equale investment + government
spending .1- consumption, an increase in any of these will tend to
increase the GNP. Read each statement. If it is a policy that will
tend to stimulate economic growth (raise the GNP), put a plus (+) on
your answer sheet. If it will not, put a zero (0) on your answer
sheen.

A. Reducing personal income taxes

B. Raising the ceiling on the national debt

C. Cutting back on defense spending

D. Raising Interest rates

E. Increasing the price of steel and heavy machinery

F. Increasing low-cost federal housing loans

5. Read the following policy statement carefully.

"The State Water Quality Control Commission recently has
taken action against the city of San Francisco for dumping
improperly-treated sewage into the Bay. The city claims it
would be too expensive to build new sewage treatment plants
at thins time. San Francisco also has experienced a slowdown
in construction. The State Commission feels that clean
water is an important enough issue to take drastic action.
The Commission has tried to get a court order to stop all
new sewer connections in San Francis:, until improved sewage
treatment plants are built."

Read each statement. If it is likely to result from this policy, put
a plus on your answer sheet; if it is not likely to result from this
policy, put a zero (0) on your answer sheet; if it is irrelevant or is
en uncertain effect of the policy, put a question mark (Z) on your
answer sheet.

A. Construction unions will support the Commission's action.
B. Taxpayers' groups in San Francisco will protest the Commission's

ectIon.
C. The mayor of San Francisco probably will not be re-elected.
D. More construction workers 011 be unemployed If the Commission

gets the court order.
E. The courts will grant the order to stop new sewer connections.
F. Water pollution In the Bay will get worse If new treatment plants

are not built.
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6. The following items are. related to causation (what causes things to
occur).

1. Necessary condition 3. Necessary and sufficient condition
2. Sufficient condition 4. Contributory condition

Read each definitic,n. Match it with the correct item above and put
the number on your answer sheet.

A. A condition
B. A condition
C. A condition

produced by
D. A condition

without the

7. Read the.story.

without which a certain effect cannot occur
that plays a part in bringing about an effect
that can produce a certain effect that can also be
other conditions
that will always produce an effect that will not occur
condition

Sarah was waking home one day. As she neared home, black clouds
dumped torrents of rain on her. Just as she could see the outline of
har house, she tripped on a rock in the path and fell over a cliff.

Conditions: I. Contributory condition
2. Necessary condition
3. Necessary and sufficient condition
4. Sufficient condition

Read each item. Match it with the correct condition and put the
number of the condition on your answer sheet. Use eaTh condition only
once.

A. The rock

B. The storm

C. The gravity of our planet
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ORGANIZE AND REPORT DATA

PERFORMANCE OBJECTIVES

I. Given two ways of organizing a paper or speech (chronological and
topical) and a list of explanations, the student shall match the
organization schemes with the explanations.

2. Given the three parts of a paper or speech (introduction, main body,
and conclusion) and a list of descriptions and/or definitions of the
three parts, the student shall match the part of the paper or speech
with the description and/or definition.

3. Given a list of topics of differing degrees of generality, the
student shall arrange them in their logical order.

4. Given a list of possible usages, the student shall identify the sit-
uations that require the use of footno'us.

5. Given a list of footnotes, the student shall identify those that are
properly arranged and that contain the minimum information (author,
title, page number).

6. Given a list of possible purposes, the student shall Identify the
purposes of a bibliography.

7. Given a sample bibliography, the student shall identify the entries
that are Incorrectly arranged and those that are incomplete.

SAMPLE TEST ITEMS

Test items are arranged In the same sequence as are the performance objec-
tives (i.e., lest Item I tests achievement of Performance Objective l).

I. Read each statement and decide how it is organized. Select the
correct term and put its number on your answer sheet.

Terms: I. Chronological 3. Both of these
2. Topical 4. Neither of these

A. Material Is arranged so that causes are discussed before effects.
B. Dates may be used.
C. The issue to be examined is firs' stated in the Introduction to

the paper.
D. Materials are arranged so that the develo:rent of the topic moves

from the point furthest In 03 past 70 a point closer to the
present.

E. Information In the paper Is organized intc major areas of )he
theme that Is investigated.
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ORGANIZE AND REPORT DATA Page 2

2. Read each statement. Select the term for a main part of a speech or
essay that describes the statement end put its number on your answer
sheet.

Terms: I. Introduction 3. Main body
2. Conclusion 4. None of these

A. The thesis or main point is fully explored.
B. It contains the table of contents.
C. The purpose of the paper or speech is clearly identified.
D. The main points are summarized and tied together in some type of

generalization.

3. Given below are some terms, an incomplete outline, and four questions.
Do not write in the outline. Select the term that correctly answers
each question, and put its number on your answer sheet.

Terms: I. Origins
2. Impersonal university
3. Vietnam War
4. Sit -ins

Outlin-:

A.

I. White racism

2.

B. Age-Group Issues

2.

A. PetItlons

B.

Title:

5. White student protest movement
6. National issues
7. Tactics
B. Draft

504)



Page 3 ORGANIZE AND REPORT DATA

Questions:

A. What is the number of the term that best serves as the title of
the outline?

B. What is the number of the term that would logically fit in I?

C. What Is the number of the term that would logically fit in II?
D. If item 1.8.1. Is "Draft," what term would logically fit in 1.B.2?

4. In which one of the following situations would a footnote not be used?
Put its letter on your answer sheet.

A. The material is a paraphrase from a book.
B. The material is direct!), quoted from a book.
C. Inform-Ion is gather, i from an interview with an authority.
D. None of these

5. Which one of the footnotes is properly arranged and contains only the
minimum information? Put its letter on your answer sheet.

A. 1 Jack Curtis, The Passing Game in Football, p. 60
B. 1 Curtis, Jack, p. 60, The Passing Game in Football
C. 1 The Passing Game in Football, p. 60
D. 1 Jack Curtis, Sports Illustrated, MLX, "Football Today"

6. Which one of the following is nct one of the reasons for a biblio-
graphy? Write its letter on your answer sheet.

A. The reader can know if the author probably has researched his
subject thoroughly.

B. If the reader Is Interested, he can easily find more material on
the subject.

C. The reader is guaranteed that the writer knows Oenty of Infor-
mation.

D. The writer gives credit to other writers on the same subject
whose material he inspected.

7. Examine the bibliography and find the two entries that are either
improperly arranged or are incomplete. Put the number of the correct
answer on your answer sheet:

Answers: 1. A and B 3. A and C
- , 2. C and 0 4. B and 0

A. Newberry, Louis, Hair Style Design, Los Angeles, 1946
B. Duncan, F. Martin, "Hair," Encyclopedia BrItannica (1961 edition),

Xl, 62-84
C. Kirtland, Sam, "Revolt Against Fancy Hairdos," Lok, 34-39
D. Mordwell, Miriam, Hair Deeign and Fashion, New York, Crown, 1962
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GROUP PROCESS

PERFORMANCE OBJECTIVES

Objectives for which sample test Items have been developed are starred (*).

I. Given a list of Items relating to group functioning, the student shall
select those items that are necessary conditions for successful group
functioning.

2. Given a group goal ar,d a list of p,ssible tactics, the student shall
select the tactics that will move the group closest to the objective.

3. Given a situation that disrupts the group process and a fist of
possible solutions, the student shall select the best solution for the
given problem.

SAMPLE TEST ITEMS

Test items a-e arranged in the same sequence as are the performance objec-
tives (i.e., Test Item 1 tests achievement of Performance Objective 1).

I. Read each item. If it would help a group to run well, put plus ( +)

on your answer sheet. If it would not, put a zero (0) on your
answer sheet.

A. Leadership Is a functlo. that mly be provided by different group
members in different phases of group activity.

B. The chairman consistently attempts to persuade the group to
accept his point of vlew.

C. Everyone Is eager to contribute his or her idea, and usually
goes right ahead to tail. about his Idea as soon as the previous
speaker stops talking.

0. An attempt usually is mode to arrive at a compromise that most
committee members can agree to.

E. It Is more important to get something done as soon as the
committee first meets than It is to sit eround and talk about a

!-.problem for a while.

2. The student government of Hillteogon High School decided that the
students badly needed a student Bill of Rights and a Supreme Court
(two students, two teachers, and one dean) to interpret the Bill of
Rights because so many student:9 were being euepended. When they
presented their plan to the principal, he said they did not and
should not hew any authority in this area. The student governmant
then decided to campaign for their plan.
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Which one of the tactica probably would be the least successful?
Write its letter on your answer sheet.

A. Organize some parents into a group to support the plan.
B. Ask students who were suspended to ignore their suspensions until

a Bill of Rights was approved.
C. Form a picket line In front of the principal's office on the side-

walk during the lunch period.
D. Create a position paper bated on the U. S. Constitution and court

rulings for presentation to the Board of Trustees.

3. Many groups have the problem of one person (or more) who constantly
tries to dominate group discussion by talking too much.

Assume that you are a group leader. Which of the following actions
should be your first step in solving the problem? Write its letter
on your answer sheet.

A. Do not call on him at meetings.
B. Ask him to quit the committee.
C. Talk to him privately about the prat:A.
D. Rule that any member is limited to a two-minute "speech."
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SECTION III. THE AFFECTIVE AREA

INTRODUCTION

The objectives of this section are grouped under five major categor-

ies suggested by the district's statement of "Educational Goals and

Objectives": the student's attitudes about (1) himself, (2) other indi-

viduals, (3) institutions and groups, (4) the problem-solving process,

and (5) human and natural resources.

Two types of objectives were developed for each category: general-

ized educational objectives and illustrative verformance objectives. The

illustrative objectives suggest ways of observing or evaluating the stu-

dent's performance in terms of a particular facet of one generalized

objective. There was nit time for the workshop members to develop illus-

trative performance objectives for each generalized objective. This work

will be continued during the coming school year.
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THE AFFECTIVE AREA:

PERFORMANCE OBJECTIVES
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I. GENERALIZED OBJECTIVE: The student shall try to understand himself,
realizing that effective living and personal happiness are influenced
by his ability and willingness to know himself.'

ILLUSTRATIVE PERFORMANCE OBJECTIVE: Given data about himself (i.e.,
his skills, attitudes, and interests), the student shall construct a
written self - portrait.

2. GENERALIZED OBJECTIVE: The student shall realize the importance of
continued self-improvement In all phases of his life.2

ILLUSTRATIVE PERFORMANCE OBJECTIVES:

a. Given a written self - portrait, the student shall analyze it to
determine the aspects of the portrait he would like to change.

b. Given a list of adjectives and asked to select those that (I)
describe him as he is and (2) as he would like to be, the stu-
dent shall suggest courses of action to lessen the discrepancies.

3. GENERALIZED OBJECTIVE: The student shall regard himself as an

. individual who possesses valuable skills and characteristics.3

I. Suggested by District Goal 3: To understand and accept himself and
others. T

2. 'Suggested by District Expectancy 3.11: To evaluate and adjust his
4.*, vocational and educational objectives In terms of knowledge about

himself and the world of work. -

3.' Suggested by Expectancy 3.2: To consider himself to be a worthwhile
individual.
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OTHER INDIVIDUALS

I. GENERALIZED OBJECTIVE: The student shall seek to recognize and
respect individual differences.

ILLUSTRATIVE PERFORMANCE OBJECTIVES:

a. Given a group or classroom situation, the student shall exhibit
respect for students whose ability and maturational levels are
different from his.1

b. Given a group of diverse people and a task of individual communi-
cation, the student shall work to identify the most effective
means of communicating with each individual.'

c. Given a one-minute tape recording of 3 speech, conversation, or
debate and a series of questions that test recall, the student
shall answer the questions that test his willingness to listen

to others.3.

d. Given an appropriate situation, the student shall rute-play a
point of view that Is not his own.k

e. Given an appropriate situation (e.g., a television commercial),
the student shall give a reasonable prediction of the reaction
to the situation by a member of a minority group that is not his
own.5

f. Given a class. or group discussion, the student shall encoura^e
participation by those with differing points of view: 6

g. Given an appropriate situation (e.g., a case study), the student
shall recognize and be sensitive to Instances of prejudice and
discrimination.'

I. Suggested ay District Expectancy 3.5: To take Into account Individ-
ual differences.

2. Suggested by Expectancy 1.4: To evaluate the effectiveness of his
communication with others.

3. Suggested by Expectancy 1.9: To listen and respond to the expres-
sions of others.

4. Suggested by Expectancy 3.5 (sea above) and 3.6: To perceive the
problems of others as reel and worthy of his concern.

5.. Suggested by Expectancies 3.6 (see above) and 3.9: To understand
that economic, cultural, and social Influences cause individuals and
groups to think and act In diverse ways.

6. Suggested by Expectancies 3.5 (see above) and 3.4: To recognize the
inherent worth of every Individual.

7. Suggested by Expectancy 3.6 (see above).



Page. 2 OTHER INDIVIDUALS

h. Given statements and actions of others that show prejudice and
discrimination, the student shall identify such statements and
actions 1n an appropriate context and on his own initiative.1

i. Given a small-group situaticn, real or hypothetical, the student
shall offer point', for compromise when appropriate.2

2. GENERALIZED OBJECTIVE: The student shall strive for consistence
between values and actions, including his on and those of the organ-
izations or groups of which he is a mamber.

ILLUSTRATIVE PERFORMANCE OBJECTIVES: (It is suggested the following
sequence be used as 1 method for teaching about values.)

a. Given an attitude survey or short- answer test, the student shall
record his feelings about particula.- situations and policies.3

C.

Given a variety of responses to an attitude survey or short-
answer test, the student shall identify the values that are
implied in each choice.''

, .

Given data from objectives (a) and (b) above, about his own posi-
tion and the values it implies, the student shall determine
whether the values implied in his choices correspond with his
abstract values-5

. Given a choice consistent with his own values, the student shall
plan appropriate ways for implementing it. 6

. ,

1. Suggested by Expectancy 3.6: To perceive the problems of others as
real and worthy of his concern.

2. Suggested by Expectancy 3.8: To wcrk with diverse groups and indi-
viduals to attain mutual goals.

3. Suggested by Expectancy 4.2: To choose courses of action ccnsistent
with his own value system.

4. ibid.

5. Ibld
6.
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INSTITUTIONS AND GROUPS

1. 'GENERALIZED OBJECTIVE: The student shall appreciate the important
role of Institutions characteristic of the United States (e.g., the
rule of law, consent of the governed, demo.crac,r, p-litical parties,
civil rights, social control, the family)..1

ILLUSTRATIVE PERFORMANCE OBJECTIVE:. Given a series of statements
about a particular institution (e.g., the rule of.law), the student
shall indicate agreement with the statements that recognize the
merit of the institution'.

2. GENERALIZED OBJECTIVE: The student shall actively work to strengthen
those institutions that be believes to be valbable.2 r,

3. GENERALIZED OBJECTIVE: The student shall be an active member of one
or mOre,organizatlons that he believes to have wc^thy purposes.3

4. GENERALIZED OBJECTIVE: The student shall believe In the potential
value of men working together to solve problems.

ILLUSTRATIVE PERFORMANCE OBJECTIVES:

a. Given d'questionnaire, the student shall inditate active member-
one or Obre'formaForganizations while in school : and/or

after graduation. 7 "
b. Given the option of working toward some accepted goal by hirrself

or th-cooperatlion-with a group witWa similar purpose, the stu-
dent shall denionStrate, whenIsuch:action is appropriate, a wil-
lingness to work with the group to accomplish the objective.

5. GENERALIZED OBJECTIVE: The student shall believe that he can and
should influence tho decisions made by groups of which he Is a member.

ILLUSTRATIVE PERFORMANCE OBJECTIVES:

a. Given a questionnaire about feelings of poWical efficacy, the
student shall mak, responses that indicate belief in his capa-
bility of influencing political decisions acid nis desire to do so.

b. Given the opportunity to vote In an election (e.g., school, city,
="''state), the student shall. vote. r,L

"c. Glveh tile'opportUnitif to work for a candfdate or issue of his
choice in an election campaign, the student shall do so.
:-).cr,.;11?E. :

!
I. Suggested by District Expectancy 5.7: To support and participate In

the work of those institutions necessary to our democratic system. -0
2. Ibid.

3. Suggested by Expectancy 5.8: To participate effectively in the
social system within which the person lives.
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g. Given pictures, objects, and written material about myths,

religion, and art, the student shall approach these areas of
living as potentially valid sources of meaning.?

h. Given the statement of a social problem of complexity, the stu-
dent shall appreciate the multiplicity of factors involved and
the difficulty of implementing solutions.8

I. suggested by District Expectancy 6.3: To Identify, gather, and use
all available sources of information.

2. Ibid.
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THE PROBLEM-SOLVING PROCESS Page 2

2. GENERALIZED OBJECTIVE: _The-student shall believe that the study of
the social sciences- Is valuable.'

ILLUSTRATIVE PERFORMANCE OBJECTIVES:

a. Given a questionnaire, the student shall select those responses
that indk!ate the valuesofa-social-science education.2

b. GiVen the opportunity, the student shall select elective courses
in the social sclences.3.

c. Given_the opportunity.,..thwetwent shall voluntarily attend
meetings with speakers c.-f-programs.about the social sciences.''

d. Given a series of statements-about a person's feeling of,compe-
lenca:in using the methodologies of the social sciences, .the
student shall choose those statements he believes are relevant
for h1n.6

3. GENERALIZED OBJECTIVE: The student shall voluntarily continue his
education beyond compulsory limits.

.

ILLUSTRATIVE PERFORMANCE OBJECTIVE: Given the opportunity for
additional study without school credit, the student shall continue
his study: 6

- . .

1. Suggested by District Goal 8: Reelize, the role.of education IA.
human progress.

2. Suggested by District Expectancy 8.5: To .recognize and /or develop

the necossary techniquesin the nrees'of litnroture, the arts (fine,
performing, practical) and tree social sciences.

3. Ibid.

4. ibid.

5. ibid.

6. Suggested by Expectancy 0.3: To continue hlo education beyond .

compulsory limits end to recognize tNat 'earning Is .a life -long

endeavor.
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HUMAN AND NATURAL RESOURCES

I. GENERALIZED OBJECTIVE: The. student shall accept responsibility for
developing and conserving human resources.'

ILLUSTRATIVE PERFORMANCE OBJECTIVE: Given the opportunity, .itie stu-
dent shall accept responsibility for helping those In need of help
through individual/group, private/public, philanthropic/corrective
efforts.'

2. GENERALIZED OBJECTIVE: The student shell accept the interdependence
of people in a society and shall reali7e that the inadequate develop-
ment of a part of a society negatively affects other segments of the
society.'

3. GENERALIZED OBJECTIVE: The student shall be committed to the develop-
ment of community resources for the benefit of all citizens.'

4. GENERALIZED OBJECTIVE: The student shall be committed to conserving
the nation's natural resources while at the same time ho shall accept
the need to balance economic development with the need to protect
natural resources.'

ILLUSTRATIVE PERFORMANCE OBJECTIVES:

a. Given the opportunity, the student shall successfully design and
complete a small group-action project on ecology.

b. Given The opportunity, the student shall tape part in the
activities of conservation groups outside class (eg., school
ecology club, Sierra Club).

c. Given appropriate circumstances, the student shall initiate or
participate in school ecology-action projects ot clubs, classes,
or student government.

. d. Given the opportunity, the student shall voluntarily take part
In cross-age teaching projects in ecology.

e. Given the opportunity, the student shall develop visual or
creative projects in ecology (e.g., slide-tape presentations,
posters, displays).

I. Suggested by District Expectancy 9.3: To accept respone.lbility for
conserving and developing human and natural resources.

- 81 -

516;



HUNAN AND NATURAL RESOURCES, Page 2

f. Given a survey,.olass discussion, or other opportunity, the stu-
dent shall. report actions of-his ,..that indicate that he has a

sense of ecological responsibility.
1

g. .Given, an assignment, the student sh01 analyze the effects of
typical personal actions on the environment (e.g., protein con-
sumption; the use of detergents, the automobile).

h. Given the choice, the student shall choose to design and complete
a research project on a topic such as community polluters, the
effects of proposed.city or county policies, or community use of
resources.

WI ,
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SECTION IV. OBJECTIVES AND POST-TESTS FOR SUMMER CLASSES

INTRODUCTION

Members of the teaching teams prepared a list of concepts to be

taught in summer school and grouped them into four clusters. Each cluster

was given a title as a means of grouping the concepts and identifying the

clusters.

Each concept cluster then became the basis for one cf the fcur units

taught: Social Change; Environment; Political, Social, and Economic

Minorities; and National Interaction.

Concept Clusters

I. SOCIAL CHANGE III. POLITICAL, SOCIAL, AND ECONOMIC
MINORITIES

Dissent
Conflict Discrimination - -Prejudice
Compromise Rights - -Responsibilities

Revolution Morality and Choice
Reform
Conservative IV. NATIONAL INTERACTION
Reactionary

II. ENVIRONMENT

Industrialization
Urbanization

Power
Nationalism
Intervention
Peace--War

Using the concept clusters and unit objectives, the performance

objectives workshop members developed pre -.and post-tests. Each list of

unit objectives is followed by the post-test for that unit.

- 83 -
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SOCIAL CHANGE

PERFORMANCE OBJECTIVES FOR THE UNIT

Related Concepts: Dissent
Conflict
Revolution
Conservative

Compromise
Liberal Reform
Reactionary

Performance Objectives Specific to the [hat

I. Given a series of recommendations about an issue or controversy, the
student shall distinguish between those advocating evolutionary meth-
ods and those advocating revolutionary methods.

2. Given a series of definitions or examples, the student shall select
the apprcpriate definition or examp!e of each of the following con-
cepts: dissent, conflict, revolution, compromise, liberal r

reactionary, conservative.

3. Given a series cf siatements about a conflict situation, ilva student

shall identify the statements that would facilitate compromise and
those that would not.

4. Given a situation involving conflict, the student shall identify the
specific points at issue.

5. Given a conflict situation, the student shall identify likely points
cf compromise.

6. Given a series of paired viewpoints of a contemporary Issue, the
student shall distinguish those whose objectives are more liberal
from those whose objectives are more conservative.

7. Given the description of a situation, the student shall identify
c!rcumstarces In which a reformer might feel Justified In adopting
revolutionary methods.

8. Given a situation In which there is disagreement about the desira-
bility of change, the student shall write viewpoints and provide
Justification for any of the following posiilons: reactionary,
conservative, liberal.

General Objectives Not S ecific to the Unit

I. Given a series of situations not previously encountered, the student
shall determine which concepts and generalizations previously studied
are applicable In the new context.

2. Given two or more concepts previously studied, the student shall con-
struct a generalization and shall either explain why the relationship
exists or give lilustratiors qf4the generalization.

0/85 -
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SOCIAL CHANGE

IN!
Page 2

3. Given a series of statements, the student shall determine which are
empirical (verifiable by data) and which are not empirical.

4. Given a problematic situation (solution or an.,er not evident), the
student shall formulate questions that will aid In the search for a
solution.

5. Given a brief reading or a verbal quotation, the student shall identify
the central Idea and restate it briefly in his own words.

6. Given a problematic situation, the student shall construct an empiri-
cal hypothesis and shall gather data to support or refute tho hypoth-
esis.

4!(10,101ftki, .0i1
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Social. Studies Project, Summer, 1970

Pest -Test, Unit I: SOCIAL CHANGE

.011=m1s-

NAME

TEACHERS

ITEMS I - 5. MULTIPLE CHOICE. Choose the best ending for each sentence.
Write its letter on your answer sheet.

I. A "dissenter" is a person who

A. feels comfortable with existing conditions
B. thinks people should not discuss religion or politics
C. expresses strong feelings
D. answer not given

2. The word ffost closely associated with "conflict" Is

A. struggle
B. cooperation
C. stability
D. answer nat.given

3. A group "compromises" when it

A. agrees that the ether side is right.
B. decides never to violate its principles.
C. views conflicts In terms of right versus wrong.
D. answer not given

4. People who call for "revolution" want

A. slow change.
B. to keep society as it is.

C. a.number of peaceful, legal changes.
D. dramatic, sudden, fundamental changes.

c:;;; .

5. The reaction to a war that is most often associated with "liberal
reform'P Is to

:o A. burn a Bank of America building to protest the bank's Involvement
with a war ,

B. help to select an anti-war candidate
C. Ignore the war as much as possible
D. Join the army

R $521
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Post-Test I: Page 2

ITEMS 6 - 10. MATCHING. Choose the five best examples of "diezent."
Write their letters in alphabetical order on your answer sheet.

To dissent from the values of the adult middle class of San Mateo County
the Establishment) is to

A. tell your parents they are living In the past
B. respect and follow the advice of your teachers
r. be In favor of ecology
D. burn your (or your boy friend's) draft card
E. want to be a constant wanderer, working as little as possible
F. support the Black Panthers
G. be dirty and disorganized and be prod of it
H. favor moderation
I. plan to be a business professional man
J. enjoy sports

ITEMS 11 - 15. MATCHING. Choose the five 4tatements that best lend them-
selves to COMPROMISE. Write their letters in alphabetical order on your
answer sheet.

NOTE: Some of the statements you select may not.seem true to you, but the
goal is to choose attitudes which promote compromise.

A. There are blacks and whites, truths and falsehoods, rights and
wrongs.

B. The advantages and disadvantages of the solution must be carefully
weighed.

C. That group really can't be trusted.
D. Most Americans are reasonable.
E. You should be patient with and tolerant of those with whom you

disagree.
F. Rome wasn't built in a day; changes take time because several

parties are usually involved. ;

G. The masses are asses. (Or: the silent majority is silent because
It doesn't have anything to say.)

H. We are In the midst of a crisis; drastic changes must be made NOW.
I. I don't really like the agreement, but at least it improves the

situation somewhat. -:).

-88-



Post-Test I: Page 3

ITEMS 16 - 22. You arc a student member of a committee that has been set
up to evaluate your school's curriculum and to propose changes to your
school administration. The committee has listened to many members of the
community, to school administrators, to faculty members and to other stu-
dents. Below are some sentiments expressed by these people. Read each
statement.

16. "I simply do not underStand what this committee is supposed to be do-
ing. When I was in school we never had anything like this and I still

got a good education. We've made too rAny changes already."

17. ,"This committee is nothing but a farce. The administration sets up a
committee, Ils'iens to its recommendations, and does nothing. They

LI, won't change anything around here. I say the first thing to do is to
get rid of the administration. Give power to the people who really
care about what happens. Give power to the students! Then we'll
really see some changes around here."

18. ,"I'm happy to see students on this committee. lt,is good to allow
students to have some say in the curriculum. However, some require-
ments must remain."

i9. "I'm concerned about the presence of students on the committee. Some
change may be necessary but we should not lose sight of the tradition-
al values education should uphold."

20. _"I'm sick of everything about this school."

Select the concept that best applies to each statement. Write its letter
on your answer sheet.

A. Ols,-ent

B. Cortlict
C. Revolution
D. Conservative

1,-v.v: E. Compromise ',11

F. Liberal Refc,rm

G. Reactionary

21. Of the five speakers above, which two are most likely to come into
conflict over their opposing views? Write their letters on your
answer sheet.

A. Speakers 17 and 19

B. Speakers 16 and 18

C. Speakers 18 and 19

D. Speaksrs 17 and 20 1

E. Speakers 16 and 17

523
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Post-Test I: Page 4
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22. ,Of-all-the.attitudes expreEsed by the speakers, which one seems to
offer the best possibilitiEofor compromise? Write its letter on your
answer obeet.-,. -

A. Speker .10- - D.-:,Speaker 19
B. Speaker 17 E. Speaker 20
C. Speaker 18

ITEMS 23 - 31. Read the followirg paragraph.

The airline controllers, responsible for directing air traffic on and
around airports, threatened a strike after six months of negotiations
with their employers, the Federal Aviation Adminfstration. The FAA
obtained .a court ruling that a strike would be illegal since it would
necessitate.the closing of airports and the disruption of the nation's
tteraportatiOn system. After another month of negotiations the FAA
mac/ still unwilling to compromise on the demands of the airline con-
trollers. At that point in time the airline controllers began to call
in sick and to explain they were unable to-work. The number of absen-

-: tees became so large that there were lengthy delays at all major air-
ports of the nation. .

Read the representative opinions of the two groups in conflict:

THE AIRLINE CONTROLLERS: The responsibilities of airline controllers
are so great that our mental and physical health is being impaired.
Ours is one of the most difficult jobs in the world. At any one time
during an ordinary day, a controller is responsible for the lives of
hundreds-of _people and dozens of aircraft. MoreoVer, due to an in-
adequate number of controllers, we end up working unbearably long hours
and often six to seven days a week. The task is also made more diffi-
cult by the old-fashioned equipment that should be replaced immediately.

THE FAA: The controllers-are very well paid for the task they perform,
which admittedly la a challenging Ont. No additional controllers are
available in the short run. New equipment is being tested for eventual
introduction but to use that equipment before it has been fully tested
would be to endanger the lives of passengers. .

23. What .is the main point of the story as a whole? Jr': 10

A. Airline controllers have an important job.
B. The airline controllers are underpaid in comparison to their.

responsibilities. .

C. A dispute between the airline controllers and the FAA threat-
ens to stop air travel.

D. The controllers are violating the spirit if not the letter of
the law. .

,

E. No answer given.

(.
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Post-Test I: Page 5

Determine whether each of the following is .or is not a major point of con-
flict between the FAA and the controllers. If it is, put a plus on the
answer sheet. If it is not, put a zero on the answer sheet.

24. The amount of wages paid to working controllers
25. The number of controllers working
26. The time at which new equipment is necessary and desirable

Iedic4:te by a plus those statements that are empirical (can be verified by
data) and by a zero those statements that are non-empirical (cannot be
verified).

27. It is one of the most difficult jobs in the world."
28. "Airline controllers are responsible for the fate of hundreds of

people."
29. "Airline controllers often work six or seven-day weeks."
30. "Airline controllers are underpaid."

31. Which of the following is the most likely area of compromise?

A. The number of controllers on duty at a given time
B. The hourly wages of controllers
C. The number of airplanes allowed to land per hour ,

D. None of these

ITEMS 32 - 39. Read the following paragraph.

Womea are angry. We are refusing to go along any longer with a socie-
ty that hae male superiority as its basis, with nearly 100% of the
effective political and economic power in male hands. Women are op-
pressed far more than Blacks in our society. Characterized as the
"weaker sex," women grow up believing that they are inferior to man
and that they have little to offer other than the abilities to bear
children and to keep house. Consequently, few women develop their
talents and abilities, and most lead boring, frustrated lives.. No
longer! True Women's Liberation cannot come within the existing
structure of society, based as it is on male dominance. If women are
to recapture some control over their own lives, if they are to fulfill
themselves as people first and women.second, many changes are needed
in our society. [(A) Both women and men must abandon the myth of the
"weaker sex" and roust stop placing women in a subordinate and inferior
role. All women are entitled to full equality as human beings and to
creative and active lives in whatever fields they choose.] [(B) all
job discrimination must cease, including separate pay scales, hiring,
and promotional"practices.] [(C) Child care centers should be pro-
vided by government or by employer,. so that women with children will
not be barred from jobs aay more than men with children are.] [(D)

The institution of marriage, which has enslaved and otunted millions
of women, must be replaced either by a renewable five-year contract
or by group marriages, in either case with child raising to be a re-
sponsibility shared equally by both the child's parents.]

71.7;
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Post-Test I: Page 6
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[(E) Abortions and birth control should be available to any woman who
wants them to free women'from the unequal burden of childbirth.] Fi-
nally, if real equality is to come, all those institutionspolitical,
economic, and social--which consciously or unconsciously promote the
idea of male superiority, must be changed. [(F) Perhaps even a return
to the worship of the great earth-mother goddess of former times is in
order today, in view of our current environmental crisis.)

32. In the space provided on the answer sheet, summarizze tha main poinL of
the paragraph in your own words.

33-36. Six of the above sentences are lettered. Pick out two sentences
that are REVOLUTIONARY in nature. Circle their letters on your answer
sheet. Pick out two sentences that are REFORMUT in nature. Draw an
X through each of their letters on your answer sheet. Be sure to mark
four numbers.

37-38. In the spaces provided on your answer sheet, list two characrlr-
istics that distinguish the goals of reform from those of revolution.

39. Using the evidence and arguments is the paragraph above, write a one-
sentence generalization that explains why ANY group's demands may be-
come revolutionary. (Your answer should be general and not specific
to this issue.)
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PERFORMANCE OBJECTIVES FOR THE UNIT

Related Concepts: Industrialization
Urbanization

I. Given a situation in which a governmental decision must be made about
an ecological question, the student shall

- identify possible courses of action, and predict consequences of each
- Identify values implied by each possible course of action
- rank-order the implied 1.alues in terms of his own value system
- rank-order the possible courses of action consistent with the im-

plied values

2. Given the above situation, the student shall identify interest groups
likely to become involved in the controversy and the positions they
would take.

3. Given a series of graphs and/or charts showing various ecological con-
ditions existing today, the student shall identify courses of action
and predict consequences of each.

4. Given a series of possible government programs or actions that imply
varying degrees of government control of the individual, the student
shall

- rank-order the programs or actions by the degree of government
control implied

- specify a cut-off point beyond which he feels the government should
not go

- identify the values that cause him to specify some actions as being
acceptable and others as being unacceptable

5. Given a series of possible governmeni. programs or actions that imply
varying governmental means for achieving a specified goal, the student
shall

- classify the programs and/or actions by the type of means employed
- label the classes he has developed

6. Given several hypotheses, the student shall determine which will be
most difficult to test by

- analyzing the degree to which each hypothesis is empirical
- analyzing the precision of the wording of each hypothesis
- determining the accessibility of relevant data

7. Given several concepts, the student shall construct a gererallzation
that states a valid re'ytionshlp between them.

8. Given a situation in which hunting-and-gathering people are offered
the Industrial revolution, the stiAlOnt shall predict positive, negative,
and neutral affects of Industrialization.
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Post-Test, Unit II: ENVIRONMENT
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The following statements are arranged in pairs. One of each pair is less
empirical than the other. Select the less empirical statement, then ex-
amine its wording. Pick out the underlined word or phrase that would make
the statement difficult to prove either true or false. Write the letter of
that word or phrase in the answer space. (Each underlined word or phrase
is identified by a letter above it.)

A
I. The development of the factory system tends to dehumanize people.

D E

Industrialization tends to decrease lob satisfaction.

A 8

2. Industrialization benefits people.
C D E

Wage settlements usually involve compromise.

, - A
3. Local governments are more responsive to popular control than are

C

national governments.

City budgets Increase during periods of depression.

For which of the following in each group of three would data (factual in-
formation) be most difficult to obtain? Pick one answer from each group
and write its letter on your answer sheet.

4. A. The percent of Mexican-American voters who voted for Nixon in 1968
B. The reasons why Negroes tended to vote against Nixon in 1968
C. The percent of Democrats who voted for Nixon in 1968

5. A. The amount and type of pollutants in Lake Erie at the present time
B. The technical methods which could be used to purify the water in

Lake Erie
C. The amount of money and time needed to purify Lake Erie

ITEMS 6 - 10. The next five items are multiple choice. Select the beat
answer for each and write its letter on the answer sheet.

6. CONFLICT. Which of the following statements dces not help to explain
the origins of conflict (even though the statement may be true)?

A. Man Is egocentric (self-centered).
B. Changes upset traditions and mores.
C. .There always has been a scamIty of material things.
D. Man Is tribal by nature; he needs to Identify with a group.
E. Man has a strong element of cooperativeness in him.
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. COMPARATIVE ADVANTAGE.

A. A social science scholar
B. An emotioral person who is insecure
C. An intellectual woman who enjoys analyzing things
D. kpractical leader who does not follow a fixed ideology
E. None of these

8. URBANIZATION. Which one of the following kinds of conflict is most
often associated with the process of urbanization?

A. Nation-state wars
B. The struggle between orthodox and reform Christians
C. Development of a class cf "have -nots" who feel a sense of unity

and a hostility to upper classes
D. No answer is close enough

9. INTERGROUP RELATICNS. Which one of the following paired items is
least likely to be included in a study of the concept "intergroup
relations" in a high school problems-oriented social studies class?

A. Men and women
B. Police and criminals
C. Labor and management
D. Blacks and whites
E. President Nixon and Vice-President Agnew

10. COMPROMISE AND ADJUSTMENT. Which of the following types of people is
likely to base his life on the concept of compromise and adjustment?

A. A United States congressman
B. A member of the political new left -

C. An American college student
D. A member of the clergy

= =1:1 E., No answer Is close enough.

ITEMS 11 - 13. In each of the next three items, a concept is followed by
a series of hypotheses. Select the hypothesis which beat meets two cri-
teria: (1) it beat explains the concept and (2) it is close to conforming
to the rules that govern the statement of a hypothesis. Write its letter
on your answer sheet. Jv (-fr.': -0 :Jo

11. AIRBANIZATION. '
'T.

A. Urbanization in 19th and 20th century Western Europe Is normally
linked with industrialization.

B. Urbanization is usually seen as the primary cause of industrialism.
C. Urbanization, as Jefferson said, results In revolution and immor-

ality.
D. Urbanization and Instability often are synonymous.
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12. INTERGROUP RELATIONS.

A. The mpst significant type of Intergroup relations In the 20th
century worthy of study is the relationships between whites and

B. White racism tells the whole story.
C. Imperialism is based on exploitation.

D. In order to understand an individual fully, one must study the
groups with which he is identified and the relationships of those
groups to other groups.

13. COMPARATIVE ADVANTAGE

A. President Nixon, in dealing with the Indo-China War has a series
of options open to him in 1970 which must be carefully weighed in
relation to maoy factors.

B. An American victory in Indo-China realistically would require the
unconditional surrender of the enemy.

C. President Nixon has a choice: he can let all the troops stay in
Indo-China or he can bring the boys home.

D. President Nixon often Iles to the public to protect the national
interest.

ITEMS 14 - 16. Assume that liberal reformers are interested not only in
protecting the environment but also in promoting national unity. Read

each item. If it is likely to produce COMPROMISE AND ADJUSTMENT as reform-
ers attempt to protect the environment in the San Francisco Bay region, put
a plus (+) on your answer sheet. If it is not, put a zero (0) in your
answer sheet.

14. Reformers decide to block the entrances to all companies who are
dumping large quantities of untreated waste material into the Bay.

15. Reformers circulate petitions that praise the efforts of petroleum
companies to "clean up" their gasoline.

16. Reformers decide to back an SDS member for a seat In Congress because
he is the strongest candidate on the ecology issue.

ITEMS 17 - 19. You are on your town's planning commission. Since this is
the body that must make recommendations to the City Council in matters such
as land use and zoning regulations, the commission is now studying a plan
to develop the only m2a of land in the city which is not in use for resi-

t dential or commercila purposes.

This one-hundred-acre tract is zoned for recreational use only, as the
planning commission for some time has wanted to develop a community recre-
ation center, a swimming pool, and a park with picnic areas, hiking trails,
and bridle paths. Construction has not been started due to lack of funds.
This delay concerns you greatly since there are no public parks in your

town.

i
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The plan you must now consider has been advanced by a private land develop-
er. It calls for development of the tract for residences and light indus-
try. Eventually there will be over 20,000 residents and industries capable
of providing jobs for 20,000 workers. Land for shopping centers, schools,
church s, and municipal buildings is included in the plan. The developers
have emphasized the fact (which you already know) that the city and the
school district are approaching a financial crisis. Approval of this plat:
will insure a new source of income to avert the crisis.

IN THE FOLLOWING SPACES WRITE DOWN THREE POSSIBLE COURSES OF ACTION THE
PLANNING COMMISSION MIGdT REASONABLY TAKE, AND TWO LIKELY CONSEQUENCES OF
EACH ACTION.

17.

18.

19.

ITEMS 20 - 23. Write a one-sentence generalization that expresses a re-
lationship between the two concepts in each of the following pairs:

Example: (unity - strength): in unity there is strength.

20. (compromise - value system):

21. (urbanization - interdependence):
6 ,

22. (interdependence - compromise):
AIt E:1' ,

-L .

23. (environment - industrialization):

531
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ITEMS 24 - 27. All parts of this section refer to the sraphs on page 100.

24. Which of the following conclusions best sums up the information con-
tained in Graph 11? Write its letter on your answer sheet.

A. Corn yields have risen steadily since 1910 due to better farming
methods.

B. The most dramatic influence on corn yields was the introduction of
hybrid corn In 1932.

C. Chemical fertilizers and pesvicides have boosted corn production.
D. Hybrid corn, chemical fertilizer, and soil insecilcides each re-

sulted in a noticeable Increase In corn yields immediately after
use became widespread.

25. Use Graph 12 to evaluate each of the following generalizations. If

the evidence on the graph tends to support the generalization, put a
plus (+) on your answer sheet. If it does not, put a zero (0) on your
answer sheet. If the graph does not give enough information for you
to decide, put a question mark (?) on your answer sheet.

A. Pollution Is a by-product of industrialization and progress.
B. Increased agriculiural production came about as a result of the

introduction of chemical fertilizers.
C. Industrial wastes are a main source of water pollution.
D. Housewives and farmers polluted Lake Iquiwatta.
E. We can't have both clean water Lnd clean clothes.

26. The citizens in the Lake Iquiwatta area became very alarmed about the
pollution of the lake, and have decided that action must be taken.
Three courses of action have been suggested:

A. Ban the sales of chemical fertilizers and polyphosphate detergents
in the iquiwatta Basin area.

B. Impose a user tax of $10 a month on each household in the Iquiwatta
Basin area and use the money to finance an advanced water treatment
plant that would filter out the nitrates and phosphates.

C. Plant a specially developed kind of scavenger fish In the lake
which will prevee the growth of algae. Unfortunately they also
feud on baby trout.

Read each item. Decide which proposal each of the following people
would be likely to support and put its number on your answer sheet.

A. A family that sells fresh fruits and vegetables at a roadside
stand In the area

. A resort owner at the lai:e

. The wealthy importer of Chilean nitrates who has a summer home at
the lake

. A poor widow who takes in laundry for a living

27. In the space provided by each letter o. your answer sheet, suggest TWO
LOGICAL AND REASONAPLE consequences (other than reduction of the algae
in the lake) which would resutt*Om each course of action. (Letters
refer to courses of action in 126.) USE GRAPHS AND YOUR IMAGINATION!

--t
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POLITICAL, SOCIAL, AND ECONOMIC MINORITIES
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PERFORMANCE OBJECTIVES F)R THE UNIT

Related Concepts: Discrimination -- Prejudice

RightsResponsibilities
Morality and Choice

1. Given the names of several American minority' groups, the student shall
choose from a list similarities in the origins of prejudice toward each
of the given groups.

2. Given an Incomplete analogy, the studert shall choose from a list of
concepts one that will complete the analogy.

3. Given the name of a minority group, the student shall choose from a
Ilst of locations tho geographical area in which widespread animosity
was or is prevalent toward members of that group.

4. Given an Intergroup situation, the student shall state a generalization
about the types of value conflicts often present in the situation.

5. Given a student desire to promote positive intergroup relations, the
student shall list five things he can begin doing today or in the im-
mediate future to improve intergroup relations.

6. Given a rank ordering of groups suffering from discrimination, the stu-
dent shall select from a list the reasons that best explains the
ordering.

7. Given data from a study, the student shall identify the consequences
of discrimination on a victim's self-concept and the conflict involved
(personal aspiration versus the stereotype).

8. Given a series of generalizations, the student shall identify the gener-
alizations that are "prejudiced statements."

Given a study of intergroup relations In other countries, the student
shall cite reasons for the greater degree of racial integration and
tolerance in Hawaii and Brazil than In mainland United States.

