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NEIDS IN mE W.R.I. VDGATIOHAL KIAINIKG

Issembly of statistie&X data justifying the expenditure of
funds for vocational education*

Assembly of factual eyidence demonstrating that our program
of vocational edueation md:es a major contribution to center
eis™oyment and relocation*

Identifie& " tionoftp&iSLiBgneedaiiotzio™ejLnginel :-
Development of Justifialsle objective recordse
3jgr Teaient of instruction®

of shop manag ent teelmiques*
Deireloprezit of time allotments for fill courses*

Deyelopment of a plan for eondacting a program of Tocational
edaeation ift vixen and as State funds eease to be available*

Preparati011 of a plan for t8rffiiiial;ing the vocational training
program when the eenter closes«

Determination of poliey and program of vocational education
durizig the next six months*



Cheek list:
All Centers

1 - PMOMSS and VT get figures rgkesenting number of
r— |

13
14

Get figures representing number of evacuee teachers who
also will be available after Sept 1st.

Combine adult and voc&tioml prograz&s and supervision#

Preimre with VIS a list of short term courses which can
be offered evacuees from now on.

Prepare with AV1B a list of short term adalt classes which
can be offered evacuees from now on*

From school officials, geti
a- Check cm _school forms needed to complete program,

b Number of these forms on hand* o
c« Number needed* (urge iasnedlate requisition).

Forms: 238,245,280,281,282,283,292,353,354,3574,393.

Develop _plan for making inventory of vocational supplies
and equipment*

Impress VIES with Importance of clearing his records of
materials charged to him. (deductions from salary).

Develop outline for final report of VTS.

Make list of key people leaving center_soon*

Get 354 and 374 for all voc*l courses.

Bring 2458 up to date for past year and a half*
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HKLOCAVT £ )
Central Utah Project
Topaz, Utah

February 12t 1944

To: Section and Unit Heads

From; La™erne C. Bane ) )
Executive Secretary, Vocaticnal e""rainlnp

Subjectj ~DOoiRtment of Apprentices

I believe the following (i]uotations from a recent letter
from Mrf Joseoh Samler are self-ex l«natcry. If the Section
and Unit hea<la whc have aonlied for aODrcnticee v;IlI fill out
the form at the bottom of the aee, 1 will fcr™rr* It to the
Washington office,

nin aoolyinp for aoorcval for soorenticeehioa | surest
that the most inocrtant Item VvIth vhich to furnish us

is the Job analysis- _T am enclosing a copy of a tel*tyr’e
sent you today aoproving two of the oroooaed aonrentice-
ships, Conprat-ulationn on them! A\bout the others |
must raise some auestiioli .

It seems necessary to differentiate rather sharnly between
In-Service training for workers ~hc arr or should ke
emoloyed on the 16 vafire ari aoorenticeehit? trainings
Beth "rcu s can ba 1iven suoolementary training out

of whatever ghoo they are in. It It recognisethat
thé primary aim with beth tyneG cf erkftrs i1s oroducticru
"Noprenticee learn while they work* Your m-foe;rvicft treiiti-
ing program_ la deeiffreS to = better ~_of el yeefl
vh theoretically at leawt «ire already Qualified to a
the Job. Becausé of Its very extensive an™ cGmnenaaMft
In-Service training oroirram Topax _may faeft a snecial
situation and the above differentiation nay afterp =
what artificial. Ne”ertheleea, the aDOrenticeshic? train-
inp fundp arfi aharoly limited at oref»ent to #1200 oer
month afl should not be used to ay worker whe do not
belong in thie catopory.1l ghouls think that one of the

criteria we might aooly in any oltuaticn is that apprentice*

are hired after the reprular coroe of rerkera is

If you vill aspure me that th” four ffenoral clerical

posts iIn the Helooation Division are genuine aorentleft-
ships in that they are not aualifiod to do general cleri-
cal work but are to learn these skills en theJob, X

shall be very glad to send ycu Immediate a rr vai4 Much
the same thing 1a true for the sreneral clerical srcuo
In the Education Section. The iiaee thing oreci?*ely aowliee



5C f2ur In_Coat Accounting In tha Finance-
Oos .unit,1 shall wait for word from you on thepe.
May ! re- -embhafiize that It will cnly leafl to difficulty
It\e kee? a ""erentiation bet-ean ar”~renti®
ana quallfled wor ers In mlna ac clearly an uosgible
-at as the tenotation may be not to do acf the fact
tnat a euoolementar?/ class In related work ig given tc
n~bervice workers would not, |n my own opinion, justify
countmg them a% aporenticeg,

To Laverne C, BaR6
Executive Secretary, Vocational “raining

» N 1>lae ree<® the above ouotations frcm Mr. Joseoh

oarruer s letter and am willing to certify that the
—-———sopr™nljlcca w]i 8.Ta tio "trainftd in my unitj

are true aporentlces and are not Just oupolftmentary* workers.
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Accreditation of W. E. A# Schools June 11,1943

California =

There seems to be. no system of accrediting.'by State Board of
Education# A letter dated 4-5-38 from E* W* Morgan, Assistant

- Superintondent;add; resss<i. t"o C 1amisBioner. Stu<ithdk "0 1*" "fcatedt;at”

110 attempt mde by State Department to acoreditij public 6r private
secondary schools# Each school rsquiredl to comity with od
standards and courses of study since the st't© approves same*.
This, In a sense makes approval If not aoereditatioiu State

Board Is supposed to set up standards for Junior Colldge*

A bulletin issued by th6é University of Californiai” 1942#
states that schools Xi|itéd are accredited bv the University
of California may sen% graduates to the Uniyersity without
examination* (it is our understanding that other Softools
aooept this aooreditatiO3D)# Sone miniiaum requirements set up
min te, bu etin afe 1

L. Curriculum offered must provide pfeparation for university
_work.

=, At least three full time instructors.

= Have class f'or twelfth grad®© for graduation in year approved*
## Adequate library and laboratory

<. At least 1TO days of school#

5
Other <factors such as administration, organization, student and
teacher loads to be considerede

Utah -

Report made as of July, 1938
Ho explanatory notes but listing mad®© from rep6i*t of State Department.

721 5

1#

2«
3*

4*

5*

Gives following suggested standards

sohool shall reinain open nine months or t;least 172 davs
per year#
All high sohobl teachers legally certifiede
Adequate supervision for high school* The State Board is to
determine is" adequate*
Teaoner load isot over six periods |>er day expept li*“speoial
permission*
Student load not over 4 and one-“half units pei*iyear except for
special permission# Sixteen units required for graduatioh*a
inoiuaing eight units prescribed by State Board of Education*
Twelve of these units must be earned in last three years of high
school™*
School shall provide satisfactory teaching, high standards of
scholarship, proper school atmosphere, an approved system of
school records and suitable building and grounds faoilitiese
County schools shall make proper us© of state oourse of study*
State B.oard inspection. /onoe ©aoh year before high school aid
is approved*

Standards set up by State Board for approval*

Liacty



Taken from coraments in letter addressed to Commissioner Studebaker
by State Superintendent of “cuoation and from 1938 approval standards
as outlined on state approval forms# s andards listed ares

1 . At least three eachers in elementary. school wi YW adequate
program*

2* Building location, oonstruotiou, lignting, heating, veri®illation
and sanitation together with cleaning methods, type of
furniture and apparatus adequate insure hygienio conditions
to b© faotbrs in approval.

3« Library to be classified and well stora™j. Books selected from
standard high school catalogue* Estimated need at least four and

Vjplumnss :for. pupii. Laboratory adequate fa* course shall
be properly storede

4* Records* T) to date attendance and scholarship records needede

5. Approval granted for either three or four years hign sschool*
Eleven units required for three year high schoole Thirty--six
weeks or 126 clock hcmrs class work required* Shop time to
b© counted as equal to one-half academio time.

6*" :The school. at;uosphere ,suglv as habits: of stydejit general: . tone
of 8choo> shall 'le factors in approval*

7. There shpuld .'>e at’ "least four teachers who shjal]’: have. . baolieilorV
degrees or equivalent, with fifteen hours in eduoaticm and shall

wold. :Id*h certifioat*s valid for. subjects taught :

89 Teaohiiig load. It is recommended class size be not over twenty-
five, teacher have not more than five classes per ddy or 160
pupil class hours per day. The maximum. is se. t atlteacher-. pupil
ratio of 1 to 30. teapher class load six per day# Teacher-student
load 1$0 student hours per day*

9. Pupil (lced four unite of regular class work per year* School
year shall be at least 172 days# Class period shall be at least
40 minutes long* Laboratory awi class periods sixty minutes

long.

Standard set ip by. State Department®for approval of schools e



AeoreditAtion of W*H*A« Sohools Jvaw 11# 1948

California =

There seems to be no system of aooreditlng by State Board of
Bduo&tlon* A letter dated 4*5*58 from B* H* Morgan# Assistant
Superinteodent addre-"ed to Commif~loner Studebmlcor <tated that
no attonirt mde by State Dopartmsnt to aocoredit publie or private
sooondary sohoolse Eaeh sohool required to comply with law on
standards azid eourses of study slnoe th« s"bito «pprov«g same*
This.1lb 9 sense n&lces pproval 1T not UGordditatioii* Stat

Board Is supposed to sat up stazidards for Junior College*

A bulletin Issued by th© University of California* July, 1942#
mtates that sohool listed aro Accredited by th«

of California a&y fied gr«iuat«g to the Univorfiity without
examination* (It 1 our understanding that other 8011001
aeeept this aooraditation) = Somo mini m requirements set up
in the bulletin aret

1« Currleulum offered must provide preparfttlon for tmiv«r«ity
work*

2* At lIsast thr«« Ffull tine instruotors*

8* Biale ol&st for tirelfth grado for graduation in year approved*

4* Adoqué&te library and laboratory

5« At least 170 days of sohool*

Other factors sueh &s adsdnistration™ organlsatlon9 student and
teacher loads to be considered*

Utah *

Heport made as of July# 1938*
Ho explanatory notes but listing made from r«pdrt of State Deprtmint*

1#

2*
3*

4*

B9

- follcnring  £7>8 stand rd™i

High school shall remln opon nin« months or at least 172 days
Jror year

All high sohool teaoher* legally oertified*

Adequate suporrislon for high sohool* Tho State Board Is to
d termine iviwt i adequ te®

Tesiohsr load not oror 81z periods per day exoepl by speeial
permldsion

Student load not over 4 and oxsa™half units per year exeept for
special parodk”™ion* Sixteen units required for graduationfg
including eight units prescribed by State Board of Bduoation*
Tw«Xy« OF these units must b« earned In last three years of high
sohool™*

Sohool shall provide satlsfi&otory teaohlng# High standards of
8eholAr«hlp# proper school atmoaphert™ «n Approved system of
sohool records and suitable building aod grounds faollltio**
County sohools shall make proper use of stat« ooorse of study*™*
State Board Inspection onoe eaoh year before high sohool Aid

i pprovod»

Standard! set up by Stat« Board for approval*



Taken from eomments is letter addressed to Comml88loser Studebaktr
by State Superintendent of ~.uoation ai)d 1958 approval stasdaz™t
outH&ed on state ftpprcmOL forms  Some standards listed aret

U

2*

4«
5*

6m

7*

8*

9*

At least three tAaehers In eleiMntary sohool with adequate /]|i]
progx*eat>

Building location, oonstruotlonf lightings heatings T»ntilation
and sanitation tog«th«r with oleaniag methodsf typ« of

fumitort &nd Apparatus adequate* t« insure ygienlo conditions
to be factors in approval*

Idbrazy to be elassifled and irell stored* e Books seleot«d from
standard high sohool o&taloguo* ISstlnatod need at least four and
ona-half tolussos for pupil* Laboratory adequate for eours« shall
be properly stored*

H«oord«« Up to d&te attend&no« and sehol&rchip rveorda n««d«d*
Approval granted for either thr«e or four years high school*
ElaTtn units required for three year high schoole Thlrty”slx
weeks or 126 elook hours elass work required. Shop tim to

be oountod aa equal to ono>h&IT aoademlo time*

The sehool atmosphere# sueh as hlibitF of studentgeneral tone
of sohool shall b9 faotors in approval*

Thore should four nho 8hall bftehelor
degrees or equi“vmlent, with hours la edueatlon and shall
hold Idaho oertlfie&tes T&lld for subjeott taught*

Teaehlsa™ load* It is recoBuneoded class sis# b« not ov«r twenty*
Five# teacher havo not more than Fiv« elasses per day or 150
puplX o0& 88 hours per d y* The nfediniiiii is set at toaoher”pupll
ratio of X to SO*$3aoher class load six per day* T«aeher»student
load 160 student hours par day*

Pupil load four units of regular ol&ss work per ye&r# Sohool
year shall be at least 172 days« Class period shall be at least
40 minutes long* Laboratory &nd class perloxd8 sixty minutos

long*

Standard set up by State Department for appro®val of sohoolt*

Brobft Livay



Aooredit&tlon of W«R*A* Schools Jjun® 11,1945

Crtllfomia =

There seems to be no system of aooredltlag by Stat« Board of
Eduoatioa* A letter dated 4»S«$8 from £ H« Mogftl4 Assistant
Superintendent Addressed to CommlssioEyer StudebAker ttat«d that
no attempt mde by State Department to acoredit@ pabllo or private
secondary sohools* Eaoh sohool required to comply with kir on
tapadfllrds &nd course of sinady sizic ho st&t approves s ! »e
This# In a sense makes approraX If not aooradltatloB*

