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AN INTERNSHIP

IN

ADMIN ISTRATION

The Field Study consisted of an internship in administration. An
internship in administration in the field of vocational education appeared
most beneficial to interests and objectives of the writer. The internship
was served under the supervision of the director of vocational education
and athletics. Activities in which the writer was involved within the
athletic department offered limited value towards administrative experience
beyond general supervision at athletic events. These activities were not
a concern of the internship, since they would not normally be responsibilities
of the vocational director.

A considerable part of the internship involved the routine management
of the vocational office. The routine management of the vocational office
included the following activities:

l. Follow up all communications to the vocational office.

2. Maintain and disseminate all needed printed forms.

3. Examine complementary texts and educational materials and
catalogue or forward to respective staff member.

4., Maintain liaison between vocational staff, vocational director,
and building principal.

5. Supervise student secretarial staff,

6. Process requisitions.

7. Maintain office equipment and supplies.

8. Assist with disciplinary problems as necessary.

9, Orient and assist substitute teachers.



10, Maintain all necessary vocational files.
11, Assist the director as requested.

The second major area of activity of the internship was the prepa-
ration of the Local One and Five Year Plan for the State Office of Adult,
Vocational, and Technical Education. In past years this plan was only
revised as necessary. This particular year the format was changed and
the entire plan had to be completely rewritten. The two largest parts
of the plan were the occupational program narrative and the curriculum
guide, both of which were the sole responsibility of the writer. See
appendix A and B of the Field Study. A specific set of guidelines for

the writing of the plan was forwarded by the state office.
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CHAPTER ONE

THE INTERNSHIP

Personal Interest

Having taught in the area of vocational education for a period of
five years, the writer developed a particular interest in the field.
With the challenge of classroom instruction slowly fading, administra-
tive activities became more and more appealing. An internship in ad-
ministration in the field of vocational education appeared most bene-
ficial to the writer's interests and objectives.

The Arrangements

During the school year previous to the internship one administrator
was assigned to the area of athletics and one to the area of vocational
education. Administrative realignment resulted in only one administrator
assigned to both areas. The net effect of the realignment was that the
new position of director of vocational education and athletics encom-
passed two full time jobs. As a result of the above, the writer was
quite readily received as a volunteer to assist in the administration
of the vocational program. The internship was served under the super-
vision of the director of vocational education and athletics. Activities
in which the writer was involved within the athletic department offered
limited value towards administrative experience beyond general supervision
at athletic events. These activities were not a concern of the internship,

since they would not normally be responsibilities of the vocational director.



Activities

A considerable part of the internship involved the routine manage-
ment of the vocational office. To assist in this task a student secre-
tarial staff was organized. One student was placed in one of three loca-~
tions in the building for each of the sixteen periods of the day. A
total of forty-eight student assignments were involved. These students
assisted by typing, answering the telephone, delivering messages, running
errands, and assisting with other activities for the benefit of the pro-
gram. The routine management of the vocational office included the fol-
lowing activities:

l., Follow up all communications to the vocational office.

2. Maintain and disseminate all needed printed forms.

3. Examine complementary texts and educational materials and
catalogue or forward to respective staff member.

4. Maintain liaison between vocational staff, vocational director,
and building principal.

5 Supervise student secretarial staff.

6. Process requisitions.

Te Maintain office equipment and supplies.

8. Assist with disciplinary problems as necessary.

9., Orient and assist substitute teachers.

10. Maintain all necessary vocational files.
11, Assist the director as requested.

The second major area of activity of the internship was the prepa-

ration of the Local One and Five Year Plan for the State Office of Adult,

Vocational, and Technical Education. In past years this plan was only



revised as necessary. This particular year the format was changed and
the entire plan had to be completely rewritten. The two largest parts
of the plan were the occupational program narrative and the curriculum
guide, both of which were the writer's sole responsibility. See appendix
A and B. A specific set of guidelines for the writing of the plan was
forwarded by the state office.
Sources of Information

The nature of the activities involved with the internship made
printed references impractical, if not impossible, to use. The routine
management of the vocational office required continuous consultation
with the director and at times the building principal or his assistant.
The preparation of the Local One and Five Year Plan required personal
contacts with a variety of different people., The past experience of
the director and vocational guidance counselor was invaluable in the
preparation of the plan, In addition, input and assistance from the
total staff was required for the plan to accurately reflect the voca-

tional progranm,



CHAPTER TWO

LOG OF ACTIVITIES

8-29-77
Activities
1. Checked out keys and materials in preparation for the
opening of school.
2. Attended district orientation meeting and workshops.
8-30-77
Activities (Students attended classes two hours.)
l, Attended departmental meeting.
2., Attended building orientation meeting of staff with
principal.
3. Made preliminary plans for the opening of school.
8-31-77
Activities (Students attended classes first full day.)

l. Initiated orientation of office of Director of Vocational
Education.
2. Discussed policies and procedures of Trade and Industrial

Department,

3. Introduced new staff in Trade and Industrial Department.



9-1=T77
Activities

1.

2.

3.

9-2=77
Activities
1.

2.

3.

Discussed general, day to day operation of office with
Director of Vocational Education.

Received first, initial assignment from Director con-
cerning the staffing of three locations or offices within
the building with student secretaries. With sixteen
periods in the school day and three locations to find
secretaries for, forty-eight student secretary positions
needed to be filled.

Assumed partial responsibility for the operation of vo-

cational office.

Conferred with director in regard to past discussions.
Assumed complete supervision of the general, daily opera-
tion of vocational office.

Started extensive screening and placement of student
secretarial staff,

Followed up on cammunications to vocational office.



9=-5=TT
Activities
1. Conducted screening and placement of student secretarial
staff,
2. Processed schedule changes for student secretarial staff
through main office.
3. Conducted routine management of vocational office.
4, Supervised all student help.
5. Followed up on cammunications to vocational office.
9-6-T7
Activities
1. Conferred with director on progress with placement of
secretaries and adjustment to routine office management.
2. Processed schedule changes for student secretarial staff
through main office.
3. Conducted routine management of vocational office.
4, Supervised all student secretaries.
5% Followed up on communications to vocational office.
9=-T-77
Activities
1. Conducted routine management of the vocational office.
2. Supervised all student secretaries.
3. Followed up on cammunications to vocational office.
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L, Exemined filing methods and materials in vocational office.

5e Conducted inventory of some printed forms used in vocational

department.
9-8-77
Activities
1. Conducted routine management of vocational office.
2. Supervised all student secretaries.
3. Followed up on communications to vocational office.
4, Distributed needed printed forms to vocational staff.
S Completed final organization chart for all student help.
9-9-77
Activities
l. Conducted routine management of vocational office.
2. Conferred with director discussing my duties and
responsibilities,
Bl Conferred with building principal concerning my admini-
strative capacity.
9-12-T7
Activities

1. Conducted routine management of vocational office.
2. Conferred with director concerning one and five year

vocational plan for state office.



3% Reviewed materials in one and five year vocational plan.

9-13-77
Activities
1. Conducted routine management of vocational office.
2. Developed duties and responsibility chart for all student-
secretarial help.
3. Conferred with part of vocational staff.
4, Developed information dissemination chart for vocational
department.
9-1L=77
Activities
1, Conducted routine office management.
2. Conferred with director.
3. Conferred with building principal.
L, Conferred with instructor to pinpoint certain weaknesses
in student discipline.
9-15=-77
Activities

1. Conducted routine office management.
2. Conducted additional placement of student secretarial

workers.,



3. Initiated preliminary investigation of movement of wood-
working and building-trades into new facility.

4, Processed weekly requisitions.

5. Investigated equipment maintenence needs in Auto shop.

6. Collected vocational enrollment audits.

9-21-77
Activities
1. Conducted routine office management.
2. Acquired land fill for new vocational building.
9-22-TT
Activities
1. Conducted routine office management,
2. Planned and organized trade and industrial department
cookout,
3. Studies the State Plan for the Administration of Vocational
and Technical Education in Illinois.
9-23-T7
Activities

l. Conducted routine office management.
2. Collected and filed vocational agreements from staff mem-

bers.,
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3. Studied the Illinois Program for Evaluation, Supervision,

and Recognition of Schools.