9.

10. Given a series of generalizations and some factual statements about
groups of people, the student shall determine which factual statements
are relevant to each generalization and the extent to which each se-
lected factual statement justifies the generalization.

II. Given a series of incidents, the student shall differentiate between
those involving prejudice (attitude) and those involving discrimination
(action).

- 101-.
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12. Given a specific situation involving civil rights and a copy of the
Constitution and/or relevant .legislation, the student shall identify
the issue in controversy, select the relevant legal provision, render
Judgment on the rights of the individual in the situation, and Justify
the judgmen.

13. Given an understanding of the concepts, the student shall cite actual
,.Linstances An his behavior that exeriplify rationalization, sterotyping,

scepegoatIng, and.prejudice.

14. Given a situation involving childhood discrimination, the student shall
predict adult characteristics (of both discriminator and discriminated
against) likely to arise from that situation.

15. Given an example-or situation involving a self-fulfilling prophesy,
.. the student shall distinguish it from-stereotyping, scapegoating,

rationalization.

16. Glven.a series of types or examples of discrimination, the student
shall. be:able to Identify the types or examples in terms,of their
possible effects.

17. Given two minority'groups-(one that has previously been discriminated
against and Is now more successful and another that has been less
successful), the student shall identify the differences between the
two groups. '

18. Given a series of actions, the student shall Identify the relevant
underlying assumptions.

,,,.



Social Studies Project, Summer, 1970 NAME
Post-Test, Unit III: POLITICAL,
SOCIAL, AND ECONOMIC MINORITIES TEACHERS

ITEMS I - 5. Read about each situation. Decide which of the listed con-
cepts it illustrates. Write the letter of the concept on your answer sheet.
Each concept may be used only once.

Concepts: A. Stereotyping
B. Scapegoating
C. Discrimination

D. Self-fulfilling prophecy
E. Prejudice

John has received his report card and is very unhappy to learn that he
has received a D in history. When his father asks him why this hap-
pened John replies: "It's impossible to learn anything in that class,
Dad--the teacher has no control over the students."

2. Mr. Smith had a lovely home in a suburb near a large Eastern city.
When a F.erto Rican family moved into a home on his block, he put his
house on the market at a low price to Insure quick sale. Another
Puerto Rican family bought the house. One year later he met a former
neighbor from that neighborhood who said he had had to accept an even
lower price for his house. "I told you so," said Mr. Smith. "When-
ever Puerto Ricans move into a neighborhood, house prices drop."

3. Bill is the captain of his school's undefeated football team. He is
worried that next Saturday's game might be their first loss because
the opposing team Is comprised mainly of Negroes. "Blacks are just
naturally better athletes," he thinks to himself.

4. Coach Jones has just refused to allow two girls to try out for the
swimming team.

5. Frank doesn't believe anybody over 30 can be trusted.

ITEMS 6 - II. The next six items are multiple choice. Select the best
answer for each and write its letter on the answer sheet.

6. Which of the following groups suffered most from economic hardship
during the 1930's?

A. Blacks C. American Indians
B. Women & Catholics O. Orientals

7. Blacks, Catholics, Chinese, and American Indians were all discrimi-
nated against prior to the 1930's for all but which one of the follow-
ing reasons:

A. Religious C. Social
8. Economic 0. Political
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8. Which one of the following groups has not had its lands "legally"
seized (temporarily or permanently) by members of the majority group?

A. Indians
G. Jews

C. Japanese
D. All of these

9. Which one of the following persons would have the least difficulty in
"passing" as a member of the majority group, as far as physical charac-
teristics are concerned?

A. A Black
B. A Jew

C. A Chicano
D. An American Indian

10. Which of the following paired items is an incorrect association of a
minority group and the state in which prejudice took the form of vio-
lence against it in the past?

A. California--Chinese C. Indiana -- Indians
B. Mississippi -- Blacks D. New York--Jews

II. Which of the following paired items is a correct association of a mi-
nority group and the state today where the group is concentrated in
large numbers?

A. Utah -- Blacks C. MarylandJapanese
B. ,OklahomaIndians D. Texas--Jews

ITEMS 12 - 16. In this type of question you have to understand the re-
lationship between the items in a given pair and use the relationship to
complete the second pair of items. NOTE: the colon stands for "is to" or
"are to."

bird : air as fish : (answer -- water)

dog : kitten as : puppy (answer- -cat)

The answers are to be selected from the list below. Put the letter of the
word that completes the analogy on the answer sheet.

A. Exploitation D. Assimilation G. Empathy
B. Group Identity E. Prejudice H. Integration
C. Cultural pluralism F. Scapegoat 1. Segregation

12. To worship : hero as to blame unfairly :

13. To be kind : as to take advantage of : love
14. Fear : Hostile actions as : discrimination
15. Cultural pluralism : as segregation: integration
16. : Letterman's Jacket as segregation: racially separate

schools
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ITEMS 17 - 19. Read this sketch.

Sam Livingston owned an apartment house of 10 units (apartments) In
San Mateo County. Eight of the units were rented to middle-class
white tenants; Sam and his family lived in one; and the tenth unit was
vacant and for rent.

A young black couple came by one day to see the apartment. But Sam
told them very quickly that the apartment had just been rented, even
though it hadn't.

Later on his daughter (who attended Hillsdale High School) asked him
why he had lied to the black couple. Sam became very defensive and
said that while he wasn't prejudiced against Negroes there would be
too many problems if he integrated the apartment house. A number of
tenants might move out and it would be hard to replace them with more
white tenants. This would mean less money for meeting the needs of
the family. Undoubtedly, he said, his neighbors would also be un-
happy, and he had always been on very friendly terms with the neigh-
bors. Moreover, he was a peaceful man who didn't want trouble.

On the basis of this sketch, write three generalizations that help to ex-
plain how holding a value ouch as "racial understanding" could result in
conflicts with other values when a person tried to practice the first value.

ITEMS 20 - 24. List on your answer sheet five specific actions you can take
today or in the immediate future to improve intergroup relations.

ITEMS 25 - 30. As a means of explaining better race relations in Brazil we
can compare the colonial settlement of Brazil with the colonial settlement
of this country. If a statement is true, put a plus ( +) on your answer
sheet. If it is not, put a zero (0) on your answer sheet. (Bonus: State-
ments 25, 27, and 29 are true!)

25. Colonial settlers in Brazil usually did not have wives and families
with them whereas English settlers did, and - --

26. this difference helps to explain better Caucasian-Indian relations in
Brazil.

27. Colonial settlers in Brazil were very different culturally from the
native Indians, and - --

28. this difference helps to explain better Caucasian-Indian relations in
Brazil.

29. In Brazil the Indians were often used as a labor suprIy and lived in
the same geographic areas as the whites, and - --

30. this helps to explain better Caucasian-Indian relations in Brazil.
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i
ITEMS 31 - 34, Read each statement. If it is a example of prejudice, put
a P on your answer sheet. If the statement is a ,example of discrimination,
put a D on your answer sheet. \

31. John is sure that Negroes have a sense of rhythm.
32. Mrs. Jones, the counselor, recommended Jose take the lower-ability

classes since most Mexican-Americans had not earned high grades in the
higher-ability classes.

33. Sam expected to receive a low grade in the class since Mr. Brown was
said to be a hard grader.

34. Father bought the Buick without testing it because his neighbor spoke
so highly of the Buick.

ITEMS 35 - 39. The following are characteristics of either the Irish mi-
nority group or the black minority group, or of neither group. On your
answer sheet, put an A for each characteristic of the Irish group, a B for
each characteristic of the black group, and a C if the characteristic is
associated with neither group.

35. Difficulty in disguising group identity
36. Began their drive for equal treatment during a time of relatively high

availability of unskilled jobs
37. Were able to secure political power relatively early In their drive

for equality
38. Came to the United States from a society of low cultural achievement
39. Came to this country with a strong family system intact

ITEMS 40 - 47. Read each discriminatory act or situation. On your answer
sheet, circle the letter of the assumption that would lead to each action.

ASSUMPTIONS: A. Group X members are inferior intellectually to us.
B. Group X members might be an embarrassment to the company.
C. When one moves In, property values go down.
D. None of these.

ACTS OR SITUATIONS

40. Few Orientals hold Jobs where they have frequent c,-,-,tact with tne pub-
lic, such as receptionist or bank teller, though there is a high per-
centage of them in engineering and the sciences.

41. Few women are accepted Into graduate school in the sciences.
42. Many suburban housing tracts will not sell houses to blacks.
43. Blacks are often the last hired and the first fired.
44. Blacks are frequently encouraged to sign up for vocational rather than

for college prep courses.
45. In the nineteenth century Job offers frequently stated: "Irish Need

Not Apply."
46. Some states did not allow birth control devices to be sold to un-

married women until recently.
47. Amer:can Indians receive Inferior educations on the reservations.
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ITEMS 48 - 50. Read the following.

A group of men and woman were given the following sentence and were
asked to make up a story based on it: "After first-term finals John
(Anne) finds himself (herself) at the top of his (her) medical school
class." The men made up stories about John, the girls made up stories
about Anne.

The typical man's story reads: "John Is a conscientious young an who
worked very hard. He Is pleased with himself. John always has wanted
to go into medicine and he Is very dedicated. John continues to work
hard and eventually graduates at the top of his class."

The typical woman's response reads: "Anne doesn't want to be number
one in her class. She feels she shouldn't rank so high because of
social reasons. She drops down to ninth place and marries the boy who
graduates numer one."

Over 65% of the women told stoles in which "Anne" either feels social
rejection or feels guilty about her success because it is unfeminine.
Very few of the men's stories showed any problems.

Read each statement. If it is a conclusion that can be drawn from this
study, put a plus (+) on your answer sheet. If it is not, put a zero (0)
on your answer sheet.

48. Women are intellectually inferior to men.
49. Women have less of an innate (inborn) will to succeed than do men.
50. Women often are afraid of success as well as of failure.

ITEMS 51 - 55. These items refer to the stories about John and Anne (items
48-50). Read each generalization. If the data in this study supports it,
put a plus (+) on your answer sheet. If the data does not iupport it, put
a zero (0) on your answer sheet.

51. When a dominant group feels that another group Is inferior, the second
group may begin to feel that it is inferior.

52. People tend to behave as others expect them to behave. If others have
a prejudiced opinion of you, you may act as they expect you to act.

53. Groups that are discriminated against frequently build up a lot of
hostility toward their oppressors.

54. When a part of a society is discriminated against, the result may be a
loss of potential achievement in the society.

55. When a group is discriminated against, its members may "try harder" to
prove themselves.
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ITEMS 56 - 61. Read each statement. If it shows prejudice, put a plus CO
on your answer sheet. If it does not, put a zero (0) on your ans4gr sheet.

56. Black people have dark curly hair.
57. Blacks do better in athletics and in entertainment because they have

a "natural" sense of rhythm.
58. A Jew inevitable does better in business and finance than do other

groups.
59. Most Italians are Catholics.
60. Orientals have Inscrutable faces.
61. Most Italians have a facility for crime.

541
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NATIONAL INTERACTION

DEFINITIONS

Nationalism: a belief in the superiority of your own country.

Provincialism: a feeling of attachment to one's local community in pre-
ference to a larger body (e.g., a state or nation).

Patriotism: a feeling of devotion to or love of one's country.

Chauvinism: exaggerated partiotism.

Imperialism: a national policy of expansion. Imperialism may take a
political, economic, or military form.

Militarism: a state of military preparedness.

Isolationism: a national policy that advocates non-participation in al-
liances, engagements, or conflicts with other nations.

Balance of Power: a state of equilibrium between nations that often can
be maintained by economic, military, or political intervention.

PERFORMANCE OBJECTIVES FOR THE UNIT

Related Concepts: Power
Nationalism
Intervention

Peace--War

1. Given various courses of actions a nation might pursue, the student
shall select those that result from a nationalistic attitude.

2. Given a series of case studies, the student shall identify examples
of provincialism, patriotism, nationalism, chauvinism, and militarism.

3. Given examples of subconcepts related to national interaction and a
situation illustrating each, the student shall write a generalization
that states a meaningful relationship botween the subconcepts.

4. Given a series of possible causes and non-causes of war, the student
shall identify those that have been historical causes of war.

5. Given a stage of national interaction and a list of ocher stages, the
student shall identify the stages which must precede the one given.

6. Given an international situation in which a nation's power was not used
to its fullest extent and a Ilst of reasons for limiting that power,
The students shall choose the reasons that explain the limitation.

- 109 -
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7. Given a list of alliances and international organizations, the student
shall identify those to which the United States belongs and the sl-cted
purpose of each organization.

8. Given the name and purpose of one or more alliances to which the United
States belongs, the student shall develop a hypothesis about the nature
of United States foreign policy.

- 110 -
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Post-Test, Unit IV:

NATIONAL INTERACTION

NAME

TEACHERS

ITEMS I - 10. Write in your answer space the letter or letters of the fol-
lowing stages of national interaction that correctly answer each of the
first ten items. NOTE: There may be more than one correct stage to identify.

Stages of national interaction: A. Nationalism E. Isolationism
S. Provincialism F. Imperialism (political,
C. Militarism economic, military)
D. Chauvinism G. Patriotism

What stage or stages or national interaction would necessitate less inter-
action than

nationalism

2. provincialism

3. military imperialism

4. chauvinism

5. militarism

What state or stages of national Interaction would necessarily precede

6. nationalism

7, provincialism

8. military imperialism

9. patriotism

10. militarism

ITEMS II - 15. Read the following:

In 1964 the United States began Its total involvement in Vietnam.
Since then, many "astute and informed" Americans have come out for
the waging of "total war" against the "gooks" of that country. Such
award-winning quotes as "Let's get in there and win no matter who
pays," and "If it's war, let's make war," can be attributed to no
fewer than two presidential candidates and countless hundreds of
lesser beings.

For the past six years, calls have been heard in our country for
fighting the war with defoliation campaigns, germ warfare, saturation
bombing, bacteriological Implantation, "controlled" nuclear experiments,
the poisoning of rice crops, and possible national sterilization. Since
the purpose of the war is to win, why hasn't the United States unleashed
its "total power" on the enemy?
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Post-Test IV: Page 2

From each of the paired items, select the one that is probably the more im-
portant reason for not unleashing total power and write its letter in your
answer space.

I!. A. Congress has not declared war on Vietnam.
B. Fear of editorial reaction by news media.

12. A. America has made international statements that
some of these weapons Impossible.

8. American has agreed to international laws that
total power impossible.

13. A. American is not sure of what the international
to the use of such techniques.

B. The probability of overkill.

make the use of

make the use of

reaction would be

14. A. Fear of a larger war with the U.S.S.R. and China.
B. Could be politically damaging to the party in power.

15. A. A strong American commitment to humanity.
B. War is often profitable; to end it by a quick, total victory would

be disastrous to our economy.

ITEMS 16 - 21. Put the letters of the organizations and alliances to which
the United States belongs in your answer spaces (list the letters alpha-
betically). After each letter, write a plus ( +) if the purpose of the or-
ganization is military in nature. Write a zero (0) if the purpose is non-
military.

Example: A. Monrovia Group
B. Society for Homesick Sardines

Answers: 31. A 0

32. B +

A. NATO
B. ANZUS Pact
C. Common Market
D.- Alliance for Progress
E. Baghdad Pact
F. United Nations
G. Organization of American States
H. Pan American Union
I. Warsaw Pact
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Post-Test IV: Page 3

ITEMS 22 - 24. Read the following statements.

A. Nation A seeks membership in the United Nations.
B. Nation 8, a loose confederation of powerful states, is threatened

by civil war.
C. Nation C, with full support of its people, has declared war on

Nation M over a border dispute.
D. Nation D has sent supplies and aid to earthquake-struck Nation P.

22, Select the above statement that most strongly reflects a nationalistic
attitude. Write its letter on your answer space.

23. Select the above statement that least strongly reflects a nationalistic
attitude. Write its letter in your answer space.

24. Select the one of the following statements that indicates a national-
istic attitude. Write its letter in your answer space.

A. World government is the only reasonable form of government.
B. The individual is significant only If the state is not significant.-

' C. I owe allegiance to my nation even if I disagree with a specific
policy.

D. A person's first duty is humanity.

ITEMS 25 - 30. For each description, write the letter of the appropriate
descriptive word in your answer space.

Descriptive words: A. Provincialism D. Chauvinism
B. Patriotism E. Militarism
C. Nationalism

Descriptions. The following were in a parade:

25. A beautiful float showing different national immigrant groups in cos-
tumes joining hands and displaying a sign: "OUR UNITED STATES--BELOVED
BY ALL OF US."

26. A group of riders in Confederate uniforms waving the Stars and Bars
Confederate flag with a banner reading: "THE SOUTH WILL RISE AGAIN."

27. Four powerful National Guard tanks escorted by well-armed soldiers.
Their banner reads: "ON OUR GUARD--FOREVER PREPARED:"

28. Uncle Sam flanked by twenty American flags on a huge red, white, and
blue float. The banner says: "OUR COUNTRY--LOVE IT OR LEAVE IT."

29. A float with an Apollo moon command module model mounted high above a
hugh world globe with a sign: "AMERICA OVER ALL."

30. A uniformed sheriff's posse riding matched horses; one man carries a
sign: "FROM PODUNKV1LLE--THE GRANDEST LITTLE TOWN IN THE WEST."
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Post-Test IV: Page 4

ITEMS 31 - 36. There have been some 14,000 major wars during the recorded
history of mankind. For each item that has caused a war write a plus CO
in your answer space. For each item that has not caused a war write a zero
(0) in your answer space.

31. Mob attacks on consulates and embassies of a foreign country, result-
ing In property destruction and the burning or desecration of that
country's flag.

32. Natural disasters that weakened a country economically, thereby impair-
ing its military power.

33. Failure to grant trade and commercial concessions and extrateritorial
rights to a foreign power.

34. Raising import duties to protect domestic industries.

35. Discrimination against national minorities living within the boundaries
of another national state.

36.' Devaluation of a nation's currency that resulted In the flooding of
world markets with low-priced merchandise.

ITEMS 37 - 39. Since World War II the United States has become
- a member of the North Atlantic Treaty Organizations, which binds us

militarily with European nations.

- a member of the Southeast Asia Treaty Orgnaization, which is a re-
gional security pact but does not bind us militarily as fully as
NATO does.

- a conferring member of the Central Treaty Organization in the
Middle East.

Write a testable hypothesis about the nature of United States foreign
policy in each of the following areas:

37., Europe

38. Southeast Asia

39. Middle East

.
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Post-Test IV: Page 5

ITEMS 40 - 43. Each of the next four items includes two concepts and a
statement illustrating each concept. Study the situations. In yoLr answer
space for each item, write a generalization that states a meaningful re-
lationship between the two concepts.

40. PROVINCIALISM The citizens of Mini Cit., would rather be considered
Minians than Americans.

NATIONALISM

41. PATRIOTISM

A close attachment to and a sense of pride In the his-
tory and tradition of one's country often results in
an individual believing that his country is superior
to others.

In pledging allegiance to the flag each morning, John
thought about and internalized the meaning of the words
as he spoke.

CHAUVINISM After doing this for a number of years, John began to
exaggerate unreasonably the accomplishments of his
country to the extent that he developed a contempt for
other nations.

42. ISOLATIONISM The United States refused to enter the League of Nations
in 1919; Congress passed Neutrality Acts in 1935, 1936,

and 1937.

IMPERIALISM during the 1930's Germany annexed more land because she
felt that additional space was needed to provide for
her people.

43, MILITARISM The countries that originally were involved In World
War I were prepared for war before its outbreak.

BALANCE OF Prior to World War I Germany, Austria-Hungary, and Italy
POWER united to form the Triple Alliance; France, Russia, and

Great Britain became allies and formed the Triple Entante.

ITEMS 44, 45. Each of the next two items includes three concepts. In your
answer space for each item write a generalization that states a meaningful
relationship among the three concepts.

44. PROVINCIALISM NATIONALISM PATRIOTISM

45. IMPERIALISM BALANCE OF POWER ISOLATIONISM
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SECTION V.
SCME COMMONLY USED SOCIAL STUDIES TERMS AND BIBLIOGRAPHY

SOCIAL STUDIES TERMS

Affective Learning: that learning consisting of attitudes, values,
appreciations, adjustments, and acting on beliefs. (Krathwohl)

Behavior: any visible activity displayed by a learner. (Mager) Sc,-

definition of "terminal behavior."

Cognitive Learning: that learning which deals with the recall or recogni-
tion of knowledge and the development of intellectual atilities
and skills. (Bloom)

Concept: an abstraction that refers; to a class or group of objects, ail
of which have characteristics in common. Concepts apply to a
number of related facts and observations, thus having a degree
of generality that facts do not have. As used by New Social
Studies teachers, concepts refer to abstract way:. of thinking
about phenomena or attitudes as developed by economists, his-
torians, psychologists, educators, political scientists, geog-
raphers, anthropologists, and sociologists.

Concepts may be divided into three groups:

I. Substantive, such as power, modified market economy, and
the industrialization-urbanization syndrome

2. Value, such as empathy and government by the consent of the
governed

3. Method, such as interpretation, skepticism, objectivity,
analysis and synthesis, and observation, classification,
and measurement

Concepts are built as the learner is able to develop a general
idea on the basis of his own experiences, vicarious or direct.
No on can "give" a concept to tha learner; he must develop it
for himself. Concept development extends throughout life as one
gains a more mature understanding on the basis of his experiences.
(Fancett)

Criterion: a standard or test by which terminal behavior rs evaluated.
(Mager)

Fact: an item of information and data that can be checked for accuracy
and that is generally aczepted as true. As used by New Social
Studies teachers, facts are basic to the development of concepts,
but their value is dependent upon their relevance and signifi-
cance to the idea beirg developed. Facts promote precision in
thinking, for they provide the evidence to support concepts and
generalizations. But when teaching Is confined to imparting the
facts, it stops short of the goal of developing maximum under-
standing. (Fancett)
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SOME COMMONLY USED SOCIAL STUDIES TERMS AND BIBLIOGRAPHY Page 2

Generalization: a general statemept or theory That states some relation-
ship between or among concepts. It involves the statement of
some principle that has wide applicability. A statement refer-
ring to only one event, region, or period is not a gereralizatlon.
Generalizations are more complex than concepts, since the learner
must understand the concepts involved before he can see the re-
lationship between or among them. (Other authors use terms such
as thesis, proposition, hypothesis, inference, conclusion, under-
standing, and principle to mean about she same thing as is mean'
here by "generalization.") (Fancett)

Inquiry and Discovery Learning: A process by which the learner uses his
intellect critically in order to satisfy a need he perceives.
If the process is carried out successfully, a discovery is made
that may satisfy the need or that can be acted upon to achieve
satisfaction. Inquiry is the process that comes between need and
and satiraction and culminates in a discovery that makes action
or new understanding possible.

The consequences of inquiry learning should result in one of the
following:

I. Correction of an error that seems to exist
2. Finding a different way to resolve a problem of meaning
3. Deciding what to believe about something
4. Deciding what attitude to have about something
5. Deciding how to resolve a social issue
6. Deciding what action to take
7. Finding out why something happened

Inquiry is a process that requires active involvement on the part
of the inquirer- as he reaches out for the necessary raw materials
or data. The teacher may devise methods to Induce inquiry on
the part of the student, may even raise questions to aid and
direct the student in the process of inquiry, but the teacher
is not the Inquirer. (Fancett)

Terminal Behavior: the behavior you would like your learner to be able
to demonstrate at the time your influence over him ends.

To describe terminal behavior:

I. Identify and name the overall beha:!or act.
2. Define the important conditions under which the behavior is

to occur ("givens" and/or restrictions and limitations).
3. Define the criterion of acceptable performance. (Mager)
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Page 3 SOME COMMONLY USED SOCIAL STUDIES TERMS AND BIBLIOGRAPHY
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SECTION VI. TEACHER AND STUDENT REACTIONS

INTRODUCTION

Questionnaires were given to eight summer school teachers (members of

the four two-man teaching teams) and to their students to determine their

reactions to a conceptually-organized curriculum and to the use of per-

formance objectives.

The teacher questionnaire was open-ended, and all answers are quoted

verbatim. A five-point rating scale was used on the student questionnaire,

and a tally of total numbers of responses is given.



TEACHER REACTIONS

Your honest answers to the following questions will help us greatly in
evaluating this project for our report to the Social Studies Curriculum
Council.

1. DID YOUR TEACHING CHANGE IN ANY WAY AS A RESULT OF TEACHING TOWARD
PERFORMANCE OBJECTIVES?

- Yes. Increased concern with goals.
- Less irrelevant material taught.
- Better organization.
- Material became more pupil-oriented.
- Tended to teach toward a test.

2. DO YOU FEEL THAT YOU WOULD LIKE TO CONTINUE TO USE PERFORMANCE
OBJECTIVES

No. Answers

enough to write them yourself for your winter
program? 6

- enough to use those written by someone else? 1

- not enough to use them at all? 0

- enough to use some of them but not all?

Comment: "Teacher should participate in writing."

3. WERE THE PERFORMANCE OBJECTIVES DEVELOPED FOR UNITS 1-4 ADEQUATE TO
GUIDE

- all of your teaching in the areas of skills
and substantive concepts?

- more than half of your teaching in the areas
of skills and substantive concepts?

- less than half of your teaching in the areas
of skills and substantive concepts?

No. Answers

0

7

0

Comments: "Some performance objectives not clear."
"More communication needed between planners and doers."
"Teacher should participate in writing."

4. DO YOU FEEL THAT THE THREE GENERAL AREAS OF OBJECTIVES (SUBSTANTIVE
CONCEPTS, SKILLS, AND AFFECTIVE AREA) ARE BROAD ENOUGH TO ENCOMPASS
ALL YOUR EDUCATIONAL COALS? OR DO YOU HAVE OBJECTIVES THAT CANNOT BE
SUBSUMED UNDER THESE CATEGORIES? EXPLAIN.

- "Affective area needs more work."
- "Yes. They are broad enough to include all my subject-matter

goals."
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TEACHER REACTIONS Page 2

5. DOES TEACHING TOWARD CONCEPTS AND ORGANIZING YOUR CURRICULUM AROUND
CONCEPTS CHANGE YOUR TFACHING IN Al? WAY? COMMENT.

- "Students have piayed a more active role in class."
- "Less emphasis on facts."

"Provides better rationale for choosing material."

6. DID THE USE OF THE PRETESTS AND POST-TESTS CHANGE YOUR TEACHING IN
ANY WAY? COMMENT.

"Very little."
"Helped clarify unit goals for kids."
"Keeps you on the track."
"Too mechanical."

- "Validity is questionable."
- "Some tendency to teach to the test."

7. HAVE YOU OBSERVED ANY DIFFERENCES IN STUDENT ATTITUDES AS A RESULT
OF ANY OF THE NEW ELEMENTS ADDED TO INSTRUCTION THIS SUMMER?
COMMENT.

"Some kids wanted the security of the textbook."
"Kids were more Interested."

- "Some kids felt at a disadvantage on college entrance exams."
"More student willingness to attack problems."

- "More student participation."
"Students learn more."

- "Must be aware of the tendency of students to assure that facts
are not important in the new social studies."
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STUDENT REACTIONS

The foll,wing is a series of statements about th,.! social studies course you
have just completed. You probably will agree with some and disagree with
others. Your honest answers will be helpful in planning social studies
courses in future years. (107 students in four classes answered the
questionnaire.)

Statement
Strongly

Agree Agree Diaagree
Strongly
Disagree

No
Opinion

5

I. Having two leachers was
different. 28 .0 17 c

2. Having mcre than one teacher
was beneficial or helpful. 31 47 7 8 11

3. This course was different from
other social studies courses
because of the types of things
we were expected to fearn. 52 45 6 1 2

4. ilf you agree with #3) The

types of objertives were more
appropriate than those of
other social studies courses
I have taken. 29 44 19 3 14

5. This course was different be-
cause of the types of learning

35 52 10 3 3activities.

6. (If you agree with #5) The
types of learning activities
were more appropriate than
those of other social studies
courses. 25 43 12 8 15

BECAUSE OF THIS COURSE I AM MORE ABLE
TO UNDERSTAND

7. reasons for my behavior. 6 46 30 7 15

8. the tehavicr of others. 11 53 26 8 7

9. the behavior of groups. 21 69 8 4 3

10. the behavior of nations. 21 63 14 5 3

II. how the Amerlcen political
system operates. 12 58 19 10 5

12. how the American i'...onomic

system operates. 9 59 22 7 7
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STUDENT REACTIONS Page 2

Statement
Strongly

Agree Agree Disagree
Strongly
Disagree

No
Opinion

BECAUSE OF THIS COURSE, I

13. an more able to make decisions
rationally. 9 59 24 4 11

14. have acquired knowledge
(information) that will be
useful outside the social
studies classroom. 27 69 4 4 2

15. have acquired skills (ability
to do things) that will be
useful outside the social
studies classroom. 14 47 28 5 II

16. pay more attention to current
events. 13 34 36 16 5

17. am more likely to read books
dealing with aspects of the
social studies. 6 35 42 16 6

BECAUSE OF TUE WAY THE COURSE WAS RUN, I

18. probably would have taken it
even if I had known what it
would be like. 1 24 39 21 15

19. would be likely to take anoth-
er social studies course that
wasn't required. 5 28 39 17 17

20. would be likely to take anoth-
er social studies course that
wasn't required, whether or
not it was like this one. 3 14 35 32 11

TYPICAL STUDENT COMMENTS

"1 like the thought of two teachers because I was able to have a change of
pace from the different teachers. The only thing I did not like about the
two teachers was that they didn't get together on the homework."

"This course was very beneficial. I liked tie ,ray it was taught- -the teach-
ers made You use your head, rather than lecturing to y...0. Also I liked the

way it dealt with w.,rld problems and environmental problems, lather than Just
pounding historical facts into our heads."
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Page 3 STUDENT REACTIONS

"Wiat history did we learn in this class? The name of the course is U.S.
History 12, not Contemporary Problems or Theory'."

"It would be advisable to give ar introduction to the course so that stu-
dents will understand the objectives and types of things to expected (sic).
I think that this was intentional not to do this."

"It was a good course. The teachers were great."

"In explanation of 16 and 17, I think I've always been pretty aware, so this
course didn't change that at all. I really liked the coursa--I think 1

would have gone crazy in a regular, straight history thing. This course was
really great. Both teachers were good, too: likable, knowledgeable, and
reasonable."

" If I had one teacher fur the whole class thing I think I would become
bored with just one Teacher FOUR HOURS A DAY a week. I liked the methods,
like when we took roles on the Compromise unit. I was in the Compromise of
1850. Laier, on a test, it was easier for me to remember. I think when
you're invcived, you remember more."

"This U.S. History course was pretty fair considering the time we had to do
it in. It was better than dates, events, etc.--the old nistory bock routine.
Of course, it wasn't the most exciting class I've ever taken, but the stud-
ies outside of just history will benefit us in the long run I'm sure. Con-
gratulations to Mr. Ferrin and Mr. Leydlg for giving me something to do dur-
:ng the summer."

"I think that the grading in this class was too hard. I got an 'A' in World
Geography and an 'A' in World History, but I really doubt if I'll have a
chance for an 'A' in here. if I'd taken a normal U.S. History class, I know
I could have gotten a better grade. The majority of kids in these summer
school U.S. History classes are 'A' and 'B' students and so the majority of
grades should be 'A' and 18.' Another thing is those stupid pre- and post-
tests. We never learned half the stuff on the pretest it the time before we
took the post-test. Those tests weren't any good for determining how much
we'd learned during the sumrsr. I liked the parts where we got into little
groups."

"I feel that this social studies course was very beneficial because it made
me more aware of the world around me. I am now able to understand and
evaluate the problems around me better. This way of teaching soci;1 studies
should replace all other ways of teaching social studies."

"Grades should be based upon knowledge acquired--not participation. One can't
expect to have initiative in such a course. Participation should not be
forced. (Homework, oral) Enjoyed the class better than 1 expected."
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STUDENT REACTIONS Pau 4

"I like a two-teacher class. One teacher all the time is boring and makes
me nervous and uninterested. I liked this class as we clic' not learn a bunch
of facts, figures, names, and dates. We learned more about human nature
which will be more beneficial to us in the future than a lot of names and
dates."

"After analyzing the teaching methods of California and another state, I am
inclined to think the California system is inferior. Take for example the
history department. I teal here, the students were to already know U.S.
history and we were to take it from there. I disagree with this method
strongly. In a world history class I just recently had, the instructor came
out and even admitted it wasn't her subject and that stw didn't know how to
teach it, therefore we had the last three weeks for our own personal prefer-
ences. I feel that during the last two and one-half to three years,, a stu-
Jent should be getting a preparation for college--a strong basis for compe-
tition with other students. We will, under the conditions preseoted, suffer
in our own U.S. history. Recently, there was an article written on in

one of the newspapers. I do have to commend the students and Instructors on
their enthusiasm. They helped to make the class."

"Teachers should teach their classes in zuch a way that the student gets to
participate and tell his views on the matters discussed. It's more inter-
esting, fun, and the student learns a lot more that way. Being able to
question what the teacher says if the student had logical evidence or ask-
ing about something that is not understood without worrying about being
laughed at, is a more beneficial way of teaching. When the course is taught
that way, I, personally, learn more and enjoy school more. I think this
class was taught pretty good along that line and I'd take more educational
classes If they were taught this way. I'm gonna miss this class, and the
kids that go to different schools I may never see again. That is definitely
one thing I dislike, about summor school!"
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APPENDIX H

ENGLISH DEPARTMENT - CAPUCHINO HIGH SCHOOL

2nd Semester, 1969-1970

DESCRIPTION OF PHASED ENGLISH

1. For a person to communicate clearly, he must develop skills in reading,
speaking, listening, and writing. The Capuchino Phased English curriculum
is based on identifying the skill levels students have reached and then pro-
viding learning experiences in courses or phases in those skills to assist
those who still need to reach an acceptable proficiency. The proficiency
will be measured by hurdle tests given during or at the end of each phase.

2. A freshman coming to Capuchino will take required semester phases (or courses)
in reading and speech his first year All courses are semester length unless
otherwise indicated.

3. By demonstrating organization and composition skills in a writing pretest to
be given to all freshman at the end of the freshman year, or to any other
student any time in tha phased program, any student may bypass the writing
phases (or some of them) and move on to the elective program. E1,-tives are
covered later in this pamphlet. They are courses in literature or courses
designed to appeal to spec:al student interests.

4. The hurdle in each phase sets minimum skills requirements which a student
must fulfill in order to ad.ance towards mastering more difficult skills, or
finally, to qualify for enrolling in electives.

5. Failing a hurdle does not mean failing a course. It means that the student
has t" yet demonstrated his ability to attempt an even more difficult skill
(a higher phase or an elective class, or even college entrance examinations.)

6. During the hurdle testing a student may use any resources for spelling,
grammar, or punctuation--including asking a teacher questions, using diction-
aries, handbooks or other papers of instruction.

**********

DESCRIPTION OF REQUIRED PHASES

PHASE 1 - Reading

Brief description of the course:

Phase 1 is a remedial reading course. The focus of its remediation is
primarily in the word recognition and calling skills commonly labeled
"wwd attack," and secondarily on cognitive processes often referred
to as comprehension skills. As such, Phase 1 is properly classified
as a subphsobe of the Reading Hurdle in the sequential English depart-
ment program. It is a required course for those students who demonstrate
obvious deficiencies in reading orally.

Instructors: Reading Lab Staff
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PHASE 2 - Reading

Brief description of the course:

Phase 2 is concerned with developmental reading and study skills. In

this phase students learn, among other things, how to study more
efficiently, how to better understand what they read, and how to
analyze ideas critically. All students are required to demonstrate
proficiency in these areas.

Instructors: Staff

**********

PHASE 22 - Reading

Brief description of the course.:

Phase 22, commonly called 'Hooked on Books," was designed to foster
an interest in reading in students who have not had the opportunity
to discover an interest in books. It is h,ped that students taking
this course would, throu,sh becoming interested in books, magazines
and newspapers, build on their reading skills and develop a true
interest in reading.

Successful completion of Phase 22 will also be considered an alter-
nate route for completion of Phase 2,

Instructor: Mr. Arrigoni

**********

PHASE 3 - Writing

Brief description of the course:

Phase 3 in the writing program is the first step of composition work
in which the student goal is to show that he can organize and write
an acceptable paragraph. The student will study literature which
will be the basis for discussion and the writing projects.

Instructors: Staff

**********

PHASE 4 - Speech

Brief description of the course:

This is a one-semester required course, part of the skill phase cur-
riculum. It is designed to bring the student to the point at wlich
he le able to deliver in a natural tone, a five-minute speech with
a minimum amount of notes. Through class participation and obser-
vation, the student learns research terhniques and listening skills.

Instructors: Mrs. Andreski and Mr. McLean
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PHASE 5 - Writing

Brief description of the cirse:

Phase 5 in the writing program is the second step of composition work
in which the student goal is the writing of an acceptable composition
of tire or more paragraphs, includiug an introdw.tion and conclusion.
This essay is to be written during class time with a stated minimum of
sennnce and paragraph errors. In literature the student will learn
to r,acognize certain literary works, authors, criticisms, symbolic and
alle3orical concepts and stylistic devices.

Instructors: Staff

*******AA*

PhASE 6 - Writing

Brief description of the course:

Phase 6 in the writing program is the last step of required composi-
tion work in which the student goal advances to the writing of an
exposItory essay of five paragrapLa or more. Requirements in sAa-
tence structure, paragraphing, and having an evident thesis or
purpoos become more stringent. Literature study embodies more diffi-
cult Eelections and concepts while also serving as a source for
writing subjects.

Instructors: Staff

DESCRIPTION OF ELECTIVES PROGRAM

1. Prom the elective students may choose courses that further their plans for
the future and also study subjects that appeal especially to them. Teachbrs
and counselors can help students tailor their own prograns once they have
completed Phase 5 or Phase 6.

2. Startinv, this cementer, a sttdent who completes Phase 5 las the option of
going on to Phase 6 or choosing one of the following electives:

1. Creative hriting
2. Heroes in Literature
3 Mesa Media

After taking one of the-qe electives, the stildent um then enroll for Phase .

After completion of Phase 6, more electives are open.

3. The electives pvesently available after Phase 6 irclude those above and also
the following:

1. American Literature (Modern)
2. Contemporary Composition and Literature
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3. English Literature II (available only to those who have had
English Literature I)

4. Freedom of Speech: Interpersonal Communication
5. Selectsd America: Authors
6. World Literature

4. Other electives listed in this pamphlet are year-long courses, and unless the
student can make special arrangements with the instructor, these clacsep are
closed to second semester enrollment.

5. The English staff strongly recommends that students who plan to enroll in
college elect, before leaving Cap, tc take courses that offer the following
experiences:

1. Acquaintance with literary terminology (Cont. Lit.; Amer. Lit.;
Eng. Lit.; World Lit.)

2. Knowledge of outstanding American and British writers
3. Research paper writing (Early American Culture)
4. Extensive essa:, writing opportunities (Phase 6; Eng. Lit.; Amer.

Lit.; Cont. Lit.; World Lit.)
5. Wide vocabulary study (all literature courses)
6. Training in correct and appropriate expression (Phase 6; All

literature courses; creative writirg)

6. The department needs suggestions from students as to other electives they
would like to ha"e. Please let your Fnglish teacher know of other courses
you would be interested in taking.

ELECTIVES OPEN AFTER COMPLETION OF PdASE 5

1. Course Title: Creative Writing

Prerequisites: Successful completion of Phase 5

Course Description: The zourse is designed primarily to give students time
and credit for creative writing. The students will, have an oppottunity to:

1. Practice using different forms of eescriptive language
2. Study and emulate different forms of writing
3. Develop sensitivity to the creative attempts of other students

Instructor: Mrs. Jackson

**********

2. Course Title: Heroes in Literature

Prerequisites: Successful completior, of Phase 5

Course Description: The course will present literature concerning heroes
from mythology, folklore, drama, and novels. The emphasis will be placed
upon improving reading skills and developing an appreciation for the
qualities an has admired throughout his history.

Instructor: Hies Murtaugh
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3. Course Title: Mass Media (Critical Analysis of the Communications process)

Prerequisites: Successful completion of Phase 5

Course Description: Cn this course the student will become aware of the
communicative process and how it affects his individual daily life and
his human associations. It will also be the purpose of this course to
examine in depth tne processes of television, radio, newspapers, and
magazines as related to the good and bad points of eaeir operations.

Instructor: Mr. Palmer

ELECTIVES OPEN AFTER COMPLETION OF PHASZ 6

1. Course Title: Contemporary Composition and Literature

Prerequisite Successful completion of Phase 6 - -- exception to qualifying for
elective:' can be considered by teacher.

Course Description: Through various approaches, the student wig learn to
evaluate contemporary literature. Also, through reading and discussion,
the student will learn to understand other racial and ethnic group:;. The
student will learn t, write a critical analysis of contemporary prose works--
the novel, the r%ort story, and non - fiction as well as poetry.

Instruaors: Staff

*****A****

2. Course Title: Contemporary Literature and Composition

Prerequisite: Successful completion of Phase 6

Course Description: The emphasis in this course will be identical to
Contemporary Composition and Literature except the reading list will be
different.

Instructors: Staff

**********

3. Course Title: Drama i-2, 3-4, 5-6 (year course)

Prerequisite; Successful completion of Phase 6 if tcleing col!rse for English
credit; otherwise completion of Phase 5

Course Description: Students learn techniques of acting and interpreting
roles through an activity-centered program. They will become acquainted
with $011/4 of the well -known dramas and playwrights in this work. 'she

classes also play a large part in furnishing east members and supp.)::: for
the dramatic productions which the schoul presents during the year.

Instructor: Hr. Ton (on sabbatical leave 1969-1970)
Mr. Nazarenua
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4. Course Title: Early American Culture (Literature 1620-1850)

Prerequisite: Successful completion of Phase 6 (Student must be taking,
or have already taken American History.)

Course Offered Fall Semester Only

Course Description: The material covered in this course closely corresponds
with the American History course content. Some of the work here can
receive credit in the history classes. The emphasis will be on American
literature in Puritanism, rationalism, romanticism, and transcendentalism,
and how these philosophies actively influence our morality and philosophy
today. Techniques to be used in the writing of a research or term paper
(a class ptlfct) are also practiced.

Instructor: Ms. Jackson

**********

5. Course Title: Early American Literature

Prerequisite: Successful completion of Phase 6

Course Description: The development of early American literature will be
studied. The study will include reading, wrtting, and discussing the
characterizations: symoolism and philosophies of the authors and their
tikes. Vocabulary deva7opment and writing skills in literary criticism
will also he emphasized. Techniques to be used in the writing of a
research or term paper (a cla s project) are also practiced.

Instructors: St ff

AA********

6. Course Title: English Literature I

Prerequisite: Phase 6--Recommended that students take I at II

Course Description: A survey of English literature from 2eowulf to Milton.
The expository essay, the critical essay; vz)cabulary; taking lecture
notes. The mail: goal of the course is to prepare the student for ow:01as-
ful completion of college.

Instructors: Sterj

**********

7. Course Title: English Literature, II

Prerequisite: Engl',4sh Literature I

Course Description: A survey of English Literature from the 18th century
until the prePent. The course follow the same structure as English
Literature I except that the materials are different.