Board is supposed to et up st&Ddaurdt for Junior COlloge«

A bulletin issued by the 11111 © 81 of C lifomiA# July# 194E#
states th&t tohools listed are accredited by the UniYersity
of California oay sflH graduates to th« Univ@r8ity without
exeuDination* (It §s our understanding th&t obiar school*
accept this aooreditatlon)« Some minimm requiremezits sds up
in the bulletin aret

1. Currieulum offered must proTid® preparation for unirersity
work*

At least thr«« full tiiM instructor- -

OaT olasa for twelfth grad6é for graduation in year approved*
Adequate library and laboratory

At least ITO days of school*

0 A0N

Other factors 8wiK a Sthlzii8trAtioiif organisation, atud«nt ftrd
teacher loads to be considered*

Utah =

Report made as of Ju3y# 1938*
Ko explanatory notes but Xigting nade from report of stat« Dapartmont*
Gives follenrlng suggested staxidardts

Zm
3«

4*

6*

6*

High ftehool shall reiaain open nine months or at least 172 days
per year#

All high school toaohers legally eertifi«d«

Adequate supdryision for high school* Tho Stat« Board is to
determine what is adequate*

Teaoher load not oyer six periods per day exoopt spaoiax
permission®

Student lead not over 4 aad oziechalf units per year exoept for
special permission* Sixteen units required for graduation#g
ineludIng eight units prescribed by State Board of £ducatioxi«
Tirolve of these units must be tarnad in last three years of high
school™*

Sehool shall provide satisfactory teaehing# high standards of
8 holarshlp# proper school atmosphere, an approved system of
sohool reeords imd suitable building &d grounds facilities*
County schools shall make proper use of 9ta.t« course of study*
State Board inspeotlon once eaoh year before high sohool aid
is approved*

St&ndardi set up by State Board for approvale



Taken from oomiaents in letter addressed to Cormiwsioni* StudObaker
by State Superintendent of Education and fra® 1&38 approval standard*
as outlinod on stata approval forma. som® standards listed ar®

At least three tdaehers in eleffieirtary sohool adequate
program*

Building location, oonitruotion, lighting, heating, v«ntilatioa

&nd sanitation together with cleaning methods, typ« of

furniture and apparatus dOquate td insure hygienic condition

to be faotori i1a approval*

Library to be classified and ir€ll st peid « Books seleoted from

standard high school catalogue* Estimated need at least four and
ons™h&I T Toluises for pupil* iAboraiiory adequal j© for course shall

be properly stored*

Records.| Up to date atteod&noe and scholarship records n««d«d»

Approval granted for either thr«© or four years high sehool.
EleTen units required for thr«« yew high school* Thirty-*Ix

wseks or 126 clock hours olaas work required. Shop tims to

be counted as equal to one>half ae«demlo tiise*

The sehool atmosphere, such as habits of student, general ton#
of sohool sh&ll .o ¥ ctod*0 in approvale

There should be at Beiist four teachers 11110 shall have bachelor
degrees or equivalent, with fifteen hours in edueation and shall
hold Idaho oertifieatei v lid for subject* taught*

Toftohisg XMi.d® Pt is rdoomnesdod olass sise b« rot; over 'fesatty~*
flTe# teaoher have not more than five elasses per day or 150
pupil olass hours per daye The ssaxiBiun is set at to&oher”pupll
rfttio of X "to 3 t6a.ch F 018183 loftd six per d&y« Tdftehorostmdon™b
load 160 student hours per day*

Pupil load four units of regular olass work per year. School

year shall be at least 172 dayse Class period shall be at least
AILO minu~fcas longe 1Aboratory and class porlods sigfoy ainut’™s
ong.

Stanaard set up by State Department for approTal of sohools



PAST-TIMS CGOPSRAT nrE

TRAINING PROGRAM



PART-T GOOPERAT VE TRA a PROGRAM

I. THE PROBLEM

It 1s admitted that the high school has devoted itself almost
exclusively to preparing students for entrance into college.
Steadily increasing high school enrolliuants and changing external
conditions have forced school administrators to modlgy and expand
the curricula until today we are engaged in a great effort to
revise the curricula from the kindergarten through the high_schools.
For several years the State Pepartment of Education, in_conjunction
with schools over the State, has tried and is still trying to revise
courses of study to more nearly meet the needs of the young men
and women leaving the public schools—either by graduating or

withdrawing*

From the 11th and. 13th “piennial reports of the Texas State
Department of Education, it Is fo”nd_that 87,818 students enrolled
in the seventh grade in 1933. Of this class, only 43,515 graduated
frop 1™igh school in 1938. This is a loss of over 44,000 students--
almost . % of the seventh grade students- wiio “aile to finish
high schools*



Data given in the Statistical Summary of Education for
1933-*34, Issued by the United States Office of Education, shows
that the high school graduating class of 1933 represented only
31*6™ of the total number of students starting out in the flftli
grade. Twenty-three per cent of the high school graduates entered
college. This means that; approximately 72 of those students
in the fifth grade iIn the year 1925-*26 actually entered college.
It is reasonable, theca, to assume that the secondary schools should
concern themselves to a large degree with the group of students
who do not go to college, since they constitute ™ majority of the
high school "enrollees.” The school must offer.them a tyPe of

P

training that will enable them to take their rightful places in
the social and economic world.

Our schools have been guilty of imparting too much ncold
storage*1 knowledge. The acquisition of knowledge, without any
attempt to definitely apply it, 1s, to a large extent, wasted _
effort In a part-time cooperative program, It should be possible
to maintain close correlation between the subject matter being
studied and the actual daily work experiences of the student.

This leads to more efficient assimilation of both*

The Federal G-overnment recognized, t™e need for Vocational
Education when, 1in 1917, it passed the Smith-Hughes Act, pro®
viding for Federal subsidy to foster and promote Vocational
Education* This act pays special attention to the problems of
small communities.

The &eorge-Deen Bill was passed and approved on June 8,1936.
It provided that at least one-thtrd of the funds appropriated

shall be spent for part-time schools, a provision of advantage to
smaller schools lacking the facilities or money to provide full-
time trade preparatory training. The G-eorge-Deen Act also
provides for instruction in distributive and public service occu-
pations.

t has always been possible for the larger cities to set up
schools to train students to enter skilled occupations. Means
for Industrial training in small communities has heretofore been
limited because they could not justify the establishment of such
schools Today there are three ways In which small communities
can offer their youth industrial training:

1 . General Industrial Shops (commonly called Type B shops)
can be set up wherein the student may ﬁain pre-employ-
ment training that will assist him or her in entering some
occupation®



2. Regional Trade Schools may be set up to provide industrial
tra[nln%.for a number of adjacent communities. Here,
again, the problem of financing the schobl is the greatest
obstacle, provisions must be made for special taxes to
support such an institution, and this is'not always

, Teasible.
\Pr "1 v A * . =7 T *«, B "

3. iversifled part-time cooperative training programs pro-
vide the third way of offering occupational training In
small communities. his type of training_can be given
at a very moderate cost to a community, since It requires
on y regular classroom facilities and reference material*

This Is a cooperative program in which schools assist busi-
ness men and_ industry in tralnln% new employees. The establish-
ments. of employers are i1"sed for training'” students in actual
occupationa activities for one-ha f of the day, and the other
half 1s spent in school.A minimum of ninety minutes of the
studentls dally school time should be devoted to study p,f
subjects directly related to their chosen occupations. The
remainder of the time in school is usually voted to regular_
academic courses. The acquisition of ocoupatifOnal "tralnlnﬂ_ln
ggﬁgomanner does not preclude graduation from ctire regular high

Advantages of a cooperative part-time training program are:

1 . “he _employer cooperates with the school iIn selecting and
training “earners who will, uison graduation from_hl%h
school, become full-time employees. Thus is avoided the
danger of the schoolls training more workers than can
be “sorbed in an occupation.

2* Students are_trained under actual, rather than pseudo,
working conditions.

3. “raining may be given for any occupation requiring at
least 2,000 hours of training and for -which a_definite
need, in the community ean be shown. In certain oases
where State regulations prescribe the type of tralnln%
qece??ary for a particular job, training cannot be of ereda

n all cases.

4*  "he school does not have to purchase espensive equipmemt,
since manipulative skills are acquired in the employerls
establishment.

5 Part-time students do not displace regular workers, be-
cause as long as_their hours of work are limited they
cannot_compete with full-time workers. No regular
full-time employee may be displaced.



6. Part-time students are enrployed in the same manner as
anyother employee and receive wages for their work.

7. Students and employers In industry are protected by
the Workman” Gompensation Aot.

8 Students come within the scope of "the Social Sieourity
Act and receive its benefits.

9. Students graduate from high school with enough funda-

mg?tal graining In an occupation to make them employ—
able.

10.  Should a part-time student decide to go on to college,
his occupational training may be an asset to him in
earning his way. Furthermore, his experience as a
wage earner will have hQI?ed him to acquire the proper
attitude toward work, will have given him the aDility
to get along with his fellow workers and the tooss, ana
will have developed in_him the ability to meet the
public, all of which will be to his credit in whatever
professional pursuit his college work may lead him.

11. The agreement under whipli each student works makes
for an organized and orderly program of training.

12. Part-time cooperative training 1iIn way interferes
with regular apprenticeship_because the student does
not 1 a Journeyman worliei* until he has served

the full apprenticeship period as prescribed Dy his
craft.

W- _ The person responsible to the school superintendent for
administering and directing the program is called the coordi-
nator. t 1S Ms duty to organize the program, direct the
study of related subjects, and to correlate this study with
each student”™ occupational activity.

Any student, sixteen years of agefor older, who has com-*
pleted ali mt the last; twd years of high school is eligiDle

o enter this progran. “"Naturally, eaeli occupation will cal
¥or?the pOSSGSEIO gﬁ certaln:pé?s naf qJﬁﬁleles.necessary %or
success In that field; the initial selection of students

should 'te made on a basis of these qualities. Agriculture
may tale students at fourteen.

The. training period should extend over a minimum of two
years and the occuDations in which students are to be placed
should require at least 2,000 hours of training, |nclud|n% _
the time spent In the study of related subjects. The following
Is a list of some possible fields for training



Automotive Electricity Electric Motor and Armature

Auto Mechanics service

Auto Machine Work Farm Machinery Service

Auto Top and Body Repair Furniture Sales

Baking Gas Utility Service
Drafting Grocery, Retail and Wholesale
Dry Cleaning and Dyeing Hardware, R tail and Whole-
Electrical sale

Electrical Ap?liance Service Laboratory Techniques
Lumber, detai Plumbing

Metal Working Printing

Banking Radio Service ]
Building Supply Refrigeration Service
Cabinetmaking Secretarial Training
Carpentry  “© Sheet Metalworking
Commercial Art -~ i Store Management

Meat Cutting”and Butchering Tailoring

Photograph”

I. Adaanta es of Cooperative Training

Since the program_discussed is a cooperative activity
wherein the school assist employers in training beginning em-
ployees, 1t is essential that" the employers be completely sold
on ‘the training program in order to secure t-heir wholehearted
support. Too often an employer may enter into a program just
to assist the school in putting it on, without realizing 1ts
real merits. Training of new employees has always been a
serious problem with employers, especially in smaller establish-
ments where there regular training programs. This pro- _
gram enables the employer to obtain the benefits of systematic
training for beginning employees. Many of_the employers, never
having gong through a regular Iralnlng period themselves, will
not tee Tamiliar with the benefits to be derived from organized
training. It is necessar¥ to discuss with _each one concerned
the benefits that accrue Trom such a progrsjn. They also must
unaerstand that fully trained, journeyman grade workers will
not be developed by a two-year trglnlnﬁ_pro ram, since more
time is usually necessary to acquire skill In an occupationls
essential work experiences. This program will develop ad-
vanced learners with the benefit of two years of directed _
study and work experiences in many phases of their odoupation.

The advantages of this training program arei

1. It aids the employer in the choice of qualified
beginners.

2. t provides directed study of technical information.

3* It provides directed study of related information, as
job ethics, safety and first aid, and personal hygiene.

4. XG insures organized training on the job.



5. It correlates work experiences and studies of related
technical information".

6. It allows the en™loyer to supervise and help plan the
training of future employees.

7. It provides a Coordinator to assist the employer with
s his training problems.

The initial selection of qualified students by the coordinator
and his committee is made after analyzing_ the background of each
student applying for training. This ?ermlts the employer to select
his beginning employees from a pre-selected group of students who
possess qualities essential for” successful employment.

The average employee makes little attempt to acquire related _
technical or informational knowledge, yet there is an ever increasing
need for this knowledge in_all occupations. Many large companies
have already recognized this and are putting on ‘special training courses
for their employees. Individual_ _ of technical and iaformational
matter pertaining_to the occupations in which students are re-
ceiving training is an essential feature of a part-time cooperative
program. Carefully planned, written assignment sheets are used in
conjunction with appropriate reference material. These lesson
sheets are taken from courses of study that have been fprepared by
experts iIn different lines.