9-26-77
Activities
1, Conducted routine office management.
2, Conducted orientation and supervision of two substitute
teachers.
3. Processed weekly requisitions.
L, Initiated preliminary plans for three radio broadcasts
concerning vocational education.
9-27-T7
Activities
1. Conducted routine office management,
2., Studied feasibility of maintenance and general supplies
request from vocational auto mechanics shaop.
3r Processed weekly requisitions.
9-28-77
Activities

1. Conducted routine office management.

2. Planned for vocational department cookout.

3. Developed organization chart of fifteen sub-advisory
committees in vocational education. This information

was forwarded to the Advisory Council on AVTE.
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9-29-T7
Activities
1, Conducted routine office management.
2. Confered with director.
3. Composed memo concerning change in T & I dept. cookout
and forwarded to all members,
L, Continued work on survey of utilization of vocational
facilities.
9-30-77
Activities
1. Conducted routine office management.
2. Processed weekly requisitions.
3 Analyzed program and facilities for career exploration at
freshman level.
10-3-77
Activities
1, Conducted routine office management.
2. Explored possible advisory committee changes.
10=4=77
Activities

1. Conducted routine office management.

2, Prepared for vocational department cookout in new vocational

build ing °



3.

10-5=-T77
Activities
1.
2.

3.

10=-6~77
Activities
il

2.

3.

12
Conferred with assistant principal in development of
discipline policies for vocational department.
Inventoried and acquired miscellaneous supplies for general
operation of vocational office.
Developed list of items for discussion and conducted

vocational meeting.

Conducted routine office management.
Initiated survey of problems with studyhall.

Collected and filed vocational agreements.

Conducted routine office management.

Continued work on national survey of vocational education
facility utilization.

Investigated role of the building adjustment center for
problem students and its’' value to the vocational de-
partment.

Investigated possibilities of myself acting more formally
as the discipline administrator for the vocational depart-
ment and a liaison between the vocational department,

principal's office, and adjustment center.
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10-7=77
Activities
1. Attended six county regional institute.
2. Met individually with first year vocational instructors
and discussed problems in classroom management,
10=10-77

Columbus Day =--- No School

10=-11-77
Activities
1, Conducted routine office management,
2. Investigated lock and key assignments for vocational
facilities,
3. Conferred with director about departmental discipline
problems,
10-12-77
Activities

1. Conducted routine office management,
2. Rearranged student secretarial staff,

3. Examined vocational textbooks.



10-13-77
Activities
1.
2.
10-14=77
Activities
1.
2.
3
10=-17=77
Activities
1.
2.
35
'
10-18-77
Activities
1,

Conducted routine office management,
Conducted individual conferences for departmental

discipline problems.

Conducted routine office management,
Assisted in the direction of homecoming activities.
Assisted in the direction of the Annual Varsity Cross

Country Invitational.

Conducted routine office management,

Studied facility and resource utilization in business
education department.

Developed organization chart of course offerings and in-
structors in business education department.

Collected and distributed vocational agreements,

Conducted routine office management.

1k



15

2. Processed weekly requisitions.

3. Studied possibilities for developing the Lowell School

gsite with the aid of vocational classes.

10-19=-T77
Activities
1, Conducted routine office management.
2. Testified and made public presentation of plans for develop-
ment of the Lowell School site at zoning hearing.
3. Completed study of facility and resource utilization of
vocational department.
10-20=-T77
Activities
l. Conducted routine office management.,
2. Acquired materials for building trades house,
3. Disseminated information in regard to zoning hearing for
the Lowell School site project.
10-21-T77
Activities

1. Conducted routine office management.,
2. Worked on districts one and five year state vocational plan.

3. Planned for grand opening banquet for new vocational

building.



10=-2L4=-77
Activities
1. Conducted routine office management,
2. Planned for grand opening banquet for new vocational
building.
3% Updated files in vocational office.
10-25-77
Activities
1. Conducted routine office management.
2. Acquired materials for building trades house.
3. Processed purchase orders.
10-26-T7
Activities
1. Conducted routine office management.
2. Examined textbooks requested for adoption.
3. Attended building workshop.
L, Conducted departmental workshop.
10=-27-77
Activities

1, Conducted routine office management.

2. Processed purchase orders,

16



10-28-77
Activities
1. Conducted routine office management,

2. Planned open house of new vocational building.

3. Planned cookout for labor volunteers and building contri-

butors.

' Supervised the cleanup activities of shops in preparation

for visit from state office of vocational education.

10-31-77
Activities
1. Conducted routine office management.
2. VWorked on district's one and five year state vocational
plan.
11-1-77
Activities
l. Conducted routine office management,
2. Bxamined textbooks.
11-2=-77
Activities

1. Conducted routine office management.
2. Studied the I1linois Network of Exemplary Occupational

Education Programs.



11-3=77
Activities
1. Conducted routine office management.
25 Conferred with principal.
3. Conferred with assistant principal.
11=4=T7
Activities
1. Conducted routine office management.
2. Processed weekly requisitions.
3. Reviewed vocational budgets.
11=-7=T77
Activities
1. Conducted routine office management.
2. Started reassignment process for student secretaries
in second nine weeks schedule.
3. Conferred with director of adjustment center.
11-8-77
No School
11-9=-77
Activities

Jog Conducted routine office management.

18
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2. Compiled and distributed hotline for vocational resources,

8 Identified needs of first year teachers in clean-up
operations.

4, Scheduled new student secretaries.

5. Made layout of new vocational building for life, safety

inspection.
11-1L=77
Activities
1. Conducted routine office management.
2. Reviewed vocational budget from last year.
3. Discussed methods for improving discipline within depart-
ment with director.
11-15-77
Activities
1. Conducted routine office management.
2. Acquired materials for building trades house.
3. Planned for Lowell School site project and conferred with
principal.
11-16-77
Activities

1, Conducted routine office management.

2. Supervised substitutions for absent instructors.
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3. AcqQuired materials for new voeational building.
L, Processed weekly requisitions.

5. Discussed acquisition processes with business manager.

11-17-77
Activities
1. Conducted routine office management.
2. Studied Vocation Education Act of 1976.
3. Inventoried equipment needs for new vocational woods
facility.
11-18-77
Activities
l. Conducted routine office management.
2. Started phase II of planning for Lowell school site project.
3. Organized housing survey for blocks adjacent to school
property.
4, Acquired materials for building trades house.
11.21=-77
Activities

1. Conducted routine office management.

2. Conferred with director.
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11-22=T7
Activities
1. Conducted routine office management.
2. Planned for lLowell school site project.
i Processed purchase orders.
' Conferred with coordinator about placement of work
program students,
11-23-77
Activities
1. Conducted routine office management.
2. Processed weekly requisitions.
11-24-77

Thanksgiving Vacation

11-25-77

Thanksgiving Vacation

11-28-77
Activities
1. Conducted routine office management.
2. Counseled first year teacher on discipline problems.

3. Composed proposal for purchase of eguipment,



11-29-77
Activities
1, Conducted routine office management.
2. Conferred with assistant principal.
3. Reviewed vocational curriculum,
11-30-77
Activities
500 Conducted routine office management.
2. Conferred with first year teacher on discipline problems.
3% Investigated Lowell school site possibilities,
12-1-77
Activities
1. Conducted routine office management,
12-2=-T7
Activities
1. Conducted routine office management.
2. Acquired materials for building trades house.
3. Conferred with business manager,
12=5=77
Activities

1 Conducted routine office management.

22



2.
8%
L.
12-6=-T7
Snow Day
12=-T7=T77
Snow Day
12-8-77
Activities
1.
2.
12-9-77
Snow Day
12=12=77
Activities
1.
2

23
Reviewed the National Network for Curriculum Coordination
in Vocational and Technical Education.
Evaluated possible use of East Central Curriculum
Management Center,

Developed plans for Lowell school project.

Conducted routine office management,

Reviewed textbook adoption requests.

Conducted routine office mansgement,

Conferred with director.