Instructors: Staff
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8. Course Title: Freedom of Speech: Interpersonal Communication (Formerly
titled. Speech 1 and 2, 3 and 4)

Prerequisite: Successful completion of Phase 4

Course Description: This course is designed primarily ic give students
time and credit for verbally communicating with one another. The
students will have an opportunity to:

1. Engage in perception an,', sensitivity sessions
2. Develop an awareness of their own means of communication

as well as those of others
3. Develop a sense of community within the classroom
4. Study and use different forms of persuasive speaking
5, Examine means of propaganda methods used by individuals

and the mass media

Instructor: Mrs. Andreski

**********

9. Course Title: Humanities (year course)

Prerequisite: Successful completion of Phase 6. (Class enrollment is
limited bezause of 2-period time block.)

Course Description: Humanities comlines a study of re:m's history with
literature, an., and music forms. Through actual experiencing carried
out in the activities of this class rather than reading only, students
are helped to discover the potentials and the weaknesses of the human
being--past, preseut, and future. The course carries English credit and
social studies credit in a double-period scheduling. It is a team-
teaching ,,ffering with instructora from both departments.

Instructors: Staff

********Ak

10. Course Title: Journalism 1 and 2 (year course)

Prerequisite: Successful completion of Phase 6 if taking course for
English credit; otherwise completion of Phase 5 and a C plus English
record.

Course Description: The course offers instruction and practice in writing
for newspapers. Journalism 1 and 2 has the following aims: first, to
provide basic orientation in the field of journalism; second, to provide
instruction and practice in basic new-writing skills; and third, to
introduce t4e student into staff skills necessary to publish "The Stampede."

Instructor: Mr. Palmer
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11. Course Title: Journalism 3 and 4, 5 and 6 (year course)

Prerequisite: Cmpletion of Journalism i and 2 and recommendation of
instructor

Course Description: Staff Journalism students study the history of the
press in America. This class also has the basic responsibility for
publisaing "The Stampede." Class members hold the key editorial end
organizational positions on the school newspaper.

Instructor: Mr. Palm,

*****)1A***

12. Course Title: Modern American Literature

2rerequisitel Successful completion of Phase 6

Course Description: "Modern" American Literature (novels, non-fiction,
poetry) will be studied. The study will include reading, writing, and
discussing the characterizations, symbolism, philosophies of the authors
and the times. Vocabulary development and writing in literary criticism
will also be emphasized.

Instructors: Staff

****A*****

13. Course Title: Publications 1 and 2 (year course)

Prerequisite: Successful comaletion of Phase 6, if taking course for
English credit, otherwise, completion of Phase 5; instructor approval

Course Description: This course is built around the process of publishing
the yearbook and the literary magazine. Since students with abilities
in art, design, writing, photography, and with backgrounds built from
participating in major school activities av needed in order to do the
beat job of capturing the year in the annual, enrollment is on an
instructor approved basis. The class spends about six weeks early in the
year atudying and practicing ekills in the fundamentals of layout and
publishing, and the rest of the time in production work.

Instructor: Mr. Grimes

*ItAil******

14. Course Title: Publications 3 and 4 (year course)

Course Description: Publications 3 and 4 is for staff members who enrolled
in 1 and 2 es juniors and then fill top staff positions in their second
year.

Instructor: Mr. Grimes
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15. Course Title: Sele:ted American Authors (1900 -1960)

Prerequisite: Suc:essful completion of Phase 6

Course Description: The student will study the works of some of the social
conflict writers of the 20th century along with a few of the great
expatriate writers of the twenties and thirties. The student will also
learn about the adventures of the 1890's that brought romanticism to an
end in the 19th century and forced the people of the new era to be more
realistic. The student will write one term paper dealing with one author
and one of his works.

Instructor: Mr. Arrigoni

**********

16. Course Title: World Literature

Prerequisite: Successful completion of Phase 6

Course Description: Through reading and discussion of the famous literary
works of many lands, the student will learn to understand ideas and ideals
different than his own culture. The student will also be urged to increase
his vocabulary and to develop more sophisticated reading skills.

Instructor: Miss Murtaugh
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CAPUCHINO HIGH SCHOOL - ENGLISH DEPARTMENT

1-469-1970

Required Phases in Phased English Program

In constructing a phased curriculum, the English Department has based its work
on the principles listed below, which we believe best underlie individualized
learning:

1. Students should be grouped for instruction according to their
achievement levels in areas of language use, rather than on
general ability levels. Pretesting in all skill areas will be
used to establish the level each student has reached.

2. Required semester-length courses (phases) will be designed so
that both students and instructor Elie aware of behavioral
objectives set out as definite minimum-achievement goals to
be called "hurdles." Students must meet the requirements of
the hurdles in order to advance to the next phase. As much
as practicable, phases will be divided into sequential micro-
phases.

3. The relevancy of course material and learning activities bcth
to the goals of the course and to the world of the student
must be constantly checked.

4. Students who have arrive, in high school without mastering
basic skills in language use must be identified and helped
to reach the acceptable level of proficiency established by
the department, with reading skills having the highest
priority.

5. Other students who mastered such skills early in their school-
ing must also be identified and placed in learning situations
where they can be challenged and their learning enriched
(multiple electives program).

6. The placeuent of each student in phases or electives should
be reviewed constantly to assure that he has the opportunity
to work at maximum capability at all times.

As a starting point the department, whose members represent extensive and
varied backgrounds of work with traditional curriculums and four years exper-
ience in beginning a phased curriculum, developed through continuing dialogue,
experimentation, and evaluation what we consider to be acceptable statements
of minimum levels which students rhould achieve in reading, speaking, and
writing. These minimum skills have been set up as the behavioral goals or
hurdles required for the student to complete before he may move out of the
phase and finally on into elective courses in language, literature, composition,
and other interests related to communication. Obviously, the goals have beef)
and must continue to be subject to constant evaluation and revision, if need !d,
as we continue with the program.
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Hurdles for required phases have been established. For convenience, they are
listed here ir brief; for real understanding of them the courses of study
(where the hurdles are described in behavioral term3) should he consulted.

Reading Phase 1 - (1) 7th grade reading level, (2) adequate word-
attack skills

Reading Phase 2 and Phase 22 (Developmental Reading) - 60% passing
of skills listed in each of 12 microphases developed for this
course.

Speech Phase 4 - (1) outlining and organizing skills, (2) ease in
delivery

14,iting Phase 3 - Writing an acceptable paragraph (development
and sentence stricture)

Writing Phase 5 - Writing an acceptable 3-paragraph essay (wilh
introduction and conclusion)

Writing nese 6 - Writing an acceptable 5-paragraph essay (in-
creased development of subject and higher standards of
evaluaeon than in Phase 5)

Any s;dent may bypass the writing phases (or some of them) and move on as far
as to the electives by demttrating organization and composition skills in a
writing pretest to be given to all freshmen at the end of the freshman year.
Policy ...tatements which follow spell out this procedure and other departm.nt
practices relatrl is repeating nhases and to grading.

While course outlines concentrate on helping students develop the ability or
sk4.11 indicated in the phase or course name, th' ..tpartmert intends only tho.
the course have a main emphasis in this direction and does not intend that the
course have no other objectives. The desirable goalo of combining language,
literature, and composition stu4 advocated by authoritative opinion in the
teaching of English today remain an integral consid.eration in planning of
courses. The resotrces indicated (the attached list of supplementary bt:ke
available for use in each writing phase, films, tapes, slides, etc.) and the
teaching strategies suggested in the course outlines aim at enabling the
student to progress through use of all of these means toward the goal of being
aSle to communicate clearly and correctly.
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To:

FROM:

SUBJECT:

APPENDIX I

SAN MPTEO UNION HIGH SCHOOL DISTRICT

659 NORTH DELAWARE STREET

SAN MATEO, CALIFORNIA g4491

Business Education Staff and April 16, 1970
A:linistrative Personnel

Educational Services Center

Enclosed self-paced learning materials

The four Learning Activity Packages (LAPS) that follow represent the pro-

duction work an average student should be able to complete during the

first semester of the typing program. The LAPs will permit the above-

average student to complete the typing program more quickly and will allow

the slower student more time to complete the work than is traditionally

permitted.

These LAPs were written to be used with Gregg Typing, 191 Series, but can

serve as a model for developing similar materials correlated with other

typing texts.

If you have questicns regarding these LAPs or would like assistance in

implementing self-paced instruction in your school, please contact us.

Donald . ey
1:astness Education Teacher
Aragon High School .

7."114%1 1\44244)
Troy t. Nuckols
Vocational Consultant
Educational Services Center

510 * t
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THE ATTACHED MATERIAL IS

EXPERIMENTAL IN NATURE AND IS

NOT TO BE USED NOR DISTRIBUTED OUTSIDE

THE SAN MATEO UNION HIGH SCHOOL DISTRICT

PERMIESiON V REROO.ACE 1N IS CORR
RiG?IO MATERIAL NAS HEN GRANTED

aIT
iNeet-

10 E AND ORGANI TWINS OPERATAG
UN AGREEMENTS WITH ENE I, 5 OFFICE
Of EDUCATION FORMER SEP15)0LCTION
OUTS II THE ERK SNSTEM RrECKARE 5 PER
vissemt OF 1st COfvFliGt4 OWNER'



LAP 1*

44 Flying Cloud Isle
Foster City, CA 94404
February 4, 1970

Financial Aid Officer
Office of Financial Aids
University of California
Santa Cruz, CA 95060

Dear Sir:

I am a genic-, at Marina High School. I have applied for ndmie-
:dos to the .enta Cruz campus of the University in the fall of
1970. Because my high school record has been considerably
above average Rind my entrance test scores have been high,
have be tol t I will
be adsi

?ha pro is t ation. My
parants to ovid suf ns ovn bank
aiming are inadequate. I understand that many forms of finan-
cial aid are available.

Please send ma information repsrding financial assistance that
may be available to ma in the form of scholarships or loans.
Your help will be appreciated.

Yoga truly,

.7144414,
Dave Nickels

DATE NAME.

Phased Typing Program

IC learning Aptivitylackage C
Letters and. Envelopes

(Coordinated with Gregg TYping, 19'. Series)

By T aid E. Tingley
San Mateo Union High School District, San Mateo, California



LEARN TO TYPE
LETTERS AND ENVELOPES

Ifill111!?
People write millions of letters each year. Small children write

letters to "Santa .1 You, and many adults, write to friends and relatives.

Personal business matters occasionally rake it necessary for us to write

a letter. And adults who have jobs that require them to communicate in

writing with others must write many business letters.

In this LAP you will learn to type both business and personal

business letters. This is not the time for you to learn all that there

is to learn about typing letters, but you can learn the "basics." When

you have finished this LAP, y,..0 will have the skill needed to type many- -

but not allof the business letters that a typist ur secretary is asked

to'type. (You probably will not, houever, be abi.e to type them at the

speed and accuracy levels that are expected of typists and secretaries on

the job; that kind of skill will come to you with more practice later in

the typing program.) At the end of the LAP you should also be able to

prepare a pereonal business letter for almost any of the situations when

you might want or need to write one:

A letter applying for admission to college;

A letter applying for a job;

A letter to your congressman asking for information for a paper
you are writing for a social studies class;

A letter of complaint to a store that has failed to live up to
same agreement it had with you.

hbativer mason you will have for writing a letter, your skill at the

typewriter; combined with some arrangement rules for letters and envelopes,

will help you produce letters that will make a good "first impression."

5I3
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WHAT mum. YOU BE ABLE TO DO AT THE END OF THIS LAP?

When you have completed this package of learning activities, you will

be able to demonstrate on a teacher- r.dministered test that you can

IDENTIFY, either orally or in writing, the most common parts
of business ]asters, personal business letters, and
envelopes;

ARRANGL these common parts of litters and envelopes properly
for the length and style of letter taught in this LAP;
and

TIT1 RITE in correctly arranged form both business End
personal business letters (and envelopes) from
unarranged copy within the following guidelines
for acceptable work:

CHECK ONE- - -
( I...I have read the above objectives

out doing the activities in this
page ;and tck# the self-test.)_

.

[ 1...I 'have read the above objectives;
will,vapare me to achieve them.

, teat- find tuOn to page O.)

j...I have read the above objectives;
\f (If you cheek this one, bee your

1 "

and believe that I can meet them with-
LAP. (If you oheok thie OM., turn to

I am ready to begin the activities that
( I f you °hook thie one, skip the self-

/ am not certain that I should do.
teaoher immediately.)
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SELF-TEST ON LETTERS ANC ENVELOPES

PART I DIRECTIONS: From memory, answer the following questions in the spaces given.

A. E.

1. List the eight essential parts of B. F.

a business letter in the order in
which they normally appear. C. G.

D. H.

2. Which two parts you listed above
do not appear in a personal A. B.

bus Hess letter?

A. E.

3. List the seven essential parts of B. F.

a personal business letter in the
order in which they normally C. G.

appear.

D.

4. There are two common type sizes.
One is called ELITE; the other
is called PICA. How many spaces
to the horizontal inch are
there in each size?

A. ELITE type has SPACES to the inch.

A. PICA type has_ SPACES to the inch.

S. Summarize the placement rules for SHGRT, AVERAGE, and LONG letters in the table
below:

LETTER PLACEWM TABLE

PLACEMENT FACTORS SHORT AVERAGE LONG

LWords in the body

leigth in inches

Morgans
Veal f:ewriter LN RN LW 10.1 LMf 1V4

Whore to type date

hbere to type inside
address ,

............m."...".-,

This self -
teat tootinues
on page 4 --so

turn the pegs!



SELF-TEST ON LETTERS AND ENVELOPES (continued)

PART II DIRECTIONS: In this part you must demonstrate your ability to type a short
pereonal business letter and an average length buair.es8 letter in BLOCK style.

a. You must supply any missing letter parts in these letters.

b. When you have finished typing both letters and their envelopes, proofread.

c. Correctly fold and insert each letter into the envelope you preplre for it.

d. Follow the specific directions given for each letter.
* * * * *,* * * * * * * * * * * * * * * * * * * * * * * * * * * * * A A A A * A A

1. SHORT' PERSONAL £USINESS LETTER: Imagine that this letter is from you. Address a
standard small envelope. /rite the actual TYPING TIME and the TOTAL ERRORS for
this letter and envelope on the back of the envelope,

Current Date
Miss Sally Johnsrud 4710 El Camino Real San'Mateo, CA 94402
Dear Miss Johnsrud:9You were missed at last week's meeting of SMYC. But we
could visualize you surfing in Hawaii as we were nearly freezing here.V As
club secretary, I have been asked to tell you that our major item of new business
was thelecision to visit, as a group, one or more art gallerys in the next few
months. If you know of an art gallery that would be fun to visit, please let
me or John Henderson know by next Saturday:or Sunday.

Cordially yours,

2. AVERAGE BUSINESS LETTER: Imagine that you work in the offices of the La Junta
Tribune-Democrat Newspaper. Mr. Glenn Howard, the office manager, has asked you
tolitype the following letter for him to sign. Address a standard large envelope
that has the return address already printed on it. Write the actua TYPING TIME
and the TOTAL ERRORS on the back of the envelope.

e
Current Date

. .

Mr. G. W. Inman Placement Director Otero Junior College La Junta, CO -.41050
Dear Mr. Inman:9 Our office staff begins its summer vacations May 25, and we do
not want to find ourselves shorthanded as we did last summer. O. To rectify this
unsatisfactory situation, we want to hire one or two temporary employees for
the 12 welt period that begins May 25. I am enclosing brief job descriptions
for the positions these. temporary employeec will be asked to fill. Naturally,
ve will provide any required job training.ltIf you can recommend several
students who are looking for summer work, we shall make arrangements to inter -
yiaw

Very truly yours, Glenn Howard Office Manager

NOW . FOLLOW THE PROCSOURe GIVEN YOU BY YOUR TEACHER FOR DETERMINING WHETHER
YOUR NAVE PASSED THE SELF-TEST.

TEEN . ti TURN TO PAGE d AND MAKE A SELECTION.

)

-q-
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MAKE YOUR SELECTION-- -

. and I am ready to take the teacher administered LAP
post-test. I will make arrangements with my teacher.

. . BUT I didn't score high enough to meet the standards
I set for myself. Therefore, I am going to complete
at lust a few of the activities before I arrange to
take the post-test.

I did NOT pass the self-test. I an

going to begin (or continue) work on
' the Activities so that I can pass
%, the test )Ater. f

I did NOT
pass the self-

, test. Because I am con-'
fused about

what to do
next, I an I* to seemy teacher

lately.

-5-



READ: [ ] Part B, pages 72 and 73 of Gre i 191 Series. (NOTE: In the
remainder of thie LAP, the name of your text oo unit be abbreviated

07181.)

EXERCISE 01: Complete the programmed learning material, Basic Parte of Business

[ ] Lettere, that appears on pages 7 and 8 of thie LAP.

READ: I 1 Experienced typists use judgment based on past experience when
arranging material attractively on a page. As a beginner, you can
benefit from the illustrations and table below that summarize the
basic placement rules for SHORT, AVERAGE, and LONG business and
personal business letters. If you conscientiously use this table
during this LAP, you will be on your way to becoming an experienced
typist.

LETTERHEAD LETTERHEAV

Fb

MUNDT NOTORS SHORT AVERA LONG

%lards in the body to 100 100-200 200-up

Length of line to use 4 -inch 5 -inch 6-Inch

Where to type date* art le& at IN center on line 15

Where to type inside
address Starting at left margin on line 20

Where to type sign-
er's idarcification

-----.......-.0

,Starting at
lines uEder

centerusually. 4***
complimentary closing

*Except for PALL- BLOCKED atyle (se: GT191, page 72)

**For variations me. Steps 4A and 48, GT19], page /3

Iflaa

diiietent
it4m Step 2
on page 73

OT191.

ox14:41:22°y.

NOW TURN TO PAC*: 9

and .0ty an extite44e. that
-6- appiter. Ailat vol have

teaAned 60 init.
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EXERCISE 01: PROGRAMMED LEARNING GUIDE --BASIC PARTS OF BUSINESS LETTERS

DIRECTIONS Flace a card or heavy piece of
paper so that the top edge touches the

dotted line in the column below. Read

paragraph A, answer question number 1, and
then move the card or paper down enough to
uncover the answer. Continue in this way.

A Letterhead Business letters
are typed en quality paper ("station-
ery") that has at .ne top the printed
name and address ("letterhead") of
the company sending the letter. The
stationery is usually 81/2 inches wide
and 11 inches deep. The letterhead
printing usually extends to about Y2

inches from top of the paper.
Respond

I What are the dimensions of standard business
stationery?. . .

PLACE CARD HERE
2 (81/2 x 11 Inches) What is the printed name and

address called? .

;

3 (Letterhead) What is the average depth of the
printing?

(11/2 Inches)
B Date Line The date of a fet-

ter includes, in this order, (a'. the
name of the month, spelled in full;
(b) the day's date, in figures, followed
by a comma; and (c) the year, in g-

ures, expressed in full; as:

May 6. 1969
The date is typed on line 15, count-
ing from the fop of the stationery. inost of the letters
you will type in this tours;., yo.J will start the date at
the center of line 15. Respond

4 Write the dat, for the tenth of June in nineteen
seventy

5 (June 10, 1910) On what Pine from the top Is the
date typed?

(Lino 15) The military services type dates with
the day first, like '12 June 1461.Wr I te that date in busi-
ness style

1 (June 12, 194.) At what point, horizontally, will
you ordinarily begin typing the date for letters in this
Course?

(At the center) So when you type letters, you
will set a tab stop at

(TM cantor) (Continue in the next column.i

C Inside Address The name
and address of the party to whom the
letter is going begins 5 lines below
the date, at the lift margin stop.

The addressee may he com-
pany, an official by his title, or a per-
son by name. If the addressee is a
person, the name must be preceded
by a personal title (Mr., Mrs., Miss,
Dr., Prof., and so on) as a courtesy. Respond

9 On what line (counting from the top) does the
insid' address begin?

10 (line 20) So, how many blank lines separate the
inside address from the typewritten date line?

11 (4 blank lines) If the address is a person, the
name should always be preceded by a

.....
12 (Personal title) What would be the first line of an

inside address of a fetter addressed to a man named John
Jones?

(Mr. John Jones)
The street address usually includes, in this order,

(a) the building number, in figures; (b) the name of the
street; and (c) a word designating whether the street Is
an avenue, street, boulevard, or other. When the name of
the street is a number, like "21st Street," the name is
spelled out if it is Tenth or a lower number but is ex-
press 'n figures if the number is higher than Tenth.
Exampic.s:

120 Ninth Street 120 19th Street
120 West Ninth Street 120 West 19 Street

Winen figures are used for the street name, they are fol-
lowed by the "ordinal" endings (__st, as in 21st; __A, as
in 22d and 2.3d; and --th, as in 36th) with one exception:
if a word, like "West" or "South," separates the bciltding
number and street number, the ordinal enrAing may be
omitted. Respond

13 Write the address for 121 (N nth/ 9t!,) lane...... .

14 (Ninth) The address for 232 (Twelfth/ 12th)
Avenue

15 (12th) The address for 33 East (Twelfth or 12th
o- 12) Street
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EXERCISE 01: PROGRAMMED LEARNING GUIDE
(tontinued)

The city, state, and ZIP Code number ordinarily make
up the final line of the inside address. Leave 3 blank
spaces between the state name (or its abbreviation) and
the ZIP Code number. Example:

Mrs, Margaret M. McKirdy
1615 Stanley Street
New Britain, CT 06050

Abbreviation of state names is prefer-

red by the Post Office, (See page 14 of

this LAPS) If necessary, however, street

names may be abbreviated to keep one line

of the address from being much longer than

others, If the street name above were
gurlinstton boulevard, it would be de-

sirable to abbreviate Doulgvard, RESPOND

16 In the address above, if Stanley Street were
really West Stanley Street, would y"u abbreviate Street?

PLACE CARD HERE
17 (No) in the address above, if the state were

really South Carolina, would you abbreviate the state
name?

18 (Yes) In the address above, if the state were
resi:y Kansas, would you abbrev%ate the state name?.

11 (YES) The only time you abbreviate a

street name in an inside address is when

it is necessary to do so to keep one line

from extending far out beyond the--

(other lines)
D Salutation The salutation,

or "greeting," of a business letter
begins at the left margin, preceded
and followed by one blank line. It is
normally followed by a colon.

My dear Miss Svenson:
Capitals are used (a) for the first
word; (b) for any personal title, Ilke
"Miss"; and (c) for any name or word, such as "Sir" or
"Friend," substituted for a name. Respond
Write ehosa with proper Capitals:

al "my dear sir"

21 (My dear Sir:) "dear mrs. smith"

22 (User Mrs. Smith:) "dear mr. and mrs.

(Dear Mr. and Mrs. Hill:)

(Continue next column.)

BASIC PARTS OF BUSINESS LETTERS

E Body The body, or message,
of a business letter Is usually single-
spaced with I blank line between
paragraphs. The estimated number
of actual words in the body deter-
mines the writing line used for the
letter:

Up to I00 words, use 4" line
100 - 200 words, use 5" line
Above 200 words, use 6" line Respond

23 What length of writing line should be used for

an 87-word letter?

24 (4 Inches) What length should be used for a
139 -word message,

(5 Inches)
F Closing Lines There are

three kinds of closing tines.
The complimentary close or

closing (such as "Yours truly,") be-
gins at the center, a double-space be-
low the end of the last paragraph of
the letter. It ordinarily begins with a
capital letter and ends with a comma.

The writer's Identification (his
name, or title, or both) is begun at the center, 4 or 5
lines below the complimentary close (to permit room for
the penned signature). the Identification usually fills 1
line, often takes 2, may even take 3.

The reference section Is typed at the left margin,
begun a line or two below the identification. Of many
possible references, the most common Is the reference
Initialsthe Initials of the person who typed the letter,
preceded by the initials of the dictator IF his name Is not
typed in the writer's identification. Another standard ref-
erence is the enclosure noktionthe word "Enclosure"
or "Enclosures" to remind both sender and receiver of
the letter that one or more things are to be enclosed in
the envelope with the letter.

Summary In the answer column arriteletters to
indicate the sequence in which the named parts would be
typed in a business letter-

25 (A) salutation (B) date line (C) body (0) Inside
address

26 (E) comp. closing (F) reference Initials (G) writ-
er's name

21 (H) salutation (3) addressee's ZIP cumber (K)
writer's title.

26 (1.) writer's name (M) writer's title (N) the typ-
Ist'r initials

28 (0) date line (P) enclosure (Q) salutation (R)
Inside address

Summary Key 25 Ei-D-A-C 20 E-GF 21 J-H-K

20 t- -M-N 29 O-R-Q-P

SONRETURN TO AGE coantrult WOP.X ON

THIS LAP.

_Jew
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EXERCISES: PLACEMENT OF LETTERS

READ: [ ] The exercise below is designed to give you practice in applying the
basic placement rules that you have been reading about in GT191 and
this LETTER LAP.

EXERCISE #2: In the first column below is a list of letters; the number of words
in the body of each letter is shown in italics. The remaining four
columns are for you to fill in. (NOTE: ..Tn addition to the reading
you have just completed in GT191 and this LAP, you may aleo want
to review "Comparing pica and spacing" on page 8 of GT191.)
You should fill in margin settings for the type size on 114.1=
writer you use at school.

SAMPLE LETTER
DATE TYPED
ON LINE

LEFT
MARGIN

RIGHT
MARGIN

INSIDE ADDRESS
TYPED ON LINE

#1'(89 words)

02 (95 worda)

#3 (123 words)

#4 (221 worOb)

#5 (110 words)

16 (93 worde)
.....

.17 (250 words)
..

#8 (78 words)

N 0 W . . . check your answers against the "answer key" on the
back of this page.

THEN...

CHECK ONE ---
( ) . . I filled in the correct placement information for at least six of the

eight sample letters in Exercise #3. I am ready to begin work on the
activities in this LETTER LAP. (If you checked this one, turn to
page 10 and begin.)

( ) . . . I am having difficulty with the letter placement rules. Therefore, I
am going to see my teacher before continuing in this LAP.

.9.
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ANSWER KEY POR EXERCISE 02

Worde in
Letter Body

Date
Line

Elite Type Pica T Insi&
AVrec3'' TM TR M

#1 89, . 15 25 80 22 67 20#2 . 96 15 25 80 22 67 20#3 123 ,
. 15 20 85 17 72 20#4 221 15 15 90 12 77 20#5 1/0 _ 15

i 20 85 17 72 - 20#6 V3 15 25 80 22 67 20#7 250 15 I 15 90 12 77 20#8 78 15 25 80 27 67 20

7

;
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READ:

GE ERAL INSTRUCTIOPFOR THIS

[ ] The instructions that follow apply to all LITTER LAP activities.

(1) Have a pen or pencil available as you do each activity.

(2) To have a written record of your placement decisions for each let-
ter, record starting line, left margin, right margin, and tab stop
information in the lower right-hand corner of your typing paper.

(3) PURPOSEFUL PRACTICE. The performance objectives for. this LAP appear
on page 2. (Did you read them?) All of your work in the LAP should
be directed toward reaching these objectives. You can reach them
(or even do better) if you

TINE YOUR TYPING. As in the example at the left, make a "time
notation" in the upper left-hand corner of your typing paper for
each activity. While the time you record should be for the typing
time only, you should also be continually concerned about the time
you take to get ready to type and the time you take to proofread.

CONTROL YOUR TYPING. As in the last line of the example at the
left, make an "accuracy notation" for each activity. Your goal for
each activity should be to become at least as accurate as the mini-
m= requirement of the LAP performance objective. If you find that
you are to inaccurate, discuss the problem with your teacher. He
mar suggest that you do some corrective drill before continuing the
LAP. activities.

Finished-MIS
Started -AA
Htnutaa

Errors: 5

(4)

(5)

PROOFREAD each activity carefully before removing your paper from
the typewriter. Examine your workM-ay for proper arrangement
and placement on the page. PROOFREADING IS AS IMPORTANT AS TYPING.

Although there are several letter styles (see GT191, page 72), the
BLOCK-0 style is the most widely used. There ore, you will be asked
to type all the letters in this LAP in the BLOCKED style.

The "Thinking Typist" will always type hie Letters in the proper
style regardless of the arrangement of the copy from which he works.
You oan become a "Thinking Typist" if you continually concern your-
self with the apperrance of tiul finished copy of what you type.

(6) Follow the procedure that your typing teacher has given you for
--heading papers
--comparing your work with a perfect copy of the activity
--turning in your work for recording

-10-
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LETTERS AND ENVELOPESPERSONAL BUSINESS

MATERIALS 4 pieces plain white typing paper
NEEDED: [ ] 1 standard small envelope (6 1/2 by 3 5/8 inches)

3 pieces of paper cut to small envelope size

ACTIVITY 41: PERSONAL BUSINESS LETTER, On the next page of this LAP (page 12) is
an example of a rsonal business letter. Such a letter is one that
an individual usual y composea mu: types for himself at home on hie
own typewriter. (NOTE: The emphasis in this LAP is on the form
that personal business letters should take rather than on the job of
thinking up what to say in the letter. Later in the typing program
you will have a chance to "compose" some letters.)

a. Examine the letter on page 12 veil Egiglilly. Read all of the
,

handwritten comments.

ACTIVITY #2:

3

b.

c.

Set your machine for a short letter. (HINT: You will need to
set two margine and one tab atop.)

Insert a piece of paper and space down to the appropriate start-
ing line. (HINT: If the date always goee on line 15 and the
street 4ddress begins two lines above the date,, tivi starting
tine is ???.)

d. Make an exact copy of the letter on page 12. This letter can be
copied "ITEFfor-line' because it has been perfectly arranged for
you and printed in the same type size as on your school typewriter.
Many activities you will be doing will require that you make line-
ending decisions by listening for tho bell; Activity #1 does not.

e. Follow the general instructions on page 10.

PERSONAL BUSINESS LETTER. On page 13 of this LAP you will find
another personal business letter.

Activity 41 illustrated for you the form a personal business let-
ter should take. In Activity #2 ycu are going to "personalize"
the personal business letter by----

(1) Using YOUR home address for the return address ah.)..5 the date

a.

Tim arrEt:
Is oiotr.
Ou Sots
Maws AmTat
As i Acrwril.

b.

(2) Using YOUR first and last name in the signer's identification
line, and

(3) Signing YOUR name in Ink in the space between the complimentary
closing and your typewritten name.

In the addresses use the two-letter abbreviations for the state
names preferred by the Post Office. Leave three spaces after the
state and type tut Zip code. (If you don't know it, look it 411
in the Zip Cods ' reotory in your typing olaseroom.)

c. Wept as indicated in a acid b above, make an exact copy of the
letter. Follow the instructions on page 10.
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ACTIVITY 1

). .

2I

lr

L06 Seventh Street

1441"
/67....---106tober 15, 1969 A044towjaMPC001.1%

Sfa4Mde")

4141

Acme Specialty Company
Dv artment C-12
3578 Natoma Road
Seattle, WA 98100

....Gentlemen:__

An advertisement for your "Fully Automatic Widget"
recently appeared in the local tewspaper. I was
unaware that such a device existed. The concept is

,fascinatina. .c me.

The rock band in which I play has been having some
difficulty with its sound system, and your levice
might be what we need to correct the problem.

'2A404,k Please send any literature you have on your product,
along with a price list for the various models, to
me at your earliest convenience.

2 14:144
!Yours wily, .

II.

8rovn

0444,

tt".
I.141j;i

tiA

-12-
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ACTIVITY 2

44,20--*Valley Tow-Rite, Inc.
27 East Vine Street
Lodi, CA 95240

studtaihm44.
vitt. Z I P

urrentqe

Geatlemen:

I recently purchased a 1969 Javelin automobile, and
I understand that your company manufactures a
trailer hitch to fit this model. Your firm hse a
reputation for building well-designed hitches.

-- k -. .

My plans for this car include towing boTh boat and
camping trailers. Therefore, a bitch that will
carry a load up to 2,000 pounds will be needed.

If you have a hitch that meets the above requi-.4!-
ments, please send * description of it to me.

Sincerely yours,

Type your name hare
..

(,\
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STANDARD SMALL ENVELOPES

READ: [ ) Most personal business letters can be mailed in a standard small enve-
lope, (6 1/2 inches long by 3 5/8 inches high). If a letter has more
than one page or if you are enclosing something else with it, you
should use a large envelope. WHY? it is difficult to neatly. fold

. several pieces of paper for insertion in a small envelope.

STANDARD ZIP

Ala.

Alaska
Ark.
Ark.

Colo.

Conn.

Pm
c .
Howon
Idaho
!IL

Iowa IA
Kam. KS
Ky. KY
La. LA
MoIrm
040. MA

MD
Mkh. NU
Minn. . MN
Miss. MS
Mo. MO
Mont. AW
N.C. WC
N.Dak. ND
Nebr. MS
Nev. NV
WA NH
NJ. NI
N. Mex. NM

NY
Ohio HI Oil
Ovklc ON

011

PA

R.I. Rf
Sc., SC
S. Dolk. fa
Teem 114

Tor. TX
UNA VT
Va. VA
Vt. VT
Wash. WA
Vele.

VV.Vc WV
IA/

AL
AK
AZ
Al
CA
CO
Cr
DC
DI

OA
141

1D
IL

IN

bigamrs FOR miasmic SMALL ENVELOPES

Return Address. Using single spacing, begin typing 4 to 6 spaces from
left edge of the envelope on line 2 or 3 from the top. Type your

name first, then type your address. (If you have several envelope, to
tyde, Bet your left margin for the return address; if you have only
one envelope to address, use the margin release to move over temporar-
ily for typing the return address.) It is not customary to use a
personal title (except for Mrs.) in front of your own name in the
return address.

Mail' Address. The Post Office Department has begun using a device
cane an tical Character Reader to automatically sort mail. In

order for is equipment to "read" your envelope, the address must be
properly located.

Begin typing the mailing address approxinm ely 2 inches from the top
and approximately 2 1/2 inches from the left edge of the envelope.

OMUESTION: How many tine4 £k0/1 the .top mad you begin twirj?

ODQUESTIONI Om many etite apace4 Vtom the teat woad you begin?

QUESTION: How many pall apace6 ihOM the telit koutd you begin?

It is a good idea to set a tab stop so tha: all lines of the address
start at the sane point. Use a personal title (W., Wail, We., Dr.)
in front of the name of the parson to whom you have addressed your let-
ter. (1JCMME: As in Activities fl and #2, letters axe snmetimes
addressed to companies when the writer does not know the name of the
person to whom the letter should be sent.)

Rules That Apply to All Addressest The Post Office Department en-
;

courages the use of new two-letter abbreviations for state names.
These abbreviations are typed in CAPITALS and without 'periods and

ces A list of these abbreviations appears in the left margin of
th s page. s The ZIP Code should follow 3 spaces after the state. If
you don't know the correct ZIP Code, find it n a ZIP Code Directory
or call the Post Office.

'mu
44-
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STANDARD SMALL ENVELOPES (continued)

EXERCISE #3 ENVELOPE FOR ACTIVITY #1 is illustrated below.

Il a. Examine the handwritten notations and, if necessary, review the
information on page 14.

b. Using a standard small envelope, make an exact copy of the illus-
tration.

c. Now, set your envelope aside for a moment and read the paragraph
just below the illustration.

.12:443;A11,04.
John Brown
506 Seventh Street
hico, CA 95926

i'46.44/2141470

Acme Specialty Company
Department C-12
3578 Satan's Road

*Seattle, WA 98100

..
READ: [ I Folding and Inserting Letters in Small Envelopes. It mould be foolish

to neatly type a-letter and then to hurriedly fold it in a sloppy may
before inserting it in the envelope. After examining the illustrations
below, practice folding an 8.1/2 by 11 sheet of paper.

Va Woo foei op co
bell, fob When op
Fo GA of fop

EXERCISE #3
(continued): .

Fold IV, Atrd
le loll

FAIN111111 lo

Vj 4A of No
UNN

As the envelope you typed is for the Activity #1 letter, fold that
letter in manner described above and insert it in the envelope.
Keep the envelope and letter together for later reference.

-15-
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LETTERS AND ENVELOPES -- PERSONAL BUSINESS

EXERCISE #4: ENVELOPE FOR YOUR ACTIVITY #2 LETTER. (REMINDER: The Activity #2
tetteh uaa Ichom vou to Vattey Tow -Rite, Inc.)

a. Using a piece of paper cvt to small envelope size, prepare an
envelope for the Activity #2 letter. Put your name and address

in the return address location.

b. Fold the Activity #2 letter as if you were going to put it in the
envelope. Unfold it and leave it open. Staple the envelope in

. the lower. left-hand corner of the letter as in the illustration at
the left. Keep the letter and envelope for later reference.

PERSONAL BUSINESS LETTLR. You will find the copy for this short
personal business letter at the top of page 77 in GT191 identified as
Job 9D.

a. You were able to type Activities #1 and 02 "line-for-line" because
the material from which you copied was correctly arranged and
printed in the same style and size of type as you have on your
school typewriter. However, if you are to become a THINKING TYPIST
rather than a "copy cat," you must learn to make line-ending
decisions by listening for the bell; you must also learn to apply
arrangement rules to material that has not been correctly arranged
for you. Activity #3 provides you with your first opportunity to
work toward becoming a thinking typist. In this activity, you must
listen for the belt and be concerned about proper arrangement of
letter parts.

b. Arrange this.SHORT personal business letter as you did Activities
#1 and #2. (HINT: Use the same margins and tab.)

c. Make the following changes in the copy as you type:

1. Use your return address above the date line.
2. Correct the fourth line of the inside address so that

it uses the two-letter state abbreviation for Illinois
and add the ZIP Code 60600. (Check the list of state
abbreviations given on page 14 of this LAP.)

3. Use ypur name instead of Ruth Lee Owens as the writer of
the Teeter. Sign your name in Ink.

d. Before removing the letter from your machine, proofread and mark
all errors.

e. Fold the letter for a small envelope; unfold it and leave It open.

f. Using envelope size paper, address .11 envelope. Staple the envelope
in the lower left-hand corner of your letter.

g. Follow the geeral instructions on page 10.

-16-
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LETTERS Pa INVELOPES--BUSINESS

-3-pieces TlItITAIRITINTer
3 pieces of large envelope (9 1/2 by 4 1)8 inches) paper with a

MATERIALS printed TIE DIAMOND NETWORK return address
NEEDED: [ ] 1 piece THE BUSINESS CLUB letterhead paper

1 piece of small envelope paper with a printed THE BUSINESS CLUB
return address

READ: ( I Imagine that you have been hired as a typist for the summer the Pro-
gram Department of The Diamond Network. %ssume that George M. Graham,
the Program Director, has asked you to type a letter in reply one
he has received asking for tickets for a TV show.

The Diamond Network, like most other businesses, uses special paper for
letters. This paper, or stationary, is called LETTERHEAD. Two
benefits come from the use of letterhead stationery:

(1) It provides an attractive way to display a company's
name, address, phone number, and other useful information.

(2) It saves time for the typist because the return address
does not need to he typed on each letter. .

You will use letterhead paper for Activities #4, #S, #6, and #7.

ACTIMY 04: BUSINESS LETTER. (The direotione that follow are for the short
letter that appears on page 18 of this LAP.)

a. Set your machine for a short letter.

b. Insert the LETTMEAD paper. Space down to the appropriate line
and type the current date.

c. If you read the body of the letter on page 18, you will realize
that it is a reply to the letter you "wrote" in Activity 13.
Therefore, this Activity #4 letter should be addressed to nu.

Use a tine (4% or Arise) as a part of the name in the
inside address.
Fie777ile and your Met name after "Dear" in the
salutation. .

[]

NOWSpace down to the
and the salutation.

. Type an exact copy of

e.

appropriate line and type the inside address

the body and closing lines of the letter.

Add your initials two lines below the signer's identification.
(MOLE: Mary Jane Brown would type MJB) The initials are
needed for easy identification of the typist; it is especially im-
portant in a large office where there are many typists.

Follow the general instructions on page 10.

-17-
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The Diamond Network
PROGRAM pEPAR TAIENT V+ RICH EY BUILDING

CHICAGO. IL 60600

ACTIVITY 4 ,4
p-----pCurrent Date

-i- Title First Last Name. IP5,2-4, .f ,,, Street Address
114C- City, State ZIP Cede

.1
.... Dear Title Last Name:

Thank you for the kind things you wrote about our
"American Industry" telecasts. We are pleased that

you enjoy then.

We are setting aside four tickets for the telecast
that you wish to attend. They will be bead at the
information desk in the lobby until four o'clock
of the day of the program; please try to pick them
up by that hour, won't you?

If there is any other way in which we can help you,
please let us know.

ort.4144i..0-1P2VPie'e
Initials

.00a

Yours sincerely,

George X. Graham
?rogram Director

-18-
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STANDARD LARGE ENVELOPES

READ: (j Most business letters are mailed in envelopes that are 9 1/2 inches
long by 4 1/8 inches high, Such an envelope is called a etcnelard
Large envelope. Advantages of this larger size envelope include:

(1) Fewer folds need to be made in standard paper for
insertion in the envelope;

(2) Several pages can be folded together much more
easily and neatly.

'GUIDELINES FOR ADDRESSING LARGE ENVELOPES]

Return Address. In contrast with personal letters, most business'let-
ters are mailed in envelopes that have the return address rinted
rather than typed. This printed envelope not only saves time or the
typist, but it also provides another place for the company to display
its name in bolder style than a typewriter can provide. (NOTE: Phan
no printed envelopes are available, the return address is typed in
exactly, the same place and way as on a small envelope.)

Mailer Address. The mailing address is typed in the same way as on a
spa T envelope. HOWEVER, the different size requires that you begin
typing approximately 2 1/2 inches from the top and approximately 4 inches
from the left edcie of the envelope.

&QUESTION: How many tine4 440M the top would you begin typing?

400ESTION: How many et-Us oace4 Wm the Leg mid you begin?

()QUESTION: flow many pica 4pace4 tiACM the &tit Woad you begin?

On-Arrival Notations. Instructions such as Plence Forward, Hold for
Arrival, or Personal should bo typed in ALL-CAPITALS 3 lines below the
return address and 4 to 6 spaces from the left edge of the envelope.
(NOTE: You will rot have very many occasions to use this information,.

mo,040.44/2)but it is impor'ant for yoi to know where to type these notations when
"-you do need thrtn.)

tinviarM
Mailing Notations. instructions such as Special Delivery, Air Wail, or

W Registered shoula be typed it ALL-CAPITALS just below the stamp position.

',1111".**Z2 .

DERCISE tit ENVELOPE }OR ACTIVITY 14 is illustrat, d on page 20.

a. Examine the handwritten notations and, if x , review the
information above.

b. Using a. piece of paper cut to large envelope size with a printed
THE DIA1413ND NEIttoRK return address, type an envelope that is
proJ addressed for the letter you tod in ActLyly..11.

c. Set your tinished eivelope aside for a moment and read Folding and
Inserting Letters in Large Envelopes that appears to the left of
the envelope illustration on page 20. .'

-19- -
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,POW':'P-IPS'O'''Z",,KTP,Mt'vVelerroo.atry,,re ,..t.emr,..,..,,,,

READ: ) Folding and Inserting
letters in La-stEive7
We's. You'wi1lifI5V

iit is'mUth

large envelopes than
for small 6i)ts.H After
studying the illustra-
tions below, practice
folding an 8 1/2 by 11
sheet of paper.

Mop I-Fold skilW6idera thai
ow WM of the uP
toward the top.