In preparing a traiMng schedule for each beginner, the em«
ployer and the coordinator should analyze the training requirements
of the occupation and set up® a schedule of work experiences. This
schedule permits the systematic and efficient training of the
employee, arid assures the empioyer of an "all-around" trained
person rather than a specialist,

I1l.  SURVEY OF GOMKUHITY NEEDS

Unless there 1s a need for a. part-timfe cooperative training
program in a community, it would be foolish for the school to
sponsor this type of training. The first problem a locality Is
faced wit®, then, 1s po determine whether or not it Is wise to
incorporate the program commonly called Diversified Occupations
in the high school course of study. The answer cannot be
obtained by consulting school officials only, but requires that
both employer and employee organizations be contacted to as-
certain whether or not they will have a cooperative attitude
toward the program. The employer furnishes the Job for the
student, and generally speaking, employees who are skilled work**
men should™fiost, of the training. The survey should determine the .
attitude of all concerned.



It is impossible to solve any problem without having definite
knowledge of the various factors Involved, Nor is it; possible to
set up a _graining program that will meet the needs of a conw
munity without first determining the actual facts involved*

Hence, one of the firat jobs is to malce an occupational surve¥
of the community to determine thefp033|ble training fields. he
following data should be secured for each occupation;

1* Absorption power of the occupation for new employees.
Special laws regulating the occupation.
Educational requirements*

2

3

4. Physical requirements#

5. Annual turnover of employees.
6*

Average ages of bsginners and skilled workers,
7, Type of training program- if any—already iIn use.
8, Nuralper of apprentices and feeglnners.
9, Number of full-time skilled employees”
10. Wages for beginners*
11 . Wages for skilled employees.

12. Desirable ratio of skilled workers to beginners, and the
present ratio.

13* Amount of training involved In occupatioa.

_By u3|p? the information obtained in the survey, the advisory
committee will be able to_set up the quota of.trainees for_ each
occupation. The information obtained is purely statistical

and will show all of the real vocational needs of a community;

for that reason it is _advisable for the coordinator to conduct
another survey later én the ¥ear. In the preliminary survey
representative men and workers from various occupational fields
can _be organized Into_occupational committees to analyze employee
training needs iIn their respective occupations, and to make
recommendations for correcting some_ of the existing faults*

These recommendations may oovar revision of the present_school
ourriculuiu, new courses needed for the school, and evenln% classes
desirable for regular employees* The committees should attempt to
ascertain educatronal weaknesses of their present employees
analyze the various contributing causes, aiid suggest possible
remedies. The infortnation obtained in his tyﬁe of survey can,

if properly used, be of inestimable value to the entire school
system*



XV.

ORGANIZATION

Controlling pui*pose of part-time cooperative classes shall
be to provide part-time employed workers over sixteen years of
age with such training as will increase their civic and voca®
tional intelligence, to the end that they will be tetter pre«
pared to pursue their chosen trade or occupation.

The Coordinator supervises and correlates the school work and
the practical work experiences of part-time students. He is to
promote interest In the program, organize the various phases of
Eﬂe pq? |*aa, develop and organize instructional material, direct

e Stu
school, and correlate i1t with the particular phases of the
occupation iIn which the student is engaged. He shall devote of
his time to this work*

y of related and technical information given in the

State Qualifications as provided for in the Texas State Plan

for Vocational Education, necessary to obtain a coordinatorls
certificate are as follows

ap

1

2*

G-eneral Educationi Graduation, inoluding a major in _
technical courses, from a standard college or university,

Occupational Experience: Three years* experience as a
wage earner In two or more occupations or skilled trades*
One year of the employment shall consist of continous
enrployment in a single occupation or trade.

Professional Educationi Coordinators and instructors of
part-time cooperative classes will be required to conn
plete eight _teacher training courses in a designated
teacher training institution within four years after the
date of their employment.

Teaching Experience; Three ¥ear§1 teachin% experience
In the public schools, one of which shall have been in
the field of Industrial Education*

In addition to the above qualifications, provision should be
made whereby the new coordinator may serve an apprenticeship under
the immediate supervision of an experienced coordinator. This
apprenticeship sHallioover 4 months of training, wherein the

prentice coordinator shall teach re_ated classes, organize

instructional material, meet with advisory committees, "and carry on
all the activities of a regular coordinator under the guidance
and direction of an experienced and well trained coordinator.

G-eneral Qualifications. The coordinator should have enough

of the following qualifications to make _him outstanding not only
ss a teacher as a citizen as we , iIn order that hé may have

the respect of all persons concerned with his work

1*
2.
3#

Ability to deal with people successfully*
Ability to get things done--leadership,

Ability to size up an industrial situation--vision.



4 44 Ability tO analyze m Industrial sltuatlon-“ddclsioa*

5 Ability t@ organize a plan to carry ut liis ooneluslons—

action

6* Ability to Mil 1ideas and at the same time stand pat for
his conrictions; be @pen«mlnded and n the square

7* Shcrnld be #T an ag6 and ing d
8* Ability to inatzmiot others*

g* Industrially minded* )
a* Speaking knowledge OFf many fields*
b« Special doing ability In one fiiid*
e« Eziowledge and understanding of employer*
employee relationships*

10* Ability and willingness_te eonfez*m to generally accepted
standards T the eommunity*

XX« Ability te deal fairly and squarely*
12« Capacity f@r growth*

13* Hatmral Interest in the derel”pment ot employable
persons*

14* Gonfidence and peapeet ®F both and
er>eyee3*

It mmst be realized that In order to be a successful
coordinator, one mmst be a persoa of ability* The manj phases
@Ff th ork thiat must be ¢ _ntr@lled h? ttie person in charge make _
{t ijaperatlTe that an applicant be fully aware of the responsibili-
1es InvolTed*

ABVISOH7 COMMITTEES

_ In f&r many e BMunitiles it is custemary t@ regard
ti“naJL methods and details as T n® _c ncern @zv interest t anycme
exeept teachers and Otlier me bera ©Of the school staff, with clti»
zeae @Ont;eats remain inactive and unJLnteresied until contact;
with high school gradmates reveals a lack of certain de8ired

qualities @* abilities Bueh an attitude places an impossible t&sk

bef claocol officials_attempting to provide TOcational trainin
tor ?gﬁ schoo? student8« PHing P 9

tlonal “F1AUCATEON: (15 the. Student. & the scHobl° (3§ and %

industry* _ The success T TOcat;i®nal itraining In any cOmmimity
depends” directly upon the o per&ti@n existing between the
repre80ntative8 f these three factors* Advisery committees,
composed of representatives of b th eapl yees and employers,
provide the most satisfactory method Of maintaining active OOopera-

tion between the interested groups, Ooaaittees are ejected t®



serve as eOnsultiag and_advisory bodies on problems ejqpecially
th se regarding occupati nal trends and needs, and specific train**
lag requlr~aentse-pertaining t© the school®s training program#

Generally speaking, advisory eOmmitt;ees are Of tiro varieties!
(1) the general advisory committée, and (2) the trade, craft Or
eocupatlonal eommittee* fhe general eommittee, as i1ts name iisplles,
is elpeeted to advise the sdbool n %eneral matters pez™aining t
Its training actlrities, performing the following duties

x« AdTlse as to general training polleies*

2» AdTlse &a t the fitness T training 8tation“*

3« Pass upon wage scales.

4« 1pprore training agreements*

& Caneel or transfer training agreements when necessary*

6* Suggest and pass up n plans fOr entering new fields @f

7* Hake or pass poll studies made to sho absorption

aMlity of occupatigns for _ew e 1 yees ( 1s pertains
to their own eommunity onlyil,

8* Assist in promoting the v Gati nal prograsu
9% Aasist in evaluating the voatl nal pr gram«

A general advis ry mfflittee should consist of at least six
pepgonss _t ® eigpi yers, tiro es™>loyeea9 one neutral members, and
the Goopdinator or ~ther aehool representatiYe; the e rdlnator
or other school representative h& no rote in eemmlttee aetlrl*

ties# n@ 8en®ol year is tlie peri d T servlee usually requested
of eaeh eesu&ittee member*

‘A trade, oraft or tt“tupational committee serves iIn a more
specific capamtx than the general advisory oommitte®©, and msually
le needed only when several students are being trained 1& one
partieulaz* ocoupation* This greup erves to represent their ®wn
speeifle trade @r docisLpatlon on%/_, fuid 1n some Instanees—es-

ey

peei&lIXy in small e summities consist of no more than ene
two members*

_In addition to_the duties emtlined T r & general adYisory coik
Jjlttee, the occupational eommittee is expected to aid In pre«
pacing_ 1astpuetioilai material and 8teuiddpd3 fOr studezrt3
B their type Of nafc, and t© serre as a supervigory body for
avich students* All of the body®s actlTities- as su?gest_ed_b_ 1ts
name—_are t© apply nl¥_t ke ccupation r trade Irom whiel
they irere ehod Meetings should keld when and as often as
necessary™

Both employers and employees should be represented on the
tréde or eocupati nal e ipittee as on the general eemmittee, and



all members should be appointed In official manner by the sohool
superintendent after oOnsultatien witla interested groups* He
8peei&l pz*eoedure is required, but It is suggested that oommittee
members be selected for appointment from lists furnished bj the
groups to be represented*

_ faeh committee should haye a ehalrman and secretary selected
bj the group from its own members* It is suggested that the
coordinator act &e secretary, since he is In a betterp si tt
keep records and make reports than anyone else, but In no case
shall he assume the duties or authority of the eommlttee* Regular
meetings of the general advisory eoilamittee should be held eyery
calendar month; eax ed meetings sho Id be held }Jeu neeessary*
Mimito of the meeting must be kept in the files in the sehool*

It is important that all_regulations oonoeraing this type of work
bO exp aimed t the ce®mmittee«

It should _be remembered that_adTlsory committee members

donate their time and effort to_aid the school, and the Is$) sitl Q
T unnecessary requests for assiststnoe is very unwise* fhe Ooordi-
natop s ould exeroise care in pz~paring plans foz* eosualttée _ _
lugs, making certain that a meeting is needed, and that a definite
program is Tollowed* Meetings called merely for the sake of
meeting are lUcely to result_in a loss Of interest and the eTentmé&l
1 S8 of a oommittee* It 18 imperatire, also, that  of the
advisors become well aequainted with the aims, objectives, and
meth ds of v oational edue&ticm in the large sense) this portion

T the oommittee work is largely educ&tienal, but the success of

a community®s cooperatlre program depends™ in large measure, upon
the thoroughness with irhieh 1t 1s done.

3GHOOL ORGANIZATION

The student la the part-time oo®peratlTe Rrogram should spend
at least ninety eonseeutlTe minutes daily iIn the study of infers
isati nal and teehnieal smtojeet méttez* direetly related the

ccupation and Job n wliieh Me is w rfcing® This study shall, be
smperTia™d and directed by the coordinator _r an approved related

jeets teacher» Not more tkan half of this_time may be spent in

a general study of e”pleyment &ad s cllal pz=Diems related t ]
workln% ecmdltr ns, safety instruction, etiplejer-eorployee relations
and oltl2eusilip in general. In no ease should the student be
mfarmed* o«t t other te&ehers in the school during tiie time
allotted to related studies*

_ The study, with the exception of the group discussion, Is
Individual and specific In character and eoneequently, individual
losson sheets must be prepared trade texts and ‘trade litera-
ture# This related study may be saperyised either |pr the eoordl™

r a qualified related 8ul>je®ta teacher*

All iBaalpulatire processes must be learned on the j®b and
taught by tlie employer or Ms representative*

A written agreement should be prepared fOr eaeh individual
student™ setting forth the work experiences to be prorided the
student by the employer, the technical and related information
t be t&ught the student by the school, and a schedule of wages



tQ_be paid the student* Such wages should be cdsparable to wages
paid apprentices and ther CB5>1C0yees In the ®ccupatiiOn In irhleh

the stmdent i1s engaged* All wage scales should be approved »j
the 10eal advisory oOmmittee*

8tudeny;s selected fO:r training in this program shoiiia te f»#m
those vho are eligible for enrollment preferably in the last two
years of the regular higti school program*

Students should be sixteen years of age Or Over and eligible
for enirollment_In the last two_years of the regular_hlgh seh®ol»
Aay Other applicants wh® are sixteen years of age O ®1dOr may b®

admitted upen. special reeCidmendatiOii of the loeal dTis®zr

_ The program simst be organized tO operate for a _of
nine monttis _&r thirty«>six weeks per year* Each student sliould
spend a aiflmuffi ®F ~ enty hours per week ©a the Work done
®n Saturd&y Or ther holidays say n t te e@unted in the lazii m
requiped* ~ ITf possible students Ork less tlian four
3lurs per day n®r more than five MOurs per day f 2 five days
per week* a student works ©On Saturday it should be considered
as utside of the regular training program.