12-13=77
Activities
1. Conducted routine office management.
2. Inventoried vocational textbooks.
12-1L4-77
Activities
1. Conducted routine office management.
2. Reviewed Lowell school project proposals.
3. Conferred with building principal.
12=15=77
Activities
l. Conducted routine office management.
2. Ingspected furnishings and equipment in shops.
12-16-77
Activities
1. Conducted routine office management.
2, Initiated pre-holiday cleanup and maintenance of shops.
3% Studied proposals for initiation of semester classes for
next year,
(12-17-77)-(1-2-78)

Christmas Vacation

2k



1-3-78
Activities
1. Conducted routine office management.
2. Inspected shops in preparation for return from vacation,
1-4-78
Activities
1. Conducted routine office management.
2. Reviewed advisory cammittee reports from last school year.
3. Inventoried keys for equipment and supply areas in shops.
1-5-78
Activities
1. Conducted routine office management.
2i¢ Organized presentation of Lowell school site plans for
board meeting.
1-6-78
Activities
1. Conducted routine office management.
2. Conferred with director in regard to Lowell school site
progress,
1-9-78
Activities

1. Conducted routine office management.

25



2. Developed contract for students enrolled in vocational

classes.,

3. Initiated plans for 1977-78 vocational advisory cammittee

meetings.
1-10-78
Activities
l. Conducted routine office management,
2. Advised first year teacher on methods for improving dis-
cipline.
3. Prepared for presentation of Lowell school site plans to
board.
1-11-78
Activities
1. Conducted routine office management.
1-12-78
Activities

1. Conducted routine office management.
25 Rearranged filing in vocational office.

3. Explored possibilities for updating audio-visual equipment

for vocational department.

26
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1-13-78
Activities
1. Conducted routine office management.
2. Investigated available audio-visual aids for vocational
classes.
3. Identified weaknesses in routine custodial services in
shop areas.,
1-16-78
Activities
1. Conducted routine office management.
2. Reviewed 0.S.H.I.A., guidelines for shop practices.
3. Inspected shops and identified possible hazards.
1-17-78
(Snow Day)
1-18-78
Activities

1. Conducted routine office management.,

2. Planned for upcoming vocational meetings.

1-19-78
Activities

1. Conducted routine office management.



2. Conducted routine office management.

3. Made necessary preparations for discussion of discipline

problems during institute day.

1-20-78 (Institute Day)
Activities
1. Conducted meeting with Trades and Industrial, Home
Economics, and Business departments.
2. Supervised collection and distribution of equipment and

furniture for new vocational woods facility.

1-23-78
Activities
1. Conductéd routine office management.
2. Issued policy on semester grading.

3. Recruited volunteers for student secretaries.

1-24-78 (Snow Day)

1-25-78
Activities

1. Conducted routine office management.

2. Scheduled student secretarial staff.

3. Collected semester grades from vocational staff members.

1-26-78 (Snow Day)

28
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1-27-78 (Snow Day)

1-30-78
Activities
l. Conducted routine office management,
2. Conferred with principal.
1-31-78
Activities
l. Conducted routine office mansgement.
2. Collected grades from vocational staff.
3. Reviewed course outlines for vocational department.
2-1-78
Activities
l., Conducted routine office management.
2. Planned for vocational advisory committee meeting.
3. Provided vocational staff with information relevant to
State One and Five Year Vocational Plan,
2-2-78
Activities

l. Conducted routine office management.
2. Completed preliminary forms for vocational auditors

cummulation report.



2-3-78
Activities
l., Conducted routine office management,
2. Organized locks and keys in vocational department.
3. Inventoried equipment in new vocational woods facility.
2-6-78
Activities
l. Conducted routine office management.
2. Conducted annual vocational advisory committee meeting.
3. Conferred with director.
2-7=-78
Activities
l. Conducted routine office management.
2. Completed annual advisory committee report.
3. Planned for future facility changes.
2-8-78
Activities

l. Conducted routine office management.

2. Collected semester grades from business and homemaking
departments.,

3. Studied guidelines for writing State One and Five Year

Vocational Plan,

30
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4, Developed and distributed questionaire in regard to facility

needs for the 78-79 school year.

2-9-78
Activities
l. Conducted routine office management.
2. Filed state records for first semester.

3. Reviewed filés for vocational budgets during past five years.

2-10-78
Activities
l, Conducted routine office management.
2. Anelized expenditures on new vocational woods facility.

3. Initiated development of classroam utilization chart.

2-13-78 (Snow Day)

2-14-78
Activities
l. Conducted routine office management.
2. Processed textbook requests.

3. Worked on One and Five Year Vocational Plan.



2-15-78
Activities
l. Conducted routine office management,
2. Conferred with director.
3. Worked on 78-79 vocational budgets.
4, Worked on One and Five Year Vocational Plan.,
2-16-78
Activities
1 .Conducted routine office management,
2. Conferred with director of guidance.
3. Developed recommendations for improved staff substitution
policies.
L, Worked on 78-79 vocational budgets.
5. Worked on One and Five Year Vocational Plan,
2-17-78
Activities

l. Conducted routine office management,
2. Worked on One and Five Year Vocation Plan.
3. Analyzed results of thirteen advisory committee reports for

input into vocation plan.
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2-20-78
Activities
1. Conducted routine office management.
2. Worked on One and Five Year Vocational Plan.
3. Moved office materials,
2-21-78
Activities
l, Conducted routine office management.
2. Worked on One and Five Year Vocational Plan.
3. Worked on departmental budgets.
2-22-78
Activities
1. Conducted routine office management.
2. Worked on One and Five Year Vocational Plan.
3. Worked on departmental budgets.
4, Analyzed advisory committee reports.
2-23-78
Activities

l. Conducted routine office management.
2. Worked on One and Five Year Vocational Plan.
3. Worked on departmental budgets.

4, Examined vocational files.
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2-24-78
Activities
l. Conducted routine office management.
2. Worked on One and Five Year Vocational Plan,
3. Worked on departmental budgets.
4., Analyzed advisory committee reports.
5. Filed accumulated vocational forms and reports.
6. Cleaned out files.
2-27-178
Activities
l. Conducted routine office management.
2. Worked on One and Five Year Vocational Plan.
3. Worked on departmental budgets.
L, Cleaned out vocational office.
5. Worked on vocational facility survey.
2-28-78
Activities

1. Conducted routine office management.
2. Worked on One and Five Year Vocational Plan.

3. Analyzed advisory committee reports.
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3-1-78
Activities
l. Conducted routine office management.
2. Inventoried vocational forms.
3. Worked on One and Five Year Plan,
3-2-78
Activities
1. Conducted routine office management.
2. Worked on One and Five Year Vocational Plan.
3. Analyzed vocational advisory committee reports.
3-3-78
Activities
l. Conducted routine office management,
2. Worked on One and Five Year Vocational Plan,
3. Examined vocational files.
3-6-78
Activities

1. Conducted routine office management.
2. Worked on facility analysis.

3. Worked on One and Five Year Plan,



3-7-78
Activities
1. Conducted
2. Worked on
3. Worked on
3-8-78
Activities
1. Conducted
2. Worked on
3. Worked on
3-9-78
Activities
l. Conducted
2. Worked on
3. Worked on
3-10-78
Activities

l. Conducted
2. Worked on

3. Worked on

routine office management.
facility analysis.,

One and Five Year Plan.

routine office management.
facility analysis.

One and Five Year Plan,

routine office management.
facility analysis,

One and Five Year Plan,

routine office management.
One and Five Year Plan.

departmental budgets.

36
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3-13-78
Activities
1. Conducted routine office management.
2. Worked on One and Five Year Plan,
3. Collected and filed revised, first semester grades.
L, Collected advisory committee reports.
3=14=-78
Activities
l. Conducted routine office management.
2. Worked on One and Five Year Vocational Plan,
3. Collected and filed revised, first semester grades.
4, Collected advisory committee reports.
3=15-78
Activities
l, Conducted routine office management,
2. Worked on One and Five Year Vocational Plan,
3+ Reviewed equipment inventories.
3-16-78
Activities

l. Conducted routine office management,

2., Worked on One and Five Year Vocational Plan.



routine office management,

state forms VE 22.

advisory committee reports.

routine office management,

revision of curriculum guide.

routine office management.

new forms for processing problems in

3. Worked on revision of curriculum guide.

3-17-78
Activities
1. Conducted
2. Completed
3. Collected
3-20-78
Activities
1. Conducted
2. Worked on
3-21-78
Activities
1. Conducted
2. Developed
and discipline.
3-22-78
Activities

l, Conducted

2. Worked on

routine office management.