EXERCISE 14 (continued)

;

r. r ,

I I; S

`... I [ 4,...",444.:
. _

I ":,

hop I-4dd down the lop et the
lattortod to withta 1/4 to of

OS- rtO 144. ' -

5.r"!
I'

3-4Artdm 114to tuto 1/4/41.".' rwoo the Iasi :THIN
sits :-.1)9tte4s ti the

v4UI the fast fold up.

:A': `2.1

-try

EXERCISE
(continued

f

:
Fold your Activity

letter as if it
wefe going to be

. inserted in the
envelope you typed.

diligelk Jailloto :

Z.<4,7-1;k

10C

-20-



LETTERS AND ENVELOPESBUSINESS

The remaining letters in this LAP cre not perfectly arranged, nor are
they typed using the correct line length. This means that youmust
arrange each letter properly and tlat you must listen for the -,ell as
you type. The illustration below should refresh your memory about
good line-ending decisions.

ihoiid end
En thi4 zone

Ma/1.9in La

Welcome to the Diamond Network! We are delightodi I set hene
4 1 -
0 1

17%Sett Aingki Avemage
,.../about here .Lane

en

ACTIVITY #5: BUSINESS LETTER. (The directions that follow are for the short tatter
that appears on page 79 of GT191.)

s. Change the "City, State line" of the inside address so that it con-
forms to current Post Office preferences. (This means to use the
two-letter abbreviation for the state name and to replace the zone
number with a ZIP Code. Look up the abbreviation on page 14 of this
LAP; use 10019 as the ZIP Code.)

b. Set your machine for a short letter. Use WE DIAMOND NETWORK
letterhead paper.

c. Address a large envelope for the letter. Use a printed THE DIA?:
NETWORK envelope paper.

. Fold the letter as if you were going to put it in a large enveloq,
unfold it and leave it open. Staple the envelope to the letter F
illustrated at the top of page 16 of this LAP.

e. Follow the general instructions on page 10.

va Sas
10 GOOD SPEED (Are you timing your-

self? Eliminate waste motion;
meet the LAP speed objective!)

'"GI GOOD ACCURACY (Are you bateau:1N?
your push for speed pith concern
far accuraoy so that you can meet
the apekracm objective?)

aGOOD PROOFREADING (Are you catch-
ing all errors? Try harder!)

C,) mop TYPING TECHNIQUE (Are you
using the eame good techniques
when you type letters as you use
when typi timed wrivings? You
shouti be!))

a

THREE IMPORWIT ACTIVITIES
RENNIN IN THIS LAP. READ

THE INSTRUCTIONS FOR

VERY CAREFULLY AND SHOOT
FOR THE OBJECTIVES OF THIS
LAP.

-21-
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LETTERS AND ENVELOPS-BUSINESS

READ: CARBON COPIES are made in order for a company to have a
record of what was said in each later mailed. These copies are filed
so that they can be referred to later if necessary. You will be asked
to make carbon copies of the letters in Activities 06 and #7. .

READ: ADDITIONAL "PARTS', must be added to some business
letters to make them serve specific needs. Many of these extra parts
are varely used. Three of them (double reference initials, enclosure
notations, and postscripts) are common enough to make it worthwhile
for you to learn to use them now.

Double Reference Initials. It is necessary to put the initials of
ire ortter in front of Ue initials of the typist whenever the

iter's name does no appear in theOTTIpsigner's identification
me. When this is done, both the typist and writer are properly

identified on both the original and the carbon copy of the letter.

Enclosure Notations. When something is going to be inserted in the
envelope with a letter, a notation to that effect is made. This
ote is typed a single space below the reference initials. There
re several forms of enclosure notations. The most crmmon form is

used in Activity 16; the others will be introduced later in the
typing program.

Postscri ts. A postscript is an added paragraph that follows every-
t ing e se in the letter. A "PS" adds emphasis to an item that the
tem would not have if it appeared in the body of the letter. Some-

imes the PS is used to add a personal note to a business letter .

between friends. The PS typed two lines below the last item in
the letter.

Yours truly,

Sales Manager

PS: I shall be away for three weeks. To arrange a date for
our meeting, please write directly to Mr. Smith.

595
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LETTERS AND ENVELOPESBUSINESS

ACTIVITY #6:

[ 1

ODITIONAL
AATERIALS
NEEVEV:

1 plee.e of

carbon papa
i piece oi
ptain typing
papa 4(.4
the takbon
to

BUSINESS LETTER WITH CARBON COPY. (The following directions are for
the semi-arranged average length Utter below.)

. Set your machine for an average length letter. If you need to,
review the letter place.gent taEle on page 6 of this LAP.

. Assume that you are a member of THE BUSINESS CLUB at Marina High
School in Foster City, California. The Program. Chairman has asked
you to type the Fitter that appears on the next page. THE BUSINESS
CLUB has letterhead paper for you to use for the on final copy of
the letter. Plain paper is used for the car on copy.

. READ "MAKING CARBON COPIES" at the bottom of page 130 in GT191.

. Additional Information About Carbon Copios: When you have inserted
your carbon pack (1-letterhead, 2-carbon, 3 -plain paper), double
check that

--the letterhead ''; in front ".1 - ; ,

R- emtisjiu i 1'.- -the glossy side of the carbon is against the plain paper

47:44
1..; --the three sheets are lined up with one another. (If they or-e

math Ar not, use the paper release lever and (abet the pages untti
rthey are squared up.) .

-.1CARBIOLCZY

LETTERHEAD

CP 3

e. LISTEN FOR THE BELL as you type. Begin a .-ew paragraph whenever the
the symbol appears in the copy.

f. Prepare a small THE BUSINESS CLUB envelope. Fold the original

copy of the letter. (file carbon copy doesn't need tole folded
because it is usually for the office filee--not for mailing.)
Arrange the three items as in the illustration; staple them to-
gether in the lower left-hand corner.

-4g. Follow the general instructions on page 10.

ACTIVITY 6
Current Data

Dr. Raymond A. Banducci Sacramento State College 6000 J Street
.Ssorsmento, CA 95800 Dear Dr. Banducci:

be Business Club of Marina High School is presently engaged in arranging the
speaker programs for next year. You have been highly recommended by the.Community
Resource Center of'the San Mateo Union High School District as an exciting anJ
knowledgeable Speaker in the iree.of vocational planning4 We realize that you
have a busy and demanding schedule but we felt that the need for information that
is relevant to vocational planning is so importeni that youwigiA,be willing to
set aside coca time to meet with our club. A schedule of open times and dates is
enclosed. If you are available, we will work our plans around your preference.

We are looking forward to hearing from you in the near future.

Sincerely yours, Doris Robinson Program Chairman

Typist's Initials
Enclosure en50:44#0,

-23-
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LETTERS AND ENVELOPES--BUSINESS

READ: ] If sentences are "printed) or typed on special typewriters, words can
be giver special emphasis by putting them in italics. For example,
the letter in Activity #7 contains several references to magazines.
Each time the magazine's name appears it has been put in italics.
On your regular typewriter you must show the special emphasis by
underscoring rather than italicizing. See the example below.

Lank Look

ACTIVITY #7: BUSINESS LETTER WITH CARBON COPY. (7he following directions are fur
the remi-arranged average length letter below.)

a. Set your machine fc an avera &e length letter.

b. kssume that you are secretary to Mr. Glenn L. Crane, Assistant
Sales Manager for THE DIMOND NETWORK. He has asked you to
type the following letter on letterhead stationery and to make cne
carbon sayon lain_

c. Assemble a carbon pack and carefully insert it in your machine.

d. LISTEN POR THE BELL. Watch for the symbols.

e. Prepare a lam THE DIAMOND NETWORK envelope. Follow same procedure
as in "f' alKEtivity #6 on page 23.

f. Follow the general instructions on page 10.

SPECLAL LAST MINUTE INSTRUCTIONS
FROM M. CRANE: "I just crossed ou

and changed

rds in the letter.
Please te sure to make

typed as part of the sigaer's
identification;

just type my
I don't wanttXname

ACTIVITY
the changes ts1411=1(Tri

I also decided that

Current Date

itials with
yours in

This, of course,
will require

the reference
initials sectim"

you t put

Mr. John Fitch,'President The Darris Company 3674 Norrand Boulevard
St Lowis, MO 63100 Dear Mr. Fitch:

ewe Mk. Sall left on his trip to the Fast Coast, we had an extended discussion
about Look magazine. So, I can tell you what his decision has been. 9p The recent
increases in rates 1.3 the magazines have caught us with our budget down, and so we
have had to adjust our plans. Mr. Hall felt that we had to eliminate Look or
Vends or else to divide the space between them. He made the latter choice.
iltSo, vim' you receive your next authorization, the one for the final
issues in the schedule, yolt will find Look listed and Trends not listed. 11 Our
staff can clear .as decks for a meeting at two o'clock on the afternoon of either
prottor 4. Which afternoon do you and your associates prefer?

Very sincerely yours, dastrarescibrasse Assistant Sales Manager

^,4.4.4A,414.: *14,414-
Pflt Mt. Sall will be back in the office at the end of next week. Shall I ask him
to call you then?
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LETTERS AND ENVELOPESPERSONAL BUSINESS

MATERIALS 1 piece white typing paper
NEEDED: [ 1 piece small plain envelope paper

READ: [ CARE04 copirs OF PERSONAL BUSINESS LETTEPS. In contrast with the busi-
ness office where-11-n sirable to keep a copy of everything that is
. riled out, you don't need 1- '_reap copies of all letters you write for
yourself. Generally speak ..g, letters concerning your money or your job
are important enough that a carbon copy should be made for your personal
records. Other personal business letters--like the one below in Activ-
ity 18--probably do not require file copies. A good rule, however,
might be: Wien in doubt, make a carbon copy.

ACTIWTY hi: PERSONAL BUSINESS LETTER. (The directions that follow are for the semi-
arranged letter below.)

[ I

a. Imagine that you are a graduate of Marina High School and attending
your first year of college. In thinking back over your high school
years, you realize that one teacher's influence on you was so great
that it dest...,ed comment. You have decided to write to her. (NOTE:

This ie an example of a lett('.!, that probably does not require a
copy. DG NOT MAKE A CARBON COPY.)

b. Set your machine for an average length letter. LISTEN POR THE BELL.
Watch for their. symbols.

. Three en parts of a personal business letter have been
ants from the copy below. As a thinking typist, you should add
these parts to make the letter complete and to make it be from you.

Address a small envelope for your letter. Follow the same procedure
you have used before for folding the letter and attaching the en-
velope to it.

e. Follow the general instructions on page 10.

ACTIVITY 8 --
Miss Susan Hatcher Marina High School
Dear Miss Hatcher:

Foster City, CA 94404

II/Because I remember su well the stacks of themes you always read so carefully and
corrected so thoroughly, I have been hesitant to write this letter even though it
is to thank you for all you did for me when I was in ybur class in English .9911 There
must have been times when you despaired of. my learning anything except by rote
memory, but I learned more than you knew. What you were as well as what you taught
influenced me greatly. You brought a measure of greatness to our classroom that
eaniet be overlookad.$51My name may not make the Honors List, but I'm getting along
all right. Classes are often challenging and sometimes even exciting. I think I
am doing well this first year in college. For that, I thank my high school
teachers- -and I thank you most of all.

Sincerely yours,

-25--
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Congratulations!
HAVE COMPLETED THE ACTIVITIES IN THIS LETTER LAP THAT HAVE BEEN DESIGNED
710 GET YOU TO TILE OBJECTIVES OF THE LAP.

NO Eld

TAKE THE SELF-TEST ON PAGES 3 AND 4 OF THIS LAP AND THEN . . .

CHECK OHE OR MORE - -.

[ I

(3----

I know the names of the most common parts of business and personal
business letters and could point them out if I were given a sample
letter to examine.

I can list the most coTmon letter parts in the order in which they
normally appear.

1 know how to arrange these common letter parts in the BLOCK style
for both short and average length letters.

- Within the speed and accuracy limits set in the performance objective
at the beginning of this LAP, I can actually type business and personal
business letters and envelopes.

[ ] - - - - I have been a careful and alert rroofreader in all the Activities in
this LAP.

IF YOU COULD NOT CHECK ALL FIVE. STATEMENTS ABOVE, your teacher will
help you decerilthat you need to do in order to prepare yourself for
the teacher-administered test on this letter and Envelope LAP.

IF YOU COULD CHECK ALL FIVE STAlTNIENTS, YOU HAVE REACHED YOUR GOAL And
you may now follow the procedure your teacher has given you for taking
the LAP post-test and for beginning the next LAP.

.

-26-
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THE FINISHING TOUCH1

by A. Wise Student

An outline or report prepared on the tylawriter

the reader in a better 'frame-of-mind" when leading year

work. Neatly done work is a sign that you respect him and
_.

1. Phased Typing Program, Learning Act;vity Package 62:
OUTLINES AND MANUSCRIPTS--AN INTRODUCTION ;Coordinated vith
°rep Typing, 191 Firies), by Hrs. Marilyn Lee, Aragon High

School, San Mateo Union High School District, San Mateo, Calif.
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WHAT MUST YOU BE ABLE TO DC AT THE END OF THIS LAP?

C ] At the end of this packpge of learning activities, you must:

(1) know what the divisions of an outline are, tle proper arrantement
for thim, and the correct spacing between thum;

(2) know the comon proofreader's marks and be able to arrange properly
material in rough draft forM;

(3) know the rules concerning margins, spacing, and headings for arranging
material in manuscript form;

(4) be able to demonstrate that you not only know the rules applied to
,arranging material in outline or manuscript form, but that you kno4 '..-

the. proper arrangement of them for the length of outline and Manuscript
taught in this LAP;

(S) be able to demonstrate that you can proofread carefully and identify
your own typographical and arrangement errors4

(6),ba able to demonstrate your ability to type from neTanged copy'a-
'Properly arranged shout outline or short unbound manuscript within.'
the following guidelines for -"acceptable C" work: _L

HECK ONE
C 3 I.hove read the above objeotivee and believe that I can meet them now

athowt date the-aaiiattieein this LAP. (If you check this one, turn
tOtbe nett pecy, and begin Ihoself-test.)

.., , .7 it '', V' i,"ii.: . # , :" '''''

1441
C ] )r: 'read the above objeo'ives and an readg to begin the activities that

/IX *mai,* me to achieve that goat. M you check this one, skip the
fself-test on the 'next coo and begin the activities now.)

. .0 A ,,
i f

E 3 ......... I hablitread Ow abOve'Objectives and I on not certain what I should do.
(If yx,:check this one, see your teacher immediately.)

.602 r(



LEARN TO TYPE SHORT OUTLINES
AND MANUSCRIPTS

H

You have learned in courses such as English and social etiefies how to
do research, compose, and organise your thoughts. Now, let's add the
FINISHING TOUCHES. Learn to arrange material in acceptable outline and
manuscript form.

A neatly typed and correctly arranged outline or report presented to
the reader puts him in a better FRAME-OF-MIND when reading your work.
Re /she will be impressed that you RESPECT him/her enough to hand in work
that is neatly done. Don't, however, get the wrong impression from the
previous statement s - -a neatly typed report does not cover up any flaws in
your composition, organisation, or depth of thought.

The rules and skills that you will be learning in this LAP on short
outlines and manuscripts can be applied in your course work for your other
01413100 NOW. Your purpose for being enrolled in this class is to learn
correct touch typing techniques with a reasonable speed and acceptable
aoouraoy level SO THAT YOU CAN APPLY them in your own personal use or
possible future vocational use.

Remember...
- -TIME ALL YOUR TYPING

-PROOFREAD AND FIND ALL YOUR ERRORS

- - -USE GOOD TOUCH TYPING TECHNIQUES

c4
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SELF-TEST ON OUTLINES AND MANUSCRIPTS

I.. Determine in what sequence the letters and numbers shown below would be in an

outline. Place them In their proper sequence by making a diagram in the space

A. 1. 1. 1. B. II. 2. 2.

2. How are main titles arranged.in outilnes and manuscripts?'

3. How are major roman numeral headings of an outline Identified and typed? What
. 1$ the spacing above and below a major heading?

4. How are minor headincs of an outline identified:and typed?

- c`;

5. How many Spacea'are there between the staps.111..an'outilne?

6. How dO you determine the side margins for typing material in outline form?

7. What Is the correct spacing between a mein title, subtitle, by-line, and the .

the body of the report?

8. How are sideheadings arranged and typed on a report? What is the spacing above
and below a sideheeding?

Hoe are paragraph heeding, arranged and typed on a report?:

10. Is the body of a marweript normally typed singly or double spaced?

.3-
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II. What Is a page lino gauge? How do you use It?

11=0011.111

12. Summarize Ihe facts that you have learned about typing footnotes. Where are
they. typed? Single or double spaced? Indented or not? How are they separated
from the body of the manuscript?

1=1.
1111.1111111MIISMS1111111

13. Type the f011owing rough draft of an outline correctly on a full sheet of
paper. Make the necessnry corrections. A predetermined line length of
50 s aces is satisfactory for this outline. Center vertically on the
paper. E SURE TO TIME YOURSELF end PROOFREAD CAREFULLY.

141A0w

10064'.

READINGS IN
01
HISTORY

IANATIONAL READJUSTMENT (1865-411).

A. Diplomatic ackfustments under Johnson
I. Purchase of
2. Settlement with England

a. Sumner 's statement ismamotme
. -

. 41444
4-1! Treaty of Washington 4139'

.B. Financial reorganizoVion
1. State of natio A trances -
2. Opposition to revision of/system

A7
II. Opening of the Modern Era (1877-1898)

A. Developement of the West
I. PrOress of settlement
2. Formation of states

B. Transcdhptlnental railroads

14. Type themanuscript that appears on Page 4A of thislAP. Apply the rules
you Piave learned concerning arrangeenent of the heading lines, sideheadings,
and footnotes. Set margins for a len, one-page manuscript. TIME YOUR
TYPING and PROOFREAD CAREFULLY.

-4-
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THE TITLES OF PUBLICATIONS-4104AL

A Report for Typing C2.4.2t,

By Your Name 0444,0ts

There are two sets of rules for the display of the titles of publications,

according to Hutchivon.1

lb

IN BUSINESS LETTERS

Enclose book and article titles in retedl-em. marks, but display all 41Aer

titles (names of magazines, of newpapers, of ulletins, and so on) in capital
A

and small letters; as:

Watch for our ad in the Daily News.
I want to read "Julius Caesar."
Did you see "Who Says So?" in Time?

There is
OVA
,* exception*, to this rule. When a publisher writes a letter

about a book, he may display its name in any waylthat he wishes--he will probably

use all capitals.

IN FORMAL MANUSCRIPTS

"In a report, thesis, term paper, or similar paper typed according to formal manu-

script rul

1
i the name of a Mlication should be underscored; and the name of

41any martA publication should be displayel4 uotation marks; ass

Chapter I in FliAmerica is "Westward Hol"
Did you see "WoST)Th?" in Time?
I saw the Daily Nees editorial7row What?"

1. E. Lillian Hutchinson, "StyiesCChange in Typewritten English, Too,"
Business Teacher (April, 1955) page 2.

NOW . . FOLLOW THE PROCEDURE GIVEN YOU BY YOUR TEACHER FOR DETERMINING WHETHER
YOU HAVE PASSED THIS SELF-TEST.

THEN.. *CHECK ONE:

[::1I passed the self-test.

4
I am ready to take the
LAP post-test. (Make
arrangements with your
teacher.)

did not pass the self-

2 test. I am going to
begin (or continue) work
on the LAP so that I can
pass the test later.

did not pass th-
0 self-test. I am

going to see my
teacher as soon as
possible for MO.

COG (.1, r.&



MINIMUM ACTIVITIES OUTLINE SECTION

READ: ] Job 8G, page 70 of Gregg TypIng, 191 Series. Then, look at the outline
typed In Job 8H, pa5-6710 and try to Identify where ea,:h Instruction In

Job 8G was applied.

READ: ] The outlines the you will be typing in the Minimum Activities section
are short and can be typed on single sheets of standard (8 1/2 by II
inch) paper. You will want to cantor the outlines vertically on the

paper.

. READ: [ ] Have you forgotten. how to center material vertically? If so, refresh

your memory by reading page 8 (I) "Controlling te Spacing".and page 9
(3) ."Centering Material Vertically" In Gregg Typing, 191 Series.

READ: The side margir- for an outline can be determined by horizontally
centering the average full Ilne, including the first roman numeral
or by using a predetermined line of writing (50, 60, or 70 -space

line.)

READ: [ ] IF THE PHRASES IN THE OUTLINE ARE VERY SHORT, it would be best to
baokspace and center the longest average tine.

] IF THE PHRASES IN THE OUTLINE ARE "WORDY, SENTENCE LENGTH," using a
BO or 9D -space tine would be best. In the Minimum Activities section
you will have an opportunity to apply both met14,ds.

Check one

.

V have reed the above and believe that 1 am ready to apply it to the
production of outlines. (If you °hook this one, turn the page and begin
work.)

1 have read the above, but find myself Just a little confusod. (If you
cheek this one, sae your t000hae immediately.)

607 "') a



MINIMUM ACTIVITIES OUTLINE SECTI, 0 N

MATERIALS
NEEDED:

3 or more pieces of plata white typing paper

ACTIVITY il: On page 8 of this LAP you will find an outline to use for this activity.

C3 a. Reread "Typing an Outline" or. page 70 of Dig. Hglypi29.11215aries
and do each step for the outline that you are to type, except step 1.
Use a 50-space line, Instead of centering the average full line.

b. Observe carefully the sPacInvised in arranging an outline, See
the "stmple" outline on the next page. REMEMBER THESE FACTS:

--The main title Is always typed In all capitals, centered,
and followed by a triple space. This Is standard treatment
of a main title, ,

--Major roman numeral heaaings are typed at the left margin
In all capitals, with a-triple space above and a double
space below the heading.

- -Minor headings end 5ubpoints are grouped single spaced.

c. BEFORE Inserting your paper In the machine,' calculate the startiov
. line of typing neatly in the lower right hand corner of the page.
Substituting numbers In the following formula will help you find
the correct starting tine of typing:-

I) COUNT 2) 'SUBTRACT.

Typed lines . Total liner on paper,
Blank tines between MWO Total tines needed

lieTotal tines needed --Lines available for.'
margins (top 4 bottom)

3) DIVICE

(1N Start{ tine of typing (drop fraction)

d/ Limes qvaitabte for marains

d. Ee an EFFICIENT lYPIST and LET YOUR TYPEWRITER 00 THE WORK. Set
tab stops 4 spaces apart from each new step that would be typed
at the same position more than 2 times in the outline.

e. Proofread your typing before removing It from the typewriter.
DID YOU REMEY8ER TO TIME' YOUR TYPING?

f. Now typo or stamp the proper heading on your paper so that you
can gi.vo It to your teacher.

-6 -
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MINI UN ACTIVITIES

Main Title OUTLINE

Mein Head rog -sI . MAG I NSz State.
NI I nor ifted I ng A. Xxxxxxxxxxxxx.nx XX.A301.4x.RN kk xM kr AM .

%%AAA XXX AXXX AA AMAX) !MAMA, Ax., AAA.

F I rat Subpo I nt 2. X xx.). xxxxxx xxxxxxxxxxxxxxKx amxmAkmAxxxxxxxxxx

OUTLINE SECT I N

it.ifez6ra,

Second Subpo I nt

AA M AAXA ALA MX AXAMILIMSAIUIXA

3. Xxruotxxxxrxxxxxxxxxitxxxxxxxxxxxxxxxxxxxx.
a. X xxxx axxxxxa xxxxxx xxxa ..xxax xa .
b. xxx.xxxaotx potxxxxx aa),...0.10maXsaULPXAX/Maas.a.

XXXXAXX ADAM

B. Xxxxs.exxxxxxxxxxxxxlcxxxxxr xxxxxx

Ma In Head I ng -- ----1 I. VER2 ICA. SPA IN

XRXRXXxXXJJLxXXXXXX xxa xxx.Nuou.xx %XXIV., RXXXZXXXXXxxXXX ?
kx.X RXXXXXXXXXXXX A XXX .

I. X XXXXX XX X X XXIJI.XXXX kaaa xxs.a.a

ill. MAI 2ONTAL ;PACING

rm.g.AAIRIIMAX/LICUULV.ItIOUQUOINAJOLCUIAXMAW
.

I X XXXXX X XX XX X XAXXXX X XXXXX XXX;.XXX XX XXX

a. X X XX XXx X x XX XXX XXXXXXXXXXXX MOOR X X X It X XXX kAJOIXX ?
b. XXXX XXX X X X XXX XX.M..XX x X.

2. X AXXXXX XX XX XXXXX X.CXXXXxXxXXXxxXX.XXXAAXJX XXX

I. X X RxXXxx X XX XX XX X XX XX XX XX XXX/U4 X KIX Xr X XXX XX X X XX X XX XXX AX
XXxX X.

IV. 1/11/42.1114GiNG LETTERING SYSTEM

A. X XX X XX WA X XX X XX XX AAA KAMA k AMAX MAAA.x...,
I XXXX ;AJAX), X X S.X.PLAX kA, XXXXX XXXXX X x
C. XXXXk RIAXAXIOLA AMA XX X XAXRXXXXVJ X XILICXXXXXXXXXXXx XX XXXX.

Ad. oi.fikt
AidAgAg-

eirlasigic,

.1-
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ACTIVITY 01 - OUTLINE

1 1

I. HAVEIMORE PEP RALLIES
ll

A. Have a pep assembly one period every weak.
S. Have Al short pep rally before every gamei

II. HAVE A CHEERING SECTION

PLAN FOR BUILDING SCHOOL SPIRIT

A. Reserve it for juniors and seniors.
8. Each class wears its color sweater.

/II. HAVE A CONTEST .

1 INS

A. Goad's to get a new school cheer.
1. All students may participate.
2. Each student may turn in two cheers.
3. Contest will last for two weeks, once it
I is announced. ", .--c.,- ' ,L, -; . '.

B. A student committee will judge cheers.
C. Prize will, be a pass for all hone ,,ames next

season.

gem So ea ova .0 .0 No el AP, 0.19

A") e424444r4W XA4
deaSIAAJ r), IONA) ?IA.%)

14) Awk4i4, Nallriac-8-
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MINIMUM ACTIVITIES OUTLINE SECTION

ACTIVITY 02: On page 10 you will find an outline to use for this activity.

E J a. If you are now typing 25 words a minute or faster using the
touch typi/1 system, you TYPE faster than you can write. You
can put your typing ability to work for you by COMPOSING outlines
and manuscripts at the typewriter.

b. When you compose at the typewriter, you may want or need to make
many changes In the original copy before typing the " first draft " --
that is, the copy you are going to use.

c. The following are a few of the common proofreader's marks that
may be used to correct the rough draft.

ar capitalize paregraph $ single space

lower case 40fre-. omit word AS double space

A insert 0151 spell out la triple specc

underline turn around C;Ose up

d. Type the outline on the next page and make the corrections
Indicated.

e. The phrases In this outline are very short. in determining the
horizontal margin setting follow the suggestion given in step 1

of Job 80, page 70 of Grew Typing, 191 Series.

--select the longest full fine

- - include the first roman numeral and the 2 spaces
following

--backspace from the center point to center the line
- -set the left margin
- -no right margin Is needed

f. Be sure to center the outline on the paper.

g. Keep track of your typing time and proofread your work carefully.

h. Head your paper.

II



MINIMUM ACTIVSTIES

ACTIVITY 07: OUTLINE IN ROUGH [TAFT FORM

TS
_L _,Ideas for develog:pent Ali- al 4100
--71rA. Obtain them from repling

B. DiAcuss and listenpthers
C. Analyze and form own opinions

rs
II. THINK AND TYP

A. Nisatrokes ignored
B. Unwanted words x'ed out

C. Correcting first draft

1'1. With pencil M.
2. Words written in between lines

4J
III. Typing THE 40, DRAFT .

,""Aft tp v AA.

A. IkulesforkanuecriptieVping
-PM` 4.11441-415,44161 rmet,/, 401 6644eott 4.4440

AN OR ATTACK
1f' \.

rt. a46.4 iirti+1As re+ 410'15 42,
a..

A
es4-4

(4) Leek II 1.4 stark ..411ne,

eogieek+744e

et, 7704 4itor, por/pria

OUTLINE SECTION

COMPOSING 4104( rye',

I, t

-10-
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MINIMUM ACTIVITIES OUTLINE SECTION

ACTIVITY 0: On page 12 you will find an outline to use for this activity.

C 3 a. :ire is your chance to show that you understand how to arrange
an outline properly. You will apply your understanding of:

--how to arrange the main /itle
--how to arrange the major roman numeral heb,11
--how to arrange the minor headings and subpoints

-4ow to correctly spate between he step9

b. The copy for this activity Is NOT correctly arranged for you.
You, as a THINKING. TYPIST, must apply what you have already learned
to:

--capitalize where needed in the outline
--space down the correct number of lines between steps in
the outline

--Indent the steps the correct number of spaces USING YOUR
TAB KEY.

c. Use a GO-space line. Center the outline on the paper.

d. Proofread Activity #3 and head your paper.
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/ 4 1 1 1 I M U N A C T I V I T I E S OUTLINE SECT 10N

ACTIVITY f3: OUTLINE IN UNARRANGED FORM

Essential Motion Patterns

I. Control of ::,arriage retOrn .

.

A. Throw or return Carriage quickly at end of line; on manual
machine use quick, flick-of-wrist motion

B....,. Start new line quickly - .

:%-
_,.. ..! 'II, Control :of shift keys .. .

.

-
A. Reach to shift key with little finger; keep other fingers

in typing position ,

.

B. Push shift key all the way down before striking letter
...t key : ,, . ( .

III. Control of space bar .
. -

A. Keep right thumb curved and close to space bar
B. Strike spcm bar with quick, down-and-in motion (toward ,

palm); release quickly
C. Make spacing stroke part of word; start next word witholt

' a pause or break ... . ...

IV. Rhythm . .

A. Type with continuity; avoid breaks or pauses
B. Keep eyes on copy to avoid losing place

1,

:

t

; 1? -

S

. Ai

N SCR PT S
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MINIMUM ACTIVITIES MANUSCRIPT SECTION

READ Part B, page 93 of Gregg Typing, 191 Series.

DO C 3 "Learning Guide: One-Page Reports"

READ ] The following table summarizes the placement rules for a short one-
page manuscript (200 or fewer words In the body.) Memorize and use
Itl

1

PLACEMENT TABLE
Short one-page manuscript

Top Margin - Leave 2 inches, typing begins on
tins 13

Side Margins - 6 -inch tine (60 ite epaosei 60
pica spaces)

Bottom Margin. - No more than a implies no tees than
t inch

NMI

READ C 3 Reports have (a) "main headings" to identify the report and (b) "minor
headings" to show Its organization plan. Both kinds are explained on
Page 98 of Gregg Typing, 191 Series. Ned page 98 "Kinds of Manuscript
Headings."

READ E 0 A page tine gauge Is a useful aid to use when typing material In
manuscript form. You can use a page line gauge as a guide when deter-
mining top and bottom margins and placing footnotes correctly.

The numbers on the page line gauge correspond to the number of single-
spaced !Ines on the pepa (1-33 lines on the top half of the page and
33-I lines down the lower half of the page.)

When typing, place the page gauge book of and extending etightly.to
the right of a flat sheet; insert both Into the machine. If you need
to check your position on the paper, all you need to do is look at the
gauge.

pie Itne,

£ 3 , I have reed the above and believe that I an reedy to apply lt,to the
production of short manuscripts. (If you check this one, turn the page
and begin work.-

3 4 I have reed the above, but find myself Just a little confused. (If you
cheek this one, see your teacher innediately.

-13-
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EXERCISE FOR YOU TO DO: PROGRAMMED LEARNING GUIDE

WITMONS Place a card or heavy piece of
paper so that the top edge touches the
dotted line in the column below. Read
'paragraph A, answer question number 1, and
then move the card or paper down enough to
uncover the answer. Continue in this way.

A Principle When typed ma-
terial is arranged ideally on a sheet
of paper, its arrangement will be
proportionate to the dimensions of
the papera little longer than wide,
with equal side margins and a bot-
tom margin a (Attie wider than the
top margin. A short display will have
more space on all sides than will a
tong display.

The thing to be avoided is an
arrangement that is disproportionate
to the paper (the short, wide arrange-
ment or the long, narrow one) or an
arrangement that is not centered
(material Is too high or too row on
the page, or too far to one side or
another).

Also to be avoided. any margin less than 1 Inch
wide or deep. Respond

In a well-typed display, the side margins should
be .

PLACE CARD HERE
2 (Equal, even) The bottom margin should be

wider than the .

3 (Top margin) What Is the minimum width for
any margin? .

4 (1 Inch) Ideally, a typed display should not be
wider than long but rather should be . .

(Lonpr than wide)
B first Draft It is rare that a business or school

report is composed directly Into final form. Usually a
writer composes a first draft, typewritten or handwritten,
which he then goes over carefully to correct and im-
prove. When he has polished the draft as much as he
can, then he types the final copy that is to be turned in.
Respond

S The original writing of a report, which is to be
edited and improved before final typing, is called the
"first .

PO

(First draft) Typing a report, therefore, is a
matter of arranging correctly and typing well a final cop/
of a "first . . "

(First draft) (Continue In next column.)

ONE-PAGE REPORTS

C Centering if the draft is in
typed form and is arranged correctly,
the typist may be able to execute the
final copy very quickly simply by
counting the typed and blank lines
in the waft and from this informa-
tion centering the copy on the paper.
A centered arrangement is always
good. if a typist retypes anything to
improve its appearance, almost always he can center it
Centering is quick, precise, attractive. Respond

7 To be able to center a typed selection, the
typist must be able to count the typed and blank . . .

8 (Lines) If a draft is prepared carefully, so that
the typist can count the lines in it, he can produce the
final copy very quickly simply by counting them and then

(Centering It)
0 Formula Plan aasaa,

however, the draft of a report is not
a reliable guide for line counts and
centering. So the typist needs a mar-
gin-setting formula that will serve as
a guide in such situations. A formula:

Top margin 2 inches (12 lines).
line 5 Inches for 200 or fewer

words, double - spaced; or 6 inches
for more than 200 words, double - spaced. Respond

9 On what line should a typist begin In order to
leave a top margin of 2 inches (12 lines)? -

10 (On line 13) If you arrange a one-sage report
by formula. on what line would you type the title of the
report?

II (On line 13) How long a writing tine should a
typist use for a report with 135 words in the body of
the report?

12 (5 Inches) Remembering that pica typewriters
space 10 strokes to an inch, for what length of line tin
spaces) should the typist adjust his margins for the
135-word report? .

13 (50 spaces) For what space line would the elite
(12 to an inch) typist set his margins for the same
report?

(60 spates) (Continue on next page.)



EXERCISE FOR YOU TO DO;
(continued)

PROGRAMMED LE1ReffelG GLIM -- ONE-PAGE REPORTS
G Report Tailoring When you look at the draft of

a report as you get ready to type the final copy, some-
times you can sense that it Is going to be short or long
because it hasor does not havemany subheadings
that eat up space and so stretch a report. By changing
the treatment of the subheadings, often you can -'e "ch
a report to a longer size or condense it to a shoe. ,Ize.
For example, note these:

Too high Balanced Sercee

E Balance Lines When you use the formula plan
for a report, the report will sometimes seem to end much
too high on the page (first illustration). In this case you
might retype the work, this time centering It. Or, better:
drop farther down the page and Insert a "balance line"
near the bottom of the page (second illustration).

How far down the page? You could estimate the
desired position, of course; this is what experienced
office typists do. At first, however, you would be wise to
compute the placement of the balance line. There are 66
lines on a page; you want the bottom 12 or 13 left blank;
so the balance line should appear on line 63 or 54 count-
ing from the top. (Actually, counting down the page is
very easy: The title will be on line 13, the bylines per-
haps on lines 15 and 17, the text starting on line 20,
etC.It does not take many lines to get down to 53 or
541) Respond

14 What do you call an extra line inserted at the
foot de page to give the work a balanced appearance?

PLACE CARD HERE
15 (Balance line) You would insert such a line

whenever typed material seems too on the page .

16 (Too high) To leave 12 or 13 lines blank at the
foot of a 66-line sheet of paper, type the balance line
if you use one on, approximately, lines or .

(Lines 53, 54)
F Beasts Position Tre balance line may be

typed at either the left or right margintyping it at the
left margin is obviously easier!

The balance line might be any one or more of such
items as these: day's date, serial number of this report,
name of the person to whom the report is submitted, a
reference source, a "typed by" line, name of a course
or of a department, etc. Respond

17 The easiest place at which to type a balance line
is at the

111 (Left margin) A balance line can also be typed
at the

(Right margin) (Continue In the next column.)

following steps:

Step .l. Place

not to prevent this

You will be surpris

directly into the n

following steps:

STEP I

Place all meter

prevent this so that

The first illustration "runs in" the subheading at the
introduction of the paragraph, taking little extra space.
The second illustration, however, displays the subhead.
ing on a line to itself, preceded by an extra blank Ilne.
To save space, a typist converts his report to the style
in the first illustration; conversely, to use up space, to
stretch a report, the typist can use the second style.
Respond

19 One way to stretch a report Is to add a balance
line; another way is to use a space-taking style for the

20 (Subheadings) To use subheadings in this way,
however, you must know before you start typing that the
report seems Feely to be short or long; if you cannot
guess accurately about the length, then you can be sure
to make the work look well only by counting on using a

(Balance line)
H Summary Fill in all missing words, then check

replies at the foot of this column. Respond

if you cannot (21) a copy of a
report because the (22) first does not
permit line counting, use (23) a "
for report arrangement: Use (24) a 2 -inch
margin, which means starting (25) on line ; and
use a 5-Inch line if you have (26) or fewer
words In the body, or a (27) . -Inch line if yoU

have more than (28) . . words in the body.
If the typed material turns out to be too high on the

page, insert a (29) . . . line near the bottom,
typing it at the (30) . . margin on, approxi-
mately, (31) line , counting from the top.

Key (21) center (22) draft (23) "formula" (24) top
QM 13 (20 200 (27) 6-inch (111) 200 (29) balance line
(30) left (31) 53 or 54.

*NOW- -Raton to page 13 to contimee lekm

-13b- l on ,this LAP. '011
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MINIMUM ACTIVITIES MANUSCRIPT SECTION

MATERIALS
NEEDED:

5 or more pieces of plain white typing paper

ACTIVITY #4: Use Job 12A, page 94 of Gregg Typing, 191 Se:les.

C ] a. Reed the entire short manuscript and reminders in the book before
beginning this activity.

b. As mentioned in the book, the typing is shown in pica type. You
as a THINKING TYPIST must be alert and Ziaten for the bell to
determine the line ending.

c. Prepare your materials by placing your PAGE LINE GAUGE in beck of
and exerding sliptiv to tne of yzAJ insert in the
machine.

d. Print your name on this line
Use your name in the By-line TWiTiP of Richard Hall.

e. Use the current data In the "balance line." REMEMBER that the
bottom margin may be 2 Inches deep but no less than I Inch. The
balance line can be typed any where between 14 to 7 lines from the
bottom of the page.

f. Proofread Activity /4.

g. Head your paper.

ACTIVITY 05: Use Job 120, page 96 of Gregg Typing, 191 Series.

C a. Read the entire short manuscript and reminders in the book before
beginning this activity.

b. Notice that the periods are NOT underlined In the pc.ragraph headings
in the manuscript. TO AVOID underlining the period--type the word
only, underline the word, THEN type the period and epaoe properly
after it.

c. Be sure to insert the page line gauge under your paper.

d. Use your name in the By-line.

e. Proofread Activity /5 and head your paper.

-14-
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MINIMUM ACTIVITIES MANUSCRIPT SECTION

ACTIVITY 16: Use Clinic 12, Problem A on page 98 of Gregllyping, 191 Series.

[ 3 a. Read the "Questions and Answers" section.

b. Read the entire manuscript before beginning this activity.

c. In the previous two manuscript activities, you used a 5-Inch
line of writing because the material was under 200 words. The
manuscript in this activity contains 221 words, THEREFORE, use
a 6-inch line of writing.

d. Use the following directions when you type the manuscript:

--Use a 6-inch line (70-elite spaces, 60 pica spaces)
--Uae double spacing
--Listen for your bell
--Use a dictionary, if you rieed to check proper word division
--Oecide if you need a "balance line" at the bottom of the

page after you typo the manueoript. If you do, choose an
apprcpriate line and type it.

e. Insert the page line gauge under your paper.

f. Use your name in the

g. Proofread Activity #6 and head your paper.

0,REA0 ] So far in this LAP yoA have
practiced the basic arrangement
of the first page of a manuscript
with the various types of headings
and the use of tie balance line.
Now let's Try a report that will
extend beyond one pads.

REAO L 3 The placement rules 'F.:A- typing a longer repot' that will extend beyond
one-page are SIMILAR to those you have been using for short manuscripts.

-!5-
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MINIMUM ACTIVITIES MANUSCRIPT SECTION
LaoNira14.1wNmm.mmlnm==oramwlw1ibilm.1.

PLACEMENT TABLE
Long Manuscripts

Top Margin of lst Page -

Top Margin of all other -
Page°

Side Margins

Bottom Marvin

Page Number

Leave 2 inches, typing begins
on tine 13

Leave Z inch, type page number on
Zino 7, continue report on line 10

6 inch line 170 elite spaces, 60 pica
spaces)

to Z Z/2 inches deep

None on first page; typed blocked
at the point where the average Zine
ends at the right

READ ] If within the body of the manuscript a quotation or reference is
made to another source, credit Is usually given by a footnote. In

the body of the report use a superior figure (number typed raised
above the line) for each footnote reference. To type a superior
figure:

1. Operate the line space ratchet release, sometimes called
the "line finder";

2. Move the cylinder back (toward you) a half space;
3. Type the figure;
4. Return the ratche release and cylinder to position.

In planning the manuscript page, save approximately 2 lines for the
divIder line and the spaces before and efterlt; 3 or 4'fines for
each footnote to be typed on the page; and 6 lines for the,bottom
margin.

The footnote references may all be typed on a separate page at the
end of the report or at the bottom of each page as they are mentioned
In the body of the report. If they aro to appear on the page. where'
they are mentioned, they are separated from the last lice of the text
of the page by a 2-inch line of undorscores.

Single-space before typing the line and double-space after typing
the line THEN type the footnote with single spacing. If two or
more,' pOtnotes are to be typed on the same page, double-space between
them. Authorities differ on details of typing footnotes, but the
illustration in activity 07 Is en acceptable form.

RE4D C

READ C ]

-16-
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MANIMUM ACTIVITIES MANUSCRIPT SECTION

ACTIVITY #7: Place your page gauge back of a full sheet with the line numbers
extending to the right; Insert the two sheets; then type the following

C drill, This place-
ment will leave an exact I-inch bottom margin. Uee a 6-inch line
of writing. Indent 5 spaces for the first line of the footnote.

"1,1Art,tWV"\/"N-4/"\/\/%."%/10"1",WN
Hard work was Edison's success secret. "Genius," he said, "is two per-

cent inspiration and ninety-eight percent perspiration.°

2 ke404
1. "E "Edison--One f the World's Great Inventors," Compton's Pictured

Encyclopedia, 1967 Edition, Vol. 4, p. 281.

7111111111,AM

a. Proofread, head your paper, and have It checked.

ACTIVITY 18: Use Jobs 20E-F, pages 158-159 of Gregg Typing, 191 Series.