SCHOOL £QPIPMENT

The <=lI0 1 is e'goeeted t Turol8li adequate olassroom facilities
fOr students* The elassro m sooiild 0 ntain study tables and dhairs,
bookcases, blaolcooards, bulletin boards, filing cabinets, and a _
desk for the eCordinator« adequate_sqppl of reference material,
eoBMosed of textbooks, manuals, bulletins e%arts, correspondeace
course material, and the like, fox* e&eh ecenpationlnwhielitrain--
Ing is being offered shall be furnished by the sehool« The equip-
mezit necessary for a classroom is as follows:

TwO four-drawer letter-size file cabinets#

Seren tablesy large enough to seat a mini m ¥ fOur students*

One oabinet for stmdent notebooks and ©ompleted assignments*

One bookcase with glass doors for referenee beoks*

One cabinet with shel es and glass do rs for instructional
material™

One teacher"s desk*
One large blackboard*
One r 11 sereen T r slides and strip

Two bulletln*boards (as large as is consistent with aYaiX*
able wall spaoe}e

One speei&l case for bulletins and trade literature*



i It must be remembered that tlie effeetivenesa_ f the program
IS aependexit upon elaas organizatidn and the opp irtunlty &
stadeiit laaa f0r study f related subject material*™ Beeause ef
this fact the I@cal seh ®1 should set aside an adequate_fund eaeh
year fOr the purchase @f supplies and study materials* This fund
will liave to be greater the Tirst year than the succeeding Ones*
It is. Ostimated.that teivdOllars poi* student the first year* and
TiTO dollars per student each succeeding year will be Bufflcient*
The budget st be set t©O eonf®rm ®&a a plan thiat irill maintaini
the prOgram in accordance with the standards set by the Board
for Vocational Educatloa*

There 1s no such thing as purchasing a "completel library
all at One tim®O f®r a part-time cooperative class* IndustrY Is
constantly changing and the related study texts and materials
aesti be constantly reirised and bifOugiit up-to-date in Oi*der that
students may_liave an Opportunity tO Obtain the latest informa-
ti®a concerning the Ooesupation 1n wtiioh they are being trained*

The customary procedure is for the related subjects class to
be taught during the morning periods* la some easeS, three
eonsecutir® pertods aie ased iIn such a maneer* that half ®f tke
students attend the first and second peri®ds, and the Other half
attend the second and third periods. ' This permits the students
m re Fflexibility in Oho«siag Otiher courses in _tlae regular* Jaigh
sohool _curriculum. _It also permits tke coordinator to devote
more time tO directing the study @F individual students*

_The_course carries a maximum T f®ur affiliated credits* i
Gredit will be recognized la even numbera of unitg;lee., two credits

are given each year for two years, but n i»ecogiijlti@n Is given
fOr either One @r three units.

THE TBAIKINa STATION

_Tlie ea”pleyer is expe@ted  oooperate with the sehool by
furnishing facilities for giring students training In the aetual
wOrk experiences T an ®ceu;pati®ii.A definite_training schedule
should be set up by the employer and the coordinator to Insure the
students9 Obtaining -d *in& the two year period the maximum _
amount Of systematic training* The progress of the student 1ill
be checked at frequent intervals with the training aohedule.

Gare must be taken tO prevent e”plOitati®n and to Insure ill
arounAN training* hen & process er skili kas been mastered,
the stmdent should not be required repeat ite

If the training Of students in the eooupation is to be eonduoted
on a high level, then the training station must be Of like grade#

la selecting tlie training station™ every factor must be consid**
Ored and properly evaluated#



It d@ee not necessarily T llew that beeause a shop is a large
one d®ing a large amount ©Of work, It is the most desirable
training statione If the employees are on a pleee-rate basis,
and no special training facilities are set up, the beginning em-
ployee may receive very kittle training* It may be a case of
the trainee having t© HstealH his information and trade irnowl-
edge* T empl yees are paid On a piece—4ate basis, their attitude
toward training beginners may nOt fee satisfactory* TwO other
important faotors are sincere interest On the part Of the esn
ployer in training the new vmployee, and equipment adequate

to provide the training. All training stations shall meet with
the approval of the advisory committee.

Eacii_training station should be thoroughly studied and rated.
Only stations haying alreasonably Mgh score should 'te used,
fOr training purposes.

Table 1 1s a form which may be used to measure the efficiency
®F a training station* Careful use will prove its usefulness.

Rating Chart for Training Station

) _ roor rair uwQa
Opportunity f@r employment; after trltlning* ?

Stability of firm
PppOrtmn3Lty for Advancement;

raining Environment
Potential Training Hours i
Extent ©t transfer of training to related occ”patlonj
Segularlty ®F emplQjrment

a

frglnlng Facilities
Hazards _ _
Respectability and reeponsiblllty of
the _eniployer_ )
Training equipment available
AYaila"Dllity of properly trained employees
Volume of business o
Variety Of work available for training
wurposes _ _
ages to be paid trainee
Attitude of employer ane employees toward
rogram )
olicies toward trainees
Standards @f woré&ffianship to fee met
Degree of specialization required.
Employee-employer relationships existing
Working hours

Column Totals

The starting wage paid a student la industry, etc. for his
time cm the job 1 uld not be less than 25 Of the skilled workers*
rate in the locality* Increases should be made each semester and
should not be less than 5 ®f the 10cal skilled 1*~ 8 scale.

All wage scales must fee apprOved by the 10cai advisory committee*



As stated previouslyr the student skall work a mxnimm ot
20 liours per school eelt in order to receive credit iIn the course,
but he should not be permitted to work more than fire hours per
day for the five sehool days per week oovered by feis training
agreement. If the student desires to work on week-ends, he should
be regarded the same as may other regular student and tie work not
considered a part of this training program* The number of hours
to be worked and the wage scales must be approved by the ad™isorj
committee*

CHOOSINa fHE 3TUDENT

One of the major factors InvolTed In this program is the

8ua!itg of students selected to enter oocupationaX training* A
esirable employee can result from the training received under
this program only when students enrolled in it are and
deSixtus cof reeelring the training* From tke first grade on
throu%h the eleventh, the general objective of teachers hge been
to influence boys and girls to enter college. This has prevented
many excellent students from giving serious eonsidera™iooil to enter-
ing skilled occupations* In many sehools the general inppessicm
is left vlth students that any goal of less than college level

is an admission of inferiority or mediocrity* Hence, It is nec-
essary to show students that the training necessary to enter a
legitimate ladittftrlal or oommercial field requires more than
average Intelllgenoe, and that the prospects for advanoement are
as good or better than in many professional fields; since not more
than twenty to twenty five per cent of high sehool graduates go
to college. It is laportant that careful consideration be given
the pOSSIbIlIt¥ of entrance into fields In which the greatest
opportunities lie* likewise, the number of positions requiring
college graduation, i&ile increasing® are not increasing so fas'c
as 1s xibe nainper ot college graduatesj tihis frend forces many
college graduates to acc’epi worf in fie ds o€kex» tfian tjhal /ox*
wnloli they liave been trained. fBese tacts must "be jgiven not
only xo student8 but \o *ceacners« ®ie earnest cooperation of
teachers shoula be solicited in quiding and directing students in
selecting their future work.

Tilere are many factors to be considered in the selection of
students for the part-time cooperative training program* Some
are

l« Enthusiasm*

zm £duoatlonal back round

3* Home conditions Teoonomio and sooial)«

4* Parents* occupationb™*

5 Working habits In 901100!e

&= Why the_ student 1is interested in entering a partjLcmlé&r

occupation*

9* School attendanee and promptness in general

8« Disciplinary record*

9* Attitudes, Interests, aptitudes, talents*

10* &enwal personality.

11 . Previous employment*

12 ¢ Ghstraoter*

13* Availability of traiaing stations.

14* Parents®™ attitude toward the program.

15* Mental suitability of tlie student for the job*
16* Physical suitability of "the student for the Job.



A practical vocational guidance course preceding this program
will be of great Talue* The coordinator is Justified In conducting
a program of ﬂuidance and counseling when the work is limited to
students who have expressed a desire to entei* an occupational
training program# A special practical guidance course, If any,
should be conducted the s&oond seiaestei* of eacli school year* “The
objective of the course shouXd be to familiarise students In th©
elass with the occupations in which traiming is available in the
locality# fhe course shomld be no means pul*port to give general
information about all ocoupatlons or about those in which tralnir”®
oannot be offered Ipeall®* An excellent method of giving occupa-
tional information to the students is by a aeries of bulletla-
Ix>ard displays and eards* Material for the displays and cards can
be secured from periodleals and bulletins* Tills type of guidance
should be carried on throughout the year*

Students irlio are going to enter the guidance Q0llrse should be
selected during the first sesieater* TMO can f8© doae through,
individual conferences with parents, stmdeats, and teachers. It
la a good Ildea to send out questionnaires to students and their
parents In order that both may get the objectives of guidance well
in mind before the class Is started*

Oftea schools Jaave regarded tiie part-time cooperative ]Qrg ram
as a gi*o ad for madesirable students who have beea failures
io. other classes* . The business world has no place for a loafer

or one who i1s unfit* Every person enrolled sauat IID able to 8Benefitt
from the training«’

The entire social and eoonomlo order of this world consists
of many screening ppocesses tending to separate the population,
into a multitude of elassifications« It Is likewise necessary, in
selecting stuieats for the training program, to use one or more
screenizig proeesses Xu order to eliminate the unfit* The first
screening prooess will be in selection of prospective students
on tixe basis of tiieir past recordsj the coordinator should have
each applioant fill out an application blank which will disclose
tiiat baofcground* In rating a student, tslaree or more people ho
have been olosely associated with him shomXd be coasulted. These
persons may be teachers# former employers, or perhaps parents*

It; is possible in many cases to gel; the parents to give a fairly
aecjurate rating of t&eir child after discussing with tiie
value of such information* One method of obtaining opinions is
bﬂ\ means of a rating card one shown la fable Il1* A coo”osite
ehart should be made from the ratings given to the student by
the rarious persons«

If the oBinions are in acc&rcly then they may be aooopted as
being reasonably accurate. |If reports allow a wide variation,
there slaould be further investigation into the student*s past
reeord ia order to determine the causes for the Tariation of
opinions* fke oosiposlte ohart is placed at the bottom of the
application blank. Aeareful studyofalltiiedatacmtheappll-
eation blank should be made before the student is accepted or
rejected*



It canot; be e hasized too ?reatly that; the charaeteristiGs of
the_memberdhip of the class wil materialiy affect; the suece s or
failure of a part-time cooperative program* The course osumot be
introduced to relieve crowded or undesurable conditions in other
classes, but must be used solely to accomplish 1ts aims and objectives.

STUDENT HATING CARD
Name of DALE* eececceccceceee_

Xour* personal opinion of this studefit iIs desired® Please do not
consult; anyone else In rating the studeslu This record is strictly

confidential.
Use E for excellent, G- for good, P for fair, and ? for poor.
Rating Remarks
lultiatlTe (ability to orlglnate
and execute i1deas)*. * ,.** *, ‘eececeeed 4eccccccc-o.. <*
Willingness to irork™™™*"" . . .......
Honesty ‘.*“-....*o...-...... cocccccce ecceo*oe A>eoeccccce
Cosuapa sense
Noyalty L B X H\*eonsy oX¢ ¢ o4 F& Wy **

Gooperation With Others eccoce occccorTeoe

Ability to meet and talk
wi™n others**

Neatness In wWork*eeeeeees* (e« « eeneees_ eececcccteor—o -
Capacity 10 do WOork*eeeee*eece eo(ecccece occcccccece ’o.o..*o’ — e*ee
Rated bys
Tiie application blank, a copy of wMoh 1is shown ia Table 111f

should bO® reqaired long enough in advance of enrollment to peroiit
complete |nvest|gat|0|| of a student and all the factors surrounding
Ills entrance Into the prograffir*



A standard agreement, providing for a probationary period
and stating the schedules of the work experiences to be given
the student, the related subjects matter to be studied, and the
wages to be paid, must be prepared for each part-time student.
This agreement shall be entered into and signed by the employer,
the student, the studentl parents, and the coordinatorybefore
tiie student enters into training# Approval of the local advisory
committee must be secured for each agreement. Copies of agrees
ments must be filed with employers, the school, and the State
Board for Vocational Education, Trade and Industrial Division*
A sample copy of the agreement iIn use at the present time is
shown on the insert, Table H

PLACE NT

Before the opening of school, there are several methods
of handling students who have been accepted”enter this program.
One method is to call students together for a daily two”hour
class period for two weeks preceding the start of the regular
school term. During this_ two-hour class period, students will
study and discuss occupational opportunities, Job qualifications,
Job etiquette, methods of aﬁproac in applying for a Job, and
employer-eiaployee relationships* Most students know very little
of the industrial world* This orientation is to prepare them
for entrance into their new environment*

Employers who desire to train part-time students as em-
ployees are permitted to select from the apPIications those stu-
dents whom they wish to interview. The application of each
student to be interviewed should be retained by the employer
cndiiused for Feference purposes to assist him iIn selecting desir-
able students, after which the applleation blank should be re-
turned to the coordinator and placed in a permanent file* These
Interviews usually take place during the second weefc of the
pre-employment training periods and students sileoted by em-
ployers start to work when the regular school term commences»
while those who fall to obtain ei?ployment talce up their regular
sciiool subjects* The most serious objection to this plan 1s the
difficulty of getting students to report for the pre-employment
training period* Some students will be out of town, some at work
that they oannot leave until the regular school term starts, and
there is the general reluctance of students to attend classes
at any time except during the regular school term*

Another method is to have each acceptable student enroll in
regular academic subjects, as well as in the occupational related
Biafejects classes, with schedules arranged so that the prerequi-
sites, necessary for graduation, come during the morning periods
and elective courses during the afternoon periods* The previ-
ously mentioned guidance courses are given during the related
subjects period and placements are madO accordingly. Under
this plan, students who obtain ﬁlacements drop their_afternoon
classes and go to work, while those who fail to obtain place-
ments drop the related subjects and continue with their regular
academic courses# In smaller communities, this second plan Is
the one most likely to prove satisfactory*



Once the training program is well established, prospective
trainees can be selected through a guidance and counseling pro”
gram carried on during the second half of the regular school
year. Daring the summer Bionths they can be encouraged to secure
temporary work la the field of their Interest* This will enable
the coodinator to mat® plaocements 1llOre easily.