One and Five Year Plan,

attendance

38
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3-23-78
Activities
l. Conducted routine office management.
2. Conferred with director.
3. Worked on One and Five Year Plan,
3-24-78
(No School)
3-27-78
Activities
l. Conducted routine office management,.
2. Worked on One and Five Year Plan,
3. Conferred with business manager.
3-28-78
Activities
l. Conducted routine office management.
2. Worked on One and Five Year Plan.
3-29-78
Activities

1. Conducted routine office management.

2. Worked on One and Five Year Plan,
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3. Worked on registration chart for guidance department.

3-30-78
Activities
l. Conducted routine office management,
2. Worked on One and Five Year Plan,
3. Worked on orientation chart for entry level vocational stu-

dents.

Note: The log of activities stops at above date to allow time for pre-

paration and typing of final paper.



CHAPTER THREE

AN ANALYSIS OF THE INTERNSHIP

The School

The internship was served at Mattoon Senior High School which is
located at Mattoon, Illinois. The school is a four grade high school
enrolling approximately sixteen-hundred students in grades nine through
twelve. Over one-hundred professional staff members are assigned to
this building. The student schedule operates on a sixteen period day
beginning at eight o'clock in the morning and closing at three forty-
two in the afternoon. Almost one-third of the beginning freshman start
their school day in what is called the High School Annex, which was
formerly the Central Junior High, and serves to reduce the overcrowded
conditions of the high school during maximum attendance hours. Early
dismissals, split scheduling, work programs, five lunch periods, and
the annex combine to distribute students so as to prevent having the
entire enrollment in the main facility at any one given time. The
school offers a complete program in curricular, extra-curricular, and
special services activities.

The Field

The internship was served in the field of vocational education.
The field of vocational education encompasses four different departments
at Mattoon Senior High School. A total of twenty-eight teachers is
assigned to the departments of Home Economics, Business Education, Agri-

culture, and Trades and Industry.
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The director of vocational education reports directly to the super-
intendent of the local district. Although the director has a partic-
ularly demanding involvement with the program at the high school level,
the vocational program is inclusive of kindergarten through grade twelve,
Consequently, the director must work effectively with building principals
at all levels.,

The primary responsibility of the director of vocational education
is to maintain and promote the kindergarten through grade twelve voca-
tional program in a manner which reflects area manpower needs and student
interests while maximizing state and federal funding and utilization of
facilities and resource personnel. Specific performance responsibilities
are as follows,

The director oversees all agperations of the individual vocational
departments. The director must maintain close working relationships
with all vocational staff members. He is expected to be aware of and
accountable for all activities in the vocational program. Regular obser-
vation and supervision is required. The director must identify and re-
solve problems and weaknesses quickly and efficiently. Recammendations
and actions are brought to the attention of the building principal or
superintendent where necessary.

Acquisitions

The director consults on the selection and acquisition of vocational

textbooks and softtware., The actual acquisition of textbooks is the re-~

sponsibility of the dean of students., However, the director 18 regu-
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larly consulted on the matter due to his knowledge and experience in
the field of vocational education. In addition, due to the responsi-
bility to the entire program, the significant importance of proper
texts requires the concern of the director. The director receives and
files publications relevant to vocational textbooks and software.

The director consults on the selection and acquisition of capital
outlay equipment for the vocational program. Capitel outlay equipment
is defined as that equipment not for resale that exceeds twenty-five
dollars in cost, Capitel outlay equipment is both an extremely im-
portant element to a good vocational program and a major financial bur-
den to the budget. The director is expected to be an authority of the
type and nature of equipment necessary to effectively equip the program,
reputable pame brands and distributors, and competitive prices of such
equipment.

The director consults on the selection and acquisition of consumable
supplies and resale items for the vocational program. Consumable supplies
are defined eas that equipment, tools, or materials not for resale that
does aot exceed twenty-five dollars in cost. Resale items are normally
materials required for student projects and are not a major concern in
the budget since the cost is regained through sales. For the most part,
the responsibility of the director with consumable supplies is the same
as that with capitol outlay equipment. An additional aspect of the
acquisition of consumable supplies is that of bulk purchases. Through

careful examination of total program needs considerable savings can be
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made by bulk purchases and warehousing goods of frequent use. Special
bargains can often be taken advantage of by anticipation of future
needs,

The Vocational Budget

The director compiles and administers the departmental budgets.

The board of education determines the maximnm amount of money to be
allocated for the vocational budget. It is the responsibility of the
director to hold expenditures within the budget. Individual requests
from staff members are grouped together by department. The priority
of departmental needs is established by departmental meetings and con-
sultation with the director. A small portion of each departmental
budget must be reserved for unanticipated expenses during the course
of the school year.

The director seeks maximum reinbursement of the vocational program
from the state and federal levels. He is expected to attend any infor-
mational meetings designed to assist districts in following governmental
regulations. All appropriate records and reports must be filed in the
vocational office. All programs must be revised and updated on a reg-
ular basis to assure maximum credibility.

Personnel

The director conducts inservice workshops and departmental meetings
for the vocational staff. First and second year teachers are of partic-
ular concern for the director. Many routine tasks of the vocational
instructor are quite important to the overall operation of the vocational

program., The director is responsible for establishing and administering
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routine policies which promote an effective and organized program. He
must plan meetings as necessary to discuss weaknesses or problems such
as discipline, grading, maintenance, curriculum, equipment, and other
appropriate topics.

The director provides input for the selection of new vocational
personnel. His input is most important in determining the qualifica-
tions necessary to satisfy the needs of the position vacancy. He 1is
very actively involved in the interview, screening process with candi-
dates. Recommendations are forwarded to the building principal and the
superintendent., The director completes job descriptions and specifi-
cations of vocational personnel. The objectives of the evaluation pro-
cess are to identify strengths and weaknesses in an effort to improve
the overall quality of the vocational program by routine observation,
identification, and recommendation. Many of the formal, written eval-
uations are often summations of preceeding routine performance evalua-
tion activities. All written material concerning evaluation of per-
sonnel is filed in the office of the board of education.

Vocational Reports

The director 1s responsible to submit the state required Local
One and Five Year Plan for Vocational Education each year. In addition
to the requirements of the Local One and Five Year Plan, the director
maintains a vocational curriculum guide which includes objectives and
outlines of the vocational courses offered. Each individual staff mem-
ber submits revisions to the director at the beginning of each year,

The director is responsible to establish goals, objectives, and guide-~
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lines for the total vocational program. Each individual instructor is
responsible to align their respective subject area with the above. The
completed curriculum guide is of informative value to students, staff,
and administration in addition to its value as a planning and organiza-
tional aid in vocational education,

The director prepares a detailed annual report for the board of
education. This report includes accomplishments, goals, future plans,
and needs of the vocational program. The report is presented to the
board of education in both written and oral form at a regularly scheduled
meeting, Individual staff members complete an annual report respective
to their subject area and submit results to the directcr, The directive
combines all individual reports in a manner so as to reflect the overall
program,

Public Relations

The director interprets and promotes the districts’ vocational
program to the public. He is willing and able to speak to interest
groups in the community., News releases to the radio and newspaper are
frequently meade., The director conducts tours of the facilities for
commnity groups and other interested persons. The board of education
relies on the director to be the specialist in resolution to problems in
vocational education which come to the attention of the public. The

director must at all times sell the vocational program to the publiec.
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Mattoon, Illinois

Occupational Program Narrative

1.0 PLANNING AND EVALUATION

1.1 THE EVALUATION SYSTEM

'

Evaluation of our vocational program is a continuous process. This
evaluation involves the following:

1.

2.

10.

Self-evaluation by Community Unit School District No. 2
personnel.

Evaluation based on criteria through the North Central
Association of Colleges, completed in 1974; and the 0.S.P.I.,
completed in 1975.

Evaluation through a reporting system (both oral and written)
to our Board of Education by the Vocational Director.

Evaluation follow-up in conjunction with area institutions |
of higher education, including Lakeland College and Eastern
Illinois University as specific agencies.

Evaluation involving our coordinating vocational education
advisory council and the sub-committees.