C 3 .a. You will be typing and arranging correctly a two-page manuscript.
As you can sea, the copy is not Arranged In manuscript form.

b. You must apply what you have already INIrned to:

--use the correct margins
--use the correct spacing
--arrange the he4ding lines
--type the footnotes

c. BEFORE typing the second page of the manuscript read "How to
Pivot,' on page 99 of Gregg Typing, 191 Series. As mentioned
In the placement table on page le of this LAP the page number is
typed on Ine 7 blocked at the point where the average line ends
at the right. Your desired line ending is 85, THEREFORE,4dvot
the word Page 2 from 86 Oh your carriage position scale.

d. After typing the page number, TRIPLE SPACE before continuing,
the text of the manuscript.

e. The six items in the listing on pace 2 are typed single-spaced In
the manuscript. So that they stand out and are distinct doubts
spade before and after typing.the listine and indent the listing
10 spaces In from the margin.

f. Proofread Activity #8 and head your paper.

g. Staple the two pages together ONCE in the upper left corner.

-17-
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YOU HAVE COMPLETED THE MINIMUM ACTIVITIES IN THIS LEARNING ACTIViTY PACKAGE.

tU 0 1AI ° "
TAKE THE ELF-TEST ON PAGES 3 and 4 (GREEN PAGES/ OF THIS LAP AND THEN . . .

C3

C

C3

C

C]

CHECK ONE OR MORE- - -

I know the divisions of an outline, the proper arrangement for them,
and the correct spacing between them.

I can identify some of the common proofreader's marks and plan to use
them in my own work.

I know the rules concerning margins, spacing, and headings for arranging
material in manuscript form for o short one-page report, as well as, a
longer report.

I have been a careful and alert proofreader in all the Activities in
this LAP.

Within the speed and accuracy limits set in the performance objective at
the beginning of this LAP, I can actually t'oe outlines and short
manuscripts.

IF YOU COULD CHECK ALL -FIVE STATEMENTS ABOVE, ORRAT! You may now
move on to the Special.Activitles Section that will permit you to build
on the skill that you have already developed.

IF YOU COULD NOT CHECK ALL FIVE STATEMENTS, SEE YOUR TEACHER RIGHT
AWAY! Your teacher will help you decide what you need to do in order
to prepare yourself for the test on this Outline and Manuscript LAP.

-18-



SPECIAL ACTIVITIES SECTION

SPECIAL ACTIVITY 01: Use Job I2C, page 95 of Gregg Typing, 191 Series,

C 3 a. The copy is In unarranged form.

--What are the margins for a short m,nuscrlpt?
--What Is the standard paragraph Indention?
--How do you raise the asterisk above the line?
--How many spaces after the period following the
numbered paragraphs?

--Where do you type the balance line?

b. Use your name In the By-line.

c. Proofread and head your paper.

SPECIAL ACTIVITY /2: Use Job 12E, page 97 of Gregg Typing, 191 Series.

C 3 a. The copy is in unarranged form.

b. Refer to steps b thru c in Special Activity /I.

-19-
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Where

HOLIDAY TRAVEL TOURS

It's the Going Thing

WheQ Pow *eh

Yellowstone, racific Northwest June o Septembee $400.00

DATE

Eastern Canada

California, Canadian Rockies

Maxiio

Grand Canyon and Yellowstone

June to October

June to September

Weekly

May to November

NAME_

*Phased Typing Program

LEARNING ACTIVITY PACKAGE 13: TABULATION
(coordinated with iregLftpinstA)

375.60

574.50

283.00

250.00

By Donald E. Tingley
Sea Mateo Union High School District, San Mateo, California

624
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WHY LEARN p6feigoliCf,41.61d6A ?

1n6oamation ptebented in tabular form ih o6ten eaziet to
undehztand, eazim to ate, and 6tericantty had mote iotce on
impact than 4.6 it had been given in 4entence tfotm.

In zome ot yowl. high Achooi. ztudie4--cettainey in much o6
gout cottege mak--you Wit do Ae4eatch paojectz on. Ntite team
papms that uLU need one on move tabtez to be cooideted good,
comptetehepoatz.

16 you take a job zomeday az a typizt 04 zee/1May, you
can expect to be azked to pupate many tatitez (ot yourt emptoyea.
Can you think of other jobs you might have where you might want
or need to type 5.nformation in tabular form?

GoA MIR OS

Mien you have cc pleted the basic activities in this LAP,

yau will be able to eemonstrate on a teacher-administered test

that you can

IDENTIFY, either orally or in %citing, the most common
parts of a table; and

TYPEWRITE in correctly arranged form a three or four
column "open" table within the following
guidelines for acceptable work:

625' if";



OPEN A

DOOR

I AM TURNING ¶Uø PAGH 3

TO TAKE TP3 SELF-TEST

BECAUSE I THINK I CAN

NOW MEET THE OBJECTIVES

FOR THIS LAP.

i AM TURNING FAG 4

AND IMMEDIATELY BEGIN-

NING TO WORK TCWARD

MEETING THE OBJECT

FOR THIS LAP.

626



SELF-TEST ON TABULATION

Directions: Center the rough draft
table at the iTTEITon a full sheet
of st ".ard typing paper. Double
space the body of the table. Allow
8 blank spaces between columns.
renter the column headings over
the columns. Spread center the
main title.

When you have finished typing, note
the time it took you to complete the
table. Proofread for both typo-
graphical and placement errors (Are
the top and bottom margins equal?
Side margins? Space between
columns?

[--After proofreading, answer the four
questions below.

1.

2.

3.

4.

4
COMMON BUSV(ESS TERMS
Compiled by Your Narge-

Insurance:

actuary
annuity
claim
dividends
endorsement
face value
indemnity
lapsed
policy
remium
roceeds

subrogation
term

['Law

bailment
bona fide
contract
decedent
executor
intestate
lien

merchantable
negotiable
par value
probate
replevin
repossess

Account iraM

asset
balance
capital
credit
debit
equity
income

invoice
journal
ledger
liability
voucher
work sheet

p 4-

The main title in the table above was typed on line ? 1.

The left margin was set at ? on the carriage-position scale for the
start of the first column.

2.

The tab for the start of the second column was set at ? . 3.

The tab for the start of the third column was set at ? 4.

ANSWERS

NOW . . FOLLOW THE PROCEDURE GIVEN YOU BY YOUR TEACHER FOR DETERMINING WHETHER YOU
liAVE PASSED THIS SELF -TEST.

THEN...CHECX ONE:

[ ] I passed the self-test. [ ]

II am ready to take the
LAP post-test. (Make
arrangements with your
teacher.)

I did not pars the self- [ ]

test. I am going to
begin (or continue) work
on the LAP so that I can
pass the test later.

-3-

I did not pass the self-
test. I am going to see
my teacher as soon as
possible for help in
deciding where to go
from here.



CAN YOU...

Use your machine's
MARGIN SFT CONTROLS?

CENT M A WORD OR A
LINE HORIZONIALL1?

BEFORE YOU

GC FURTHER...

IF NOT, REVIEW
(inal:m.1221u, 191 Seass) . . .

Page 7: 5. Setting the
Margin Stops - - -for your

make t)4.ewriter only

Page? 7. C. Centering a
Word or a Line

SPREAD CENTER? Page 43: 1B-D. Spread
Centering

Use your machine's
TAB CLEAR, TAB BET,
and TAB KEY (or BAR)?

CENTER LINES OF .

TYPING VFRTICALLY?

-4-
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Paget 7 and 8: 7. In-
denting for Paragraphs

Pages 8 and 9: 1. Con-
trolling the Spaoing,
2. Inserting Extra Blank
Lines, and 3. Centering
Material Vertioally.

V1111111.11111=111MI



MAIN TITLE FM A SAMPLE TABLE

eettvigi-
Tables Sometimes Have

Like This On

Headings Above
1

Columns

arranged in

or sometimes

17.44;r4--
Each Column . Are Optional

tOr44#44 S:1444tare usually

double space,

of information

single space,

in "line group ,farm.

ZtO.id/ .frt CO-Lta444.° 40"44't

-5-
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IF YOU HAVE NCT YET EXAMINTD.THE SAFPLE TABLE CV

RAGE 5, DO IT NOW - - BEFORE YOU READ ON

GUIDES.FOR TABLE PLACEMENT

Main Title:

1. Ho izontally centered in all capitals- -
usually on a line that results in the entire
table being vertically centered on the page.

2. If a subtitle follows, double space (that is,
leave one blank liLe) after the main title.

3. If no subtitle follows, triple space (that is,
leaW two blank lines) after the main title.

I. Horizontally cIntered with the first letter of each important word

2. Can be more than one line. If it is, single space as in the sample table.

Triple space (tvo blank lines) after the subtitle.

Column Headings:

1. Centered or blocked above each column. How to do this is explained under
the he:di-tic zask III: Column 'loadings later in this LAP.

2. The fir3t letter of each important word is capitalized and the catire
heading is underscored.

3. Double space (one blank line) after the column heading.

:oltrins (2Z60 called "body o' table") :

1. Single space, double pace, or "line group" the columnsdepending on
directions or on what.you think would look.best on tables you type when

104;
no directions are given.

single
single
single
single

le
;5710174:f4".

double

double

line group 54%.
line group i/

line group S444.
to line_group

C.9

et44,4

-10461)14'

. Leave as few as four or as many as twelve (or more) blank spaces between
columns. Six spaces are almost.always satisfactory--but follow directions
1,f given, and uce your good judgment when no directions are given.

-6-
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TAS7 Is APPLICATION OF VEIVIICAL CENTERING RULES TO TART ES

READ: [ ) You should already know how to center material on a page so that the
top and bottom margins are equal. The illustration below applies the
procedures you have learned specifically to tables. Examine the illus-
tration carefully and then complete the three exercises that follow.

Step 1) COUNT

0 Typed lines +.

1,6_ Blank lines betweena Total lines used

Step 2) SUBTRACT

66 Total lines on paper
..+:-...aa Total lines used

53 Lines availaUe for top
and bottom margins

HONOR ROLL

Graduating Class of
Marina High School

Boys Girts

Bill Mason
Mark Sconyers
Robert Inman
Norris Summers
Jim Ellingson

Betty Freeman
Virginia Travis
Sally Johnson
Karen Beardsley
Nina Gill

1111M.-MIMIMr
StepStep 3) DIVIDE - -------_______

,MAStarting line of typing (drop a fractiot
2-/-r es availableT top and bottom margins

70.870 10111/S110,
4a/11M.

6TAMINg
LINE

Sx.266

EXERCISE #1: , Assuudrg that the colunms in the HONOR ROLL table above are
to be double spaced (instead of single), calculate the start-
ing line; (HINT: When dcuble spacing, there is always ,ne

tees blank line than typed lines. That is, 12 double spaced
lines take 23 lines of .space - -12 tyred blanP.)

SoiteMwArtwalAUNI

EXERCISE #2: Calculate the'starting line for a table that has
--a .title .5,,toto twsea.'z'

( ) --a subtitle (one line)
--no column headings
--IV single spaced lines

in the columns

EXERCISE C3: Caloulate the starting line for a that has

--a title SI4pur AruidOL:V
I ) --no subtitle

--E6lumn headings
--13 double spaced lines

in the columns

C
111111111=111..

#1.

#2.



KEY TO EXIMCISES #1, #2, and #3 on page 7:

EXERCISE #1:

HONORBini:voz.

Graduatinge, c)
Marina 'IV a

x
2.21.--

,1 7Boys

AI= M ( 4
Mark S

T.

Norrie S 62,S?

.2.4)Robert I

Jim E

EXERCISE 02:

TITLE 0 12

x 12-11.1-
Subtitl

x

2

6;
3

574

5

8 f2,I3

10

EXERCISE #3:

TITLE

Column Reaeinge

1 0 /5'
2 t /5.

3 30
4 g 44
5

2_

/-36
8 a) If

9

10

11

12

13

11/

/8

CHECK ONE:

I made no errors on exercises #1, 02, and 03. Therefore, I am
turning to page 10 and beginning Task II.

(1 I made one or more errors on the threw exercises. 01 you ohsok
'ermraNe thie one, go bank over your work and try to find out WRY you

DETOUR made the errors. Then, do exeroisee 41A, #2A, and #3A on page 9.1

-8-
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SUPPLEMENTAL 25CEPCISES Cts VERTICAL CEITI'ERING

EXERCISE 11A: Calculate the starting line for the table below.

ACADEMIC EXCELLENCE AWARDS

czarina High School

Slew-
4

Girls Boys.

Sally Johnson Jim-Ellingson

petty Freeman Mark Sconyers

Virginia Travis Norris Summers

Nina Gill Robert Inman

EXERCISE /2A: Calculate the starting line for a table tha... has
--a title saitt,,,,m,ect(.4

f I --no subtitle
--c6lu7n headings
--7 double spaced lines

in the columns

EXERCISE #3A: Calculate the starting line for a table that has
--a title
--a two line, subtitle
- -no column headings

--ig single spaced lines
in the columns

[)

C H E C K ONE:

[ ] This time I scored 100%. Now I can turn to page 10 and begin
wovk on Task II.

STARTING
LINE

HA.

#2A.

13.A.

Check 0144VAA at bottom
06 pace ArTER you have
6iniAed the exacizeo.

1 I am stf.11 making errors calculating the starting line for
vertically centered tables. THEREFORE, I WILL SEE NY TEACHER
AS SOON AS POSSIBLE AV BEFORE I CONTINUE M9RK IN THIS LAP.

143--Yfoo (93--Ylo :SE3ASNV -9-



TASK II: HOPIZONTAL CENTERING (1-Jo OF TABLES

PSAD; (3 Just as there is more than one right way to do almost everything else
in life, there are at least tNo right ways of getting a table centered
horizontally on a page--one is tha "backspace" method, and the other
is the "mathematical" method.

You DON'T have to learn both methods.

You DO have to ....I able to use one method quickly and accurately.

SUGGESTION: Try the ! "backspace" method first because it is 1..sed upon
the method you have already learned for centering titles an other
word groups. Then, if yoti find that you have difficulty with "back
spacing," you can try the 'hathemtical" method.

PICK A METHOD:
I accept the suggestion and will
(Porn to page ll and begin.)

I like maths I'm going to start
(Turn to page 13 and begiA: )

try the "backspace" method first.

with the mathematical method.

r.

r MP" 4iir

-V ,

A. C0.0:00..
0

""sa .

3

'YNXW f

142LVq6:-/AlaN ;..;4;w. A:=

(.14(3,
. .73ora,

/



TASX II: KRIZCINTAL CENTERIM (4,-6) OF' =ALES fpoatimed)

BACKSPACNG METHOD OF HPRIZONTAL PLACFMENT

READ: [ ] Step 1) Move the left and right margin stops as far to the left and
right as th:-.7 can be set; clear all tab steps that you'(or
some student in another class) may have previously set on
your typewriter. (NOTE: You dc not need a right margin
when '.yping tables--so you will not be resetting tIis one
later.)

[ ] Step ,2) Select the longest item in each column of the table you
.

3

want centered. (After picking out the longest item, some
people call it the "key word.") In the following example,
which word. in each column is the longest?

auxiliary temperament nervous
deficient efficient similar
miniature sophomore grievous

Colum 1: In this column, you could pick any of the wor6.
Column 2: "Tempermient" is obviously the longest.
Column 3: "Grievous" just makes it here.

[ ] Step 3) Determine how many spaces you'are to leave between the
columns. (You will ba given ck:rections for each of the
tables in this LAP, but when you type a table for yourself,
you will need to decidE' how many spaces to leave.)
General Role: 6 spaces; between columns--with anywhere from
1-T6-12 (or more) acceptable depending upon circumstances.

In the illustration used in Step 2, the number of spaces
left between columns is four. So, using our imaginations,
we get 1 "kex line" that 7E55ks like this:

)miniatureimtemperamcnt 1234grievous

L---
j

[ ] Step 4) dove the carriage to the centering point of your paper.
Starting at this point, backspace once for each two letters
or sparesas illustrated below. NVEk-TaRiTFci7ror
Bad-IiIiir left at the end. 1:41/4 frns.a.:

Az
IflittMfliligliglq mina

RESULT- -Elite type (center at SO): You should have reached
32 on carriage-position scale.

Pica type (center at 42): You ehould have reached
24 on carriage-position scale.

635;



TASK II: HOMOWAL CFWE.YING (4--4.) OF TAXIES icont..dlued)

BACKSPACING METHOD OF HORIZONTAL PLACEMENT
(continued)

[ Step 4a) There is an alternate way of "imagining" the key line that
some people :find easier -you may want to try it.

A II tlf) Ili iN A A
min atu e emp raffmn grievoue)234

You then backspace LT each two letters and spaces (if any)
3+. the longest items--then, since there will be a total of
eight spaces between columns, backspace four more times
(that is, once for each tw..1).

[ ] Step 5) Set the left margin _atop at the point to which you backspaced.
(32 if you have elite type; 24 if you have pica)

( ] Step 6) Using the same key line, you determine the starting point for
the second column by spacing forward (with the space bar)
once for each letter and space in the longest item in the
rff a colmanminiature--an for each space betweer. it and the
start of the second column.

miuiature1234
123456789

NOW a tab stop at the
point you reached

ELITE--45 on the scale
PICA --37 on the scalt

5,444. 9th r ,16
( ].Step 7) The starting point for the third column is found by spacing

forward once for each letter and space in the second column--
temperament--aig TiFeaCh epsce between it and the start of
the third

temArament1234

Sihzet.
/1*

CHECK ONE:

NOW--set a tab stop at the
point you reached

ELITE - -60 on the scale

PJCA --52 on the scale

( . . . I am ready to try the backspace method. (Turn t) page 15 and do the
exercises using the backspace method to find left margins and tab
stops for columnsyou'll noed a typewriter.)

. . . I want to study the "mathematical" method before I try the exercises.
(Turn to page 13.)

-12-
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TASK I!: HORIZONTAL CENTERING (11-4.) OF TABLES [continued]

MATHEMATICAL METHOD OF FORIZONTAL PLACEMENT

READ: F ] Step 1) Move the left and right margin stops as far to the left wad
right as they can set; clear all tab stops that you (or
saae student in another class) may have previously set on
your typewriter. (NOTE, You do not need a right margin
when typing tablesso you will not be resetting this one
later.)

] Step 2) Select, and count the letters and :paces in, the longest item
in each ailUmn of-I-Fel-361e yzu want centered. (Some people
call the longest item the "key word.") Mich word in each
column of the illustration below is the "key word," and how
many spaces does each occupy?

auxiliary temperament nervous
deficient efficient similar
miniature sophomore grievoas

Column 1: In this column, you could pick any word--each
occupies 9 spaces.

Column 2: "Temperament' occupies 11 spaces.
Column 3: "Grievous" occupies 8 spaces.

[ Step 3) Determine how many spaces you are to leave between the
columns. (You will be given directions for each of the
tables in this LAP, but when you type a table for yourself,
you will need to decide how many spaces to leave.)
General Rule: 6 spaces between columns--with anywhere from
Ito 12 (or more) acceptable depending upon circumstances.

la the illustration used in Step 2, the number of spaces
left between columns is four. So, we get an imaginary "cell
line" that looks like this

_

aglaglimuggIgMmiliag
it.T+ 17 --=34.a.44i2d.ead-

[ ] Step 4) Divide the total spaces that the table will occupy by 2
(drop any fraction).

ig
213 44 41, rite.i4.

-13-
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TASK II: HORIZONTAL CENTERING (*---.) 0!: TABLES [continued]

MATHETAFICAL MEfl3..J OF HORIZONTAL PLACEMENT
(continued)

[ j Step 5) The result of the division by 2 is the numher of spaces that
should go on each side cif the center of paper to achieve
a properly centered table,

4______
/(f ceniei" /4'

Therefore, subtract the result from the centering point of your
paper to determine the left margin setting.

elite -.Le`"
32 lq&""1-7

pica {Lir
.zv,Ceer"'474.'

Set the left margin stop at the point you have calcul...ted.'

[ ] Step 6) Using the same key line, you determine the starting point for
the second column by spacing fonrard (with the space bar)
once for each letter and space in the longest item in the first
ZOIUMn--miniature--andfor each space between it g id the start
of the, second column.

NOW--set a tab stop at the
miniature1234 point you reached
123456/89 4 ELITE- 45 on the scale---_________

PICA --37 on the scale

7"1". 1"5'
7
4̀""6 rile

[ ] Step 7) The starting point for the third column is found by spacing
forward once for each letter and space in the second column- -
temperament- -and for each space between it and the start of
the third column.

CHECK ONE:

l

tempernment12346

10'144,0:1:4171
lit V

NOWset a tab stop at the
point you reached

ELITE- 60 on the scale
PICA --52 on the scale

. I am ready to try the mathematical method, (Turn to page IS and do the
exercises using the mathematical method to find left margins and tab
stops for columns in a table--you'll need a typewriter.)

. . . I want to study the "backspacing" method before I try the exercises.
(Turn to page 11.)

-14-
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EXERCISES ON HORIZONTAL CENTERING

DIRECTIONS: Using either the "backspacing" or the "mathematical" method, determine
the left margin and tab settings for the following exercises. After you

f I complete #4, #5, and #6, check the answers in lower right-hand corner
of this page.

EXERCISE #4: 2 coiumn4; kindergarten landlord
[ J 8 oacee between consumption representative

candidate rhythm
..,.

EXERCISE #5: 2 eotwin.; Business Education
6 4pace4 between Social Science

NEIS3c Education

Rosalie Graham
Paul W. Harris
Mary Ann Smith

EXERCISE #6: 3 cetumn6; mathematics raspberry bouLday
f J 8,4pace6 between athletics pneumatic entraqce

surprise umbrella remem1.3ec.nce

C

E

C

K

0
N
E

I made no errors on exercises #4, #5, and #6. TheicThre,
page 16 to begin the activities of this LAP.

I am turn-ig to

I made one or more errors on the three exercises above. I an going back
over my work to find out MY I made the errors. Then, if necessary, I
am going to review either the "backspacing" or the "mathematical"
method of horizontal centering before I complete exercises #4A, #5.A, and
#6A below.

INETWUKFMTW/WW Arctic candidate
6 oace4 bet4een consumption landlord

crisis rebuke

EXERCISE 15A: 3 cotumn4; sergeant ghastly column
8 4pace4 between coneemn mortgage

indebted pneumatic asphalt

I

EXERCISE #6A; 2 cot.umna; Sandra Beth Leoi3
JO 4pace4 Robert K. Bennett

between Sally Johnsrud

C:Qas of 2,970

Class of 1972
Graduate. Studdnt

ANSWERS
14M

#4A
Tab

12.1

#5A Tab
Tab

EH
#6A

Tab

CHECK ONE:
[ I . . . This time I made no errors. I am turning to page 16 to begin the

activities of thiiLAP.

la[ ] . . . I am still making errors calculating margin and/or tab settings for
tables. THEREFORE, I WILL SEE MY TEACHER BEFORE I CONTINUE WORK IN THIS
LAP.

TZ 6Z
SS 8£ 22 £9 91' Of

91' 6Z -- tS a

Check anAktA4

12tout&

tett comet

TU__EILIVend oma
vq# 'vol SICVSNV -15-

63

SS 8£ 61
L1' £Z
St SZ

£9 91' LZ

SS If

. £5 ££

WI au wq
and *ITU
91 'S$ (t# 'X32103 SIMS



TASK I AND II ACTIVITIES -- SIMPLE IABULATION

MATERIALS Minimum of 4 sheets of standard, white 8 1/2 x 11 typing paper
NEEDED: Pen or pencil for proofreading, calculating placement, and

heading papers

ACTIVITY tl: The directions that follow are for the table at the bottom of this page.

[
j a. Center vt- ically and horizontally on a full sheet of paper.

b. Double space the body of the table.

c. Allow t blanI, spaces between columns.

a. After you have determined the Eting line, ft margin, and the
Roy/4w. (Sitab atop(e), write that information in the lower right-hand corner

of the paper on which you are going to type the table.

4.1/0414--f"r"' 7

10114'/Orded-/a-16-

sag

WTE: FOLLOW THIS SAME PROCEDURE FOR ALL THE ACTIVITIES IN
MIS LAP.)

e. When you have set your machine and have spaced down to the starting
line, type the table below as accurately as you can.

accept

MY SPELLING DEMONS

-r-S
maintenance

bibliographyF ninety

capitol ordinarily

desaarts proportionate

equitable quite

formerly residence

guarantee serial

humane thoroughly

Laminent uninteresting

intelligent view

jeopardize weak ea41- r14-

latter whether ta44
.cle,sj".4'14/A:

-16-



TASK IMO II ACTIVITIESSIMPLE TABULATION (continued)

f. Before removing your paper, PROOFREAD Activity #1 carefully.
Neatly mark both spelling errors and placement errors.

g. Follow the procedure that your typing teacher has given you for
--heading papers
--comparing your work with a perfect copy of the activity
--turning in the paper for grading.

ACTIVITY i2: The directions that follow are for the table at the bottom of this page.

( a, After you have read the directions for this activity, LT to
,
get'

ready to type (figure the starting line, set margin, set tabs, And
get paper into machine) in 5 minutes or less. Can you do it? TRY!

b. Record your actual typing time. Can you do the typing in S minutes
or less? 8? 10? 15? In the activities that follow, your goal
should be to reduce the time it takes to complete the typing job,
and, r.c course, to type with as few errors as possible.

c. Center vertically and horizontally on a full sheet of paper.

d. Double space the body of the table.

e. Allow 6 blank spaces between columns.

f. Follow the same procedures as in steps

-

d, e, f, and of Activity fl.

MY SPELLING MONO CLAt...

In Alphabetical Order

accept

bibliography

capitol

desserts

equitable

formerly

guarantee

humane

intelligent

jeopardize

latter

liable

maintenance

ninety

quite

residence

serial

thoroughly

uninteresting

view

ordinarily weak

IL....sproportionate." whether

6,dro.goz.edus.. ire_4.4"(C44..,
.

-17-
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TASK I AND II ACTIVITIESSLWLE TABULATION (continued)

ACTIVITY #3: The directions that follow are for the table that appears below.

a. Get ready to type in the shortest time possible. In addition, try
to complete the actual typing of the table in less time than you
took to type Activity #2. Can you do all this and still make no
more than 6 errors? (Von't get discouraged! Come as close as you
can to these speed a;id accuracy guidelines.)

b. Center vertically and horizontally on a half sheet of paper.
(REMINDERA full sheet of standard paper has 66 lines of typing;
a half sheet has 33. Keep this difference in mind as you figure
the starting line far this table.)

c. Double space the body of the table.

d. Allow 4 blank spaces between columns.

e. Spread center the main title. (Refer to page 43--part 16-Di
Gregg Typing, 192 Series if you have forgotten how to spread center.)

f. Follow steps d, e, f, and 2 of Activity #I.

MY SPELLING DEMONS
C.:Arranged from Longest to Shortest

proportionateAtjeopardize 0.residence whether ----.ninety

uninteresting ordinarily desserts accept serial

bibliography thoroughly formerly humane quite
.

intelligent equitable iinninent latter view

maintenance guarantee capitol liable weak

*Mond use the TAB mechankzm to type auto a t.Ae faz ahem by the
clAACW3.5 in the tatte above); don't typiEion a ibnim!

WHY ? Because . . .

1. in many typeunitehz, papa atip.s a tittie az it i4 to,ked
the eytinde4--40 when you move down the page to type one cotumn

- and then back p to type the next calm, you may 6ind the
cotumm out 06 atignmea---,

proportionate__ jeopardize I

Q; t. With puetice, you mitt bind Laing the tab i4 11140A.-

-18-
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TASK I ANI: II AnUIT!ES--S12,TLE TAt..'JLATION

ACTIVITY #4: The directions that follow are for the rough draft table that appears
below.

fi

/0

S

a. Good typing technique will help you finish each activity in the
shortest time possible--and with the fewest errors. EYES ON COPY,
CORFeCT FINGER CONTROLUNG THE TAB REY (or BAR), QUICK CARRIAGE
RETURq AT TEE END OF EAC.r.: LINE.

b. Full sheet of paper; double space the body of the table.

c. AAlow 6 blank slates between the colwnns.

d. Centex vertically and horizontally.

e, Space forward from a tab stop to keep a column of
figures lined up at the right. A basic rule of
ratheratics is that the numbers in a column must
line up at the right. You must take this into
consideration when typing the last two numbers in
the second column of the table below. OBIS IS.A
RULE YOU SHOULD REMFMBER!)

f. Follow steps d, e, f, and a of Activity #1.

TEN LARGEST STATES.Dee..A.-rt."

Land Area (Sq. Mi.) and Capital

Alaska 586,400
Texas 267,339
California 158,693
Montana 147,136
New ..`ems. ,:co 121,666
;risotto 113,909
Nevada 110,640
Colorado 104,247
Wyoming 97,914
Dreg -3n 90,981,

Juneau
Auctin
Sacramento
Helera
Santa Fe
Phoenix
Carson City
Denver
Cheyenne
Salem

leXe44.,

OA re you ready?
I have learned to center simple

l[ye tables / and ---4. I am ready
to learn how to add column head-

.

tus to tables. (Page 20.)

I'm still having more trouble
than I should. I an going to
see my teecher before going

further in this UP.

598
412
702

601

How accurate?

P
Now fast?

Co)
-19-



TASK III: COLUMN HEADINGS

READ: [ ] Turn back to the middle of page 6 of this 1AF and review the three
points under Column Headings.

CENTERING is the most attractive method of displaying column headings- -
and is always accertable. This method does have one disad-
vantage; it takes time to do accurately. The procedure for
centerinf.. readings Is explained beginning on page 23.

Name Home Room

Allen, William 313

Honor Attained

First to class

BLOCKING is a new and quick way of providinf?, information in less time- -

and is every bit as useful as centered headings. However,
blocking may create a somewhat out-of-balance table. This
problem is magnified when a column heading is two or more
spaces longer than the longest iten in the column -as is
true of the second column in the illustration Belo,:.

Name y4we Room Honor Attened 13.2
Allen, William 318 First te, c%ass fatailLe'

For this rea4on, you should limit lour use of the blocking.
method to rough drafts of tales and final copies of tables
that you KNOW will be accepted by a teacher or employer if
done in blocked form. When in doubl:, use the ce-Iterins
method.

.. AVOID USING BOTH THE CENTERING AND BLOCKING METHODS IN THE
SAME TABLE. THE RESULT

I6 LSUALLY NOT VERY
SATISFACTORY.

fi4k:

NOW ---Turn to page 21 and do Exercise #7--a table with BLACKED
column headings. You'll need ... typewriter for this exercise.

-20-
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TASK III: COLUMN HEADINGSBLOUTD

EXERCISE 01: The directions that follow are for the table with BLOCKED column
headings at the top of page 22 of this LAP.

a. Center vertically on a full sheet of paper. SPECIAL NOTE: Remem-
ber that there are always 2 blank lines above a column heading and
1 blank line below. To illustrate, a portion of the table on page

2l is 1-76-1)roducecrEelow:

ROLL IN BEGIN

2

/c
idvaAtca.

HOMO ROOM

04e-t"Aht8
313

If you forget to correctly count the blank lines, you will find
yourself .,tarting on the wrong line as you type the remaining
tables in this LAP. (If you need to review vertical centering'
procedure, see pages 5 through 9 of this LAP.)

b. Center horizontallyallowing 6 spaces between the longest items
in the columns. Allen a table Tail column heading3, the Longest
item may he the column heading instead of a Zina In the column
itself. For example, in the table, on page 22, Rome Room (the
second column head) is Longer than anything else-TililrOolumn.

c. As in Activities #1 through #4, record the necessary information
in the lower right-hand corner of your paper.

d. You should now center and
.1
type the main title. After typing the

table, space down to the apprepl-iate line for the column heads.

e. Using the margin and tab stops you have set on your machine
-->type the column heads (remembering to underscore them :Ind to

leave the .ppropriate number of Marl lines between them and
the columns below),

--qte the remainder of the table.

f. PROOFREAD.

g. Head your paper in the usual way and take it to your teacher for
checking BEFORE you do anyththg else in this LAP.

SELECT YOUR ROUTE:

I have been directed to go on ":o Erercise 08 on page 23
I 1""tla."..NTERED column headings. You'll need a typewriter for

too.

al I have been clirected to rework Exercise 07 and check it
(

"teacher before going on to Exercise 08' en page 23.

-21-
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TASK III: MUM HEADINGSMATERIAL NOR EXERCISES #7 AND #8

11?..f0,011:111.Ni HONOR ROLL IN BEGINNING TYPING

Name Home Room Honor Attained

Allen, William 318 First to class

Bostock, John 327 Most even touch

Graber, Helen 137 Most accurate

Mason, Dorothy 79 Highest speed

Taylor, Hugh 319 Best production

...........~,--.."---"--v----------- ------------"-----------

Sts fiderAt

23-25

BLOCKED +

CENTERED
HONOR ROLL IN BEGINNING TYPING

Name Home Room

Allen, William 318

Bostock, John 327

Grabar, Helen 137

Mason, Dorothy 79

Taylor, Hugh 319

-22-

Honor Attained

First to class

Moat even touch

Most accurate

Highest speed

Bast production
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TASK III: COLUMN HEADINGSCENTERED

EXERCISE #0: The directions that follow are for the table with CENTERED COLUMN
HEADINGS at the bottom of page 22. Read the directions very carefully,

(J and follow them exactly.

a. Center vertically on a full sheet of paper. Because "blocking" or
"centering" column heads has nothing to do with vertical centering
of the table en the paper, you can use the same starting line for
this exercise as yuu did for Exercise #7.

b. Center horizontally. Determine your margin and tab settings
exactly as you did for Exercise #7. Set the margin and the two
tab stops.

c. Record the usual information on your paper.

d. Center ar>tas the main title on the starting line and then space
down to the appropriate line for the column heads.

READ THE NEXT INSTRUCTION BEFORE CONTINUING TO TYPE!

e. Whenever you need to center column headings, (1) find the differ-
ence between the len-aathe column heading and the length of
the longest item in the column beim- it, and (2) divide the dif-
lerence by 2--dropping any fraction.

/4-07
) Student /65,Wee's r le9A0t4xse

s Awr .glr 7
4binson, Pamela

044, GIPIMWM141, 14-----------'16
spAcet

/ Diefegaver
f. Following the same procedure as in the example above, do this

calculation for all three columns of the table on page 22. Show
your math below and write your answers in the space provided.

ANSWERS

Column 1:

CohAmn 2:

Column 3:

KOTEt Yout antlecA4 can he checked against the comect 0A14 04 you
Plead diAections g) h, and 1. on pages 24 and 25.

-23-
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TASK III: COLUMN HEADINGS--CENTERED (continued)

EXERCISE 08
(continued): g. Your answer for column I should be 5 (14-4..10:25). This repre-

sents the number of spaces you must leave on eitfier side of the
column head to have it centered above the longest item in the
column:.

----5Name
2573)

4lIen, William

Indent the correct number of spaces--5--from the point where your
left margin is set.

.Type the heading for column 1. Then, using your tab key (or bar),
move to the tab stop that you set in step b (page 23) for co2urr 2.

--oh. Type the heading for column 2. Then, using your tab key, move to
the tab stop that you set in step b for column 3.

i. The answer inr column 3 should be 0 (15-14.41.2.1/2,=2). This
indicates that the column and the column head are to be typed at
the same tab stop.

Honor Attained

First to class

Host even touch

--OType the heading for column 3. Then, return your carriage to the
left margin in preparation for typing the first line in the columns.

7\\ j. At this time you must decide whether or not yeu should change your
margin and tab stops in order to have g table with CENTERED COLUMN
HEADINGS. GENERAL RULE: A stop.mvst be changed
whenever a column is to be typed starting at a different point than
the origik.al setting. A good procedure to follow when you need to
male a decision of this kind is described below and on the next page.

COLUMN 1--NeAtion: Does the left margin need to be changed?
AMAMI OA this .table: P.). GENERAL RULE: When thn longest item
is in .the column itself, you need not change the margin (or tab)
in order to complete the typing of the column in the most efficient
manner.

--4Type the first item in column 1-Allen, William. Tab to column 2.

COLUMN 2-- Question: Dues the tab need to be changed in order for
vairi.erancler of the column to be typed? ktbkielt Soh thiA tdbter
Yes. GENERAL RULE: When the longest item is the column head, you
must edam' the .ab (or margin) in order to soviets the typim,_ of
the column in the most efficient manner. (Continued on next page.)

-24-
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TASK III: COLUMN HEADINGS -.- CENTERED (concluded)

EXERCISE 18
(continued): LUMN 2 (continued)--If you have followed the directions for Exer-

cise 98 correCTITip to this point, your machine is now at the tab
stop you used for typing Home Room. As this tab is no longer
needed, clear it.

In step f (page 23), your answer for column 2 should be 3
(9-3,-.612;3). This answer represents the number of spaces you must
leave on either side of the column to center it below the column
head. Set a new tab stop for column 2 (3 spaces over from the
start of the heading),

Home Room

(,..
511-23
av-124

---,Type the first item in column 2--31B--at your new tab setting.
Then, tab to column 3.

.COLUMN 3--Que.eption:Doea the tab need to be changed in order for
the remainder of the column to be typed? AK4Weit don thZ4 table:
No. GENERAL RULE: When a column head is.the same length:As the
ltrigest item in the column itself, or differs by only one apace,
the head amu the column begin at the same tab setting.

--)Type the first item in column 3--First to class. Now, complete the
remainder of the table. Be sure to use your tab key to quickly
we from column to column.

k. PROOFREAD.

g. Head your paper and take it to your teacher for checking BUM.
you do anything else in this LAP.

SELECT YOUR ROUTE:
) I am ready to begin the activities on tables with column heads.
After checking below for the materials needed, I am turning to
page 26.

) I have been directed to rework Exercise 18 and check it again with
my teacher before going on to page 26.

TASK IP ACTIVITIES--TABLES WITH COLUMN HEADINGS

MMERIALS Minimum of 4 sheets of standard, white 8 1/2 x 11 typing paper
NEEDED:, Pen or pencil for calculating placement, proofreading, and heading

:papers

-25-
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TASK III ACTIVITIES -- TABLES WITH, COLUMN HEADINGS

ACTIVITY #S: Job 11A, page 88, greggTyping, 191 Series,

a. Center vertically and horizontally on a fulX sheet of paper.

b. Single space the body of the table.

c. Allow 6 spaces between columns.

d. Type th-: table with CENTERED column headings.

e. Follow the procedures outlined in steps d, c, f, and a on pages
16 and 17 of this LAP. (NOTE: It should be oTear to you by row
that procedures are to be followed for all activities in
this LAP. You will not be reminded of them in the directions
for the remaining activitiesBUT you still must do them.)

ACTIVITY #6: Job 11B, page 89, gres2LapjE2 191 Series

'a. To be an efficient typist, you must first get ready to type in the
shortest time possible. This means that you must read or listen
careful?), to any directions given, determine the starting line, set
margin and tab stops, decide whether you have to change the margin
and/or tab stops in order to have centered column he/ds, and get
your paper into the typewriter. CAN YOU GE2 READY TO TYPE THIS
ACTIVITY IN LESS THAN 5 MINUTES? .

b. You must also type, rapidly and accurately to be efficient. CAN YOU
TYPE THIS TABLE IN LESS THAN 5 MINUTES? 8 MINUTES? 10 MINUTES?
CAN YOU DO IT WITH 5 OR FEWER ERRORS? ? ERRORS? 9 ERRORS?

. Center vertically. LINE GROUP the body. (When you want to make
information in a table easier to understand, you can "line group."
"Line grouping" is putting single spaced items in groups by
double spacing between those groups. If you examine the table on
paym 89, you will see that the grouping is by "period." You may
also want to take a quick look at the bottom of page 6 of this LAP.)

. Center horizontally. Allow 8 spaces between columns.

e. Type the table with CENTERED column headings.

Athrvur 17: Job 11C, top of page 90, Gregg Typing, 191 Series

[ ] a. You should be able to type this table faster and more accurately
- r-4--, than you did Activity #6. :

b. Center verticallyDOUBL9 spacing the body.

c. Center horizontallyallowing 6 spaces between columns.

`-'d. Type the table with CENTERED column head gs,

-26-
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TASK III ACTIVITIES--TABLES WITH COLUM HEADINGS (concluded)

ACTIVITY #8: Job 11E, top of page 91, GreggDy111/01p1 Series.

a. Cater vertically on a full sheet -- single spacing the body.
Sometimes a coLprn head is so long that it has to be types' on two
lines. Examine the illustration below.

ONE AND TWO LINE HEADINGS

.2414011.

14:444.0/1hf is a No
Line Heacfla.4-,..... One Line

expu& At. .4.4.411.6 en4-

Alter. 11004"
The handwritten comments above are important for you to remember
as you figure the starting line and as you space down from the
the subtitle to the column heads in Activity #8.

b. Center horizontally -- allowing 8 spaces between columns.

c. Type the table with CENTERED column headings.

[ ] The following activity is optional. It is strongly recommended, how-
ever, because it provides an opportunity for you to do a little extra
thinking as you plan and type the table.

OPLIONAL
ACTIVITY A: Job 11D, bottom cf page 90, Gregg Typin,(3, 191 Series

a. Center vertically and horizontally on a full sheet--allowing
10 spaces between columns. BLOCK the column headings.

b. hake the following changes in the copy as you type:
use the current date in the subtitle (NOT November 8)

'Wchange Theodore Dubbs to lark Burke in column 1
--add the following two lines to Ma 11.1t of nominations

Dick Martin Freshreu Dire. Jr

Dan ROwan Fresh-Ann Dire ..t

PUSH THE RIGHT LIJflCN:

I have learned to type simpie tables that
contain column heads. I am ready to learn
haw to work float "script" and "printed"
copy. Therefore, I am turning to page 28.

I'm still having difficulty with column
headings. I am going to see my teacher
before I go on to page 28.

OOP. ....=1" 3.

-27-
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TASK TV: SCRIPT (HANDWRITTLY) AND PRINTED COPY

READ: [ ] If you stop to think about it for a moment, you'll realize that it
mould be very unrealistic if all you did in this tabulation LAP was
to copy from neatly typed tables as you have done in the activities
until now. The fact is that when you leave the typing classroom and
begin to use your typing skill for personal or employment purposes,
most tables you may want or need to type will have to be copied from
handwritten or printed copy.

When you have to type from printed or handwritten copy, it is some-
times necessary to count the number of letters and spaces in several
different items before you can locate the longest. Can you quickly
findwithout counting letters and spaces--the longest item In the
examples of "print" and "handwriting' below?

HaMidtriv Harrison Thompson

i eafYW/ Francis I. Wilhelms

script print
Obviously, you cannot be sure which is the-longest item without first.
counting letters and spacTi7 This is a new problem for you because
the typewriter used to prepare this LAP and the "typewriter style
print" used in the textbook tables so far had equal arcing for
all letters, numbers, and symbols. Noticrt }'w eaby-ii-rs to pick-TEe
longest item in the illuatrat..vn below,

Harrison Thompson

Francis I. Wilholms

tfi "r"ritnt. I

The three illustraticns above s1vw that

1) in handwrtttoa copy, tha spne give:. to a letter varies depend-
ing on what letter it is, uho is with.; it, and where or when
the writing is being dora;

2) the rent, that appears invest books End newspapers is
"proportional" (meaning that different letters have intention-
slly been given different amounts of space); and

3) that tholimal_OlmzjIfs gives equal space to all keyboard
characters all the time.

IHAVAITTEN '--.'

5 "mg' .5- 'ersH ,

"ur414) '41xmt.-.rw..0ausnAezzez,4a4:0 ,,i,i..12W

/O ..i t .T...