Special occupational requirements should be taken into con-
sideration In placing individual students# Below Is given two
lists; the first contains suggestions for determining special
occupational requirements, and the second a seal® for judging
students* fitmess*

TO DETERMINE SPEGIAL OCCUPATIONAL REQUIREMENTS

Uae a trade or occupational advisor committee.

H Id conferences iritti eispioyees arid employers*
Consult lists of trade rules and special laws*
Observe and examine the work done In an occupation.
Us© g 1@ de sui&lysise
LIST FOR JUDOINa OCCUPATIONAL FITNESS OP STUDENTS

Physical suitability.

Mental suitability.

Moral suitability*

Social _suitability* o i i i
Educational fcacfcgrooad and training in special subjectse
Special aptitades*

Interests and hobbies*

Past experience.

RacO* ] .

Special personality characteristics.

General knowledge*

Heooaimendations™

Sex*

Age, o

Past eiaployeral opinions*

All of the factors in both lists should be carefully used for
selecting each student, for placing each trainee in the right
occupation iIs as 1isportant as selecting competent students at
the program” beginning*

APPLICATION FfAaE ADMITTANCE INTO CO-OPERATIVE DIVERSIFIED
OCCUPATIONS COURSE

Name of student™ eeeecececcce oo™ cececececcccccee Date““ eccccceo* oo
Age, last birthdayeeeeee; date of birth* eeeeee L eight. .=
Physical condition.. ; remarks*

AddressSe*eecececcenye(. _e(eee(eeccccccccccccccene*Phonh NQ*e«eeen*e
Parents™ name™. . ... .. i e occupation* eeeeseee

H I~ *
Occupation desired*e........... - \ reasons



Oonll

High school credits English. ==; Mathematics*.e; Science. «=; History*
Foreign language*e. ; Voeational*e; GommBrftl&l,. Social Science*eee/
What vocational courses hsnre you t a k e n ? -
What frerequisite subjects do you need for graiAation?* ... .... .....
Have you ever been eniployed tefore?..Where?

What other 3?ecCmmendat;ioiis can yoa offer?

Do you agree to complete "the two-year training period?*ee*eccceccce o

LAst as references three teaohers tinder whom you have studied for at

least a year:««.**____ .

Approved by oSigned: ecccor ococcccccccs,
Parent Or4dfuardian Student

Composite rating chaletl

r7TT" nan

Initiative*eeeneeceoreococeroeo* oo eoos N
Wnllngiaess to work. ® ... LI
Honesty™ ... .. ... ... . . . .. . ..

sense™® ... ... oo .
Loyaltyeeeetdocerttstececes ... .. .....
Cooperation with others**eecececcccccece o
Ability to meet and talk with peoplel O .
Heataess la work L
Persooial appearance**eeeecsscsccccscss « 3 e
Perseverance™>..................... . D
Capacity to do work*>...........



PART TIME GOOPERiITIVE TRAIHINa A&REEIENT

This agreement Is made and entered Into this*eeeeeee*dgy of

1 9 * Dbetween
Employer

¢... , and )
Student Parent or Guardian

Local Public Schools

The employer agrees to assist the sehool in trainings

for the trade or occupation of *#.e &\
Student

eeeeeegder the terms and conditions
contained In this agreement*

Thatooooooooooooooooooooooooooooo agrees 1o diligently and
Studemt

faithfully perform the work incidental to the trade or occupation
throughout the learning period#

T~at the learning period begins on the««eeeeeee«dgy of*eceecee
®4 ccccccccccccccccccctesscscs] eeeeee  gnd extends through the

scholastic years 19«eeeeff-n«e»e *«and i
{Iec AT'CH&™ SXIp)

That there shall be a probationary period ofeee«eeeses (ays
during which time the parties hereto shall determine if the student
has made an ad*gtiate choice of an occupation andif his training should
be continued* If, at any time during this probationary period, one

or more of the parties decide that the training should not be

continued, this agreement; will 'be terminated*



PART#TIME COOPERATIVE TRAINING A&REEMENT

This agreement Is made and entered Into this**day of

19 , between =
Employer

and eeee ... ..... ; and,
Student Parent or Q-uardian

and “
Local Public Schools

The employer agrees to assist the school in training.
for the trade or occupation ofee._ "
Student
...... under the terms and conditions
contained in this agreement*
Tlaat.... . agrees to diligently and
Student
faithfully perform the work incidental to the trade or occupation
t2aroughout the learning periods
Tftat the learning period begins on the*....... ““day of

and extends through the

scholastic years 1Qeeeee eeeeand 19
HAN 2/p)

work with sehLfLstructiontoo~ * 1011° t oorrelate » practical
W mox

continued, this agreement will be terminated#



___That this agreement may be terminated, tor just cause, by
eitoiler party upon applieatioh to, and with the consent of, the
local advisory committee.

" A\ 2" T oo\ ok
That the folio ing oxk experiences shall be given the student; by
the employer during the learning period: (Attach extra sheet if
more space Is needed.)

That the following course of study will be taught the student by
the school: (Attaoh extra sheet If more space is needed*)

That wages shall be ?aig the student for his practical work
according to the following schedule

probationary period:e_eeeececececeyyeey 5th period:eeccccccccces
1st period:*eeecccccce/cccccrecccece (Gth period:nenecccccce
2nd period - ; . ; . ; 7th period;.... ..... . oo
3rd period . ... .. e 8th period: -...

Ath periods eeee_ ecccccec ¢ A occe oo

The prevailing wage for journeymen or skilled workers In this
occupation iS..eeeeeecccj oo p e r * il ...

That this agreement shall be submitted to the Chairman of
the State Advisory Committee oq Trade and Industrial Education and
State Director of Industrial Education for final approval*
_in _witness whereof, the parties to this agreement have affixed
their signatures
Student Employer

Parent or G-uardian Coordinator

ApproTed by*



V, ORaANIZATION OF RELATED SUBJECT &IATEHIAL

The success of the program will depend on the preparation
and presentation of related subject; material* Too much emphasis
cannot b©O laid on this phase of the work. The disadvantages of a
part-time cooperative training program, from the employer®s stand-
point, “are offset by the fact that students will be directed and
supervised by the coordinator in the study of related information
and technical subject matter* Suc|i a correlated study will enhance
the value of the Beginner and tend to make a superior e 5)loyee atfe
of him* In order to determine the contents of a related subject
course, a careful analysis of the occupation must s made* One
of the essential qualities of a coordinator is the ability to”make
comprehensive analyses* The relation between an occupational
analysis and a complete training program is shown In Table V*

Table V* Relation between the occupational analysis and a
complete training program*

Before a student is placed in a training station, a detailed
occupational analysis should be made in cooperation with the
employer, a tentative training program set and the related
subjects th&t should be studied outlined« fhe development of
this analysis will enable the en“loyer to set up a systematic
training schedule. The data derived from the analysis should be
used to draw up a training agreement before the student is even
selected. After the student Is selected, the agreement covering
hi18 training must be approved by a local advisory committee* Every
unit must be carefully analyzed to select information the students
should acquire* Each unit should have listed under it the
Informational sub-units that it contains* After the related
subjects schedule is worked out, revisions will have to be made
throughout the two—Kear tisaining period in order to properly
correlate 1t with the training schedule*

Assignment sheets should be prepared for each informational
sub-unit of the related material to 1e studied, and, although tiie
actual size of instructional units will vary, a sheet should be
prepared to cover each complete instructional unit. Whenever
possible, the assignment should be of such length as to utilize
one period of class work. A fault to be avoided when preparing this
material is that of embodying more material than can readily be
mastered at one timee Plan these sheets to contain the subject or



title, references, necessary explanations and applications, and ques-
tions that will assist in directing the student*s thinking. A satis-
factory outline is shown In $able VI.

When the references provided do not adequately cover a subject,
it will be necessary to add an information sheet to the assignment,
sheet* The information sheet will provide additional information
sufficient to anabie the student to con™lete his assignment» It is
absolutely necessary that each student have a carefully planned and
irri$t a s ds heet for e~rch day*s work. Whenever the studentfs
interest; anes in the study of related subject matter, the coordina-
tor should give speoial attention to the assignment sheets and make
certain that they are ell planned and prepared# Poor assignment
sheets will cause a studfi“t to lose interest quidcBr than almost any-

thing else*

LESSON OH ASSIGNMENT SHEET SL B «eeecccccefieciie
Uunit ...
FOB Sheet .

eeeese*ee(ccupation or Tradee

Aim or Subject Name or title of the thing to be done. Must be
or Concise but specific. Must use few words but
Job or Lesson cannot be too general#
Texts, charts, pan Mets, catalogs, bulletins,
previous lesson sheets, graphs, diagrams, ete*
References Should refer by naming puD ication, publisher,
name of writer, and page numbers, or use symbols
for text or other Beference material.

Explanation Tell the student how to do i1t and why. Include
or safety or precautionse Gall attention to any
Procedure new information involved m the assignment-

not necessarilg to give the information, but to
8110y 1t Is to be brought to bear*
Things the student should do* This is to relate
o the work with the learning. Show how the tecii*-
Application; nioal knowledge relates or is applied to the job*
Bring in and use all of the related science,
drawing, mathematics, etc*, possible*
To check the student or to test his knowledge to

Questions see if his application of the Information is
or conscious or merely mechanical. Should be thought
Fromblems questions rather than questions of fact* Should

bear on the application and not on work apart
from the job*

Table VIle Outline to be followed when preparing assignment sheets

During the first year of this program, it Is desirable to devote
one class period to an individual study of subjects directly related
to the studentls occupation. The other period can be spent In a
group discussion of some of the following related subjects:

Lo Safe living, personal hygiene, and first aid.

2. Job ethics.



= Development of personal characteristics necessary for
successe

<+ Public relationships.

s Smployer-emplo”ee relationships*

S Legal acts and regulations pertaining to employees#

; Business letter-writing*

Simple business law.

A carefully prepared lesson plan should be used for each
day* s discussion and 8tudy* “he walsjeet should be thvrougiily
dealt with, and care must be taken not to waste tiiie on minor
details not of general interest. 1In no case should a gen»ral
academio course be adopted and taught as part of the related ©
study. Only such fundamentals as a? considered essential 'to
the actual suceess of an employee should included iIn such
courses* "hO three-period plan for the related subjects class,
as mentioned before, will allow tle first year part-1;i&e stu.
dlents to meet for one class hour by themselves, during which
tiitbe the ab Te mentioned subjects can be studied* *he first
and second year students wiil be together during the middle
period, and the second year students can meet by themselves the
other period and devote all of their time to the efcudy of thi”r
occupations# The period when first and second year groups
meet together oan also be used for individual study# It is
important that no attempt be made to hold group discussions
for one group In the related subjects room while a second
group of students is engaged in individual study*

Outlines of certain course material suitable for this
hour should be prepared.

In most oases, textbooks stre desirable soufceso™f informa-
tdion* However, industry Is changing so rapidly that technical
books are frequently out-of -date when printed, and it will be
necessary to use trade journals, bulletins, and manuals to
supplement the texts* Usually, three to five good reference
texts for O<|oh occupation will be adequate. At least one good
trade journal—to supplement texjr material”-should be subscribed
to for training field# All of the reference material should
be classified and indexed since new books, bulletins, and
periodicals will be added constantly™ It will be necessary to
devote a certain amount of time each month to keeping the refers
enoe library up-to-date*

YI. M C~OHPINATIQS

Often a coordinator Is confused concerning the actual work
of coordination. Some suppose that it requires visiting various
training stations and determining whetiier or not the studant; is
at work, while others suppose that it requires no more than
being a wgood mixerl and visiting with business men, not neo-
assarily on matters pertaining to the program; another group gpe.

sumes that 1t means keeping out of the school superintendentls
sight during each afternoon* The committee on coordination,



at the National Conference on Trade and Industrial

Education,

Minneapolis, Minnesota, August,1936, listed the following duties of
a coordinators

1.

6*

7*

PLACEMENT OF STUDENTS ON A SATISFACTORY JOB, It shall

be the responsibility of the coordinator to select students
and place them in an eniployment situation in such man-

ner that the Job will be filled in a manner satisfaotoiy

to tlie employer and yet give the student opportunity

of developing to the limit of ills capacity*

FOLLOW-UP AFTER PLACEMENT. Placement on the job alone
Is not suffieient. Adjustment of the student on the
job, consultation with the student, foreoaa, plant;
superintendent, and school instructors 1is

in order that the student may satisfactorily rill tne
the industrial position.