Evaluation through utilization of consultants and resource
people from the State of Illinois Vocational Education
Department.

Evaluation through the use of surveys, collection of objectives
data from local industries, follow-up studies of graduating
students, and the compiling of individual evaluation criterfa
developed locally through our educational staff. The object is
to evaluate our program in light of our local aims, measurable
objectives, and career needs.

Evaluation through periodic state vocational] evaluations.

Complete follow-~up records and evaluation are done by our
half~time Vocational Guidance Counselor.

The Vocational Guidance Counselor's and the Vocational
Director's responsibilities are a continuous process of
analyzation and correlation of our goals and measurable
objectives, through our vocational programs meeting com-
munity and individual career needs.
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1.2 HOW THE FINDINGS ARE UTILIZED

During the 1978-79 school year departmental meetings, institute
workshops, career days, and advisory sub-committee activities will
be conducted on a scheduled basis to organize and develop program
improvements needed irt all occupational areas. The recommendations
of the sub-committees will be presented to the Board of Education by
the Vocational Director for consideration and/or action. Staff
realignment, facility adjustments, student guidance services,

program and course changes were all a result of the procedures
listed above.
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2.1 THE PROCEDURES UTILIZED TO ASSESS THE NEEDS

The actual identification and resulting program placement is done

through our guidance and counseling program at the senior high

school with employment of four full-time guidance counselors and one half-
time vocational guidance counselor and is orientated specifically

towards vocational guidance counseling. Criteria used and identifi-
cation of the disadvantaged, the handicapped, the unemployed and other
specialized groups are developed through our local, regional,

and state agencies. We have a working relationship with the Office

of Economic Opportunity and with the Department of Public Aide.

Specific criteria developed include: The financial level or family
income, achievement level in relationship to capacity to achieve,

a cultural and social economic standard as measured on an objective

basis as can be done through our visiting counselors and our
psychologists, emotional and mental stability as measured either through a
psychological testing and evaluation of our own staff or in conjunction with
the local Mental Health Clinic, and through comprehensive records,

which include academic achievement data substantiating our identification
for each student in every school in the district. Complete medical
records are available on all of our students and a full-time nurse

assists us in areas related to both physical and mental health., ‘The
multipliers that we anticipate for our total program will include pro-
grams for the disadvantaged which includes high risk potential dropout
students, E.M.H. students, students from impoverished homes, and

students with severe academic retardation. The second factor that will
apply to our particular program will include special organizational
structures that become part of the Special Education District and the
Mattoon Area Adult Education Center with an anticipation of the nucleus of
a joint agreement included within our five year plan. Improved pro-

grams included for the 1978-79 school year are revised child care,

metals and welding, house wiring, cabinet making, building trade
fabrication and the occupational exploration program at Sarah Bush

Lincoln Hospital. Also a summer program for employment in some «

specific skill areas to include the building trades, welding and

machine shop, field biology, and graphic arts. It is anticipated,

through the joint cooperation with Lakeland College and the State
Employment Office, to survey and include manpower priorities in con-
junction with pre-vocational training to compliment the CETA program
already approved at' the Federal level for manpower programs. We have

some high-cost, low-income programs by the very nature of programs;
example being our metals and welding program. Physically disabled
students and those identifiable .through our Division of Vocational
Rehabilitation, with an obvious correlation between this program and

the program for the disadvantaged, persons are included in each target
group. A joint agreement program will again be offered for the 1978-79 school
year with area schools interested. The health occupations will be a joint
effort of several districts with Cumberland the Administrative District,
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2.3 HOW THE PROGRAM WILL BE ARTICUIATED

The vocational program of Community Unit Number Two will meet the needs
of students and the community by involving program, courses, cooperative
training, elementary pre-vocational orientation, guidance services and
pre-vocational exploratory courses designed and sequenced to accomplish
these needs. Mattoon Community Unit School District No. Two is part of

a special education area involving eight counties. Mattoon High School
is the center for the E.M.H. Program. These are identified through a
competent staff of psychologists and counselors in the special education
area. With close work and regulations with our community agencies
(particularly the Division of Vocational Rehabilitation and the Mental
Health Clinic), we have been able to identify disadvantaged and handi-
capped students. We have again, through our Special Education District ,
competent personnel and an on going program that has been effective for
the past twelve years. We are also fortunate that in the Mattoon Area

to have a close working relationship with The Illinois State Employment
Services, and referrals are made on a regular basis to their office.
Their staff has cooperated with the secondary school in coming to the buildin
for our testing and evaluation program. In conjunction with a total

K-12 system we have guidance activities conducting a testing and evalua-
tion program and the information secured becomes a part of the student's
vocational record and follows them throughout their secondary training.
The unit school district is part of the Mattoon Adult Area Education
Center in cooperation with the State of Illinois and through their re-
sources and personnel we are able to identify those who are in need of
these services. With the establishment of Lakeland College, located in
Mattoon, we have transferred the program of Manpower to the jurisdiction
of the local Jugior College and have a close working agreement with Lakeland
and utilize their resources and information in identification of manpower
needs. CETA again will be involved in programs.

A complete course description and outline manual has been submitted in
previous years, along with a copy of our self-developed K-8 Career
Awareness Guide booklet which is issued to all K-8 staff.

2.4 VOCATIONAL STUDENT PROGRAMS PROVIDED

The following youth organizations or activities are provided for
vocational students:

CWT - VICA .

IWT - VICA

Radio Club

Camera Club

BWT-DECA

F.H.A,
. F.F.A,

Regular State and National Convention participation
Annual cooperative employer - employee banquet
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2.5 THE COOPERATIVE PROGRAM

The cooperative program involves agricultural occupations, business
marketing and management occupations, health occupations, Home Eco-
nomics occupations, and industrial occupations.

The program is designed to provide vocational training in a trade on

a part-time basis for high school students during their junior and
senior years. The students alternate on a half day basis between
study in school and training on the job as an employee. During the
time of employment, the student is learning the occupation and practic-
ing the skills. The student’'s school time is devoted: (a) to pre-
scribed high school courses, and (b) to a study of the related and
technical information of the occupation for which he is being trained
on the job.

Advantages for Cooperative Students

1. Trains a student for a specific trade.

2. Permits students to start learning a trade while in high school.
3. Permits student to earn a learner's wage while in training.:

4. Provides training in theory and practice in an occupation.

5. Offers an organized.plan of training on the job under actual bus-
iness conditions.

6. Students receives his regular high school diploma when graduating.

7. Permits student to associate with other students in local, state,
and national vocational clubs.

Opportunities Resulting From Cooperative Occupations Training

1. Graduates from high school with knowledge and skills in a trade.
2. Provides an opportunity for continued training after graduation.

3. Provides a better chance for a student to secure a job in his chosen
occupational field.

4. Equips student for.promotion in his trade.
5. Helps students to become an employee in his occupational field.

6. Enables student to make a valuable contribution to the growth of
his occupation.
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These are Some of the Careers Open to Students in the Program of

Cooperative Occupations

1. Auto Technology ; 9. Ag. and Appl. Bio. Occup.

2. Retail Occupations 10. Stenography

3. Drafting 11. Radio Service

4. Dry Cleaning ’ 12. Refrigeration and Meating

5. Electrical Fields 13. Communications

6. Personal Services 14. Dental Assistanting

7. Health Occupations 15. Office Occupation

8. Retail Mgt. 16. Child Care

How the Cooperative Programs Operate

1. Students enrolled in the course attend two academic classes and one
related occupational information class along with Physical Ed. as
a part of the school day.

2. Students train on the job for the remainder of the day.

3. Students receive same wage paid to any learner employed in the
same trade.

4. Students are required to work a minimum of fifteen hours per week.

5. Regular high school credit is given for related instruction and the
time spent in training on the job.

6. A training schedule is set up for rotating the students from one
operation to another within a trade.

7. An occupationally qualified coordinator is employed to coordinate
the experiences on the job with the related instruction.

8. The time required for coordination is dependent upon the number of
students and experience of trainers and coorglinator.

9. All training stations and programs must be approved by the local

school system under guidelines from the State Vocational Education
Department.

Selection of Students in Cooperative Occupations

Students in high school may enroll provided:

I

2-

They have satisfactorily completed all work for entrance into the
last two years of high school.