PRMTED

s few -Al2
mmnamm .6.0

Mifflin., a g 645/3 sz,

1
TYPEOUTTER

Jr_
Drumm
iiiii.5ri'

\,,..NIXT, TURN TO PAGE 29 AND PRACTICE COPYING FRQM PRINT (ACTIVITY 09) AND
FRCM SCRIPT (ACTIVITY 110) .

-28-
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TASK IV ACTIVITIESPRINTED AN]) HANDVRIITEN TABLES

MATERIALS Minimum of 2 sheets of paper
NEEDED: Pen or pencil

ACTIVITY #9: Job liF, bottom of page 91, Gregg Typing, 191 Series

a. Notice that the copy i5 PRINTED and i rough draft form.

b. Canter vertically on a lull sheet. DOUBLE space the body.

c. Center horizontally -- allowing 6 spaces between columns.

d. Spread canter the main title.

e. Type the table with CENTERED column headings.

ACTIVITY 110: The directions that follow are for the handwritten table that appears
below.

a. In addition to giving you practice in setting up a table from
handwritten copy, this activity also reviews almost everything
that has bec presented in this tabulation LAP. Thus, it makes a
good review before you take the self-test.

b. Center vertically on a full sheet. DOUBLE space the body.

c. Center horizontallyallowing 4 spaces between columns.

d. Type the table with CENTERED column headings.

4sdta 4t11.4% RaILZOLS;

42 e-

t109,-a-

S (924. 3,gg0

Sad.- /0
570 S'I.JNufx4e,o

eint:n, 350 0414.440-
1 00 gt. 0344

-29-
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YOU HAVE COMPLETED ALL THE ACTIVITIES IN THIS LEARNING ACTIVITY PACKAGE.

TAKE THE SELF-TEST ON PAGE 3 (GREEN PAPER) OF THIS LAP AND THEN . . .

CHECK ONE OR MORE- - -

[ . . I know the names of the parts of a simple table.

[ . . I know how to center Lrbles vertically on standard pape-

[ ] . . . I know how to center tables horizontally on standard
paper.

. I know how to center column headings.

] . . . I know how to block column headings.

. I have been a careful and alert proofreader in all of the
activities in this LAP.

. Within the speed and accuracy limits set in the performance
objective on page 1 of this LAP, I can type simple tables.

IF YOU COULD NOT CHECK AL SEVEN STATESENTS ABOVE, your teacher will
help you dec03-what you need to do in order to prepare yourself for
the teacher-administered test on this Tabulation LAP.

IF YOU COULD CHECK ALL SEVEN STATEMENTS. YOU HAVE SAFELY REACHED YOUR
DESTINATION. You may now follow the procedure your teacher

has given you for taking the LAP post-test and for begin-
ning the next LAP.

i;7. 7.11

.
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'PERMISSION. TO
REPRODUCE THIS COPY'

RIGN'EJF MATERIAL
HAS BEEN GRANT

ED

BY

TO ERIC AND OFID4!
IONS OPFRATIVG

UNDER AGREEMENT'
K THE US 077h _

OF EDUCATION
FURTHER REPRODUCTION

OUTSIDE THE ERIC
SYSTEM REQUORES

PER

OMISSION OF THE
PYRIGHT OWNER"

PERMISSION 70 REPRODUCE THIS /DOPY
RIDNTE 'RATERIAL HAS BEEN GRANTED

'/kftzhie
TO ERIC AND ORGAN noss O.
UNDER AGREEMENTS WITH THE OF'' ;E
OF EDUCATION FURTHER cEeRCOUC KAN
OUTSIDE Tl' ER C 5551 EM NEOLPFE5 FEW
MISSION CF NECOPYRIGN7OwNER

ACKNOWLEDGEMENTS

I. Illustrations

Applied Business Law, Ninth Edition by McKee Fisk and James C. Snapp, South-

.

Western Publishing Company, Cincinnati, Ohio, 1966. (Pages: 19, 20)

pportamrpke Driving, Fifth Edition, by American Automobile Assodation
Division, MCG7x4-Hill Book Company, New York, 1965. (Pages:

Cover, 3, 4, 6, 8, 10, 13, 20, 22, 25, 29, 30)

Let's Drive ht by Maxwell Halsey and Leslie R. Silvernale, Scott, Foresman
otpany, 1958. (Pages: 23, 24,. 27)

1p Second Edition, by .Tofu: L. Rowe and Alan C. Lloyd, Gregg
lishing Division, McGraw -Hill Book Company, New York, 1958.

(Pages: 16, 17, 18--adapted from the textbook problems)

20th Centuiy it , Ninth Edition, by D. D. Lessenberry, T. James

W.3 'Lawrence W. Erickson, South - Western Publishing

Company, Cincinnati, OLlo, 19C'. (Page: 19 - -from part 58C, rage-.

98 of the textbook)

PERMISSION TO REPRODUCE THIS COPY
PIGNTEEE MATERIAL HAS SEES GF.ANTIO
IV 7s...1:1127a

TO ERIC AND OIRGAIE Torts CPC MG
UNDER AGREEREENYSEIn H THE uS OFFICE

Or EDUCATION rIMENER REPADOUCION
OUTSIDE THE ERIC SYSTEM IREOuRtS PEA
MISSION OF THE CO77470747 OWNER

-31-

, 65e"

"PERMISS/ON 10 REP/POE/LACE THIS COPY

RIGHT MA RIAL HAS SEEN GRANTED

NY

1.401441

aSelV,
10 ERIC AND ORGAN/p..510 ; OPERATING

UNDER AGREEMENTS WITH Th7 uf OFFICE

OF EDUCATION FURTHER REPRODUCTION

OurSOt THE MC SYSTEM RIOUOIEs PER

I MISS WIDE INk COPYRIGHT OWNER"



LAP 4

-

1-7-0Th4apECTIVE
S D

Letters

Envelopes

Tsbls*,

Outline

Nameripts

OUTLINE
OASIS

Phased Typing Program

:LEMING. ACTIVITY PACKAGE #4: REVIEW

By Donald B. Tingley
San Mateo Union High School District

San Mateo, California



REVIEW THE TYPING OF

LET IBIS ENVI1OPES TABLES, OUTLINES, A% MANUSCRIPTS

You have worked hard, and successfully, for many.weeks learning
basic arrangement rules for the most common kinds of typed work. Vsu
)ave practiced applying these rules quickly and accurately at your
typewriter. This REVIEW LAP provides you with an opportunity to re-
fresh your memory and to rebuild skills developed in early LAPs. It
also permits you to combine those earlier skills with some you have
more recently developed.

This REVIEW LAP also makes it possible for you to go through a
final check-out of your typing perfor-iance in relation to the minimum
terminal goals of this phase of the 'ping program.

TERMINAL GOALS 1111111

When you have completed the activities in this REVIEW LAP, you will

be able to demonstrate on the teacher-administered terminal test for

this phase of the typing program that you can

TYPE LETTERS AND ENVELOPES within the following guidelines--

TYPE TABLES within the folt..;ing

TYPE OUTLINES within the following guidelines--

I

TYPE MANUSCRIPTS within the following guidelines -

65T:_z's,



THERE IS NO EXEMPTION T,ROCEDURE FOR THIS REVIEW LAP.

ALL ETUDENTS MUST COMPLETE ALL REVIEW ACHVITIES.

GENERAL INSTArTIONS FOR TH'S LAP*

READ: [ 1 The instructions that follow apply to all of the activities in this
Learning Activity Package. They will not be repeated.

(1) Have a pen or pencil available as you do each activity.

(2) So that you will have a record of your placement decisions for
each typing activity, write information similar to what is shown
in the following example. Put this information in the lower
right-hand corner of your typing paper. ,,--------P----------.1*--

WO'. ouitis
61."1

:14"
R.-71,14. rfaii,,, r fr

\--..* 'ae41:50
(3) Type each activity as quickly and as accurately as you can.

Minimum Phase goals for each activity will be given to you by your
teacher. Are the speed mid accuracy goals you set for youraelf
higher than the mintwums? Thare is space next to each activity
for you to note what the minimum goals are and what you expect of
yourself. Mots the sample in the Akargin at the left.)

(4) PROOPRFAD each activity carefully before removing your paper from
the typewriter. Examine your work closely for proper arrangement
and placement en the page.

(5) Follow the proc.:-dure that your typing teacher has given you for
-.heading papers
--comparing your work with a perfect copy of the activity
--turning in your work for recording
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REVIEW I: LUITERS ANT ENVELOPES

WAD: [ ] In this section of the REVIEW LAP there are three activities-

(1) A short business letter and a large pre-printed envelope- -
given to you in ur;:rranged form

(2) An average length personal business letter and a small envelope- -
given to you in handwritten form

(3) A short personal business letter and a amall envelope- -
given to you in rough draft form.

Ideally, you can do all of
vious learning materials,
reference sources,* at your

RemenC77thateA gout te.ucheiL

these activities without reference to pre-
However, do not hesitate to use all of the
disposal--including the LETTER LAP.

£4 a aelieaence cottace!

MATERIALS 1 sheet Letterhead paper and 1 standard large envelope with pre-printed
NEEDED: [ return addriee-ess;2s1iaerand2plainsmall envelopes

0.4.0
WW0

14:10
riodge

N
4

a. ,*
1414

.100
astd40 YlLLE

r. f

i.T! (10 Ts0e.

04.1

6,0,1 As.lena

ACTIVITY #1: SHORT BUSINESS LETalt WITH LARGE ENVELOPE,
are for the unarranged letter below.)

1.

(iISa. Use block style for this short letter.

b. Add an appropriate date line,

Phase

Yours

0

C.0
.i5. SM F C'-'.

(The directions that follow

. Add appropriate reference initials IF they are needed in this
business letter.

d. Address a large envelope which has been pre-printed with the
sender's return address.

e. cListen for the bell so you can make good line-ending decisions.

Mr. James Parker 255 tit'-st Third Avenue San Mateo, CA 94402
Dear Mr. "ulcer: cThank you for your letter of November IC), inquiring
about instructions for assembly and installation of the Model 144768M
Stereo Component System that you recently purchased from us.
Apparently these instructions were inadvertently omitted when shipment
was made. 4f We have forwarded your request to the manufacturer, Acne
Stereo Systems Company. They have been asked to send the instruction
sheets directly to you. You may expect to hear from them within the
next tvo to five days.
Yours very truly, Jeff R. Daniels Customer Service

-3-
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REVIEW I: LETTERS AND ENVELOPES (continued)

frviTy #2: AVERAGE LENGTH PERSONAL BUSINESS LETTER WITH SNAIL ENVELOPE. (The
directions that follow are for the handwritten letter oel70.)

a. Use block for this average length

b. Amstar: that the letter is from YOU. Add whatever Letter parts are
needed to make this appear to be a personal bueineas Letter from

(1
GOALS

Phase

YOUTS

0
you.

u iic. Add reference initials IF they are needed in this personal
business letter.

d. Address a small plain envelope.

---le. Listen for the bell as you type.

eta

ITHE COPY FOR THIsierrER CCW1NUES ON PACE S
PILIt

-4-
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REVIEW I: LETTERS ANT ENVELOPES (continued)

ACTIVITY #2
(concluded): THIS IS A CONTINUATION OF THE LEITER THAT BEGINS ON PAGE 4 OF THIS LAP.

4,14

-#642- eAdt.,Or
.9

7,te..Gt
.0.4,:(2.t.tofts

.44.402/.

t. ...4ze#00i-osie-c.

frvat edidt`e-
/

.04.7rA4 S-."72.&1:4..e400

..er-oti art", 041,

-5.



REVIEW I: LETTERS AND ENVELOPES (continued)

ACTIVITY 03:

GOALS

3.
I

Phase

ours

SHORT PERSONAL BUSINESS LETTER WITH SMALL ENVELOPE.
that follow are for the rough draft letter below.)

a Uso block style for this short letter.

b. Assume that the letter is from you.

c. Add reference initials only if they are needed.

d. Use a small plain envelope.

e. Listen for the bell.

altrine4, SA44 Z.10*ItAPtiot
Five-Star Book Club, Inc.
3675 Jackson Street
New York, NY 10017

55

(The direotione

E:::Your statement for $10.95 arrived toda. If my records are

correct, however, I do not owe youA-Onny,

E:::01 September 28, 1() I wrote to cancel my membership as our

original agreement permits. Ai40, wee. later, two more book., were

deliOed to me. After writing'refuseeon the package, I returned

r it ,C1 the post office.

Is it /possible that your was not prepomir informed

of my membership cancellation and of the refused books? Please4

give this problem your immediate attention.

Yours traly,



REVIEW II: TABLES

READ: [ ] In this section of the REVIEW LAP there are three activities--

(1) A two-column table with title, subtitle, and column headings- -

given to you in semi-arranged form

(2) A three-column table with title, subtitle, and column headi,i; --

given to you in partly typed and partly handWritten form

(3) A four-column table with title, subtitle, and column healings--
given to you in rough draft form.

If you need to refresh your memory about the typing of tables, refer
to the TABULATION LAP. Remember that your teacher is one of your
reference sourcesask him to help you solve problems that you cannot
solve for yourself.

MATERIALS
NEEDED: [ ] 3 sheets of plain paper

ACTIVITY 04: TWO-COLUMN TABLE. (The directions that follow
are for the eemi- arranged table below.)

. Center vertically, single spacing the body.

b. Center horizontally with 12 spaces between
colurms.

[ I

GOALS

OUTS

Center title, subtitle, and column headings.

GOVERMENT CLASS FIELD TRIP

October 15 (9:15 a m. to 2:00 p.m.)

John Adams
Phillip Adams
BergerBerger Beneon
Bob Dexter
Frank Ellison
Al Gaston
Bob Gregory
Glenn Howard
Mark Lange
Mark C. Lange
Tom MoXirdy
Allan Norris
Eduard Price
Riohazd Turner
Don Weber

Gir le= aiat,.
Alice Abbott
Betty Bannister
Mary Carter ,

Sally Comerford
Anne Ferrari
Sue 7raseberger
Josephine Inman
Robina Mairdy
Electa Pohte
Jeannie Quigley
Dorothy Rootofeon
Roberta Mowers
Dale Nilson
Janie Yoder
Debbie Young

/2
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REVIEW II: TABLES (continued)

ACTIVITY #5: THREE-COLUAN TABLE. (The directions that follow are for the partiy
typed and partly handwritten table below.)

5

]
a. Center vertically and horizontally. DOUBLE space the body.

4-1U Allow 10 spaces between columns.

Phase

Yours

b. Center the title,

411
4.)

subtitle, and column headings.

AVERAGE TUITIONTUITION FEE AT TEN TOP UNIVERSITIESM

Source: 1966 World Almanac=

School

'-

Chicago

Coldmbia

Cornell

Harvard

Johns Hopkins

'Location

Chicago

New York

Ithaca

Cambridge

--RcrdwAt2A.

SitlitoditAKraa

xxi4
Tuition

$1,710

1,700

1,800

1,760

4,f00

4 7.SO

4770

4 WO
4 en*
4 200

-8-
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REVIEW II: TAILES (continued)

ACTrVITY #6: FOUR-COLUMN TABLE. (The directions that follow

draft table below.)

[ 3

GOALS

6

Phase

Yours

are for the rough

Center horizontally. DOUBLE space the body.a. vertically and
Leave 8 spaces between columns.

b. Spread center the title.

c. Center the subtitle and column headings.

COMMISSIONS PAID TO SALESM E N

Januoity 2 .through FeEvtualcy 28, 10

Wseim3 Januaty, Felyruoicy rota
Coxy, G. $215.50 $203.60 $1//9 /0

Ct&tton, D. 110.50 38.00 /$150

1)&0.4, D. 303.27 360.1.5 63.412

Foley, R. 229.51 173.33 q02.111

Hogan, W. 1V67 150.11 302.7?

HwiZey, G. 160.00 47.50 207.0

Maga, 14pref 332,97 311.00 703.97

V. Regetto 235.00 191.12 Y,24.12

Smut, N. ,

v.,3Mt; J. t
187.70

42.30

195.10

265.11

3?4.99
527 V

-9-



REVIEW III: OUTLINES AND MANUSCRIPTS

READ: [ ] In this section of the REVIEW LAP there are three activities--

(1) A long, sentence-type formal outline --
given to you in unarranged forT

(2) A one-page manuscript with title, subtitle, by-line, sideheading,
and a footnote- -

given to you in semi - arranged form

(3) A two-page manuscript with title, subtitle, by -line, side:headings,
and two footnotes- -
given to you in rough draft form.

As with Reviews I and II, you may be able to complete these activities
without using any of your reference sources. Use available resources- -
including the OUTLINE AND MANUSCRIPT LAP--if you need them.

ARE YOU "LANDING" ON YOUR SPEED

AND ACCURACY GOALS?

14rARE YOUR GOALS IVR EACH ACTIVITY

REALISTIC?

TRY TO SET REALISTIC GOALS AS YOU BEGIN

ACTIVITY #7 ON THE NEXT PAGE!

-10-



REVIEW III: OUTLINES AND MANUSCRIPTS (continued)

MATERIALS
NEEDED: ] 4 sheets of plain paper; page line :Auge (helpful; not required)

ACTIVITY 07: FORMAL OUTLINE. (The directials that follow GT° for the outline

given in unarranged form Z7elow.)

WATS
a. Because the copy below is NOT correctly arranged for you, you must

decide:

CJ

3+

Phase

Yours

--which lines need to be typed in all capitals
--how many lines to space down between steps in the outline
--hou many spaces to indent for each minor heading and

subpoint in the outline.

b. Use a 60-space line. Set tab stops so that you can quickly and
accurately du the necessary indenting.

c. Center vertically on a full sheet of paper.

d. Listen for the bell so you can make good line-ending decisions.
(See the handvritten "MINT" in the copy below as a guile.).

Haw to repare an Outline for a Speech 11. 004

ittYApOfr
A. State the general topic.

ar j1. Select ard limit the subject.

B. Consider your purpose and the lilf.iting factors of timeileadience,

and occasion.
C. Restate the topic to fit these limlta.

II. Develop a rough draft of your outline.
A. List, in rough form, the mein points you plan to include.

B. Rearrange these paints in some systematic order.
C. Insert and arrange the sutpoints under each main point.

D. note the supporting material to be used under each point.
E. Check your rough draft to s..1e if it covers your subject /A fitti

your purpose. (If it does not, either revise it or start over
with a different sequence of main points.)

III. Put the outline into final form.
A. Rephrase the main points ma make them concise, vivid, ead parallel.
B. Write out the subpoints as complete sentences.
1. Check them for proper coordination.
2. Check then for subordination to the main point.

C. Pill in the supporting material in detail.
I. Check support for pertinence.
2. Check support for adequacy.
D. Reexamine your work.
1. Check for good outline form.
2. Check for adequate coverage of the subject.
3. Check for accomplishment of your parpose.
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REVIEW III: OUTLINES AND MANUSCRIPTS (continued)

ACTIVITY #8: ONE-PAGE MANUSCRIPT. (The directions that follow are for the semi-
arranged manueoript that begins below and continues on the next page

[
of this LAP.)

a. This manuscript contains more thin 200 words. Therefore, you
should consider it to be a "long" manuscript when you set your
margins. It will fit on oue page.

b. Center the title aryl subtitle on the appropriate lines.

. Put your own name in a "by-line" after the subtitle.

d. Space correctly between manuscript parts. Be particularly careful
--above and below the sideheading
--above and below the line separating the body from the footnote
--when typing the footnote.

e. Listen for the bell as you type.

JOHN FITZGERALD KENNEDY

Thirty-Fifth President 1961-1963

On November 22, 1963, when he was hardly past his first thousand

days in office, John F. Kennedy was killed by an assassin's bullets as

his motorcade wound through Dallas, Texas. Kennedy was the youngest

man elected President; he was the youngest to die.

He began his career in politics as a Congressman from the Boston

area, advancing in 1953 t the Senate. In 1956 Kennedy almost gained

-u the Democrat..c nomination for Vice President, and four years later was

a first-ballot nominee for President. Millions watched his television

debates with the Republican candidate, Richard M. Nixon.' Kennedy

went on to win the election by a narrow margin in the popular vote.
4p

A THOUSAND DAYS'

9His Inaugural Address offered the memorable injunction: "Ask not what

(THE COPY FOR TWTS MANUSCRIPT CONTINUES & POE 13=1

c.,Av
-12-
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REVIEW III: OUTLINES AND MANUSCRIPTS (continued)

ACTIVITY 4'8

(concluied) THIS IS A CONTINUATION OF THE MANUSCRIPT THAT BEGINS ON PAGE ati

your couttry can do for you - -ask what you can do for your country." As

President, he set out to redtem his campaign pledge to get America

moving again. His econccdc programs launched the country on its

longest sustained expansion since World War II; before his derth, he

laid plans fn... a massive assault on persisting pockets of poverty. He

also took vigorous action in the cause of equal rights, calling for

mew legislation.

qtl. Mr. Nixon, after an unsuccessful attempt to win the Governorship
of California and working several years as an attorney, waged a hard
and successful battle for the Presidency eight Years later.

ACTIVITY 19: TWO-PAGL MANUSCRIPT. (The directions that follow are for the rough
draft manuscript that begins below and continues on the next page of

[ this LAP.)

a. Set margins for a "long" manuscript.

b. Place the title and subtitle in the appropriate place on the first
page. After the subtitle, use your name in a "by- line."

CAUTION! YOU must figure out where to end the first page.

HELPHIL HINTS:
--A footnote must go at the bottom of the page on which the
'' reference to it appears

--To be sure that you leave at least 1 inch and not more than
'1 I(2 inches in the bottom margin, use a page line gauge

Nlimber the second page in the appropriate place.

e. Listn for the bell.

"'"'""7""""--

440 THE OLD MAN AND THE SEA=a444....
4017 "1 Book Report. CloaL

dlw/
14 wab 0,4mitiwtd mon, thin and Daunt, Wth deep minkte4 .14 the back

10f.0"15i ittA neck and &town blotches on hit. cheeks. N.ta hands had

COPY rat-His MANUSCRIPT CONTINUES ON PAGE

-13-
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REVIEW III: OUTLINES AND MANUSCRIPTS (ccsainued)

ACTIVITY t9
(continued): (THIS IS A CONTINUATION OF THE MANUSCRIPT THAT BEGINS ON PAGE 13.1

deep-cuaaed 4CaAA Otom handling heavy fliahigko)coAda. Evetything

about him was old except hia eyes, and they weae the colon o6 the sea

and WPAP. Cheekea and undeieated. 3e 6i4hed atone in a sky 66 in the

Gutil StAeam, and thia k44 the eighty-6ouath day he had gone without

taking a iiah.

PRELUDE

"Event' day iA a new day,"1 the old mar thought; and tong be6oae it

cat tight the next moaning, he had hi4 bait tiste* out and WIA

big with the cument. HOUU tateat watching his .fines, he saw one o6

the pkojeet2ng sticks aeached out Oa the tine,

unteaahed U tom the stick, and let Dun gently ::hitough hi4 6ingeA4

witbut the"sh fleeting any tension. A maatin,06athoms gown, uaza

tt.

Oting the bait .that coveaed the point and the shank o6 the hand-6ohged

lkshook.
1100 DAYS 112 eNDURE

DS
So began a thaee-day battle between the old man and the big 6.14h.

The old man had toy thiiust and hunger, and steep, too,

1024,
and theme oi; cut and 1412tuj hands and clamped iingeu. Pain

did not matters - -a man cUtOd endue; and deieat he nevea admitted.

"Man 44 not made OA delieat," the old man said. "A man con be

Tkde4t!coyedbut nit de6eated. "2
F.:

A READER'S REACTION

PThe Old Maniard the Sea £4 aimpte, compelling, magnqicient. Eveoty

4ingte woad i4 night. The old man embodies the wenttat nobalty in

EvAimiittultilmOs 11,141 24.110301,11AlmiCktrillia
01 .004
SA

.141
MI6 I

-14-
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REVIEW III: OUTLINES AND MANUSCRIPTS (continued)

ACTIVITY #9
(concluded): `THIS Is A CONTINUATION OF THE COPY ON PAWT471

human 4.aiving. The g.iont 6ihh -44 the embodimeht-o6 what £4 nobte in

animate naturce. And the sea - -.fa MA, which what .the peop4e,catt
"t-

hen in Spanish when .they tove hen. - -was the home o6 the gAeatph

and the Love o56 .the ad Mah.#7114.4 iA a wale oi gAeat power. The

Among, citio wat.d.5 tkka moving AU/Ey °d expke.s4 the ba4ic attitadeos

the authon hetd tomAdAti6e. one getz 6Aom him £4 not zo much a

4.
ikagment o6 h.Lo ant a4 the totattty oi htz being. Asmiimpavuz the

beat and mo&t natuut otaitsman 06 OUA time. Read4ng this book Zs

pAo6ound expekience. /t ca tike timing a tAagedy, which, atla-L
asej

emvujez witiwut gr2e6 into beaut..

1. EAne4t Hemingway, The Otd Man c d the 5,, (New Monk: Chantey
Stkibnek'h Sorb, 1952)p Pair11177-

2, Ibid., page 114.

-15-
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REVIEW IV: COMBINATION ACTIVITY -- LETTER, MANUSCRIPT, TABLF, AND ERASING

READ: [1 PUT YOUR IMAGINATION TO WORK! For this sectl'A of this REVIEW LAP you
must fist put yourself in an ideginary situation. Imagine that you
are a student at Marina High School enrolled in the Economics course
1:aught by Mr. Ralph Ziegler. Mr. Ziegler made an assignment three
weeks ago in which he asked you to write a report on the topic,
"savings and Investment." In planning your paper, you have read
several c;;apters of various books on economics. You found that one
book, Economics for Our Times, had some particularly useful infor-
mation in it.

Unfortunately, two days aftor you checked that bock out of the library,
you became ill. During the week you have been out of school, the par x
was to have been turned in. Only in the Last three days, however, have
you felt like working on your assignment. You corpleted a rough draft
of the report yesterday. You have decided to send the report to Mr.
Ziegler by mail; therefore, you have also prepared a rough draft of a
letter to go along with your report.

Today, you are going to type a final copd of the report and the letter.
Obviously, you will also need to prepare on envelope.

From the situation outlineA above.;, you can see Cut Review TV is
designed to illustrate for you that in "real-life" a typing activity
can include Lore than just a single kind of typing problem.

MATERIALS 3 sheets of plain paper and 1 large plain envelope
NEEDED: [ ] Typewriter erasers --°

ACTIVITY 110: OOMBINAIION ACTIVITY. (The direOione that follow are for the manu-
script, table, letter, and envelope copy that begins on the next page.)

. This activity provides you with a final opportunity to practice
and polish your ability to find errors, 21.122 then, and correct
them. HELPFUL HINTS:

I !

HI

(1) If you remember to do your proofreading before taking the paper
out of the machine, you can do a much qui:MT-and neater job of
erasing and correcting errors;

(2) If you find errors in typing or arrangement that you consider
uncorrectable, it may be worthwhile to consult your teacher
before deciding that the job must be done over;

(3) It is desirable to have no more than 3 or 4 erasures on a page.
If you should have more than that number, you may wish to do

. that page over.' When in doubt, consult your teacher.

-16-
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REVIEW IV: COMBINATION ACTIVITY (continued)

ACTIVITY #10
(continued): b. INSTRUCTIONS FOR PAGE 1 OF YOUR REPORT

(1) Set margins for a "long" manuscript.
(2) Center the title on the appropriate line.
(3) After the title, use yea. own name in a "by-line."
(4) Pay special attention to proper spacing

--above and below the sideheadings
--above and below the line separating the body from the
footnote

--when typing the footnote.

INSTRUCTIONS FOR PAGE 2 OF YOUR REPORT

(1) Number the second page just as you would a* other two-page
manuscript.

(2) Center the table vertically on the full sheet of paper.
DOJBLE space the body.

(3) Center the table horizontally. Allow 10 spaces between
columns.

(4) Center the title, subtitle, and the column headings.

SAVINGS AND INVESTMENT=

- -
9Why do people save some of their income when they often do not have

enough to buy everything they need or want right now? People who save

for the future must believe that they will get more total enjoyment

over their entire lifetime by saving a part of their income rather

L.4othan by spending all of it

unieu DO PEOPLE SAVE ?
e people still hide what they save under a mattress or in a "piggy

bank," but most people now insist that the dollars they are not using

for current consumption should be earning interest in some form. Thus,

such of that money which is Lot spent is used to purchase life insur

ante, buy government or corporate bonds, buy stocks, or is placed in a

savings account in a bank or savings and loan association. When people

THE COPY FOR PAGE 1 OF YOUR REPORT CONTINUES ON PAGE 18

-17-
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REVIEW IV: CUGINATION ACTIVITY (continued)

ACTIVITY #10
(continued): CIS IS A CONTINUATION OF PAGE 1 OF YOUR SAVINGS AND INVESUINT REPORT]

5.0414,4441r"save money in this way, they are "investing."

'11iXU MUCH DO Minx SAVE !
CgIrdividuals save as much as they have the.will to save: Mr. Adams with

art income of $7,000 may save as much or more than Mr. Jones with an

income of $10,000, if he believes in the importance of substantial

savings. On the average, however, it can be said that the larger

the income, the more will be seved.1 (See the table on page 2.)

1. Augustus H. Smith, Economics for Our Times, (New York:
McGraw-Hill Book Company, Inc., 1959), page 42.

AVERAGE SAVINGS COMPARED WITH AVERAGE INCOME

Source: Economics for Our Times:=

Average Average Percent of
Income Savings Income Saved

$ 2,100 , $ -193 -8.4%
,

5,270 200 . 3.8%

I 8,400 1,042 12.4%

15,000 4,180 26.3

. When you are satisfied with the quality of your work on pages 1 and
5.4TA uti n 2 of your report, staple them together with one staple in the upper

left corner.

e. INSTRUCTIONS FOR THE LETTER AND ENVELOPE

.;,1 (1) Use block style for this short letter.
(2) Remember that the letter Irrrom you.

,:, (3) Add reference initials and/or Enclosure notation IF either or
both are needed.

(4) Address a large envelope. ;.

fig COPY FOR YOUR LETTER APPEARS ON THE NEXT PkGE OF THIS MI

-18- ,
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REVIEW IV: COMBINATION ACTIVITY (continued)

ACTIVITY 010
(concluded): THIS IS YOUR LETTER COFKI

Hr. Ralph Zieglar Economics Teacher Marina High School
San Mateo, CA , 94404 : Dar Mr. Ziegler:

VA, you know, I have been Ill for the past week. It now looks like I
cannot be back to school 6pr at least another week.1;You will find
my report, lulus and Investment, enclosed with this letter. Know-
ing that it was due lest Tuesday, I decided that it would bit beat if
I could get it to you now

ejl7Th - you for sending my cssignments to me. I can get a start on
them today and, hopefully, not be quite so far behind when I get
back to school.

Yours truly,

f. Place your completed letter on top of your two-page report.
Carefully sold the three pages in the usual way for inserting in
a standard large envelope.

Insert your letter and report into the envelope you have prepared.
DO NOT SEAL IT.

g.

h. Take your completed work to your teacher for checking.

I REACHED OR
LAP. I

Phased
Termi

US FOR THE ACTIVITIES IN THIS
Test for Phase 1 of the

ut when to take the

I AM STILL HAVING DIFFI '4 ACHING-THE MINIMA! PHASE COALS POR PHASE
1 OF THE PHASED TYP1M PROGRAM. I am having the most trouble with

(arc ee one) LETTERS ( ENVELOPES - TABLES j OUTLINES MANUSCRIPTS

I did not meet the minimum goals when I typed Activities

(ciActe one on mate) 4l 42 43 ' 04 45 46 47 #8 #9 #10

(See your teacher so that he can help you decide what to do to prepare
yourself for the Terminal Teat for Phase 1.)

-19-
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DATE STARTED.,

DATE FINISHED

Phased Typing 'Program

MINIM ACTIVITY PACICACZ #5
TABULATION LAP B

By Donald B. Tingley
UAW.° Union High School District

San Mateo, California
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IIHY LEARN MORE ABOUT TABULATION'S

You would probably be the first to admit that typing "tables" sti:1
is not the easiest thing in the world for you to do. The prob:em of fij-
uring starting lines, margins, tab stops, and placement of column 'lead-
ings is one that most of us struggle with for quite some time befo-e it
comes easily to us. Thus, one reason for spending more time with
Tabulation is that additional practice will give you more confidencs1 in
your ability to type information in tabular form.

Another reason for this LAP is that it provides you with an intro-
duction to ruled tables. You kill find that by adding some horizontal
lines to a table, you can make certain parts of a table stand out better
than they do in the open tables you have typed in previous LAPs.

Still a third reason for th.s Tabulation LAP is increased practice
with rough draft copy.

FERrOillANI OBJECTIVE FOR THIS LAP' - -

When you have completed the activities in this LAP, you will be
able to demonstrate on a teacher-administered test that you can

IDENTIFY, either orally or in writing, the most common
parts of both open and ruled tables; and

TYPEWRITE in correctly arranged form either an open or ruled
table similar to those in the Self-Test within the
following guidelines for acceptable work:

TYPING TIME: The maximum time allowed for complet-
ing the poet-test will range from 7 to 10 minutes
dependent upon the length of the problem you are
asked to type. .

TYPOGRAPHICAL ACCURACY: The maximum number of
typing errors alloyed is 5.

PLAMENrACCURACY: If you make placement errors
that'senrouety affect the appearance of the able,
you wilt be required to retake the test. Minor
placement 09%449 :Jilt be judged dependent upon the
extent to which they affect the appearance of the
tal,;e.

PROOFREADING ACCURACY: You should be able to locate
and mark ail. typing errors you make. In any owe,
you may not overtook more than 1 error and still
meet the eaquirement of this LAP.
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I BELIEVE THAT 1 CAN FEET THE OBJECTIVES OF

THIS LAP Nod, I'm TURNING TO PAGE 3 AND

BEGINNING THE SELF-TST,

I THINK I HAVE SEVERAL THINK TO LEARN

BEFORE I TRY THE SELF-TEST, I'M TURNING

TO PAGE 5 AND STARTING WORK ON THE LAP,

-2-
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SELF-TEST C TABULATICN

DIRECTIONS: Calter the following table on a half sheet of paper. Leave 6
spaces betwen columns. Single spLce 7 e body. Center the-761mm headings over
columns. Mae all indicaledcorrelions.

BEFORE TYPING HE TABLE, record th, following information: Starting Line

Left Mari -Ln

BWORMANCE OBJECTIVE: A complel.q copy in 7 minutes Column #2 Tab

less with 6 or fewer typing error i. Mo obvious place- Column #3 Tab

t swore; no proofreading errs Column #4 Tab .

Time Started

AFTER TYPING THEJABLE, record the olloWing information: Time Ffnished

Total Time Used(;.t.Fti

INCREASES IN PRICES OF OFFICE F1RN1T 'p-4o

(Eiiective Current Month Day, Year) -4,

Item Cat. No.

Chia, Executive a 18

Cha44. &teat GC 37

Sechetaniae SC V2
Si? 93

usk,Execative.7: ED 12

FiteA, 3-P4mset 3F VIP

F, 4-ipmeek 4% 21

O'd Phice

$:4.40

28.81

42.15 ,

75.50

C 27.50

35.50

Neu Nice

$39. sa

26.055.0

32.60

49.0
93.75

r 33,401:13S.

41.00

DIRECTIONS: Center the table that appears'on page S on a full sheet of paper.
Leave tspaces between columns. Double space the body. Center thrEEMEHMadings
over the ccOnns. Hake all indicira-Corrections.

BEFORE TYPING THE TABLE,:record the following information: Starting Line

Left Margin

BMANCE OBJ8CTIVS: A complete copy in 10 minutes .r Column #2 Tab

lies with 6 or fewer typing errors. No obvious place- Column #3 Tab

t errors no.siL.,00aplin errors. Column #4 Tab

Time Started

AFTER TYPING THE TABLE, record the following information: Time Finished

Taal Time Used

,3-
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SELF-TEST ON TABULATION (CONTINUED)

It/076Z S 77/41" at//740 4-7177ac'S
(ey GeogrAph i vision )

WO.

Section:3

New England

Middle,Atlfntic Menai

East North Central

West Noith_Central

C South Atlantic

East South Cents
West South Centralr Mountain

Coast

7-07:074S

Hotelsj 6ND-A4400ms Receipts

2,192 94,233 $ 143,273
5,058 342,628 .StilgZA00./45-
fageetrVC 286)2411 418,125

3,303 145,270 170,446
3,697 311431531,187,S50 268,231
1,035 47,838. 67,471
2,705 110,826 132,472

2,322 85,L33 th,604
4,793 249,941 256',969

29,650 11 1,549,823 $2,172,756

N 0 W FOLIAI THE PROOEIXPB OUTLINED BY YOUR -TEAOHER FOR DETERMINING WEIMER YOU

. HAVE PASSED THIS ''S'ELPIESTi:

THEN. .CH,E C ONE:

passed the .qelf-test.;..:I am--...teady..to take the LAP post-test.

(Make arrangements with your

I did not pass: .the an going to complete-

in the LAP so that I can pass the test at a later time.

e work

. I ki-iiet.pass Athe seltiot. I ran taking it to my teacher for
a d v i c e on whate Os, do Iltxt

-4-
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ACTIVITY 11:

WHEN YOB HAVE
OOMPLETSD THE
ACTIVITY, RE-
TURN HERS AND

X-0 ise-6)6VA"."1"a7)11

fillrAimoskileft

HERE'S THE FIRST ACTIVITY. WORK

TO MEET THE PERFORMANCE OBJECTIVE:

TYPE AN OPEN TABLE FROM ROUGH DRAFT COPY. (The instructions below are
for Job 20A on page 155 of GT191.)

a. PERFORMANCE OBJECTIVE: A complete copy in 7 minutes or tees
with 4 or fewer typing errors. No placement errors; no proof-
reading errors.

Plan the starting line for a full sheet of paper. The body is
double spaced.

c. Determine your left margin after you select the longest item in
each column. Leave 6 spaces between columns.

d. Set tab stops for columns 2 and 3.

b.

e. Determine how many spaces to indent each column heading from the
start of its column in order to center it.

f. On scratch paper, type a quick copy of the table down as far as
the first line of the body so that you can confirm that you have
correctly set your machine for an attractively arranged table.

g. TYPE a correct copy on clean paper. Your goal is to meet the
Performance Obje-live in Step a above.

. . . CHECK ONE:

[ ] net the objeotive for Activity #1. I can going on to Actibity #9.

) I did not meet the objective. (Try once more. If you do not meet
:he objective on this second try, take your work to your teacher
before attempting to type the activity again.)

ACTIVITY #2: TYPE AN cem TABLE FROM ROUGH DRAFT COPY. (The instructions below are
for Job 20C on page 156 of GT191.)

a. PERFORMANCE OBJECTIVE: A complPte copy in 9 minutes or lees with
5 or fewer typing errore. No obvious placement errors; no errors
in proofreading.

(Activity Of 1n4ttuction4 axe continued on .the next 'Age.)

-5-
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(Tki4 .i4 a continuation o the butAuction4 04 Acta4.02.)

b. Plan the starting line for a full sheet. The body is line grouped.
(Double space between each group of 4 single spaced lines.)'

c. Select the longest item in each column. (CAUTION:,/ The longest
item in the first column is a little hard to find. Take your time
and be sure!) Leave 6 spaces between columns.

Determine the left margin. Set tab stops for column 2 and for the
column heading above column 3.

d.

e. Determine how many spaces to indent for the column he-dings above
columns 1 and 2. Determine how many spaces to indent Column 3
under its column heading.

f. Try a quick scratch copy as you did for Activity #1..

g. TYPE a correct copy on clean paper. REAMER TO TINE YOUR TYPING

SO THAT YOU CAN COPPARE YOUR p_.....!ERFOIANCIEJOLIWIJIWIEJ1FOR

THIS ACTIVITY, . .

WEIN 20Y RAW
COMMUTES
ACTIVIrl& RE-
TURN bifit,AND . . . CIIKCK ONE:

( I I met the objective for Activity #2, I at.Joing to begin Activity

(3 I did not meet the'objeotive. (Try once more. If you stilt fat
short of the objective after this second try, see your teacher be-

: fore continuing your work.) .

DON'T
MONKEY
AROUND

`

D3N'T WASTE YCOR VALUABLE TIE1

IF YOU ATE HAVING DIFFICULTY ltiCERSTNIDIM

. INEZ INSTRUCTICNS, ASK YOUR TEACHER FOR HELP.

ACTIVITY 03: TYPE ACTIVITY t2 AGAIN BUT WITH MODIFIED INSTRUCTIONS. (Use:your -.
. typed copy of the open table in Activity 12.)

a. FeRFORNANCS OBJECTIVE: Type the table in at least 1 minute tese
time than it took you to do Activity #2. Complete it with 4 or
fewer typing errore, no obvious placement errors, and no proof-
reading errore.

b. Make the following changes in arrangement: Double space the entire
body; do not line group. Leave 8 spaces betwWWFolumns. ACAOTION:
That citaga wilt aequtke you awe entimty dii6ekent 4gin and
tab atttinya than you used tn Activity #2.)

-6-
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(Activity 03 continued)

WHEN YOU HAVE
00NPLETED THE
ACTIVITY, RE-
TURN HERE AND . . . CHECK ONE:.

[ ) I met the objective for Activity #3. I'm moving on to Activity 04.

[ ] I didn't meet the objective, so I'm going to try once more. (As

before, if neither attempt is successful, see your teacher.)

'....1.11
LEARN TO TYPE RULED TABLES. Turn to page 175 in GT191.
Read Section B and carefully compare the open and7gad
tablergiiii0ear on page 175. After you read page 175,
return here and read the "Special Notes" below.

SPECIAL NOTES--When you determine the starting line (or
top margin) of a riled table, you must take into,Conald-
oration the space needed for th' horizontal "rules."
To learn how to properly position horizontal "rules" or
lines in a table, ...2...,..........coletethefolinxesi44.

Step 2 On a half sheet of paper, backspace center orr,
tine 11 the following words: RULED TABLE ,

Step 2 Space dam 2 Zines. Backspace center the4
words: Typing the Table

Step 3 Space down 1 line. Type 40 underecoresegin-
ning at 30 and continuing to 70 on the.garriage position
scale.

Step 4 Space down 2 tines. Starting at
ng words: Column Headings Typed H

Step Space down 1 line. Type another
30 to 70 on the scale.

Step 6 Spaoe down 2 tines. Starting at
words to represent the first tine of the
Body of your ruled table will etcrt here

37 on the scale, type the
ere -

tine of 40 underscores from

30 on the scale, type these
bock of a table:

Step 7 Space dam 1 line. Again starting at 30, type a second line
of the body with these words: Compare your work with the key on page 9.

Step 8 Space down 1 line. Type another line of 40 underscores to
represent the end of your ruled table. Then =are. ot.g....4...rwor4.....c1

the

8 steps above illustrate a basic rule for you to follow when you
type ruled sables: Space once before a horizontal line and twice after
a line in order to erf7Wrilariteus between lines.1 II

ac
j I UNDERSTAND HOW TO ALLOW FOR THE SPACE USED BY THE HORIZONTAL

LINES IN A RULED TABLE. THEREFORE, I AM TURYING TO PAGE 8 AND
STARTING ACTIVITY 04.

I DO NOT UNDERSTAND. I AM GOING TO SEE P4' TEACHER IMMEVIATELV.

-7-
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(THIS IS THE KEY EL1 THE-EXERCISE ON PAGE 8. ELITE TYPE WAS
USED TO PREPARE THE '<EY.)