CONTACT EMPLOYE1S TO ESTABUSH COOPERATIVE RSLATIONSHIF*
The coordinator should be continually meeting industrial

eople, not algone for placement, but alspo for the _pur-
Qo e of educating |ndu%try as to wHat tiie schoI |g

doing and how It is doing it, and for the purpose
ooverlIng aids and suggestions for Improving the school
situation,

ASSIST IN MAKING OCCUPATIONAL AKD TBADE ANALYSES# The
coordinator should assist teachers in making analyses

of te”ohlng content of training courses, modifying lu,
and in making additions in the light of his experience
in industry.

ESTABLISH PROPER INFORMATIONAL DATA IN PIJIGIMEIf. ih”s

enables employers to make better selection and to oneok
back against records*

GUYS _ OR ARRANGrE TO _HAVE Q-IVEN, ORGANIZED RELATED TBAIN-
IN  ~As a pesult of Ms contacts with i1ndustry the
coordinatorphould acquire information that can d©
carried bafiKk to the aohool9 and included In

oourses. pe should assist teachers in using this in-
formation ks course material*

ASSIST IN OROANIZXN(J AND KEEPING ADVISORY CORiIMITTKES
BUSY* Under the direction of the local directorf the
ooyri-inator should continually contact the _ o
committees and keep in close touch with their activities*
He should constantly confer with them as to his other
activities*

RESPONSIBILITY FOR THE FITNESS OF EACH PERSON”™ TRAIN*
INGr PROG-RAM#  The coordinator should keep in touch
with shop teachers and with students who a e

training, should become acquainted with students
and their inditidual training needs* He should connsel
students as to their progress*



O* SEE THAT STUDENTS RECEIVE GENERAL TRAININ&, When stu-
dents are placed as learners in industry, the coordin-
_ator should see that the student is given an opportun-
ity to learn and is not exEIO|ted by keepln? him in
one particular line of work for unreasonab ly Ion% periods
Hd must make certain that the student i1s rotated through
Jobs and gets a well-rounded axperienoe.

10« OONSUCT CONFERENCES WITH STUDENTS ON PERSONAL ACHIEVE*
MENT, JOB ACHIEVEMENT, SOCIAL ACHIEVEMENT/ Because
of his eaperienoe and contact with employment conditions,
a coordinator should conller with students to advise
them 1in personal and employment problems*

11* MAKE CONTACTS AND ESTABLISH COOPERATIVE RELATIONS WITH
IMPLOXES*S HOME, SOCIAL &ROUF, SCHOOL, AND ADV I
COMMITTEE* A coordinator* s work requires much cooper-
ative endeavor, and in the light of his requirement ,
he must work with all peraons who are concerned with
the development of studentse This means he must cooper-
ate with the esapioyers, students, parents, and even
the s tudentl1l8 associates*

12= MAKE CONTACTS WITH EMPLOYERS, LABOR &ROU?S, AND SOBOOL
ADMINISTRATORS RBGAHDINC2- PEOPEH THAININO PROaRAMS. In
his eontacts the coordiriatoi* 8l10itld constantly endeavor
to educate 8011601 administrators and labor and industrial
people as to what the training Is, and how it is being
carried out#

13. CONFER WITH VOCATIONAL COUNSELLORS, “he selection of
students, and the preparation of training material
must be based on job requirements* School officials,
teachers, and counsellors need infonnation as to what
Is needed by employees in certain fields of employment,
fhe coordinator should assist those who select and
organize this Information.

14. PREPARE RECORBS AND REPORTS. A coordinator must be
able to show the progressive employability of student
in training programs. He should keep records of his
activities, not; as a Justification for his work, but
as an aid in future work. %ese records should contain
notes on : (1)placement, (2) employees, (3) types
of employers, éﬁ) foJJLow-upstrips and what was found,
(5) suggestions for modification of training, etc»

frequency of Conferences and inspections, The frequency
of employer or student conferences and inspections of training
stations should be ~lren careful consideration* There are many
factors that will control the frequency of these activities.
The individual student, his personal characteristics, his pro-
gress, his home environment, his social environment, his school
aotlirities, the mmployer,s attitude and training ability, the
typesof training program, and the shop environment are all

fac”"$rs thal; will enter* the problenu $he coordinator must wwigh



the factors involved in each individual case, and from them
determine the actual frequency of his conferences and Inspections,
being very careful to prevent irrelevant factors, such as personal
interest In an occupation and friendliness of employees or
employer from affecting the frequency of his conferences or
inspections. Unless extreme care is used, he will discover Mm-
self visiting most frequently those places where the work is

of greatest personal interest and where the employees are most
congenial™*

Short, routine inspections of most training stations should
be made at least erery other day to see that the student Is on
the job, to determine the type of work he is engaged in, and
Aive the employer an opportunity to discuss with the coordinator
any problems that have developed. At least t*lce a month, con-
ferences should be held with each employer engaged in training
students, and fihe students* training activities discussed, The
suggestions and recommendations developed in these conferences
shouldte incorporated” in the students* training pi*ogram.

fhe coordinator shoyld confer with the students parents at
least twice each school semester and report on the student*s
progress* Reactions and recommendations of parents should
toe carefully noted, since home environment is an important factor
in the studentls life* ~hO whole-hearted cooperation of parents
will materially assist the coordinator and employer In train-
ing the youth; hence, 1t is essential that the coordinator keep
them thoroughly sold on the merits of the program#

The coordinator must b on the alert to detect changes in
the students attitudes 8nd meet undesirable situations that
may be developing. He must note the attitudes of the student
toward the occupation, the jobafc hand, the employer, fellow
employees, the study of related subjects, and fellow students*
Any sudden change in attitude by the student should be noted
and analyzed as to cause, effect, and possible remedy# It is
easier to correct an unfavorable situation during development
than to wait for It to "come to a head*l wftipi drastic action is
often necessary. The coordinator who persistently allows an
unfavorable situation to Icome to a head8 before giving it
attention is not coordinating his work properly.

No definite route or schedule of inspection™ should be
followed. t is a poor coordinator that inspects his train-
Iing stations in a set order, always starting and finishing at
the same places every day* “he schedule should be arranged
so that the time of arrival at any one training station will
vary from the earliest hour to the latest.

It must be remembered”™ all times that without close
supervision of the student on the job, a part-time cooperative
training program loses much of its value. 1t is almost »blely
by inspection and conference that the coordinator is able to
oonduot the study of related subject matter.

VII. EVALUATINa THE COORDINATOR®"S WORK

Certain criteria must always te selected in order ti&t work



may be properly evaluated# “or evaluating the coordinator”
work, the following criteria will toe used:

1* THE OF RELATIONSHIPS DEVELOPED BETWEEN INDUSTRY
AND THE SCHOOL; Does a desire Cor clbose cooperation
exist between the”~community and the school? Are the
industries sold on the ldea that the school can and
will assist in 80lving problems of common Interest to
both? In what wgys has the cooperation between them
been developed?1)0 the men show confidence In the
ability T the coordinator to carry out the program

2> THE QUALITY OF THE TRAINIM STATION What type of
training stations are being used™ Are they well
equipped and manned by oor“petent; workers? " Is there
a sincere desire to train the student? Are the physical
and working oonditlons in the ation of satisfactory

quality?
3* THE QUALITY OF THE SCUDENT Are the students sufficient-
ly mature mentally and physically? they seem

intent on learning the occupation? Are they above
average, or below average in mental ability® |Is

their personal appearance satisfactory? Are they co®r-
teous? they seem to possess those qualities neces«-
fia]*y to become successful employees?

4. EXTENT OF THE TRAINING PROGRAM:  I>0es the program
really meet, the needs of the community, in so far _
as i1t can, or Is the training under or over the exist-
|ngkneeds? Is the coordinator planninggfor future
work?

5. TYPE AND PRESENTATION OF THE RELATED SUBJECT MATERIAL
8 the material the best that can be secured? Is it

well organized? |Is it presented in such _a manner th”t
the students are interes ed in studying i1t? Is tiie
material kept up-to-date® Does the coordinator mafce
use of trade Journals and campany bulletins? Does
close correlation exist between the related subject
material and the work experiences? To what extent are
the students assimilating this material?

6. TECHNIQUE USED IN COORFFiINAT ON THE JOB: Does the
OoordlInator attempt to determine the various attitudes
of the student, employee, and employers when inspeot-
ing a training station, or does he Just Mvisit;"?

Does he make notes on conditions while coordinating?
Does lie vary his route or schedule of visits properly?
Is he distributing his tiihe in the best manner?

7. GONSTiUJGTIVE CRITICISM OF THE PROORAM OFFERED: Does
the coordinator show evidences of giving serious thought
to his work and suggest methods of improving the
program? When It 1s possible, does he try out these
ideas by putting them in use? |Is he really studying
his Job?



10.

11.

12.

13.

14*

KEEPING* HECORDS MAKI ~ REPORTS: Does he keep his
records in good condition? Is he prompt and thorough
In executing his reports? Is he making use of the
records to help him do his job?

ATTITUDE QF STUDENT BODY AND TEACHERS TOWARD PROGRAM

Do the teachers really believe in the program? Has

the coordinator established close cooperation with them”
Does the student body look upon this program as a desir-
able program or as one designed for rd students?

ATT E OF THE PART-TIME STU TS TOWARD COORDIIMA

Do the¥ show their confidence in him as a leader and
counsellor? Do they bring their problems to him for
discussion:- they respect him and hold him In high
esteem?

OOOPEHAT"ION WITH OTHERS Does the coordinator cooperate
with other coordinators in developing the program? Does
he attend voluntary conferences and take an active part
in discussing problems? Does he cooperate with his
local school administrators and other teachers?

ATTITUDE OF EMPLOYEE AND EMPLOYER GROUPS TOWARD THE
PROG-RAM: Do these groups really believe in this method
of training? “oes the coordinator represent their

1deas in training? Do employees cooperate and assist
the students on the job whenever possible? employers
look to the program for beginners?

THOR  HNSSS OF TRAINING: D students who finish the
program keep their jobs? Are emplouers satisfied with
the ﬂOb the school has done in. training the beginner?
Do the students have respect for thwir occupations

sjid continue working iIn the same places or simi ar ones
after the agreed period is completed?

COORDINATOR*S CONTRIBUTION TO STATE PROGRAM: Does the
coordinator attend professional conferences whenever
he is called to do so? Does he send in his assignments
re%ularly? Does he carry his part of the load with
reference to the development of new lesson material?



VIIl =« RECORDS AND REPORTS

Permanent Record Cards« Application blanks and student

rating cards have been discussed In a previous section. Some
kind of a permanent record must be kept for each student in
training, This record should include data that describes the
studentTs work, “he record form reproduced In Table VII is
designed for a 5Hx 8H card, and permits recording ratings given
the student by the employer every six weekse It also permits
recording of the grades made in related subjeotsi. Since it isiof
importance to know the hours of actual work on the job*. and iIn
the related sutojtieots class, and the wa”es received, space is al-
lotted for these items to be shown by six weeks intervals* Space
Is pr*ovided [tt the bottom for recordln% the date of high school
graduation and the awarding of a certificate* On the reverse
side of the cat*d, space is left to describe the nature of the
persoanl conferences held with the student, and the date of each
conference. A lijgt of conferences, with the subjects* discussed,
will be of value 1n counselling with the student and making
future recommendations about Ms work. This conference rec-

ord will also indicate to some extent how well the coordinator

is handling his work* “ny practical permanent record should

include a Hfollow-upw record. In this case, space Is provided for
four MF H w-~iapM entries. It 1is suggesteq that entries be made
at the end of the training period and at intervals of six months,

twelve months, and twentY—four months. Information recorded
after longer periods would be of interest, but it is difficult to
obtain complete and accurate data on students after they have
been out of school for more than two years.

Employerls Periodical Reports* It is neoegsary that the employer
be given an opportunity to express his opinion of the studentls
activities at frequent intervals. It has been customary in

many pjaces to obtain a written report every month, but since

the school syst s have adopted six-week periods as the stand-
ard time Interval Cor reports, an employer*s report every Six
weeks will fit in with the regular school report better than

the monthly report, and should be Just as satisfactory. There
are many items that could fee included in an employer*s periodical
report, but it has been found from past experience that lengthy
reports are not alwa¥s given adequate attention, A sample
employer*s periodical report is shown in Table VIII*



Table VII
PERMANENT RECORD GAHD--DIVERSIFIED OCCUPATIONS

Name. oo ? . Ocoupation
Date pladed. * ... . ... ... ... ;Date of blr-th....... ]
Height..*...... .Weidght, *..«

School.ee _ . ... ... ...... eeeee: Training station.,..

Employer* s rating: E, excellent; * good; F, fair; F, poor

Six weeks period 1 2 a1 4 516 7 819 ?10rll:12
Progress

Initiative

Reliability

Loyalty I Ha 1
Willingness to work

Cooperation with employees 13

Related subjects

Hours on job w2 S ;
Wages received 1o

Hours in class

Q-paduated from ftigh schooT.....

Training certificate awar*ded..*
(front side of card)



Conferences;

Date Subject

Follow-up Record:

Date entered Date quit 1iPlace |Position L Wages

Li....