They are 16 years of age or older
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11.
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They have aptitude for type of work done in trade.
They have good attendance record.

They are physically fit to take a position and can provide trans-
portation. "

They are interested in training for an occupation.

They will pursue training for two years or one year depending on
program.

They can profit from the related instruction.
They have a good character and ﬁersonality.
Parental Employment subject to Principal and Coordinator approval.

It is understood that students entering Vocational courses or
Cooperative Programs -- Complete said program.
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3.0 STUDENT SERVICES

3.1 THE SERVICES PROVIDED
During the 1977-78 school year, vocational guidance services through
a cooperative effort of guidance personnel and instructional staff
will provide these activities in the Community Unit School District # 2

to enhance their service into meeting the career needs of students.

1. Identification of individuals needing vocational education
and encouraging their enrollment in vocational curricula.

2. Provide individuals with information helpful in making a
meaningful and informed occupational choice.

3. Assist and support students while they pursue a program of
vocational instruction, as it relates to a program of proper
sequenced growth.

4. Aid graduates in placement.

5. Continue follow-up and placement procedures to determine the
effectiveness of vocational programs. ]

6. Attempt at all times to eliminate seniors enrolling in
(career orientation 9-10 courses).

Counseling, Testing, & Resource Materials

Interest tests at the 9th grade level are used in placing students with-

in our five basic occupational areas. Also individual conferences with
students and parents are used with regularity in identifying the needs
within a particular program. The "GATB'" used by the State of Illinois
Employment Service has been used occasionally in determining student

needs and interests. The Occupational Testing Program used by"the military
has been given to some of our vocational students.

The vocational programs offered at M.H.S. are used extensively to meet
students career needs. The vocational department offers courses in all
five occupational areas, from K-8 orientation to capstone training.

Instructional personnel and curriculum planners are used in various
capacities depending on the program. Many of the shop courses utilize
instructor/guidance input into the needs and interests of students.
Parent, teacher, and student-conferences are extensively used to further
assist the student in determining their individual choice of career
education.

Career Day the Senior High School is very effective in providing
an organized service to acquaint students about career infcrmation.
Over 80 community business men are involved in this activity.
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A very effective cooperative work program assists over 145 students
in learning about specific careers.

The use of speakers throughout the area are also used to provide in-
formation about various occupational fields.

Placement Services

Due to the fact that the guidance'director is available at the school
during the summer, he is able to assist students and employer in job
placement. Needless to say, with 120 students working during the
present year in cooperative programs, the job placement is quite
evident of serving as an active ancillary service.

The vocational counselor also provides information and assists students
in arranging visitations to local junior colleges, trade schools, and
apprenticeship programs within the state as well as out of state.

Through our Co-op programs, the community is very aware of the place-
ment procedure and student needs for placement. The staff functions
well as a source of placement within each particular area. Many
students use the instructor for placement assistance very effectively.

The involvement of all five counselors, instructors, and local agencies
for placement assistance is the basic source of our placement service.
All personnel are responsible to students wishing placement in some
occupational area. Placement is a primary function of all personnel
within the school system. The use of various local agencies such as the
State Employment Service, Chamber of Commerce, clubs, and organizations
are very helpful in placement of students.

Follow-up (and Evaluation)

The .basic two and four year survey is used in this school system. This
is done through a post card questionnaire distributed at the time of
graduation of a senior class of the preceeding year. <

All data collected from follow-up studies is used basically in up-grading
or deleting courses within our vocational program. Course content is
up-dated through answers from these surveys.

CRITERIA USED FOR IDENTIFICATION OF DISADVANTAGED AND HANDICAPPED PERSONS
IN VOCATIONAL PROGRAMS QF COMMUNITY UNIT TWO:

"Disadvantaged Persons'.means persons who have ACADEMIC, SOCIO-
ECONOMIC, CULTURAL, or OTHER HANDICAPS that prevent them from
succeeding in regular vocational education programs designed
for persons without such handicaps. The term includes persons
whose needs for such programs or services result from poverty,
neglect, delinquency or cultrual or linguistic isolation from
the community at large.
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"Handicapped Persons'' means mentally retarded, hard of hearing,
deaf, speech impaired, visually handicapped, seriously emotionally
disturbed and crippled.

To be eligible for vocational education under provisions of the

Act,

disadvantaged persons shall be identified by local educational

agency in terms of one or more of the following criteria or their
documented equlvalent,-

The
and

Are over age for grade by at least two years

Have difficulty communicating in writing or speaking

Are frequently absent from school or work without ap-
parent cause. (Truancy) ;

Are presently unemployed or frequently unemployed

Have a reading level at least two grades below grade
placement.

Are from families dependent upon social agencies for
support

Need economic assistance to stay in school (Marriage-must work)
Are physically or mentally handicapped and subject to

one or more of the kinds of disadvantages listed above
Other criteria which clearly indicate educational, social, .
cultural economic or similar disadvantage

(1) Under-achiever

(2) Trouble with law enforcement agencies

(3) Pregnancy - homebound and cannot attend school

following additional services are provided for all disadvantaged
handicapped.

A working relationship with the Department of Public Aid, the
Comprehensive Employment Training Act, Embarras River Basin
Agency, and the Division of Vocational Rehabilitation.

Complete medical records are available and a full time nurse
assists in these areas related to both mental and physical
health.

A cooperative work program is conducted for all E.M.H. students
in Community Unit Two.

A cooperative work program for high-risk potential dropouts,
and the impoverished homes.

A vocational counselor has been employed to assist the above
students in every phase of school or work

Inservice training programs are used to orient other vocational
teachers as to the problems, either social or physical, of these
students.
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g. Psychological testing is available to any student within the

disadvantaged or handicapped area,

h. 1Individual adjustment in projects by instructors to offset poor
quality by these students in laboratory classes.

i. Speech therapy services of any nature are available to all students.

We request Factor 1 at .7 as per (309.77) pupil O.E. cost per credit
to the district. In addition we request Factors 2, 4, & 5 under
disadvantaged and handicapped.

NO SERVICES

METHODS TO OVERCOME SEX BIAS/STEREO TYPING

Superintendent Roy Sheppard explained the desire to implement two
changes under Title IX beginning with the 1977-78 school year. These
would be that Junior High Industrial Arts and Home Economics be open to
both boys and girls on an optional basis in 1977-78 and that limited
co-educational activities in Junior and Senior High Physical Education
would begin 1977-78 in preparation of full compliance by 1978-79.

Mrs. Heller moved that the Board accept the recommendations of the
Administration and begin integration under Title IX Guidelines. -Mrs.
Tolle seconded the motion. A voice vote of ayes carried the motion
unanimously.

In summary our future vocational course sequential planning will involve
revision of health occupations, electricity program, elementary orienta-
tion, agriculture, child care, adult re-training and up-grading of all
programs offered to stimulate vocational occupation training at the
secondary level. Title IX requirements pertaining to sex discrimination
have been completely adhered to for 1978-79 planning.
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CHART A
1978-79

MATTOON COMMUNITY UNIT NO. 2 VOCATIONAL ADMINISTRATIVE STAFF

Coles County Supt.

Mattoon Community Unit No, 2

Bob Miller Board of Education President: _Phil Weller
Secretary; Dorothy Heller
Members:
Superintendent Scott Hood
Roy E. Sheppard Ken Diepholz
- (N Donna Gherardini
Hal Kottwitz
Bob McDowell
Sub Advisory Dir. of Voc. & Senior High Principal Voc, Career Guidance
Committees : Career Ed, Tom Buchanan | J. C. Moore |
G William Brandvold ' ¢ Rex Orr ,
e = e e sy
Special Education Adult Center Junior Iligh Principals Elementary Principals
Don Grewell Al Sherline Bob Cavitt Ralph Ohm

See Chart B Kermit Radloff
—
s S~ - | rd
— /
—~ —_— ~~
r i
7 Career & Voc. Ed. Staff Kel2 %

~

Andrew Zupka
Peter Genta .
LeRoy Hankins
Eva Honn

Bill Scannell

/Our Most Important Product - Students ready to work or to advance in Technical Career Education \
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4.2 THE DUTIES AND RESPONSIBILITIES OF THE OCCUPATIONAL EDUCATION
DIRECTOR

Specific Duties:

1.