RUL TABLES/1^"' //

Typing the Table

Column Healings .,r:.,1 Here

Body of your ruled table will start 'here
Compare:yovx work with the key on page 9

ow.

ACTIVITY 4: TYPE A RULED TABLE FROM PERFECT COPY. (The instructions below are for
Job 23A on page 176 of GT191.)

NSW

tr.

#'5A14%
C.

d.

NUN IOU SAVE
COMPUTED THE
ACTIVITY, RE-
TURN RUB AND .

JERPORMARCE OBJECTIVE: A complete copy in 9 minutes or 1486 With
5 or fewer typing errre. No obvious placement errors,. no proof-
reading errors.

Use a full sheet of paper. Leave 6'spaces between columns and
double space the body as slowh'on page 176.

Follow the 14 steps outlined on page 175 and the guidelines on
page 8 of this LAP as you ietermine the stifling line, margins,
and tab stops. (CAUTION: Be sure to follow Step 8 exactly!)

Try a scratch copy of the first few liws--perhaps down as far as
the first line of the body--to confirm that you have the machine
set correctly and that you are spacing properly before and after
the horizontal-Tines.

TYPE a correct copy on clean paper. BE SURE YOU MAKE EFFICIENT
USE OF THE TAB KEY TO JtW FROM COLINN TO COLUM4. REMEMBER THAT
YOU ARE TRYING TO MEET A PEFPOINANCEOWECTIVE.

. . CHECK ONE:

Z did complete the table in 9 minutes or lees with 4 or fewer typing
errors. Placement looks good and I think I have found all errors.
I Cr moving'on to Adtivity #6.

I did not meet the objective. Wyatt think you can meet the Woo-
tive by trying again, go ahead. Perhaps you should show your
fi-et attempt to your teacher before you try again on this one.)

-8-
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ACTIVITY #5: TYPE A RULED TABLE FRQM ROUGH DRAFT COPY. (The instructions below are
for Job 23B on page 177 of GT191.)

a. PERFORMANCE OBJECTIVE: A complete copy in 8 minutes or less with
or fewer typing errors. No obvious placement errors; no proof-

reading errors.

b. Use a full sheet of paper. Leave 6 spaces between columns and
single space the body. (NOTE: srAGLE SPACE THE 2 LINE TITLE AS
SHORN ON PAGE 177.J

c. Use the current date in the subtitle instead of March 11, 196-.

d. SPECIAL NOTE: If you have forgotten what a rough draft mark means,
refer to page 131 in GT191 where you will find them listed and
illustrated.

. Try a scratch copy. If you do not think this step is necessary for
you, omit the scratch copy.

f. TYPE a correct copy.

WHEN YOU HAVE
COMPLETED THE
ACTIVITY, RE-
TURN HERE AND . . CHECK ONE:

( ] I met the objective and I'm going on to Activity #6.

[ ) I did not meet the objective. (T-4 again or see your teacher.)

ACTIVITY #6: TYPE A RULED TABLE FROM ROUGH DRAFT COPY. (The instructions below are
for Job 23C on page 177 of GT191.)

a. PERP9RMANCE OBJECTIVE: A complete copy in 7 minutes or less with
5 or fewer typing errors. No obvious placement errors; no proof-
reading errom

Use a full sheet. Leave 6 spaces between columns. Double space

the body.

c. NOTE WHEN CENTERING COLUMN HEAC:NGS: The $ sign can be counted or
ignored, whichever makes centering the heading easier for you.

d. Try a scratch copy. TYPE a correct copy on clean paper.

WHEN YOU HAVE
mem= THE
ACTIVITY, RE-
TURN HERE AND . . . CHECK ONE:

[ j I'm ready for Activity 07 because I met the objective for Activity #6.

[ J I'm going to try again because I did not meet the objectitie.



ACTIVITY #7: TYPE A RULED TABLE FR)M ROUGI DRAFT COPY. (The instructions below are
for Job 23D on page 178 of GT191.)

a. PERFORMANCE OBJECTIVE: A complete copy in 7 minutes or less with
5 or fewer typing errors. No obvious placement errors; no proof=
reading errors.

b. Use a full sheet. Leave 6 spaces between columns. Single space
the body. (NOTE: The $ agn nosy appears onty at the top and
bottom ()If an amount coturn. A Z sign, howeveh, £4 u4suatty typed
aiteA event' numbeh that a peh cent.)

c. If it is helpful, try a quick scratch copy of the first few lines.

d. TYPE a correct copy.

PEEN YOU HAVE
COMPLETED THE
ACTIVITY, RE-
TURN HERE AND . . . CHECK ONE:

I met the objective for Activity #7. I am going ahead to the next
Activity.

I did not meet the objective. (Try once more or see your teacher.)

ACTIVITY #8: TYPE A RULED TABLE FROM ROUGE DRAFT COPY. (The instructions below are
for Job 23E on page 178 of GT191.)

a. PERFORMANCE OBJECTIVE: A complete copy in f minutes or lege with
5 or feoer typing errors. No obvious placement errors; no proof -
reading errors.

b. Use a half sheet of paper. Leave 8 spaces between columns. Single
space the body.

C. SPECIAL NOTE: To help center a heading over a money column, ou may
ignore the $ s4n when you are finding the longest item in the column.
Thus. Budget and Actual .ire correct as shown in Job 23E, but they
would J.00k better if moved over one space.

d. 7ry a scratch copy if you wish; then TYPE a correct copy.

WMSN IOU MAYS:.
OOMISTND TES
ACTIVITY, RE-
TURN ISMS AND. . . CHECK ONE:

(j I net the objective for Activity #8. I am turning to page II and
continuing this Tabulation LAP. .

(l I did not meet the objective. (Try again or see your teacher.)

*10-
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SOMET I MES tables are puL right into the body of
a business letter.

There are many occasions when a table is the best (or only)
way to convey information to someone to whom you are writing.
Turn to page 139 in GT191 and see what a letter with a simple

table looks like.

Notice that the table doesn't have a title, subtitle, or column
headings. It could have them, but they just weren't necessary in

that page 139 letter.

Notice, too, that you don't have to worry about centering a table
vertically when it is part of the body of a letter. Just remember
to double space before and after typing the table.

Obviously, you do have to set tabs so that the table will be cen-
tered horizontally.

YOU CAN PRACTICE PUTTING TABLES IN LETTERS BY DOING ACTIVITIES 0 AND #10.

TYPE A BUSINESS LETTER WITH AN OPEN TABLE IN THE BODY. (The instructions
below are for the letter on page 139 of GT191.)

a. PERFORMANCE OBJECTIVE: A complete copy in 14 minutes or less with 7
or fewer typing errors. No obvious. placement errors; no proofreading
errors.

Study Part B on page 138 of GT191. Each of the 6 points discussed
are important, but give extra attention to numbers 3 and 4.

If available, use LETTERHEAD paper. The letter is an AVERAGE length
BLOCK style letter. Set your machine based upon this information.

d. TYPE the current date and the inside address. Change the last line
to read - -

St. Louis, MO 63108

e. TYPE the salutation and the first paragraph. CAUTION: ilyour type-
writer has ELITE type, you must llaten for the bell!

f. Select the key line in the table ond backspace to center it. Leave
6 spaces between columns. Set a tab stcp for each of the three
columns. (You could reset the left margin for the firs'. column, but
for such a short table it is probably just as easy to use tabs for
all columns.)

g. TYPE the table. After you finish, CLEAR all tab stops except for
a center T-6-To use when typing the closing lines.

h. TYPE the remainder of the letter. You are the typist; type your
initiate- -not urs.
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(Activity 09 continued)

WHEN YOU HAVE
COMPLETED THE
ACTIVITY, RE-
TURN HERE AND . . . CHECK ONE:

11=1.

1] I met the objective for Activity #9. I am ready to try another
letter containing a tabulation problem.

I did not meet the objective. (Make pencil corrections in the
letter you typed; copy from it as you try Activity #9 again. See
your teacher if you need assistance.)

ACTIVITY 010: TYPE A BUSINESS LhilER WITH A TABLE FROM UNARRANGED SCRIPT COPY. (These 1
instructions relate to the copy that appears below and on the next page.)

a. PERFORMANCE OBJECTIVE: A complete copy in 12 minutes or less with 6
or fewer typing errors; No obvious placement errors; no proofreading
errors.

. If available, use LETTERHEAD paper. Set machine for an average
length block style letter.

c. Arrange the letter parts properly. Listen for the bell as you type
the paragraphs in the body.

d. Set tab stops for the three columns; leave 6 spaces between columns.

e. If it helps you, try a scratch copy of part of the letter.

f. TYPE tlie letter.

Do e.. MA.;: t.'emouteti. rtne,"14.- 74.1-0 Sou:.
s'%447,0,te..a.44 &7 9 W3,2'

00.474. re/a4x.41 (V) eaalets.tv
44644aAatar.

Ate
"42440,- diAn4oftr44.0 .4,4/4.0

688
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(THIS IS A CONTINUATION OF THE COPY FOR THE ACTIVITY 410 LETTER}

~U' ,0) taleAv
062-44147Viti4Z7vgd4;*.

A144.241., (42")

.46.A02V4.

NoW /0-V3
/144/. 1,6747
/4_v'.. /9-22

AieSAIS coli /44 Ey'
71treA.040, ace. ,8 Ayshor__Yd/ev__ _

Se/177LF, lag& /07. R9N/hR..40.714

N O i l . . . C H E C K N:
I met the objective for Activity #10. (Turn to page 4 and take the
Self -Test to see if you have met the objectives of the LAP.)

I did not meet the objective. (Mai,ce pencil corrections in your let-
ter and try it again. If you reach the objective on your second try,
take the Self-Test. If you don't reach the objective, see your
teacher irradiatety. )

-13-
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'PERMISSION TO REPRODUCE THIS COPY
RIGHED MATERIAL HAS BEEN GRANTED

7-4214.-19C
TO EAC AND GAGA/URI/ONS OPER ING
UND ' GREERIENTS WITH /HE U5 :FICE
OF EDI-L.4710'4 EURT.E9 REPRODUCTION
OUTSIDE THE ERIC SYSTEM REQUIRES PER
MANSION OF THE COPYRIGHT OWNER

ACKNOWLEDGEMENTS

I. Illustrations

Gregg Typing, Complete Course, Second Edition, by John L. Powe, Alan C.
Lloyd, andMYR-all Smith, Gregg Publishing Division, McGraw-
Hill Book Company, Inc., New York, 1958. (Miniature tables
on cover page adapted from page 212.)

II. Activities

20th Century Typewriting, Complete Course, Eighth Edition, by D. D.
lessenberry, T. James Crawford, and Lawrence W. Erickson,
South-Western Publishing Company, Cincinnati, Ohio, 1962.
(Activity N10 letter adapted from Part 157-D on page 248.)

PERMISSION TO REPRODUCE THIS COW
AIATERIAL HAS SEEN GRANTED

BY

10 EPIC AND ORGANIZADIVS OPERATING
UNDER AGREEMENTS WITH THE U 5 OFFICE

OF EDUCATION FURTHER REPRODUCTION
OUTSIDE THE ERIC SYSTEM REQUIRES PER

MISSIONOF THE COPYRIGHT OWNER
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HEY, COACH! THIS LEARNING ACT:VITY
PACKAGE WILL HELP ME GET BETTER
GRADES ON REPORTS AND TERM PAPERS.

GMT!! NOW, IF THEY WOULD JUST WRITE A
LAP THAT WOULD TEACH YOU HOW TO GET THE
BALL IN THE BASKET!!

NAME

DATE STARTED

DATE FINISHED

Phased Typing Program

LEARNING ACTIVITY PACKAGE #6
LONG REPORT LAP

By Donald e. Tingley
San Mateo Union High School District

San Mateo, California
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P. -

Mbst of us are asked to write and to type term papers and
other long essays during our high school and college years.
Many of us continue to use the skill we develop during our
school years in the occupations we later enter. Secretaries,
stenographers, clerk-typists, teachers, and business execu-
tives are often called upon to write long reports or to type
such reports that others have written. This LONG REPORT LAP
is designed so that you can--

PRACTICE TYPING A LONG REPOR.' OR TERM PAPER THAT
INCLUDES A TABLE OF CONTENTS AND A TITLE PAGE.

PRACTICE TYPING TABLES WITHIN THE BODY OF A RE-
PORT OR TERM PAPER,

DEVELOP SKILL IN CORRECTING TYPING ERRORS SO THAT
A USABLE PRODUCT RESULTS FROM YOUR EFFORTS,

REVIEW THE IMPORTANT ELENENTS OF BUSINESS LETTER
TYPING,

BUILD SUSTAINED TYPING KKR.

-1-
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WHAT YOU MUST DO IN THIS LAP---
This LAP is different from the others you have completed.

There is no exemption procedure (self-test) and no teacher-

a&nrinietered post-test. You will earn a "PASS" grade on the

entire LAP by preparing and submitting, according to instruc-

tions, the 12 page Correspondence Manua on pages 267 through

275 in Gregg Typing) 191 Series. To earn the "PASS" grade,

you must work within the following guidelines:

TYPING TIM': There is no firm time requirement. However,
it is estimated than all students should be able to com-
plete approximately one page for each 1/2 hour of typing
time. It is suggested that you set your goal for finish-
ing this LAP at a maximum of 6 typing hours.

TYPOGRAPHICAL ACCURACY: All typogrlphical errors must be
neatly corrected to the satisfaction of your teacher. (A
neat correction is one that cannot be easily detected.)
If a page contains an error that cannot be corrected, the
page must be retyped,

PLACEAENT ACCURACY: If the appearance of a typed page is
ii702057irreaRby a placement error, the page must be
retyped. However, there are some placement errors that
are so minor that retyping is not necessary. Your teach-
er can help you determine the Wilousness of an error.

PROOFREADING ACCURACY: It is important to you that every
eiroruncstiihat it can also be corrected. Careful
proofreading will help you meet the guidelines outlined
above.

-2

693.



LEARN ROUT

SETTING

MARGINS AAD

TABS FOR

BUD REPORTS

The manuscripts (or reports) you have learned to type in earlier
LAPs were "unbound." The experienced typist calls them "unbound"
because the pages of such reports are usually fastened only with a
single staple in the upper left corner.

Some reports, however, are "bound"--that is, they are put into a
folder or a binder or are stapled 2 or 3 times along the left edge.
To provide for this "binding" space at the left, every margin and
tab setting must be moved to the ri ht about 3 s aces from the set-
tings used in "unbouii reports. e table elow summarizes the
exact placement for a report that is to be bound at the lift:

PLACEMENT OP BOUND REPORTS
(Assuming an Exact 6 -Inch Line of Writing)

,----

Type
Size

Left
Margin

Paragraph
Tab

Centering
Point

Average
Line Ending

Right
Margie

Elite

Pica

18
-1

15

23

20

54

45

90

75

95

'80

VISUAL GUIDIE5 Use the VISUAL GUIDE FOR BOUND MANUSCRIPT PAGES that you received
with this LAP to guide your machine setting and your typing. Place
it directly behind a piece of typing paper and insert both sheets
into your machine. Check that they are straight. Using the infor-
mation in the table above and the lines marked on the GUIDE, you
will get placement right every time.

EXAMINE THE Carefully examine the entire Correspondence Manual as it appears ii
GT191 on pages 267 through 275. As you check each page, be sure to

CORRESPONDENCE read all the marginal notes that are printed in small, blue type in
the book. THES3 NOTES ARE GOING TO BE VERY HELPFUL TO YOU WHEN YOU

PANUAL ARE TYPING THE MORE COMPLICATED PORTIONS OF T3E REPORT.

SELECT YOUR

TYPEWRITER

AND PAPER

WITH CAFE

SW

Even if what you say in a report is extremely well written, you must
do more to make certain that the reader is impressed by the quality
of your work. Keep these points in mind:

Use the same type size for a// payee (elite or pioa--not both).
Keep the type clean on your machine (o, a, b, should not took

/Ow thie, e,
Use a reasonably new typewriter ribbon so that the darkness of

the print remains tho same for all pages.
Uee the same quality of paper for at/ pages.
Keep pages clean and neat- -free of smudges and wrinkles.

-3-
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CORRECT ALL

ERNA

If an error can be corrected neatly, you must correct it. If you
decide that there is no way to correct an error, you must retype
the page. Use good judgment!

Use the same correction process for all errors. That is, decide
before you start whether you are going to use an eraser or "type-
writer correction paper." (The latter method, hides the error
instead of erasing it.) If you use the "Easy Ei typing paper,
use an ordinary pencil eraser. For other kinds of paper, use either
a hapd.typing eraser or some brand of "typewriter correction paper."

OEUNIZE YOUR Don't work at a cluttered desk! Use the following four points as a
guide when you organize your work area

DESK Paper supply to your left
Textbook (or copy) to your right
Eraser and pencil at a spot convenient for you
Unneeded items off the desk top and out of your way

BEFORE YOU

START

Instructions to help you with each page of your Correspondence Manual
appear on the remaining pages of this LAP.

Read the instructions for each page before you begin
to type the page.

Ask for help when you need it.
Co?rpare your work against the "key" supplied by your

teacher.
Have your teacher check your work when the LAP direc-

tions call for you to do so.

ARE YOU READY?

(2) YES! I'M TURNING TO PAGE 5 OF

THIS LAP AND STARTING MY

CORRESPONDENCE MANUAL.

-4-
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PERFORMANCE OBJECTIVE

REMINDER

EVERY PAGE OF YOUR CORRESPONDENCE MANUAL MUST 9E CORRECT.

No uncorrected typographical errors.
No proofreading errors.
No serious placement errors.

PAGE 1:

GT191
page
267

a. Center the TITLE on line 13. Triple space after the title.

b. Center the subheading- -

Fart 1. Letter Placement

CAUTION: The textbook authors h introduced a alight change in
spacing for this report. Space ONCE after a period in a heading or
in an enumeration. This change 40-671 not apply to a period when it
cornea at the end of a sentence; you 87td continue to space twice
following a period at the end of a sentence.

c. You will nosed to follow these guidelines for vertical spacing of
this page and the others in the report:

If
Double space the paragraphs in the body.
Single space most of the tables.
Single space et listings, displays, footnotes,

and long quotations.
Remember to make the changes in spacing/ It

ie very easy to forget!

d. When typing ruled tables, single space before a ruled line and
double spaciirfir. The rued lines inth-igimanuscript are typed
W6Ethe left margin to the point where the average line ends.

e. Listen for the margin bell as you type. If necessary, refer to a
dictionary to determine the correct point to divide a word. You
should not have to divide more than one or two words per page if
you respond correctly.to the margin bell!

WHEN YOU HAVE FINISHED PAGE 1, ASK YOURSELF THIS QUESTION:

DOES PAGE 1 WET THE PERFORMANCE OBJECTIVE?

0 YES. PUT PACE 1 IN A SAFE PLACE, BEGIN PACE 2,

0 NO, I DON'T THINK IT DOES. CHOOSE ONE OF THE FOLLOWING STEPS:

OERASE AND CORRECT THE UNACCEPTABLE ERRORS;

RETYPE THE PAGE IF THERE IS NOM YOU CAN MAKE

NEAT WRINECTICNS.

()TAKE YOUR WORK TO YOUR TEACHER FOR GUUANCE.

-5-
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PAGE 2: a. Formal reports often have a running head when the report is two or
more pages long. The running head for your report is CORRESPONDENCE

GT191 MANUAL. It should be typed on line 7 beginning at the left margin.
pages
267- b. The page number should also be typed on line 7. "Page 2"shoUld be
268-- typed so that it ends where the average line ends. To accomplish-

this, follow these steps:

Mbve the carriage to one space past the average line
ending (91 on elite, 76 on pica).

Backspace once for each stroke in "Page 2."
Set a tab stop at the point to which you backspaced.
Use that tab when you type the page Lubbers for the

remaining pages in your Correspondence Manual.

c. A dash is made with two hyphens on the typewriter. Note the follow-
ing example from page 2: He spreads shorter letters by--

d. TO TYPE THE LISTINGS ON THIS PAGE--

Double space before and after the listing.
Single space the listing itself.
Set a tab stop 10 spaces in from the left margin

for the listing.
Remove the tab stop when you have finished typing

the listings.

!REMEMBER: SPACE ONCE AFTER PERIODS IN ENUMERATIONS IN THIS REPORT. 1

. Be sure that you type the footnote reference number raised above
the line of writing like tEiTtekti

1177-77: 16 different parts,' as listed . .

DOES

. Type the separation line for the footnote approximately 10 lines up
from the bottom of the paper. This line should be 2 inches long
(24 elite spaces, 20 pica spaces).

. CAUTION: Indent the footnote just as you do a regular paragraph.
Space once after the period following the number. Single space
this ail ill footnotes in all reports.

PAGE2 PEET THE PERFORMANCE OBJECTIVE?

OYES, PUT PAGE 2 SAFELY AWAY WITH PAGE 1, BEGIN PAGE 3.

ONO, ERASE AND CORhECT ERRORS, RETYPE THE PAGE, OR SEE YOUR

TEACHER, MAKE A WISE CHOICE FROM ThESE ALTERNATIVES,

-6-
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PAGE 3: a. For your convenience and for consistency, allow 6 spaces between
columns in all of the tables in the Correspondence Manual. Refer

GT191 to previousalulation LAPs for any 2Rials of table arrangement

fT that you may have foragotten. A REMINDER: As this is a "bound"
268- report, use 54 (elite) or 45 (pica) as the centering point!
269

b. When you need to type a fraction, use whol' numbers separated by
a diagonal line: 3/4 or 4/5 or 1 3/4 or 2 4/5.

Even when your typewriter has a key with the If and h fractions,
you should construct these fractions if they appear on the 807W
page with other fractions. Doing so results : a better looking
page.

1/2 1/4 3/4 15/16 looks better than 3.4 3/4 15/16,

c. Double space before and after the centered date line displays.

d. To provide about 1 inch in the bottom margin, you should type the
footnote separation line approximately 10 lines up from the bottom
of the page.

DOES PAGE 3 MEET THE PERFORMANCE OBJECTIVE?

O YES, TAKE THIS LAP AND PAGES 1, 2, AND 3 TO YOUR TEACHER, ASK
HIM TO CHECK YOUR WORK WITH YOU,

ONO, DECIDE NOW TO PEET THE OBJECTIVE, WIEN PAGE 3 IS SATISFAC-
TORY, TAKE THIS LAP AND PAGES AND S TO YOUR TEACHER,

Pages 1, 2. and 3 are satisfactory. Begin page 4.
FOR

TEALIIER Ej Correct error(s) on page(s) E:1
USE

Retype page(s) 0

---- 7

cr(n6134;17.../...v.

2 t:
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..11=1
PE E OBJECTIVE

EVERY PAGE OP vOuR CORRESPONDENCE MANUAL MUST BE CORRECT.
RFORW

No uncorrected typographical errors.

FEMUR
No proofreading errors.
No serious placement errors.va..

PAGE 4:

GT191
pages
269-

270

a. TO TYPE THE CENTERED DISPLAY --

Backspace center the longest line.
Set a tab at the point to which you backspaced.
Type all lines of the display beginning at that tab.
Use "line grouping. That is, use single spacing,

but double space between the t 3 examples.
Clear the tab stop after you hav, -.Jed the display.

b. TO TYPE A LONG QUOTATION --

Move the left and right margins 5 spaces in fix the
usual settings.

When the quoted material includes the beginning of a
paragraph, indent another 5 spaces for the start
of the first line of quotation.

Use single spacing with a double space above and
below the quotation.

Listen for the bell as you type.
If there is a footnote reference number, remember to

type it raised t5e line.

c. Notice that there are 2 footnotes on page 4. To leave a 1-inch bot-
tom margin, you will need to type the footnote separation line

-) higher up on the page than you did on page 3. How can you figure
' out whe e to type the line?

* Remember that you want to leave about 6 blank lines at
the bottom.

Estimate how many lines the footnote section will occupy.
(On this page it will require 6 lines. Caltar))

Add the blank lines and the footnote lines together.
You now know where to type the separation line(

(6 + 6 = line 12 from the bottom)

DOES PAGE MEET THE PERFORMANCE OBJECTIVE?

O YES. BEGIN PAGE 5 AND PUT PAGE 4 SAFELY AWAY WITH YOUR OTHER
FINISHED PACES.

(2)N01 CORRECT ERRORS? RETYPE THE PAGE? SEE YOUR TEACHER? IT'S
YOUR DECISION.

-8-
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PAGE S: You should have very little difficulty with this page. There is
nothing new or different. Why not see how quickly and accurately

GT191 you can complete page 5? Give yourself an extra buret of energy!
page
270

IS PAGE 5 SATISFACTORY?

OYES. BEGIN PAGE 6. FILE PAGE 5 SAFELY AWAY,

ONO. MAKE THE APPROPRIATE CHOICE OF SOLUTIONS.

PAGE 6: 0 Most of page 6 is a 2-column table.

Find the longest item in each column.
GT191

Allow 6 spaces between columns.
Backspace from the centering point to find

margin for first column.
Space forward and set tab for start of

second column.
Read and follow the directions printed in blue

on page 271 of GT191.
IF YOU NEED HELP, ASK FOR IT!

page
271

DOES PAM 6 MET THE PERFORMANCE CBJECTIVE?

O YES. TAKE THIS LAP AND PAGES 4, 5, AND 6 TO YOUR TEACHER. ASK
HIM TO CHECK YOUR WORK WITH YOU.

ONO. DECIDE HOW TO MEET THE OBJECTIVE', W3EN PAGE 6 IS SATISFAC-
TORY, TAKE THIS LAP AND PAGES LI, ). AND D TO YOUR LEACHER.

POR
TEACHER
USE

Pages 4, 5, and 6 are satisfactory. File them with pages
1, 2, and 3. Begin work on page 7.

O Correct error(s) on page(s)0 0
Retype page(s) 0 EI

VIV YOU NOTICE THAT YOU ARE HALF WAY THROUGH YOUR COPY OF

THE CORRESPONDENCE MANUAL? HOW MANY DAYS AGO VU' YOU BE-

GIN WORK ON THIS LAP? ARE YOU SAVING TIME BY

READING THE INSTRUCTIONS OUTSIDE OF CLASS? ARE YOU TAK-

ING ADVANTAGE OF AVAILABLE LAS MX! ARE YOU AVOIDING

ENNECESSARY DISTRACTIONS? ARE YIU ASKING FOR HELP WHEN

DOING SO WOULD SAVE YOU CONSIDERABLE TIME?

-9-

700.



PERFORMANCE OBJECTIVE

FEMIN1R

EVERY PAGE OF YOUR CORRESPONDENCE MANUAL MUST BE CORRECT.

No uncorrected typographical errors.
No proofreading errors.
No serious placement errors.

PAGE 7:

G1191
Fages
271-
272

a. When typing parentheses, do not space after the first one, but do
space after the last one. Note this example from page 7:

It is a line (When Fleilxing, Refer to:) printed in . . .

b. Should the body of Table 4 be single or double spaced? One way the
thinking typist can decide is suggested below:

After typing the paragraphs that appear above the
table, estivate how many lines remain on the
page--allowing for a 1-inch bottom margin.

Count the lines in the table if the body were to
be single spaced. Also count the lines in the
table if double spacing were used.

Compare the number of lines remaining on your page
with the lines in the table.

hnich spacing--single or double--would result in
the best bottom margin? The answer to thia
question tells you their you should single
or double apace the bodi.; f..f Table 4.

IS PAGE 7 SATISFACTORY?

(:)YES, FILE IT WITH YOUR FIRST 6 PAGES' BEGIN WORK ON PAGE 8.

()No. CORRECT YOUR ERRORS? RETYPE THE PAGE? SEE YOUR TEACHER?

PAGE 8:

GT191
pages
272-
273

a. BEFORE YOU TYPE THE 2 LONG QUOTATIONS ON THIS PAGE--

Review item b on page 8 of this LAP.
Read the marginal note on GT191 page 272 about the

"ellipsis." The follownieXample illustrates
079 use of the ellipsis:

be Cetil:e

typed (today's nbttlaft mar
(or, in

..The.sLoinca; lien

Read the marginal note at the very top of page 273
before typing the second long quotation.

IlEj>
THE INSTRUCTIONS FOR PACE 8 ARE OONTI

-10-
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PALM 8 INSTRUCTIONS (continu..d) .0

b. reTlarksi-*4-r s o s at the ends of this sentence are brackets.]
If your typewriter as a key for typing these symbols, use it when
needed on page 8. If there is no key for this purpose on your
machine, you can conatruct an acceptable set of brackets in the
foiLwing way:

51agonals,.with underscores facing inside/

CAUTION: THI )IS NOT EASY TO DO THE FIRST TIME. PRACTICE ON SORE
SCRATCH PAPER BEFORE YOU START PAGE 8.

IS PAGE 8 SATISFACTORY?

OYES, COMPLETE. THE WRITTEN E)ERCISE BELCW ON FOOTNOTE ABBREVIATIONS,

AFTER COMPLETING THE EXERCISE, TAKE THIS LAP AND PAGES 7

AND 8 TO YOUR TEACHER, ASK HIM TO CI-ECK YOUR WORK WITH

NO, DO WHAT IS NECESSARY TO MAKE PAGE 8 SATISFACTORY, WHEN YOU

HAVE SUCCEEDED, FOLLOW THE PROCEDURE OUTLINED UNDER "YES"

ABOVE,

=1Ixcimmr
FOOTNOTE ABBREVIATIONS: Define each of the abbreviations listed below.
Try to do it without looking back at the marginal notes on pages 268,
269, and 270 in GT191.

(1) op. cit. (4) et al

(2) Ibid. (5) ff

(3) Loc. cit.

Pages 7 and 8 are satisfactory. Begin work on page 9.

TEACHER Correct error(s) on page(s)
USE

Retype page(s)

famesomrs......-
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PAGE 9:

GT191
pages
273-
274

IMO

a. The body of Table S is single spaced. However, double spacing Is
needed at two points in the first and third columns to make all
3 columns end on the same line. Exa,7ine the table carefully as you
plan its placement.

b. The "cc" examples should be arranged as a simple 3-column table
just as they appear on page 273. Double space before and aftel
them.

DOES PAGE 9 MET THE PERFORMANCE OBJECTIVE?

YES, FILE IT WITH YOUR OTHER COMPLETED PAGES, BEGIN PAGE 10,

NO, CORRECTIONS? RETYPE? TEACHER? YOU MAKE THIS DECISION,

PAGE 10:

G1191
pages
273-

274

a. Like page 5, this page should be very easy
it--but maintain accuracy!

b. A balance line will improve the appearance
page. Type today's date (Month Day, Year)
about 1 to 1 1/2 inches from the bottom of

for you. Speed through

of this otherwise short
at the left margin
the page. [If you are

using your VISUAL GUIDE, the "Danger Area" markings will show you
where to type the date.]

ARE YOU SATISFIED WITH THg_DUALITY OF YOUR COPY OF PAGE 10?

OYES, RESPOND TO THE QUESTION BELOW,

ONO, MAKE A DECISION THAT WILL LEAD TO A SATISFACTORY PAGE,
THEN, RESPOND TO THE QUESTION BELOW,

ARE ALL 10 PAGES OF YOUR CORRESPCNDENCE MANUAL COMPLETE, ACCURATE, CLEAN, AND WRINKLE

are
OYES'

ON°'

YOU ARE READY TO TYPE THE TITLE EAkE AND TABLE OF CONTENTS

FOR YOUR REPORTt INSTRUCTIONS FOR THESE PACES BEGIN ON

THE NEXT PAGE OF MIS LAPt

TAKE YOUR 10 PAGES TO YOUR TEACHER FOR ADVICE,

-) 2-
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TITLE
PAGE:

GT191
page
275

a. There are many "correct" ways of preparing a title page. The sam-
ple shown on page 275 includes information that most title pages
should have.

a The title of the paper or report
The writer or author
The purpose (for example: the school subject

for which the report vas written)
The person to whom it will be submitted (for

example: the name of the teacher and,
perhaps, the school)

The date

b. SUGGESTION: Center the first 2 items of information in the top
half (33 tines) of your title page. Center the remaining items
in the lower half (bottom 33 lines). This page has so little
typed, copy, you can easily take the time to try one or two
scratch copies to get the arrangement you want.

WILL YOUR TITLE PAGE MAKE A GOOD FIRST IMPRESSION ON THE READER OF YOUR PAPER?

TABLE OF
CONTENTS:

GT191
page 00, The rows of periods connecting the first column with the second
275 column are called "leaders." They "lead" the eyea of the rear or

from column to oaten. These leaders are the most difficult part
of the table of contents. 'bst of the instructions below are de-
signed to guide you through the proper use of )ecders.

a. Set your machine for an appropriate line length--5O spaces will
look good. DO NOT ADD 6 SPACES AT THE RIGHT FOR THE RINOTNO OF
IRS BELL AS YOU WOULD NORMALLY DO. You should also set a tab stop
at the appropriate centering point for a BOUND report.

b. Determine the starting line as you liPu1d for any table. Insert
your paper and SPREAD CENTER the title in all-
capitals. Triple space down to the first line of the body.

O YES, FILE IT AWAY. BEGIN THE TABLE OF CONTENTSTHE LAST PAGE

TO BE TYPED.

ONO. CO MAT IS NEEDED TO SATISFACTORILY COMPLETE THE TITLE PAGE,

THEN/ BEGIN WORK ON THE TABLE OF CONTENTS.

DO As is true for the title page, there is no one correct way of
arranging a table of contents. The form suggested on page 275
is very attractive. It is not, however, the easiest to arrange.

ae.dall

THE INSTRUCTIONS POR THE TABLE OF CONTENDS ARE CONTINIJED

704
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6.0....
TABLE OP CONTENTS INSTRUCTIONS (continued)

EEL)
C4Part 1. Letter Placement

d. Move the carriage to the desired end of your 50-space line.

e. TYPE the number "1"

f.

g.

Part 1. Letter Placement

PIVOT (backspace) to the space where you wish the last period of
the leader to be typed. You should backspace 4 times to allow for
the page number 10 and a blank space in front of the number.

TYPE a "period"

Part 1. Latter Placement

h. Move the carriage to two spaces past the word "Placement."

i. TYPE another "period"..,s,

Part 1. Letter Placement 4'.

Part 2. Part j,

asential
A. The L

011/
Part 2. Part I

k.

Issantia
A. T

ergi,
Part 2. Patt 1.

Essenti.

1

TYPE the remaining "periods' that will complete the leader

Fart 1. Letter Placement 1

You can complete the remainder of the table easily. If you are
puzzled about how many spaces to indent each step, the fact is
that you have a choice. Indent 2 3 4 or 5 spaces. You may

r,.....cperimert on scr)er.)?"--'atchpa's"'"

Because you are using a longer line of writing than was used in the
sample on page 275, item #3 in the LIST OF TABLES can be typed on a
single line. This is also true for items #4 and #5.

A.

DOES YOUR TABLE OF CONTENTS PACE MEET THE PERFORMANCE OBJECTIVE?

AYES, YOU HAVE COMPLETED THE TYPING OF YOUR CORRESPONDENCE MANUAL!!!

TURN TO PAGE 14 OF 1/11S LAP,

ONO' ERASE /M) CORRECT ERRORS? FETYPE? ASK FOR HELP?

-14-
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PUTTING IT

pu

TOPER,

a. Many people ruin an otherwise good report when they --

Lose one or more pages
Get pages out of order
Put pages into the report upside down
Use only a paper clip as a fastener

b. Anytime a person spends as much time as you have on this Manual,
it is worth remembering to --

Put all pages in order (title page, table
of contents, page 1, 2, 3, etc.)

s Be sure all pages are right side up
Bind the report properly (following o'3 of

the suggestions below)

c. There are many satisfactory ways of binding reports. azissoi
0 the follaiing:

Staple the report 3 times about 1/2 inch .from
the left edge.

Place the report in a folder using the fasten-
ing device included.

Place the report in a 3-ring binder.

If you use a folder or binder, it ie desirable to put a label on
the outside. The Label might be typed like this:

...NW ...NO

TAKE THIS LP k YOUR 13011V CORRESPONDENCE WNW. TO YOUR TEACIER.

O GOOD WORK! A "Pass" grade will be recorded for your
satisfactory completion of this LAP. Keep'your

FOR Manual with your typing supplies to refer to when
TEACHER you are typing business letters.
USE

O OOPS!!! ro the following in order to earn your "Psss":

-15-
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DEVELOPMENT OF
VIDEO-TAPED INSTRUCTIONAL MATERIALS

FOR THE TYPENRITING PROGRAM

Business Department
Hillsdale High School

1969-197,-' School Year

This re?ort will describe the experimental audio-visual project for

development of video-taped instructional materials in typewriting to be

used in the business department at Hillsdale High School in the San Mateo

Union High School District.

PRCITECT PROCEDURES

There are many variables that must be considered when an experimental

program of this type is instituted:

- Are the facilities adequate?

- Is the equipment dependable?

- Is the staff sufficiently well trained?

- Is the staff sufficiently creative to produce video-tapes that can

be effectively used in the instructional program?

- Are sufficient funds available fo_ the purchase of necessary

supplies, the maintenance of the equipment, and the provision

of teacher time for the development of the viaeo-tapes?

This list, while not exhaustive, points up the Items considered to

be most essential to the success of the project.

The assumption was made that the facilities and equipment available

were adequate and dependable enough to accomplish the major objectives

of the project. The student technicians were trained in the Television

Production class, and were willing to put forth extra effort to complete

the task.
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video-Tape: 2

The video-tapes were produced in their entirety by Vary Nicewander,

a business teacher at Hillsdale High School. She wrote and narrated the

scripts, demonstrated the lessons on camera, provided additional train-

ing when it was needed by the student technicians, and supervised the

taping.

Miss Nicewander's extensive experience in instructional television

was considered a critical ingredient of the project. She spent two years

in American Samoa where a1L instruction is presented via television.

Specie' funds from the Bureau of Business Education for this ex-

perimental project, plus the additional support provided by the Sean Mateo

Union High School Distrlct, allowed for the

- purchase of necessary video-tapes and other supplies;

- maintenance of all television equipment;

- employment of a paraprofessional who, teamed with a taacher

in large-group typing classes, El:cod tie second teacher to

work on developing and producing the video-tapes.

PROGP.M. OF3SECEIVES AND EVALLTATICTI

PRIMARY OBJECTIVES

1. Objective: To develop video-taped lessons for use in typing classes.

These lessons were planned to include

- the alphabetic portion of the typewriter keyboard, and

capitalization;

- the basic machine parts; i.e., space bar, carriage, carriage

release lever, line-space regulator, left margin, right margin,

tabuhlior set, tabulator cleat, tabulator key, left shift key,

right shift key, shift lock key;

- proper typewriting techniques.
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Video-Tape: 3

Evaluation: Approximately one-half the lessons were completed.

Work on the remaining lessons will continue until the end of the

school year..

2. Objective: To give students enrolled in the Television Production

class at Hillsdale High School practical experience in making video-

tapes.

Evaluation: This objective was met. Student technicians, trained

in the class, received on- the -fob experience in developing the tapes

for the project. The students were coop,irativa and interested in

completino their work,

SECONDARY OBJECTIVES

3. Objective: To extend the use of the television console and monitor-

ing equipment in the large-group typing :2ass at Hil. dale High School.

The equipment was installed approximateiy two and one-htlf

years ago to make it possible to insttac.t large groups of students

in typewriting through use of "differentiated staffing" and "live"

television instruction. Although instruction is presented "live"

over television, the full intent of the original plan has not been

achieved to any significant deg,e It was expected that this pro-

ject would assist in carrying out or modifying the original plan by

providing video-taped materials that would lend themselves to im-

proving the instructional program.

Evaluation: Classes An which the paraprofessional was used In a

supervisory role during "laboratory periods" or as an assistant in

large-group instruction operated quite well. this may indicate a

measure of acceptance of "differentiated staffing" by the teachers

and administrators. Other than this, however, there in little

evidence that the project has assisted in carrying out the original
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Video-'"ape : 4

intent of the television installation.

4. Objective: To encourage teacher involvement in the production and

use of video-taped instructional materials.

Evaluation: With the exception of the developer of the video-tapes,

there was no teacher involvement in planning, developing, or using

video-tapes in typing classes.

5. Objective: To evaluate the feasibility of producing video-tapes,

that are useable in the classroom, with the equipment available.

One might conclude that the investment of time, effort, and

Aoney in the instructional television facilities and equipment at

Hillsdale High School would make it possible to produce video-tapes

that were useable in the educational programs. However, the relatively

restricted use of this medium throughout the school indicated that this

might be a false conclusion.

Evaluation: Th3 technical problems encountered in carrying out this

experimental project clearly indicated that the existing facilities

and equipment were inadequate. The console and classroom monitors

operated well. The video-tape recorders, cameras, storage facilities,

and related equipment were undependable or not sufficient to support

an instructional television program.

The equipment was inoperative a good part of the time because of

needed repai. Example: tapes made on one video-tape recorder

would not play on any others after repairs had been made on the typing

project recorder, tapes made prior to the repairs would not play. The

district has been unable to locate a video-tape recorder that will

play these video-tapes.

The cost of maintaining and repairing the equipment during this

project has been prohibitive: approximately $1,500.00 was paid,
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Video-Tape: 5

during the period January through March, to out-of-district repair-

men, while district personnel expended an additional fifty man-hours.

Teacher, administration, and lost class-time must also be considered.

Under the existing con6itions it is not feasible to attempt to

produce or use video-tapes for the instructional program at Hillsdale

High School.

6. Objective: To move toward establishing a "performance curriculum"

in the typing program at Hillsdale High School.

A curriculum designed so that sti.Jents may advance through the

program as they successfully demonstratR required per'fOrmance, re-

quires t,uwe type of individually plesct.d5ad instruction. The project

was intended to make it possible to "recycle" students, not meeting

performance criteria, and to provide th=m with additional instruction

specifically directed toward mastery the typewriter keyboard. At

the same time, more advanced students could progress to more challeng-

ing work. The "recycling" could be accomplished through the use of

video-taped instruction.

Evaluation: Achievement of this objective was dependent upon success-

fully meeting objective 1. The problems detailed in the evaluation

of objective 5 made it impossible to achieve this objective.

7. Objective: To study the feasibility of using continuous-loop films

as an alternative to video-taped lessons.

Hillsdale High School is the only district school having te13-

vision installed in a typewriting classroom. An alternative way to

"recycle" small g.oups of students through portions of the instruc-

tional program, as described previously, is to use continuous-loop

films. These loop films could be based upon, or "prints" of, the

video-taped lessons.
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Video -Tape: 6

'evaluation: Achievement of this objective was dependent upon success-

fully meeting objective 1. The problems detailed in the evaluation

of objective 5 prevented achievement of this objective. In addition,

the video-tapes produced must be of high technical quality and must

be validated in order to determine if continuous-loop films should

be made from,,or based upon, them.

8. Objective: To determine the feasibility of transferring, or "dubbing,"

recorded materials on one-inch video-tapes to one-half inch video-tapes.

If it was determined that this objective could be reached, the

other district schools that do not have a television installation

could then utilize the one-half inch video-tapes on portable Video-

tape recorders that have small built-in monitors. Thus, instruction

or "recycling" of students by the use of video-tapes could be accom-

plished in all district schools.

Evaluation: Again, the multiple problems described above prevented

achievement of this objective. if it is possible to locate a video-

tape recorder that will play the tapes already produced, this Objec-

tive will be pursued during the remainder of this school year.