(reverse side of card)



EMPLOYER*S PERIODICAL REPORT
Name of student ... ;Date, /
Training station. ... ... ciiii i aia e iaeann

Use B for excellent, for good, F for fair, P for poor

Q-raae Remarks
Progress......... -
InEtiative . . o o i
Reliability. ... .. ... .. ... .. ... .
Loyalty .o & e
Willingness to work. .............. .'escecse

Cooperation with employees

Silggestions for Improvement

(Use other side for additional remarks)

Table VIII. Reproduction of an Sn”loyer,s Periodical Report# Ilhe orig-
inag Is on a 3in# x 5-in. card.

A report similar to the one shown has been used in the past with
considerable success* The coordinator discusses each item with the
employer, foreman, or trainer, and determines from the discussion a
representative gi“ade for each i1tem, noting any special remarks, This
plan leads to more uniform gxiades than can be expected if eaoh employer
is allowed to assign grades unassisted. |If more space is needed for
remarks, they can be written on the back of the report.

The coordinator should have a complete understanding with the
employer concerning his report and y it is expected. Tdo often it
has been found that employers do not s”e why they should take time to
give a Mschool grade.w n addition to selling the employer on the
Idea of making the ﬁerlodlcal report accurately, he must be reminded
from time to time that his opinion and reaction has much to do with

securing proper training*

__ Student*s Job Report. Students should make daily reports of
tileir work activities. The rgPort siiould be a_comprehensive summary
of the student*s activities while on the job. The numbed (*f hours
of work should also be shown* @®nce a week the wages received for
the past weekls wo”k should be indicated, and the hours on the Job
should be totaled. Xt is imperative that these reports be filed every
aaﬁ_ln order to overcome the tendency t6 overlook various jobs If
making the report is postponed until the end of the week.- fhey

should be filed in auoh a manner that the total wages and the hours
for each six-week"s period can be tabulated easily*






Students* Job Progress Record: Once a week, work activities
should be posted by the coordinator on the studentls Job pro-
gress record, “his record will indicate the different types of Jobs
1the student has helped to do or has done without heLP* Aaoh
time a student repeats a Job either as a helper or Hdoer,H it
should be so indicated on the progress record. $his record will
contain the usual data concerning the student” name, training
station, occupation, and date of entrance. A ocklumn is provided
for listing the different types of jofes the student workd on,
such as ,(tov general auto mechanics) grinding valves* adjust-
ing brakes, tuning up motor, etc, 1paoes are provided in the
two columns on the right for indioafiing each time a certain

t¥pe of Jiob 1s done,  hat is, a student may help grind the valves

of an automobile engine five tiihes, and the record should indi-
cate this by cheek marks in the "helped on jobH column* Then

he may do the Job by himself three times, and the marks in the
Bdid JobH column should ihdicate this amount of repetition.

The number of times a student acts as a helper on any job will
depend on the type of the job and the ability of the student,

The coordinator, einployer, and supervisor can determine by
examining this record what the student has been doing and whether
here i1s need for more or less rotation on the Jiob» Every six

weeks a oopyvof the students progress record should be submitted
to the employer for examination and approval, A suggested

form for a progress record is shown in TaMe X*

Goordinatiion A record must be kept of each contact
with an employer,, *®ome contacts will be brief, routine inspec-
tions; others will be regular conferences with the employer ¢0
discuss phases of the studentsl training activities* A daily-
report showing the coordination activities will be adequate.

Such a report should contain information a3>at the places
visited, &ecial itarns of interest to the coordinator, and the
re8u t of discussions with employers* A suggestive form is shown
in Table XI* Xr mimeographed copies of this form are made, it
willjexpedite their preparation*

The coordinator will fiind that this report, 1f kept daily, will
be a great_helﬁ in ﬁtoperly budgeting his time* n addition to
this, It will keep him familiar with the activities of all the
students and the comment mads by employers concerning them*

Classroom Records* The usual classroom register and prog-
ress card for the related subjects must 'te kept# Coordinators
may use the same forms that are used for other classes In their
schools; such records must be kept very earefully and be avail-
able for Inspection at all times by representatives of the State
Boa»d for Vocational Education.

State Reports. In order to prepare records required b¥ law,
Vocational Sducatlon must have reports from coordinators* hese
reports are few in ruinlaisr and short, but they must be prepared
accurately and submitted when due. The required forms are listed
and explained below.



1 . Evening or _Part-Time Glass Organlzatlon Report. This
report, which 1s a..:ire.axd 1e class enrollment, Ilst
be filled out and sent to wocational Education at the
beginning of each 8011001 year. It must contain the
names of at least ten enrollees, since th"t is the
minimum number njecessary to form a cl ss*

2# Weekly schedule, @ne copy of this report shall be sent
to the office at the beginning_of the school year. It
must show the actual distribution of the coordinator®s
working day#

S. Monthly Trade and Industrial Glass_Report, “~his report
must show the essential data pertaining to the related
subjects class for the calendar month. It should fee
executed in_triplicate at the end of each calendar month,
one ocpy being soit; to Tooptional Education, one copy

to the local school superintendent, and one copy placed
In the coordinator”™ file. The director” copy mast
reach his office not later than the tenth of the month
following the period for which such report Is made*

ITEM No.1 : Enrollment to Date (cumulative). Enroll-
ment: 1s cuniulative and is definsd as the
total number of individuals vAio have en-
rolled in the class since Its start; both
those still enrolled and those dropped
should "te Included*

ITEM No* 2  Entered or Reentered Puring Month. Stu-
dents entered are those who are starting
class work for the first time in the class
for which the report is made. Students
reentered are those who formerly were in_
the class, but who dropped out for a period
and were later readmitted.

ITEM No. 3: Dropped During Month. Students whose
names are %jiten from the class roll after
three consecutive absences are counted as
dro )ed and tiie."total indicated as Item.3e
(Such drops may return later and be
counted as reentered students.)

ITEM No* 4: Present Membership. This "blank is for
the total number 'of members — onging to

the class at the time a_report is made, and
is equal to the cumulative enrollment
minus ALL dropped members.

ITEM No* 5  lours class In Session for Month, This
Item refers to the actual numfeer of clock
hours the class was iIn session during the
month reported.

ITSM No. 6  Student Hours Attendance* T”e sum of all
hours spent in class by each student en-



ITEM No* 7:

ITEM No. 8:

Goordinatoi”s monthly report,

rolled* (If every student attended every
class meeting, the student hours attend-
ance could be obtained by multiplying class
membership fey the hours the class was in
session.)

Total Absences for lylonth. In this
enter the total numBer of absences
the total hours of absences.

Students Smpi yed. “how the total num-
ber of students who are working at the
occupation (or occupations) for which in-
struction is being offered,

column
and not

%1s 1S a report of coor-

dination activities for the calendar month." It
should tee handled in the same manner as the monthly class

report »

at the same time.

form;

ITSM 1:

ITEM Noe 2:

ITSM Noe 3:

ITEM No. 4:

ITEM No* &:

ITSM No. 6:

T3M No* ?:

TSM Ng * 8:

I TEM * O

ITSM No.10

The two reports should be sent to the director

Below is given an explanation of this

dhow the number of students for whom
agreements have been signed who have
Deen placed on the jote during the month,

This includes contacts made during visits to
places where students are on the job”and
also contacts made for promotional activi-
ties whether a student Is working for the
employer or not.

Count all meetings of this nature whether
there are local organizations or not.

Disregard this unless there Is a special
teacherifused for diversified occupations
students other than the coordinator.

2this includes "pboth present students and
prospective ones.

This is the number of students under agree-
ment la the related subject class, N others
should De included.

Ahis includes only the diversified occupations
groupe

The coordinator may visit other part-time

or evening classes during the month, Such
visits should be listed under this item,

Both general and occupational committee
meetings should be counted.

O©nly the actual number of hours spent co-

p~moli~ggnew onls®ouflUDIncSun%M.or In ;



IX. PUBLICITY

A certain amount of publicity is necessary 1dr a cooperative
program ia order that the public will know and understand®
what 1s "being accomplished, Talks- before "business organizations,
employee organizations, and school organizations will assist in
obtaining a better understanding of_ the program* Sach coordinator
should keep a ~clipping filew wherein all news items concerning
his ﬁrogram are placed# Banquets, usually held once a year, at
which tiie part-time students entertain their employers “.re one
of the feest methods of obtaining desirable publicity. fchool
administrators and trustees should always be invited, so that
they can obtain a better knowledge of the scope of the program.
Business men will hold the program in higher esteem after they
ha”e met with all the other cooperating employers and realize the
real extent of the work. As has been mentioned teefore, continuous
publicity must be kept before the student body, in order that
their interest in the program will fee maintained.

_There 1s, however, need for one word of eaution iIfi regard to
publicity, T(o much of it can ie just as harmful as too little*
A situation can easily te created wherein the public will expect
too much of the program and censor the coordinator when the pro-
gram flails to come to their expectations# FufeIIC|tK should
reveal the resent functional value of the program rather than
future possibilities# artlcularly is this true of newspaper
pufelioity* Accounts of-eaoh semester” work and news reports
of special events make interesting news items.

Standin% the Program. This program, like any other new
work, should be started in a conservative manner. The program
may actually cover one-half or less of the gommunity” potential
po8siOillties the first year, for the coordinator must spend a
large amount of time in selling the program and in perfedting
its organization* Throughout the year, new fields for training
should b® explored, and the program diversified over as wide
a range as 1is fe”si"Dle, Likewise, students can be counseled and
assis ed in selecting desirable Oooupations, so that superior
students will be available for placement; the second yeare The
eneral tendency may 'be to overtrain in certain occupations at
irst, but, If a careful analysis is made of the occupational
situation, a reasonalle absorption figure can feeareached. There
will always be a num*Der of Isolated specialty fields that can lie
used in training an occasional student, "but there i1s no justifi-
cation for training a student for a field in which there 1is not
a definite need for an employee# Handled iIn a proper manner, with
training done according to the actual absorption ability of the
various occupations, this program will become a permanent part of
the regular school curriculum. As time goes fey, the employers
will place more reliance on it as the means of obtaining new
employees, and the service it renders thd community will toe of
greater value.



John H« ProTinse 1/18/43

Lester £« Ado

Subject: Post™high school edueation for eraeuee students

From the beginning It has b”en the pollen t the to dis-
courage the establishment of jimior colleges and tmiTersify work on
the centers* Instoad, we have eicphasized the Tooational program,
especially that type of service «hieh irill 6T&euseg to twrtheT
the present war offort. The program for the eolleg* age group Isss
been limited to extonsion and eorrespondene* courses proTided out-
side institutions under arrangements made priratelj with indiTidmal
eTacuees and without cost to the g Ternmdnt» Previous to evacuation
the Japanese comBsmity liad been marked by its appreeiatlon of the
opport\mltiss for college and uniTeralty edueatlpn*

All of tdie institutions of Mgher leamiiig, with the exeeption
of the UniTersitj of Arizonaf h&re been most anxious to cooperate in
offering extension and eorrospozidence eotirses* The school authorities
<t Wa hi&gton hcive In each instaziee ewpliftsizerd the importé&nee of 8lXh
courses to be vocational in o iaraeter« This point of view has been
emphasized to stieh an extent that in one of the official reports rela*
tire to ediicatioii above the secondary school lerel appears the follow*
lug cMtioal stat«nent of our program:

wThere is a suspicion often repeated that the present emphasis
on rocatioaal education, or indeed the negatire policy of the
WL toward tlie whole field of edueation cm the pos™t hi”h school
lerel,ia the result of political expediency and pressure frtm
react ionary* than i results of a statosnazi-iikfli
analysis of the long-range problems which this minority group

st bd trednedt to meet»."An ei&ph&sis on Tocationai education
is justified only as it is a part of a well-oonsei”ed and wall-
rounded educational prograM,n

Sporadic and uncoordinated plans of adult education hare b«en
initiated at some of the centers* Non~descript types of activ ty on
the adult level are bound to b« initiated when no other pxrogrem has
been announced. To date, however, no formal program for the college
ago group of the usual type has b dn approTed and none is c<mtemplated«
At the present time we are pleimlng a comprebensiTe re-training program
vhieh «i! X ppepare the ey&euoea for work outside of the centers* This
re-traialng program is just now being initiated*



In March there were 77239 post-high sdiool adult-vocati<aial

enrolleea and 283 apprentices or leamer-workerae Of these 2,293

ns enrolled in igll&h classes ardl about 1,125 in classes which
are specifically vocational In nature*

The proposed 1946 Uidget icclsided the adult-voeatiooal
supervlsozy position until January 1* The Bu<iget Bureau deleted the
positloxi* Howerer# if© should have ftisds to o&rvy on the nork if me
earx supervise from another position* Seven of th® positions are now
flllsd by appointed personnel* ilaassanr has a capable evacuee super-
visor arid Tule Lake seems to have little interest ©a the psrogran*

In Central Utah 1 ss Oila Blver $2, Minidoka 43 people were
Quirolldd In S*Ntte supported courses* fopass hest C1&ssos 1n auto
mechanics and needs equlpesent# liae approved purchase of valve seat
grinder and probably have located some other equipment at Granada#

Mvzanar has opened a n«w course called tSchool for BrideseM
fhe coarse is open to recent or prospective bildes and covers cooking”
serving, entertaining, and furnishing houses or Bpartments*