To organize, implement, and evaluate pre-vocational and voca-
tional programs as they pertain to the five state vocational
plan areas of:

a. Industrial Occupations

b. Health Occupations

c. Agriculture Occupations

d. Business Marketing and Management Occupations

e, Home Economics Occupation

To assure the maximum state and federal reimbursement possible
under state guidelines for Community Unit District No. Two,

so that student instruction, staff, and equipment meet all the
present student needs possible for gainful employment.

To further clarify, the following quotation from 78-82 Illinois
State Voc. Plan Book, p. 8, Section 1. 21-1

a. Duties

The local director shall establish, promote and direct
the local K-12 program of vocational and technical educa-
tion according to State and Federal regulations in order
to serve the occupational needs of those persons residing
within a designated geographical area.

b. Qualifications

An appropriate supervisory certificate, when required by
State stature, meets State Board wminimum requirements (See
Appendix, State Board Minimum Requirements ..) and has”
recent experience deemed appropriate by the local chief
school administrator.

In addition to the duties and responsibilities outlined by the
State Plan, Community Unit District No. Two has outlined the
following duties and responsibilities of their local vocational
director on a ten and one-half month basis.

a. One half of the school year period day assigned to the dir-
ectorship of athletics.

b. One half of the school year period day assigned to local
vocational directorship including:
1) Assistance to the principals in the procurement and
selection of staff with recommendation to the Super-
indendent and Board of Education for approval.
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2) Coordination with the business manager is setting up of
budgets and the purchasing of supplies, resale, and
capital outlay equipment.

3) Coordination in the initiation of and revisement of
pre-vocational and vocational courses to meet the needs
of students in the Community Unit District No. Two area
and develope and/or improve facilities.

4) Developement of working relationships with the intent
of creating the area vocational concept and or joint
agreements.

5) Coordination of staff in teaching procedures, vocational
orientation, implementation of programs, student recruit-
ment, and in-service programs.

6) Annually organize and submit local plan.

In the addition the local director of Vocational Education assists
in the educational environment of Community Unit No. Two by:

a. Assistance in directorship of:

1) Mattoon Turkey Basketball
2) Annual Cross Country Meet
3) Wrestling Tournament

4) Soph. Basketball Tournament

b. 1Illinois State Track Meet Clerk of Course - Annually
c. Illinois State Basketball Tournament scorer 1967-68, 1978-79
d. Certified basketball, football, and track official

e. Membership of Moose; Elks; Eagles; Past President of Lions
& Lion of the Year - 1973; Rotary; Illinois Coaches Association:
I.V.A.; A.V.A.; and I.E.A., Illinois Athletic Association

f. Past Babe Ruth 1969 World Series President, present Babe
Ruth 1974 Tournament of Champions President.

g. Civic club speaking engagements on Vocational Education
and Athletics

h. Serving on North Central Evaluation teams and team leader
FY 70-76 for Vocational Education evaluations.

i. Bus driver qualijified

j. Supervision and Coordination:
1) Pre-Vocational Elementary K-6 - Staff - 125
2)" Pre-Vocational Jr. High 7-8 Staff - 14 of 120

3) Senior High Voc. & Pre-Vocational 9-12 staff-28 of 85
4) K-14 Admin. Cert. #818180
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5.0 PERSONNEL
Sl 842
During the 1978-79 school year the total vocational staff will be actively
involved in inservice work experiences related to their teaching area such
as departmental meetings,” sub-advisory committee activities, and professional
credit growth to improve their instruction up-dating and effectiveness.

]

Activities as follows:

Personal conference

Referrals of students to local agencies

Large group seminars for information to civic clubs

Utilization of sub-advisory councils in specific areas

with key personnel from these agencies serving on sub-advisory

councils.

S. Group meetings and breakfast meetings at the school

6. Committee work involving local service clubs, the Association
of Commerce, and other agencies.

7. Inter-agency coordinating committee that has worked together
in cooperation with the school and the commnity coordinating
the efforts of all agencies on the problems of education as well
as community problems.

8. Program objectives and course outlines are subject to annual

review by the area sub-committees.

S LN =
L] ] L]

A. At the K-6 level many of the 6-12 year experienced teachers
provided much input for our formulation of the K-14 articulated guideli
booklet. The K-6 staff participated in inservice career awareness
workshops.

B. The staff utilized at the 7-9 level have excellent professional
backgrounds and supportive vocational on site experience. They
actively assist in the continual process of providing sound

- vocational articulation from the elementary to the secondary
level. -

C. The Section G of this plan will indicate we are extremely
fortunate to have a completely qualified and specially trained
staff and administration.

Do DAVTE Bulletin # 4 requirements were presented to total staff
for their advanced course planning and work experience priorities.
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6.1

THE OCCUPATIONAL ADVISORY COUNCILS

Our present structure of the Vocational Advisory Council has been to in-
clude thirteen sub-committees for each of our specific vocational pro-
grams. The general advisory council is made up of department heads in-
volved in the five major occupational areas of the State Plan, a cross
sectional representation of experienced faculty involving K-12, the
local vocational education director, representative of the miniserial
association, the Association of Commerce, the juvenile police officer,
the vocational guidance director, and an administrative representative.
This council meets three times per year or as called by the Director of
Vocational Education. Each program will provide sub-committees as the
need arises and the coordinating council, as designated, is made up of
a representative from each of the specific area sub-committees. An
example of this would be our agriculture sub-committee working closely with
our agriculture teacher for the specific areas related to his total
program. A representative from this agriculture advisory sub-committee
would be designated to be a part of the coordinating council for

" Vocational Education in Community Unit School District No. 2.

Todays fast moving society on occasion outruns itself to keep pace with

its needs, goals, and objectives. This also holds true in the voc¢ational
training programs of our education system. With the 1973 Vocational
Admendments to the original Act of 1963, our governmental agencies have
placed the responsibility of this training to the local school district.
Community Unit # 2 of Mattoon welcomes this task and with the cooperation
of the resources of the community, we will be better able to meet the career
needs of its students and to prepare them for productive entrance to the
world of work.

The Board of Education in March 1971 approved the formation of a vocational
council under the chairmanship of the Vocational Director. All appointments
are for one year, terms beginning January 1, and ending December 31. These
appointments to the general advisory council may continue after Qne year with
Board approval.

The general advisory council members shall consist of:

1. A Board Member --- ex-officio
2, Senior High School Principal --- ex-officio
3. A Junior High School Principal --- ex-officio

*4, Unit Vocational Director
5. Unit Guidance Director
6. Vocational Guidance Counselor
7. A Union Representative
8. Four members of the teaching staff to include:
a. One representing cooperating work training
b. One representing pre-vocational education
c. One other member of the teaching staff
d. One representing the elementary program
9. Five community business representatives
10. Two members of the student body who are enrolled in Vocational
Education or recent graduates.

*Note: Chairman of the general council
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6.2 THE UTILIZATION OF THE ADVISORY GROUPS IN PREPARING THIS
PLAN

The general Advisory Council acts in a total review and re-
compnendation capacity. It has no administrative functions.
It may assist school in the following ways:

1.

2.

9.

10.

Communicating the values of Cooperative Vocational Education
to the Community.

Preparing training sponsors to be effective in on-the-job
instruction.

Evaluating the effectiveness of Cooperative Vocational Education
Programs.

Identifying suitable training stations.

Serving as a liaison group between the school and the business
community.

Providing instructional help through resource speakers, trade
materials, and occupational information.

Assisting in determining the criteria for measuring job performance
of the student at the training station.

Providing public relations at local level.

Assisting in solving problems regarding the program that
develops at the local level (i.e. student-learmer wages, safety).

Projecting manpower needs in the occupational field.



APPENDIX B

OCCUPATIONAL PROGRAM SEQUENCES
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IBM Course Code 889

Course Title: Work Experience

Course Abbreviation:

W Bxp 889

Prerequisites: This program is limited to juniors and seniors.
Priority ‘'will be given to seniors, and only
juniors on a selected basis will be permitted
to enroll. No sophomore will be eligible ex-

cept

those in SPECIAL PROGRAMS. Written per-

irission by the coordinator is necessary for final
approval of enrollment into the Cooperative
Work Program.