EVALUATION BY THE DISTPICT ACADENY OF INSTRUCTION

The San Mateo Union High School District Academy of Instruction, a

teacher- elected body of fellow teachers, recently completed an extensive

evaluation of the television equipment and related facilities at Hillsdale

High School. This evaluation, though conducted in en entirely different

manner and for different reasons, clorely parallels the portions of this

report that deal with evaluating equipment and facilities that were avail-

able for use in the experimental audio-visual project.

In both evaluations deficiencies were found to be present to such an
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extent that they seriously hampered carrying out the intent of television-

related projects at Hillsdale High Schcoi.

PECOMENDATInNS

It is recommended that video-tape production Ln typewriting be con-

tinued at Hillsdale High School if the following conditions are met:

1. The deficiencies in the Instructional television system, as

identified by the District Academy of Instruction and in this

report, are corrected;

2. The Hillsdale High School business department staff is involved

in planning, producing, and using the video-tapes in the type-

writing program, and there is active support of the concept

and of the project.

3. The:objectives, both primary and secondary, chat'are identified

in this report are accepted as commitments by the business de-

partment, and that departmental members make every attempt to

meet them.

. All three conditions must be met if the project is to succeed. If

any one cannot be met, .1.t is recommended that video-cape production for

typewriting at Hillsdale High School, as described in this report, be

terminated.

It is further recommended that, if video -tape production is discon-

tinued, serious consideration be given to removing the television monitors

and console installation in the large-group typewriting class and csing

the elsewhere within Hillsdale High School or in another district school,

and that the large-group classroom be replaced by two smaller classrooms.

The facility as is now being used dove not justify the investment in-

volved, nor does it justify the additional problems is creates in the

educational program.
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APPENDIX K

DA'C'E: January 29, 1970

TO: Members, San Mateo Union High School District Board of Trustees

FROM: Peter G. Palches, director, Marin? Planning Group

RE: Marina Task Force Reports

The task forces making policy recommendations for Marina High School are
nearing the completion of their assignments. The four groups have organized them-
selves and studied their problem aLes3 independently. In the case of Committee D --
Computers and Television- -there will be two separate reports. Each report represents
many hours of volunteered time and effort by students and staff of the San Mateo
Union High School District and by citizens of Foster City, the district at large,
and in two cases the greater Bay Area.

The attached reports from Committee A on Accounting for Student Progress and
the subsection of Committee D concerning computers are the first reports to be
completed. They are submitted to you now for information so that you may have
more time for discussing the reports with committee members. Representatives of
each of the committees submitting the Attached reports will be presented at the
regularly scheduled board meeting on February 5.

Several features of the reports deserve comment:

1. Although the committee Lesitneents focused on Marina, committee members
included all district schools in their deliberations.

2. All committees asked - "What makes sense for learning?" as their primary
question. In many vises, tbio emphasis resulted in recommendations
requiring fundamental changes in our existing school structures and procedures.

3. In general, the reports describe broad policy directions. The committees
recognize that translation of these general statements into action pr:::grams
will be a challenging and difficult process.

As other reports are completed la the near future, they will be submitted
to y4u. No action is requested of the Board at this time.

PGP/sc
Atts.
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COMMITTEE "A"

ACCOUNTING FOR STUDENT PROGRESS

Committee Members:

Mr. Randy Gold
Mr. Kenneth Robertson
Mr. Ernie Hickson
Mr. Henry Use
Mt. Jack Mancinelli
Mr, Fred Nelson
Mrs. Lelia Gene Cover
Mrs. Janice Barnhart
Mr. John Morrill
Mrs. Celeste Cron
Mr. Israel Tribble
Miss Loretta Quon
Miss Heather Urban
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A COMMUNITY SCHOOL

In the belief that the Marina educational facility will offer to
its students and the community far more than the traditional range of
educational experiences, the Committee on Accounting for Student Frog-
res3 recommends that the school operate on a 12-month, four-quarter
schedule.

Under this system, -.. full instructional program will be offered
during each of the four quarters, and both students and staff will
have the option of participating in any of the four quarters. The
Marina plant and staff also must be available at any time there exists
a demand for an educational or community service, are. the facility should
be designed to encourage various segments of the community to include
the facilities as an integral part of their activities.

The committee further feels that the term "high school" is too
limiting in its concept, and suggests that "learning center" or "ed-
ucation center" would be more appropriate.
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OPTIONS

It is expected that the school will offer an optimum number
of o ?tions to the administration, staff and students, providing
them with immediately available, functional choices in learning
modes, location of learning, pace of learning sad evaluation of
learning. To insure a maximum amount of flexibility, it is ex-
pected also that options wt!1 be evaluated by staff, students
and the community for their effectiveness in a changing environ-
ment, and that scheduled time will be made available for the
evaluative process. Flexibility should include, but not be li-
mited to the addition of new options, and the change or deletion
of existing options.

Included among the options available to staff and student
should be an opportunity for students to gain credit by demon-
strating their ability to meet performance criteria, and an op-
portunity for staff to determine the unit value of a learning
experience based upon the depth, intensity and time allotted to
that learning experience by the student.
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STAFF EVALUATION

Marina school should have an evaluative process which places
equal value on all staff--administrative, certificated, and class-
ifiedwho come into direct contact with students and the educa-
tional program.

The evaluation of the instructional staff should include con-
tributions by students, peers, and administrators, and the evalu-
ation of administrators should include contributions by students,
instructional staff, and district administrators. It is expected
that the staff will be provided with equipment and encouraged to
pursue a program of self-evaluation, through such media as audio
and video tapes, and that scheduled time will be provided to carry
out such evaluations.

The committee recommends that the results of staff evaluations
should be the basis for the selection of professional growth acti-
vities leading to advances in salary and/or future assignments.
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STUDENT EVALUATION

As a requirment for graduation, each student must demonstrate
a minimal level of proficiency in those basic skills required to
allow him to function as an effective human being. In addition,
it is expected that each student shall choose and pursue a course
of studies and/or related experiences to extend his general effec-
tiveness in as many interest areas as a student may select, and to
provide him with a personal set of specialized skins.

To create a success-oriented learning atmosphere, the committee
also recommends that transcripts include records of student successes
only; that credit packages of unequal unit value be encouraged, re-
flectiig the differences in the depth, intensity, and time allotted
a learning experience, and that there be a provision for special
credit allocation to reward relative improvement in terms of indi-
vidual capabilities.
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COUNSELING AND GUIDANCE

A comprehensive counseling system for Marina should include
several levels of service to students, and parental invilvement
should be emphasized to a greater extent than it is at present.
At the most specialized level, professional counseling should be
available for tsts and measurement; for college and vocational
guidance, and for psychological services, with separate, indi-
vidual experts assigned to each of these areas.

Additionally, each teacher should be an advisor, and each
student should have a teacher-advisor, whose responsibilities
will be guidance and approval of individual program development.
The teacher-advisor will make referrals for specialized services
to students and visit families at home. Paraprofessional help,
will assist in routine work currently associated with counseling.

In keeping with the committee's belief in Marina as a com-
munity school, another level of the counseling system should
take advantage cf the broad range of expertise available through
members of the community in providing students with information
on career opportunities.

721



------------

SCHEDULED TIME

To insure the continued operation and success of the
evaluative processes and the variety of services recommended
in this report, the committee recommends that the personnel
charged with carrying out these responsibilities be permitted
scheduled time in which to perform their duties.

For example, teaches- advisors must be allocated scheduled
time to assume their guidance and visitation duties, and staff
and students must be allotted sufficient scheduled time to per-
form the recommended evaluations of personnel and programs at
Marina.
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COMMITTEE "B"

SHARED FACILITIES

723

Committee Members:

Mr. Frank Seebode
Dr. Gary Lee
Mr..Bill Walker
Mrs. Sue Field
Mr. Roy Archibald
Mr. Scott Keranar
Mr. Bill McLure
Mrs. Barbara Richard
Mrs. Lou Reed
Miss Odie Cook
Mr. Paul Baldwin
Mrs. Marilyn Clark



REPORT ON SHARED FACILITIES - COMMITTEE B

I. Primary Recommendations

A. That while an unusual opportunity exists in the planning and construction of Marina
High School to meet community needs, it should not be forgotten that existing high
school facilities must be used to a much greater degree now.

B. That the San Mateo Union High School District initiate and pursue a vigorous dis-
trict-wide policy making its facilities and programs available to the community.

C. That the San Mateo UnioL High School District actively seek the use of community
facilities and resources fc.r educational purposes.

D. That the San Mateo Union High School District encourage and aid in developing
programs and courses open to both adolescents and adults.

E. That the San Mateo Union High School District recognize the necessity of involving
the community to be served in planning, developing, and implementing programs. The
district, in conjunction with each community now being served, should form a com-
mittee to work to this purpc4t.

F. That the San Mateo Union High School District assign personnel whose sole responsi-
bility would be to facilitate a community school program.

II. Rationale:

We believe that the greatest need in this district, as well as its individual
communities. is for people of all ages to work together toward understanding each
other. Polarization of groups within our society demands that we learn to communi-
cate with each other and improve the quality of relationships. It is equally im-
portant that each individual recognize the worth of his contributions and be able
to recognize how his goals relate to the goals of society. In other words, our
primary goal is to create and foster a sense of community.

If we are concerned with creating a sense of corraunity, then we must have a
community school and we must share all facilities when th e is a need to do so.

To be responsive and responsible the San Mateo Union High Schocl District must
work with as well as for the people it serves.
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REPORT ON RECREATIONAL FACILITIES - COMMITTEE B

We recommend that San Mateo Union High School District provide facilities for re-
creational use in conjunction with the Estero District of Foster City.

I. We recommend that a permanent committee be established consisting of representatives
of San Mateo Union High School District, Estero District, Foster City Recreation
Department and representatives of any group or agency planning to provide public
recreational facilities in the area. This committee should meet regularly to:

A. Discuss providing joint facilities needed in the community for recreational
use.

B. Help in planning of Marina facility.

C. Share ideas and suggestions for recreational programs.

D. Promote trust and understanding between agencies involved.

E. Consider the need for a community service director, accountable to both the
school Pstrict and the recreation department.

II. Some of the advantages of joint use of recreational facilities are

A. To create a sense of total community between students of the school and the
residents of the area. The committee supports the concept of "Community
Schools" as exemplified by such cities as:

1. Flint, Michigan
2. Kalamazoo, Michigan
3. Battle Creek, Michigan
4. Pontiac, Michigan
5. New Haven, Connecticut
6. Miami, Florida
7. Sarasota, Florida

B. To create a basis for friendly contact between people of all ages. We see
this as one way to reduce the generation gap.

C. To make full use of very expensive land, facilities, and equipment. Foster
City is a unique community in that it is still in the planning stages. A
cooperative site plan can be developed to insure Marina High School and Foster
City maximum recreational facilities at minimum cost. To avoid wasteful and
costly duplication in this area, cooperation in planning is ,-ritical.

D. To strengthen and reinforce many areas in the school's educational program.
A cooperative site plan should be developed for Marina High School to insure
outdoor facilities adaptable for nigh school instruction, physical education,
and athletics. The school's program should take into account facilities at
the Community Recreation Center. Both Central Park Recreation and Marina High
School sites, along with the lagoon system, should be considered as an integral
community facility and used effectively and imaginatively ..!or challenging edu-
cational curriculum.

E. To reduce burglary and vandalism. This is a by-product of extensive use of
school facilities.

-3-
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III. Most of the disadvantages of joint use of recreational facilities involve some
sort of conflict between the sharing agencies. Some of these conflicts might be:

A. Disagreements between educational goals and recreational goals.

B. Disputes over control, priority use, or eligibility use.

C. Conflicts over responsibility for safety and liability.

D. Discord over responsibility for maintenance and repair.

E. Dissention over administrative responsibility and personnel.

F. Controrersies concerning joint financing.

Our committle does not wish to minimize the disadvantages of joint recreational
facilities; however, these problems have been dealt with successfully in many communities.
The Shared Facilities committee is not expert in this area, but feels certain there are
many qualified people available to serve on a permanent committee which could solve
these problems.

The Estero Municipal Improvement District of Foster City has already taken steps
in this direction with a MASTER PLAN FOR PARKS AND RECREATION by Ellis, Aradt S Trues-
dell, Inc. Their plan, #18. SCHOOL,calls for the establIzliment of just such a permanent
committee.

Socrates said, "Leisure is the best of all possessions." l!arina High School
should have the facilities to enhance the leisure time of all residents of the com-
munity.

-4-
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LIBRkRY PJ'PORT - CffIAITTEE B

Following the November 19 study meeting, the Committee on Shared Facil.Ities adop-
ted a resolution recommending that the Office of Marina Planning develop a proposal
for the administration of a joint-use library facility.

A joint-use facility is seen as being one plant, one staff, serving two different
administrative boards, with funds now serving two separate library systems being chan-
neled into one operation. Representatives from both library systems could serve on
one joint-administrative library board.

We see the physical plant as one being divided into areas of specific use and
into areas for specific age groups. In effect, this would not be too different from
the structuring occurring in most large public libraries now.

Some of the advantages of a joint-use library facility would be the following:

I. It would involve more taxpayers in the use of our high school, and broaden the
concept of the function of the school in the community. More taxpayers would
consider the high school as an integral part of the whole community, and not
just a taxpayers' burden for the use of a few.

One of the popular arguments contributing to the defeat of many bond elections
is that expensive school plants stand empty a god part of the year. By utili-
zing our library in this way, we would not only counteract this argument, but
would at the same time, involve many new groups in our high school. Some of
the groups to be involved would be the following:

A. High School Students - Students would be able to attend a neighborhood high
school library rather than a more distant public library.

B. Junior High School Students - Of particular interest to this group vould he
the reference material. It would also establish the pattern of visiting the
high school library, and facilitate the transition from junior high to high
school.

C. Elementary School Students and Pre-Schoolers - This would obviously be one
group requiring a special area in the library. As well as the usual read-
ing material for this age group, such features as the "story hour" would
take on added meaning if the skills and talents of the high school students
were tapped.

D. Parochial and Private School Students - Quite frequently these students come
from schools whose school librn..c . are inadequate. A joint-use facility
would promote better understaAtng, and impart the idea of sharing to a group
of parents who elect not to send their children to public schools, but who
are actually helping to support two school systems.

B. Parente - Aside from the obvicms advantage to the parent of being able to use
the nearby school library, a great deal could be said about the more subtle
3ivicie.4 for parent and student alike, if the high school campus were not con-
sidered "alien territory" to so many parents. It could not help but promote
a closer relationship between the home and the school.

5-
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F. Community At Large - The joint-use concept would provide greater opportunities
for such things as the "Great Books Program," and students and teachers would
be more readily available to serve as group leaden in projects such as the
following.

II. The second advantage in a joint-use library facility would be that it would provide
a training ground for high sellool students. This would relate to sP.-zral sugges-
tions made in I. Since our main goal is in providing education for the high school
student, we shoulti look with great favor upon an opportunity to expAni the student's
educational opportunities, while at the same time providing a useful service to the
coinunity. Some of the possibilities for student training and involvement in the
joint-use library would be:

A. Opportunity for students interested in the study of library science.

B. Opportunity f:r student training in working with younger children through the
story hour, or simply as a student aide.

C. Opportunity for group leadership through participation in such groups as the
"Great Books Group."

D. Opportunity for part-time employment for a great many students as library aides,
etc.

III. The third advantage in the joint-use facility again is focused on the high school
student. This type of operation would encourage more high school students to
use the library when they realize they would not have to familiarize themselves
with two distinct libraries. Particularly in areas such as East San Ifiateo, a
student from a culturally deprived home might be morc apt to return to the familiar
school library after school hours, where he might not venture to the more unfamiliar
public library.

before a school, such as Marina High School would be designed around the idea of
a joint-use facility, it would be our recommendation that the possibility be ex-
plored of opening up one of the already existing school libraries to a limited
joint-use concept. Creatmoor High School and San Mateo High School would both
lend themselves to this type of operation. Both high schools are located in areas
that do not have large public libraries close by. An experimental program of open-
ing the libraries to the general public, perhaps only two nights a week, might
be one suggestion to implement this plan.

We see the disadvantages to a joint-use facility primarily as being those sugges-
ted in the County Librarian's report. They are:

A. A different service emphasis.

B. A difference in certification requirema,:s for public librarians and school
librarians.

C. The difficulties arising when funds and policy flow through two different admin-
istrative boards.

We feel that the advantages to a joint -use facility far outweigh the disadvantages
and we mould recommend that the Marina High School Planning Committee explore every pos-
sibility for incorporating this new and exciting concept into the planning for the new
Marina High School.

-6-
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JOINT CURRICULUM COMMITTEE B

Most people today recognize that education must be a life -long process because
of the on -going need for job-retraining, because of the rapid expansion of human know-
ledge, because of increasing leisure time. The concept of education as an initiation
rite or apprent.ceship ending with adulthood is dying out. However, while people may
recognize that tney must be life-long learners, many are unsettled by the pace of edu-
cational change.

Parents especially sense to oae degree or another that the education their child-
ren are involved in -afferc radically from the one they received. Some educational
changes have become commonplace to students while continuing to baffle parents. The
schools have thus become the focal point-- in some cases, the battleground--of inter-
generational misunderstanding. Some parents, mystified by their chilOren's school
experiences, mistrust the schools, finding a great deal in curricula that is not
"relevant" to their idea of education. Other parents, excited by innovations and
expanding educational vistas, regret their own lack of opportunity to participate
in experiences being afforded their children. In either case, parents are regret-
tably alienated from the schools they are asked to support.

Many educational innovations with tremendous potential are thwarted by community
misunderstanding. Similarly, problems which might well be solved by concerted school-
community effort--like the problem of dropouts, for instance--remain unsolved because
of existing gaps between the schools and the rest of the community. Tsxpayers,isolated
from the schools, often feel they cannot afford the financial burden placed on them
for education. It is certain that the schools cannot afford to innovate without in-
volving parents and other citizens in the planning, executions and, when possible,
the direct benefits of educational change.

The "community school" concept offers a variety of possible remedies to these
problems, most particularly, the idea of a joint curriculum. This committee recommends
an Integrated program of adult and regular high school education, operating continuously
from morning through evening.

I. We envision these salient features and benefits of such a program:

A. Though some courses would be designed primarily for younger students, and some
for adults, regular and adult classes would not be segregated, and courses would
be open to all age groups.

:. The longer school day would be more convenient, for students, especially those in a
work experience program, and for adults with free time during the day.

C. The junior college would be asked to approve some courses for college credit, such
as:

1. Subject A English, to encourage college-prepatory students with writing defi-
ciencies to work harder to improve their writing.

-2. Education and/or adolescent psychology courses in which adults would receive
college credit for serving as teaching and counseling assistants.

-7-
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D. Increased contact between adults and teenagers would help bridge the generation
gap. Some seminars might be especially designed to deal with this problem.

E. Studying with adults will help younger students to take their work more seriously,
and to see the relevance of school work to their later liv_s.

F. Parents in the program will be in a position to better understand problems faced
by educators and the continual need for educational change.

G. Through the use of community lay people under the direction of certificated per-
sonnel, the program will be enriched for students of all ages.

H. The school library would remain open at night, further enriching the program for
all students.

I. Community service groups--like the volunteer bureau--would be intimately involed
in the curricular and co-curricular activities, which would greatly strengthen
programs like the "candy stripers," for instance.

-8-
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PRE-SCHOOL PROGRAM - COMMITTEE B

The establishment of a pre-school program within the community high school would
help meet the goals of the concept of the community school--to increase the interaction
between students and adults, to make education more relevant, to increase ,_-z-anity
spirit and coordinate recreational and educational offerings for pre-schoo.:r;.

The advantages of such a 7rogran are these:

I. A pre-school program would make education more relevant.

A. Many students of high school age lack knowledge about children at the
pre-school age. For most students, there is absolutely no interaction
between the two. Students working in the pre-school would get the oppor-
tunity to work with and understand small children.

B. High school-aged mothers, wed or unwed,could use the pre-school for their child-
ren in order to take classes, and work in the pre-school to learn more about
caring for all of the neds of their children.

C. The pre-school could be an extension of high school homemaking and psychology
couroes. Students would be gaining first-hand knowledge about taking care of
children, something that would be of much value in later life. Also, those
students interested in teaching and other professions involving young children
would profit from the pre-school.

D. The pre-school would provide the chance for more children of pre - school age
to experience learning before kindergarten. Programs such as "Head Start'
could be included in the pre-school idea, giving more culturally-deprived
children a chance to take part in the program.

II. A pre-school program would increase adult-student interaction and community spirit.

A. Mothers would be able to attend day classes at the Marina Educational Center if
there were a pre-school program for their children.

B. Pre-school programs would provide another bridge between adults and students.

1. Students caring for pre-school children, while learning responsibility,
would gain insight into the responsibilities of parenthood.

2. Adults could gain a new trust for students, knowing that their children
were being cared for by high school students in addition to the pre-school
instructor.

3. For adults, the high school would no longer be alien territory.

While the committee did not study financing, we are aware of the possibility of
financing such a program through Federal and State child care center programs.

-9-
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REPORT ON ARTICULATION BETWFEN THE SCHOOL AND THE COMMERCIAL WORLD

COMMITTEE C

FORWARD

In considering this assignment the committee was impressed with the need that stu-
dent life become a part of the fabric of civic, cultural, and commercial life in the com-
munity; however, the committee became concerned with the danger of syphoning students
from the important academic pursuits traditionally a part of the high school curriculum
into an 0er-emphasized vocational training program. The argument thf_t isolating students
from "real" or adult life is a source of irrelevancy and boredom is at least in part an
excuse given by educators for their inability to excite the interest of students in aca-
demic pursuits. It is nevertheless desirable that some integration with the business
community in terms of work programs and introduction to the responsibilities of the bus-
iness world would be valuable and provide a suitable balance to strictly academic pursuits.
It is in this light that the committee's recommendations discussed below are to be read.

I. A district policy governing the goals and purposes of a fully realized work exper-
ience program.

It shall be the objective of the San Mateo Union High School District to provide
each student with:

A. Training, counseling, and a systematic exposure to the world of work which
improve the student's ability to make satisfying career choices. A progral

support this goal includes:

1. The establishment of a required work-experience activity for each studen
selection to be made by the student.

2. The establishment of standards of performance in work-experience actin

3. A coordinated program which teaches students the relevance between work-
experience and academic studies.

4. The identification and establishment of the maximum number of work-expe
stations within the Marina High School, the School District, and related

B. An opportunity to talk with and/or observe members of the working community,
purposes of determining and reinforcing career decisions.

1. To insure availability of current information on careers, and a contir.Yn
dialogue between students and the adult working community, a community It
sources file will be made available.

C. The opportunity to learn and discuss the principles of and inter-relati(rsi p

between private enterprise, government, and broad social concerns.

1. To more fully develop the individual's ability to achieve a productiv
satisfying role in the world of work, he must understand the fuldamencalb
applied economics, employer-employee relationships and responsibilities,
mental and social efforts, profitability, and elementary principles of s
ing.

734



735

D. A flexible program geared to individual needs.

E. Opportunities extended under this proglam shall be offered to all high school stu-
dents in the district.

II. Specific Business arrangements which show promise of benefit to Marina as a community
school.

The following is a list of potential business arrangements deemed appropriate for the
Marina School Complex.

A. Hotel. At the present time, the airport is the largest single employer and the
largest single industrial complex in San Mateo County. It is generating many
airport-related service industries, of which one of the most rapidly expanding
is the hotel industry. If we were to develop some type of arrangement with an
off-campus hotel, or perhaps a hotel on part of our campus, students would be
able to work in a variety of stations, all with high learning potential--accounting,
food services, data processing related to reservations, maintenance, automobile
care and storage. etc.. 'here is some precedent for having a hotel connected with
a school site--specifically, in Dade County, Florida.

B. Theatre. The primary attraction of having a motion picture theatre on, or adjacent
to, the Foster City site is that it would avoid costly duplication,of facilities.
At present there is no movie theatre in Foster City, nor is there a high school
auditorium. But why should two facilities be built? Couldn't a movie theatre
serve as the auditorium for the school by day and income producer by night? Ad-
mittedly, there is little potential work experience involved with running a movie
theatre, although there may be as an apprentice movie projectionist. Certainly
there are opportunities in taking And selling tickets and in running the conces-
sion stand.

C. Recreation Center. Ia an age of expanding leisure time and in a community where
recreation facilities are limited, the attractiveness of a recreation center as
a work experience should not be overlooked. There are especially attractive
possibilities in the area of recreation which is not normally part of public
recreation facilities--.-ctivitiea such as bowling, pool, snooker, ping-pong, etc..
The unit in the Tresidder Union at Stanford might be a model for such a facility.
There are both work experience possibilities and revenue-producing concession
possibilities from such arrangements. There are also desirable features in
having these facilities connected with the school so that it will enhance
Harinats function as a community center.

D. Cafeteria. One way to handle an arrangement with a cafeteria would be to have
some type of food concession concern, such as Saga roods or Sky Chefs, take over
the overall management of the food service for the school. The school district,
perhaps in conjunction with the recreation district, would furnish the physical
facility for the cafeteria and, of course, through its situation as a community
center, would furttsh a definite and large potential clientele. The food service
concern would furnish responsible on-going restaurant service -o the public and
would additionally provide training stations for students in various work exper-
ience programs as part of its contract.

E. Book and Supply Store. As the Marina Conference pointed out so well, retailing is
a "natural" for high school-based cooperative business arrangements. Students
have money. aetailing is a major industry. As a community school, Marina will
have a variety of activities which will generate a varied need for supplies, even
more varied than those in the traditional schools. It will be important to have
such a supply facility on the campus, and it is appropriate to have students operate
it and gain experience in commercial activity.
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GENERAL COMMENTS

There will be a need for a new district function--business management for these
school-related businesses. Present school business managers are not trained to deal
with these types of arrangements. It should be emphasized from the earliest stages of
planning that this person need not be a credentialled person, thouFh he must be dedicated
to the goals of education end work experience.

Although the programs in some cases may seem to be expensive, two things should be
borne in mind. First of all, they are in many cases types of activities which will re-
duce the costs elsewhere or will bring in revenue. Secondly, the potential for outside
funding, should the district move agressively into this area are great. Federal funding
is authorized under the Vocational Education amendments of 1968. These types of educa-
tional arrangements are also likely to be attractive to the foundations. They do con-
stitute radical departures from normal school oosrations and have definite promise for
making a difference.

If work experience, as will be made available in these programs, is to be meaningful,
there must be tie-ins of the curriculum with the work experience. TM cannot continue
merely to have students leaving school for part of their time to take lobs. The purpose
of these arrangements and the purpose of these vocational programs in general at Marina
should be to provide relevancy to the overall curriculum, as well as to provide salable
skills for each student.

The above list is by no means a complete one. These are merely the types of arrange-
ments which appeared to make sense in an early brainstorming session. Notably absent from
the list are two major industries in San Mateo County--the electronics and data processing
industry (which are loaned together simply for convenience), and agriculture, specifically
the flower industry. Immediate steps should be taken to contact these industries to ir-
stitute planning for student stations in the conventional manner of off-campus work exper-
ience. The major consideration to be kept in mind is that by using more flexible time,
the student will be able to be on the job for longer and more realistic time units.

Finally, the whole concept of contracted educational services has also been omitted
from this paper. It is our opinion that on campus instructional contracts are more appro-
priately the concern of another sub-committee. However, it is too important an idea to be
overlooked at this time and possibly missed totally.

III. Steps to insure the cooperation of vouerful interest groups in labor and business
circles.

Specific steps directly relating to the implementation of gaining the cooperation
of interest groups in labor and business circles are not proposed. Tnstead, the
committee agreed that as a part of integrating the school and business communities
it would be necessary to draw from the ranks of industry leaders, labor leaders,
and educators a committee to bridge the gap between the academic and industrial
world. The committee suggests this be in the form of a standing industrial com-
mittee to consist of persons from industry, labor and school; plant personnel mana-
gers, union business representatives, and training program directors would be ideal
members of the committee as those so implied can best relate to the problems of em-
ploying high school graduates directly into industrial jobs. The California Depart-
ment of Employment could he an additional source of personnel and information for
the committee.

-3-
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Such c committee would have as its function:

A. Consultation with group planners to pursue the nossibility of industrial partici-
pation and the extent of such participation.

B. Curriculum design.

C. Active participation in student counseling.

D. Physical placement of students and employment under work study programs.

E. The search for further means of participat ^ of industr'i in campus life.

-4-
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REPORT ON COMPUTER SECTION - COMMITTEE D

I. Primary Rrma.endations

A. This ,:ommittee hays reached the colclusion that a computer installation should
be a part of the Marina High Schcx)1 plan.

B. Secondly, the committee recommend3 that the district provide for every student
the opportunity to achieve uaaic computer literacy.

C. The committee recommends that compu:er installations at Marina and elsewhere
in the district should be student-oriented. They .hould be educational tools
first and administrative tools second.

D. The committee also recommends that the planning for the computer installation
at Marina begin immediately, so that the installation .an be properly impleme-.-
ted and pilot programs can be started in other schools within the district.

Explanation.

Computers and data processing are going to become a part of every student's
life, as checkbooks and charge accounts are today. Computer facilities in
the home will be used tomorrow. The students should be prepared to deal in-
telligently with the role of the computer in modern society. Moreover, com-
puters are going to enter more and more new areas; as an example, they are now
being used experimentally to grade English papers. Finally, the consideration
of careers in data processing is basic in San Mateo County, due to the high in-
dustrialization of the Bay Area.

In insuring that the computer facility is used primarily for the benefit of the
student, it will probably be practical to put the non-student use of the com-
puter onto a shift which takes place during the late evenings and early morn-
ings so that the computer is re3erved for student use during normal school
hours.

Beginning the planning now is important for several reasons. First of all,
it.will enable staff members in all the existing schools to guide the plan-
ning and it will enable the benefits of the planning to be fel: in each of
the existing schools. Secondly, it will provide the time to orient teachers
toward thinking about compute.3, to give them the time to prepare themselves
in the computer field, and to give them the time to develop the necessary
curriculum. Finally, it will allow the time necessary to experiment with
various equipment configurations.
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II. Secondary Recommendations

A. Phases of the Planning

The committee feels that when Marina opens the following should have
been accomplished:

1. Development and implementation of a computer literacy program,
though perhaps without any hands-on computer experience.

2. Every Lath, science, and business teacher should be capable
of using the computer as he sees fit for the problem solving
and/or as an incentive device.

To accomplish these objectives, this group recommends the
establishment of a study/planning committee to guide the district's
implementation of a data processing installation. Among other things
the study/planning committee should do the following: take an inven-
tory of existing equipment and talent in the district; oversee de-
velopment of the curriculum in basic computer literacy; draw up plans
for motivating teachers to equip themselves with necessary data pro-
cessing and computer talents; evaluate and choose both the interim
computer equipment and the equipment to be installed at Marina.

The study committee might be compos04 of a number of school
district personnel balanced by one or two people in industry. These
outside people would be of particular help in the area of teacher
training.

The committee also recommends the dissolution of the study/
planning committee upon the opening of Marina, and the establish-
ment of a follow-up committee composed of knowledgeable people
who will study technological advances and educational needs and
make periodic recommendations for changes in computer facilities.

The committee also recommends that there be a district super-
viscr of data processing, that he be an educator, primarily, rather
than a technologist, and that he report directly to the district su
per:mtendent. This last provision is included to avoid the situation
in which a computer installation might become heavily weighted in
its use toward just one department or service. It is also made be-
cause such an installation is an inter-disciplinary operation which,
because of its potential expense, must be coordinated with the whole
district effort.

The data processing supervisor should be hired in the near future
in order to assist in the immediate planning and to provide continuity
between the planning stage and the opening of Marina. The supervisor
might be director of the study/planning committee or at least be of
much assistance to the committee.

-2-
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II. Secondary Recommendations (Continued)

B. Equipment

After much consideration this coamittee recommends that an on-site
computer be installed at Marina. Using the time-sharing facility of some
commercial system was considered; it was decided that this path would not
provide all the services needed by the district in order to use the compu-
ter to its full educational potential, primarily because it would inhibit
hands-on experience by the students.

The committee recommends that the leasing or buying of computer equip-
ment be in three stages:

1. The first stage would be the planning stage which would begin
immediately with the acquisition of a small processor such as
an IBM 1620, and its location in one of the district schools.
Such a processor would be supplemented by a terminal at each
high school connected either to the processor or to a commer-
cial time-sharing service.

2. The second stage would begin with the opening of Marina High
School. At this time there would be a complete, (for educa-
tional purposes), if minimal, system at Marina tied by termi-
nals to the other high schools (see section below--physical
layout).

3. In the third stage, facilities like Marina's would be instal-
led at the other high schools. At the same time Marina would
continue to experiment with technological and educational de-
velopments for potential use in an evolving, system.

The committee has refrained from naming specific equipment,
since it is likely that there will be many changes and in-
novations in computer technology before it is necessary to
order equipment for Marina. This report does include, how-
ever, a cost estimate of the proposed equipment based on
today's market. This amount should be considered in arriv-
ing at the total cost of the Marina cnyironment for bond as-
sessment purposes. (See budgetary consideration below).
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II. Secondary Recommendations (Continued)

C. Physical Layout

The committee recommends that the physical facilities involved
in a computer installation at Marina be broken into three parts:

1. The first part would be the computer center itself. This would
probably be the size of a normal classroom and would be a multi-
ple use room. it would house the processor and the console needed
for its operation; attached input/output devices (card reader/
punch, printer); and any permanent auxiliary storage devices.
There would be two or three key-punches for preparation and cor-
rection of work and there would be work tables and reference
materials. Communication lines leading to terminals in other
parts of Marina and in other schools in the district would ori-
ginate from this room.

2. The second part would be a resource center--a multi-purpose room,
perhaps equipped with carrels as well as open work areas. The
committee recommends that this room be equipped with at least
four terminals connected to the main computer. Such a room
would house other media devices. It would provide the students
access to the computer outside of regular school hours.

3. The third part of the recommendation for physical facilities is
that there be several "portable" terminals connected to the main
computer. At least two of these terminals should be quasi-permanent
in math, science or business rooms with the others available for
use in any subject. In order to implement the use of these termi-
nals, we recommend that every classroom be equipped with floor
ducts or pipes as well as telephone line capabilities.

-4-
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II. Secondary Recommendations (Continued)

D. Further Applications and Users

As previously stated the committee recommends that the basic users
of Marina's computer installation be for educational purposes -in order
to provide opportunity for computer literacy for every student, and to
allow for its use by math, science and business teachers as a problem-
solving tool and as an incentive device.

There are, however, many other computer applications to be considered.
In terms of educational uses, these further applications might include sim-
ulation, game theory, advanced problem solving, computer-assisted instruction,
computer-managed instruction, instructional material retrieval, and vocational
computer training, including operations experience and programming language
experience. The administrative uses to which a computer might be put include
the following: student registration; test analysis, project evaluation (ad-
ministrative simulation), guidance and counseling assistance, and the usual
administrative uses to which a computer is presently put. Additional ap-
plications could include programs for the educationally handicapped, gifted,
and adult students.

There may be an opportunity for the district to sell use of computer
time, if available, to other agencies such as the Estero Municipal Improve-
ment District, the County, other nearby school districts, teachers associa-
tions, and various commercial enterprises.

-5-
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II. Secondary Recommendations ( Continued)

E. Cost Estimates

The system should be planned primarily for educational purposes;
therefore, the basic equipment should be evaluated primarily for its
usefulness as an educational tool. Increments to the basic equipment
for administrative purposes should be on a cost basis. The cost of
the additional equipment should be compared to savings realized through
use of the computer in administrative operations and the revenue added
by selling computer services to others. The major questions in evalu-
ating hardware, then, should be: Is it educationally useful or does
it pay its own way in other use areas?

The following estimates are intended only to give a rough approxi-
mation of the cost of equipment based on current prices.

Phase 1 - Planning for Marina

Small processor or timesharing terminals to some commer-
cial service.

$10,000 to $20,000 ner year

Phase 2 - Marina Installation upon Opening

Processor with multiple access capability

Appropriate input and output devices

A minimum of: Five keypunches
Eight remote terminals

$100,000 to $150,000

-6-
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REPORT ON MEDIA SECTION - COHMITTEE D

Any plan for a new school must take into account the paramount problem facing
educators today: there are more students to be educated than can be handled by cur-
rent methods of teaching and administration, and the pressure of sheer numbers will
increase in the future. Societythat is, parents, teachers, students, and community- -
expects improvements in education at the same time it restrains expenditures in the
schools. The problem is, tilerefore, what methods must be employed to augment current
teaching techniques so that quality may be improved in spite of larger numbers of
students; what use of the variables of time, space, and staff can make these methods
most effective.

There is a natural reluctance on the part of school boards to venture into costly
innovations which may turn out to be nothing more than educational fads. There is,
on the other hand, a very urgent obligation for school boards to support changes which
seem to offer help for the problems mentioned above.

The tremendous expansion of knowledge in all fields of learning coupled with the
differing needs of our students dictates that much learning be individualized. Pro-
viding the materials, equipment, time and space to individualize instruction in a ra-
pidly changing world is the underlying rationale for all of our committee's recommen-
dations.

Media should not dictate to education. Just as the computer group could not be
specific in its report, we cannot and should not go into great detail. Not only is
the state of the art advancing every single day, but also a school philosophy must
first be determined and a staff selected before many technological decisions can be
intelligently made.

We can day that it appears imperative that we redeploy our students and teaching
skills to greater advantage. Extension of the skills of our better teachers to more
students, greater use of existing and planned school buildings, enrichment of curricular
offerings, and individualization of instruction all point to the need for increased use
of audio-visual media.

Our work has led to general recommendations for material usage and preparation,
for the building, for television, and for the use of time, apace, and staff rather
than specific proposals for technical acquisitions. Any mention of dollar amounts can
only refer to today. Breakthroughs in the next few years could drive prices down or
provide some new superior system which would justify a greater expenditure.
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I. Recommendations

A. Individualized instruction will require the acquisition of much equipment which
the district does not now own. Audio tapes which a student can replay as often
as he desires should be readily available. We recommend against a large dial-
access system of tape retrieval; instead, we believe that the school should have
many cassette tape players which a student could check out and take home for use
as well as in-school use. Five hundred such players would cost less than a dial
access system and allow individualized control of the program being heard as well
as permitting use at times when the building might be closed. Small slide and
filmstrip projectors and 8 mm motion picture projectors should also be readily
availabie{or student use. Carrels should be located throughout the school in
attractive groupings. Many of the carrels should be "wet," i.e.,they should
have electrical power supplied to allow a student to use a slide projector or
cassettee tape player.

B. Marina should have the ability to produce most needed audio-visual materials on
site. Ample work space should be provided in the Instructional Materials Center
or elsewhere for both staff and student production of materials. Equipment should
be available which would produce both original and duplicate audio and video tapes.
The school should be able to prepare slides and transparencies as well as having
the capability of reproIucing existing materials. There should be equipment avail-
able for production of motion pictures. A staff graphic artist should be on call
to assist both students and teachers, and an adequate budget should be furnished
to procure supplies. As much equipment as possible should be operated by the
students.

C. Empty condui.; should be placed under each floor on six foot centers. Both tech-
nology and educational theory are moving so rapidly that it is impossible to
state future wiring, sound, and TV needs with any degree of finality. We can
only make provision for the building to meet the needs of the future as they
arise.

D: Each house or department at Marina should have access to a large group room which
would hold between 103 to 150 students. Rooms which will be used by science, art,
crafts, and homemaking should have television magnification equipment. Small
group rooms need full permanent walls and not just sight barriers if free dis-
cussion is to occur. Large rooms should have a sloping floor to provide visi-
bility. These rooms should have vow by row light control and have switches con-
trolling the lights by the doors as well as in the front and the rear of each
room. Provision should be made for the control of audio-visual equipment such
as slide projectors from the teacher's position. The electrical capacity found
in many rooms in the district's present schools appears to be inadequate; such
capacity should be cicsely reviewed at Marina.

E. The television studio described below and the Instructional Materials Center with
work space for staff and students should be located as near each other as possible,
and they should be on the first floor if in a multi-stoty building. Easy access
should be provided both to other areas in the building and to the outside.

F. Skylights have presented many problems in the district's present schools and have
prevented niAia from being used as effectively as it otherwise might; we recommend
that skylight: be avoided in any instructional area of Marina.

-2-
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I. Recommendations (Continued)

G. The architect may well design many of the interior walls at 'farina with the idea
in mind that they might be moved at some date in the future. The metal walls
found in the newer district high schools cause accousticrd problems. We would
recommend that destructible walls with a plaster finish he considered or that
some other accoustical treatment be used. Carpeting would not only serve to
help reduce maintenance costs, but would also help with the accoustical pro-
blem.

H. Many staff members have been dissatisfied with the results of their involvement
in the construction of the district's present schools. The committee strongly
recommends that the architect's rough sketches be returned to the committees
for further comments before being "cast in stone."

I. To further the concept of individuali%ed instruction each house or department
should have its own resource center. These centers could typically contain a
room with study areas and carrels, basic reference materials for student use,
and resource people to assist students. The resource personnel could either
be professiona) staff members, teacher aides, or, ideally, students. Off the
main room there should be small rooms with a chalk board and table and chairs
for students and teachers to use for conferences and study sessions. The house
or department office should open onto the resource center. Each teacher should
have desk apace in an office.

J. Marina should have a small television studio. This studio would cost under
$20,000 at today's prices. Equipment would include four video tape recorders
(at present, we would recommend the equivalent of the Ampex 5100, 1 inch re-
corder); four small video cameras with monitors; standard, wide-angle, and
telephoto lenses; an ample supply of video tape; and connecting equipment
including a switcher-fader. This studio should be at least 40 feet by 30
feet and have appropriate storage. The studio would be used as a classroom
for television production classes; as a place for teacher presentations to
be taped, and to televise guests on the campus so that the tape could be
shown to students whenever they were available. It is possible that the
studio could open onto a lecture area as in our present concept of little
theatres.It is even conceivable that a revolving stage could be used so
that productions could be turned toward the theatre, the television studio,
or the lecture hall.

In addition, the school should have several small portable television units
similar to the present Sony units. This equipment would be used to record
student performance in various areas, by the guidance staff to record inter-
views for later analysis, by the instructional staff for self analysis, and
by the Instructional Naterials Center as one alternative to preparing mater-
ials needed for instruction. The capacility to take the television to the
action is basic. While the studio will serve as a program center and be
the center for formal production of tapes, equipment must be able to move
easily and unobtrusively to the area where the immediate instructional value
is the highest.

K. In order that teachers may use the various media and be aware of their capa-
bilities, it is imperative that in-service training be provided. The audio-
visual course required of most prospective teachers is not adequate for an
instructional program which will let each student achieve his ultimate po-
tential.
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I. Recommendations

L. Time must be provided for the teacher to prepare lessons using media. Much of
the mediocrity in current teacher prepared materials results from the fact that
the teacher is expected to prepare them in his "spare time." One cannot compete
with the polished offerings of commercial television with "spare time" materials.
Use of interns, teacher aides, and released time could free the teacher of busy
work and give him time to be creative.

In summary, the ultimate media program for Marina must be developed after the
philosophy and staff of the school are selected. We can plan now to make the build-
ing flexible to fit the school's needs when it opens and for many years in the future.
Provision must be made to provide individualized instruction. Materials will have to
be produced locally to give creative teachers what they need; these teachers will re-
quire the time to participate in the creation of these materials. Finally, mistakes
made in building present schools in the district should be avoided in the planning
for :farina.
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