M21doka has a now course called wPractical EngHeh** conducted
in dialogue fashion. 3K is based on sicii topicfi as how to cash a
cheeic, lian to make hotel reservaticsis, travel, tc. The Minidoka
people did not take kindly to the proposed refresher ccmrses*
I"nldoka has also added a course in letter twitixig*

_ Manz&n&r is closing the beauty cultur® course# No teacher
available*

Rohw®r expects to assign s teachers to post-hi 1 school
lasses after the regular school el”ses

__ Colorado Blver has 45 in office training courses which combine
training and practical experiences in tho offices#

topaz 1e attemEting to organize block Btoglish group discussions#
Present enrollees in Englishclasses hope to serve as organizers for

eir .Klocks. Then teacher hours 11111 be r©-scheduXed from Saturday to
evenings to timt the teacher visit with the block giroups and lead
the discussions*

In Marcbi there were no apprentices or learners in Granada®
iSaz@nar, MInldol»f or Hohsver. The comrltte® should determine whether
these cGuirses are to b6 continued after June 30*

_April 2B Heart Mountain Sentinel announced a series of forui”®
dIscuasions on rationing and other coi&mon problems* (Connected «ith
Relocation*)



A SI3WAHT OF ¢03 M&HCH ASOLT VOGATXOHAL BMCLLMmMmS

YOCATIOHAL ADEILT

OETOE Ya<'9 ' total SngXitk  Oti»r GMM)

1&8 Course8 Mult TOTAL
CBKTEAL VUB 8S 4X 105 ESI 469 1676 2376
CQLCSRADO RINSR 26 m inU 870 541
0ZU RXV2H X5S 70 8S 255 191 628 1074
OBAHAM 34 34 125 159
Hf. MoamiH in El 192 2XS 610 10X6
1aHZAHAB 94 94 190 63 542
MIJIXDCKA 43 45 291 49S 827
£0S»0B 05 S5% 905

TOTA* 342 283 200 1128 2295 3821 72

10 ih® total nusaxar of 7,359 4 98 nofc agr«« with totals showi <mMarch iiaMoary
r«oently distributed, siaca Colorado Kiver had not at that tin® reported
all T oatl<mal stud»iits«

20 Othsr aduxi# courses ImXudA aewiag# «oRe fXomT arrafi@®a#nt# s@® aaathesaafel 8t
soienoe and ficeial aoiano® olassae™ most of wbioh are used In the part of
t9«dhl»g Kngllih*

g# »61$ in'bdresizing not® tihAl? 814 of Bngii Ix 0i&ss ©aroi'lQds ar®
mn$ that about 600 mn are ©nrollad In othsr adult dlaseas™ and that
isany ytamn are ©nrollad in Yarioua vooatitmal alas8©8,

4, fh» vooatioaml ejirolhmnta shown hsr® do aot laoliade iiiow ia flower

iTpnh Alld Q3 liF  Xft8S08 pifilBM'i.ly faCBS
jisiprovslasalj] or as whioles for ~uglisii mfeeaching# “~®y do iiwiludfl mfeai.loring
olass sarollssnt# and a sbrll par™ntaga of othsr sowing olass anrolle«#
~xo prwibly will use ocsmaaerolally i*® dcills obtained*



AMNVOCAT AL T I

In 1teah th«re m re 7#239 post-high s<"ool adult-"ocsatioattl
»nroUOCes and 3 appf tiee« w Inuriier-work«ra» OF th e 2= 3
mre eEIroX"$d in ~gH»h elnsse® «md abfMt 1sx1s In clnkarSs uhleh
&pm »p@enleall7 vooatlopAl Ux otorii*

PAAANN A : ;/\/WWVVV\NWWVV\NV\

Tim prop e«d 1946 budget tho id\jat»iroeaitlc8aal
superviBory position until M mary 1* tfe« Bu<jg«t Bo a et_I the
FAitloa* Uammr® we ohmld have fui»d« to carry m the work If m
mn «aparvl8« trm another position* SYrad of the poaltloos ar# tmt
HUtod b™ a]p»Int«d ped@onn«« H&M&Mr has a «ptble Ov&UO« su | »3>
visor md fuS« lake 9ftet™s to hair® little ioturost isk the program*
r/\{\/\/X\/XXX)OOOOO(\ /R0 M\MX‘Q > /th /\/\A’) NN\ "ANNNN

X _Cimtxetl UtAh 105# tUIft M mr 5 Minldolca 43 peooU m m
eiMTolied ia state supported amr«e«* fepi» lam l&rge eWs«s i» auto
@hmic2 and n«eda equlpsezi * H«« approved purchase of v v«s 4
grixd.r imd pr>SfblN han9 Hoeatd $  other equlpiastit at OmiAda*

Mansaimr has ops weon70g Ll«d fbehool for Bridetf/
the course K op«m to r"GOHt ax prospective [sHEl0 nd cQlr3 cookliigh
mvrishg «nt@rtadning# and fuxmsMng houses or apértiab»ta

ULnidoks. has a mm ooursm call™i "Bretleal ooiKtetMi
in I"shiim* It la ba«#d on sueh topics as htm to cash m
«hOek# how to ™»k« botel msflerwtittnst tznv«i# @t«* the Mlnldoka
people did not tktt kindly to the p ipos"d r«fresh«r coorses™
Kixildolca haa also add«d a eours# xn lysttor writing#

MFftm&mr 1$ ploeiiig biftut’Y emltur™ course# 1 teachtr
aitraHal”™Uu ]

BphN~r expects to assign &ms teiiober» to postHMiNi 3<BbooX
€lm & m after the rm ~ lar sd™o&l cX&ses*

_ 0010ratio Blver has 45 In tiralnlp® cmMitci KkilOh
trttining find pritclleal tscperlences In the cssTlices*

topae la attastpu'y\ to orgaB]_’L9 block ItogHsh group <Hsms810)8«

Brésont «lmlm in I heljm to &rw:
their blocks* ‘Vm%\mr hoa{’s Njilll gg rMc?Lr(?«dél«d m Sattljrll‘ir te |

«r@nin” _that te&cher visit with the Flcelc groups and larid
the 41@cussim»*

m_March there were no ap|r«mtloe”™ or leamers in Qranada,”
lan»an»rf Mitiidoka# or Hol»i«r* eo tt«e shtmlld temin« whether
th#8e eoors™a are to b« cantlmed after Jime 3 «

On April 28 Heart Mounialn S"atinVAl atartcuoiid @ series of forwd(
dismumlims rutiondng d o r coirn problesia* {Cor ct«d «3Lth



X rnmmx cr tm umm kmvs vocational BBECLUSIfs

ro”™txomh mns
B itwik TOO ~ apgir” dClAr <JRAHD
889 «ladpt 1 ~ 7 Mult TOTAL
m |-85 41 [ m | _u7f am
catcmDO BIWB 20 m m STO m .
GJLA EXVER 198 70 8, 8z m 1074
34 X2S 1
Hf« MOPmiS m ax m zu i X019
UhmjLMM u n 100 342
MXIXDCE 43 w43 mi 887
BCBSFi 10$ im - MK 556
mi uis
torn* 642 m aoo  xm | sm mzi 7289
1# fh» total msober o does <igr9 with ehcm aa Wta"k mmmry
disl«ribixt«d# «li30» 003.0ra™o Mwr haA zuit &% tlift™ tiim foportsd
«dX T Qfttia»ftX Otnd»ut#»
0\x* Adud e i1 Itdd mrisge- - fl <Sanuldi»ia» e tho tiet.
8 1«zm «M «08%1al mirm™ oXft»8f wmt of nieli &  ui«d Ik part
tttaohIn”
$ It le &nt»r»8tl33g to that S14 this IngUsli oU m nsroUttoc nm
mn$ that ftbaut 500 sin ai”™ ~isroileid 1& oth»r «4uXt 9l& t«is# and that
w<amn mm 92xMIdd i& Y&rlou» ToeftticmaX 9laa«»t«
4« Tim vo&mtlomkl uswn Imr9 do aot im lvds$ thos# _la flcwecir
«rr«ngo d othor olae prisaurily m  ftrooati  al.lie

ixspramm ut9 or as wMoXec for IE~lich tocushIn”, thiy do Ix»lu4d talloriog
alass 9 r~LI»»Bit8 aaod a «a»ll pao»3Bring» of other «wl»g olati darollIMS
«lio prdbmbly «dH vm nommr~im 1M Aby ~eliX« <N-Ula»d*
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QUESTIOIO & ANSWERS
REGARDING

LEARNBRSHIPS

Ihat is a learnership?

The leamership program is a plan of sipervisea work ea-
perdence and training in the various depai*tments -where
trained replacement -workers are required or where
training *will help in relocation.

*fjo pays the learners?

The Admirtlst«ative management Division.

TS0 keeps the records of paid learners?

Records of training and progress of all learners are kept
by the Vocational Training Supervisor submitted on weekly
reports either by enployer or school representative*

Can learnership hours be credited toward school work?

Certain courses such as auto mechanics and agriculture,
where there are parallel school courses, the work done as
a learner can be credited toward school graduation*

IT credit is taken for leamership hours, will pay be given
for the same hours?

No* School credit and pay cannot be given for the same wcrk
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Titat areAscmeS ?”the part time learnerships now in effect?

School in A#M.: Work frcci 1 -5 P.M SSL........ , Nhrs* pay
School until 2ri5 Pe . Work from - 5 PMe_ rse ay N
School until XOjQO A#M*s Work from XO - 5* - - 6 hrs« (4 pay-“credit)

H?ho outlines the -work of the learners?

in all learnership courses, the work is assigned lay the
department “wfeich hires the learners* The Vocational Train-
Ing department does not force a program or teaching schedule

upon learners or_instructors* learners should be
rotated through jobs and jobs shofuM be broken down into
operationse

When is a learnership completed?

Learnerships are on an hourly experience basis and generally
are_considered ccMpleted after 400 hours. However, this
varies with the subject and experience gained* The Instructor
and Vocational Training Supervisor reach an agreement on

this point if the learner is Shoe reparrmen require

six months and beautician? require nine months training*

: Ghai> certification is given at completion of learnership?

At the completion of training a certificate is issued
recording the hours of training and work experience gained.

What are the maadnrum hours per week that the learner at-
tonding school may work?1






X. A;

Xle Q

XI. A
XIl. Qs
XXX, A:
XII. Qs
XHM* As
q

XIV. Aj
Xv. Q
xy. As

Generally 20 hoars per week, A HgRt school ischedule might
permit stfeir addii>lome3L hoars ¢
AS ... = i m 3¢ r <o

H?hat Is the maximum school credit -which can be earned
through a learnership in one term?

One unit in one term by working 4 hours a day, 20 hours
per week without pay*

Is a leamersbip hour equal to a school peiiod?

No# Two leamership hours away frcm school are equal to
one school period*

May a learner be discharged?

Xes, by the Vocational Training Supervisor or the employer.
Are learners included in employers* quota of workers?

No* Learners are on education quot&r-i*

IT the learner is working for school credit, does the
employer fill out the weekly progress report??

N « The school represoitative fills out all reports and
cards in departments where school credit is allowed.
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How many learners my be hired by any one department?

The quota is deterndned b¥ the head of the department*
lieamers are generally allotted on the basis of the paid
staff. One learner to each trained worker* 'Where mechanics
work in pairs™ one learner to each paix of mechanics. In
shops conducive to learning, there may be as roaeras Six
learners to one tirained worker. Example (Beauty shops and
shoe shops*)

Are the school credit learners separated from the paid
learners?

No* All work together at similar tasks*
In 'raat departments are learners now employed?

Garage & Macbine Shop
Beauty

Offices & Libraries
Shoe Shops

Electrical Maintenance
Radio ¥ainb€nanee
Agriculture

ol e

How have emplpyers training learners reacted to the learner-
ship) program?

AsTifer from Audience* (Messers* Ottem, Beller, Bowman)

How are learners hired?

Request sent to the Vocational Training Supervisor, but better
to send prospect to be hired to Vocational Tralnln%mSueerV|sar
and employment office for assignment to your department*






EXAMPLES OF PART TIME LEARNERSHIPS

Pay & Credit

Learner A attends school J day and works from L-5 p,m. in the
garage, total 20 hours per week* He gets pay for 10 hours
and credit for 10 hours (J \init) recorded as Auto Shop 11
course. He does not m>rk on Satuzday.

Pa™ onlj

Learner B _attends school to 2 3 p*m, and works from 3 - 5 for
pay in_the machine shop* Total hours5 14 per week for pay
including Saturdaye

Pa

Learner C attends school J day and works from 1 -5 p#m« in the
Electrical MEdntenance Department* He cannot receive school
credit sine® a parallel course is not offered in ths High Schoel
He theref<aOwerks 20 hoars per week for pay*

Pa”™ onl”

in the agriculture department* He receives pay for 3 hours
gerdqla or 19 hours per week including Saturday. No school
redi

Pay & Credit

Learner E attends school until 2:00 p#w and works from 2-5
in the agriculture department. He receives school credit* for
2 hours of this w<wk (J unit) and receives pay far the othr
hour cr 9 hours pay per week including Saturdaye The J unit
of credit is recorded as agriculture projecte
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