Course Description:

Basic Textbook Used:

Students enrolled in the Cooperative Work
Program may not be employed more than THIRTY
(30) EOURS PER WEEK OR MORE THAN A TOTAL OF
NINE (9) FOURS OF COMSBINED SCHOOL AND WORK
IN ANY ONE (1) DAY, NO STUDENT MAY FE EM~
PLOYED AFTZR 11PM ON ANY NIG'T PRIOR TO A
SCHOOL DAY. (Note: Special permission may
be granted by t e coordinator on a tempor-
ary basis, witl the knowledge and consent

.0of parents and employer, for unusual cir-

cumstances. )

All trainirg stations for students mst be
approved by the school coordinator upon in-
vestigation of the work station. Trairing
stations owned and supervised by parents or
immediate farily will NOT FE APPROVED. All
training stations must ve located within
tke Community Unit Number 7wo school dis-
trict.

None
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IR Course “ode 6:0

Course Title Coop. York Training

Course Abbreviation TWT 6 Credit 1
Prerequisites: None.

flourse Description: CUT is to assist tre potential drop-out in
finding an occupaticnal skill with general
kncwledee and to receive credit toward grad-
uvaticn. 'ith the use of field trips and var-
lous speikers from the community, we are try-—
ing to develop an irterest in the ''orld of
ork. liorking half-day =nt! atten’'ing classes
The other half, we concentrate on keepirg
these individuals from dropping out of school.

The stucent's school tire is devoted:

(2a) to nrescribed high school courses, and

(») to a study of related and technical
information of the occupation for waich
te iz teing trained on the job.

Basic Textbooks Used: Succe=ding in the lYorld of \ork
Kimbrell and Vineyard '
McKni ~ht f YeXni ght ) 1970




IBM Course Code 889

Course Title:; Work Experience

Course Abbreviation:

W _Exp 889

Prerequisites: This program is limited to juniors and seniors.
Priority will be giver to seniors, and only
juniors on a selected basis will be permitted
to erroll. No sophomore will be eligible ex-

cept

those in SPECIAL PROGRAMS. Written per-

riission by the coordinator is necessary for final
approval of enrollment into the Cooperative
Work Program.

Course Description:

Basic Tkxtvook Used:

Students enrolled in the Cooperative Work
Program may rict be employed more than THIRTY
(30) EOURS PER W%EK OR MORE 7THAN A TOTAL OF
NINE (9) FOURS OF COMBINED SCFOOL ANT WORK
IN ANY ONE (1) DAY, NO STUDENT ¥AY RE EM-
PLOYZD AFTZR 11PN ON ANY MIG T PRIOR TO A
SCHOOL DAY. (Note: Special permission may
be granted by t e coordinator on a tempor-
ary basis, wit! the knowledge and consent
of parents and employer, for unusual cir-
cumstances. )

All trainirg stations for students nust be
approved by tre school coordinator upor in-
vestigation of the work station, Trairing
stations owned and supervised by parents or
immediate family wiil NOT FE APPROVED. All
training stations must be located witlin
tlze Comrunity Unit Number "wo sclool dis-
trict.

None
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I3M Course “umber 632

A

Course Title Arricultur=1 Management

Course Abbreviatisn Agr -£32 Credit 1
Prersquisites: Tnis is a course for juniors =nd seniors

Course Description: Farm anagrent princioles and nrocedures Adealing
with decision making in tYe =reas of animal nro-
duction, crov vroduction, Ag. marketing, hudgeting,
financing, and land 2quisition =sre involved “eara,
Fngine maintenance =nd overh~ul, =nd machinsry
operation, adjustment 2n1 revair arsa stressed in
the farm mechanics of this class. Onnortunities
for job plscement and furtrer *raining in this
field ~re outlined in this course,

Rasic Textbooks Used: Farm Management - Princivles, Puigets, and Plana
J. Y. Yerbst, Strives Publishing To. 197N,

Vocatinnal Apriculture Service "mits
Iniversity of T1linois



IBM Course “ode 482

fourse Title Animal Producti n ‘griculture

Courze :bhreviation irr 482 Credit 1

"rerejuisite: Crade Tevel Soriomores and Fresrmen

Course Nescrintion: 3Basic lgriculture is divided into four quarter

of study:
Animal nroductien
Srovo n»roductionn
Careers and Tecord eeping
“gricultural Mechanics
1. Db2s3ic welding and cutting
2. =mall ‘engine sarvicing

76
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I3M Tourse Nnde 286

77

Zourse Title ilachineywv Oner tions % Jervice

[e

Course \bbreviatirn igr 886

“rerequisites: 'Yone

Course Nes~ription:

Gredit .50

This course would be a clussroori-shop learn-
ing situation emhasizing four

Asic points

on each mucnine studied, and following throush
wit! netual Jemonstrstions and work on those
m:chines.

l'
i.
B.

e

D-

Ao

wmroximate Tin2 Studied

1 weck - Yoldso:rd nlow

1 week - Disks

? wneks - Plinters

1 week - Toucrow Tultivoters

< W L7 9 - vy 1] =7
slc Textboolks Yaed:

Toretionsl &

Points of emirhusis for each ws.chine

“rincirles of Operation
3afety -

Adjustnents

Service

¥achines to »e studi-d

Tillzge m:ichinery 3
1. .0ldhourd plow

2. Thicel 1low

3. field cultivator
4. disk

Cultural FMechinery

1. cultivztors

2. smiayers
. fertilizer syvending equipment

2
b,

Mowers
Hnmsest Tlachinery
1. conmi:ines

&. {frain he-ds

b. zorn hezds
Haterdals Yundling Mochine:y

l. nupers
2. - elev:tors and conv~eyors
3. loaders

3 weeks - Sorayers
1 week - Fertilize» Spreading
Eguir
l. Dry zoererders
2, C(uaseous ‘inpli-
crtors
6 eeks - Zomvines
1. rrain heads
2. corn he:ds

-

riciltare TieTviee Malls

Univers br o Illinois



! Sourse Lode 382

irsn Title Advanced Agr, . liec

et

e ]

irse Sbbreviation igr, Mech, 882 Jredit 1

irse Description:

3ic Taxtvook Used:

. . [ - '.' 4
sre<uisites: Bosic igriculture 482

Units of study iaclude principlnes of operaticn,
maintenancn, axd rapair of gasoline and dies~l
multi-cylirnder angines, tractor saivice and -
maintenance, =:1d set-up,a ssembly; 'md a«iJus‘t—
n~nt of new machinery. :

~

Yoc:tional Agrisulture ServiceU nits, Issued
-3¥ the University of Illincis.

-y
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3% sourse .oide 88t
8. o Oyl

surs~ 2itle DRasic Agriculturael . ::hanics LQ Lrs)
surse Ahbreviation Agr 881 ' ; Gredit ) (st sen.)

surse Description: Usa of agrioalturd) carpantry tools, basic elac-
: tricity tools, basic pip~ handling, welding
techniques, ard oxy-acot;’lene pro¢edures are
taught in tris class. " 7The use of all hand tools
in the shop area is pres=antad. The principles
of operaticn of two cycle and four cycle engines,
artd the overhaul, repair, and maintenance of
gnall engines is covered.
" A. 6 wecks-welding, braziag, machinery repair
B._ 6 weeks--lactrical wiring, for farmsteails,
' . 2lectric motors, and electrical
o cantrols O =
C. 6 weakaz-~small engines repair and overhaul

asic Textovooks Usad: Vocation:zl Agriculture 3arvice
aits isgsuad hy th~ hiivarsity of Illinois ¢




IBM Course Code 484

Course Title Drawing

Prerequisites: None.

Course Description:

Basic Textbook used:

1 Credit 1

Drawirg 1 is a basic course in drawing. It
is an 'exploratory course designed to give the
student a oroad understanding and an enjoy-
able experience in different procedures and
areas of drawirg. This course is broken down
into sections which gives a wide variety of
procedures, skills, and techniques of draft-
ing. The various sections are: The grafic
langage, draftirg and industrial occupationrs
technical sketching, tools, and techkniques

of drafting, geometric figures and construc-
tions, pictorial drawing, sectional view,
computers in design and drafting, vectors,
drafting in the aerospace industry, teckmni-
cal -illustration, electrical-electrorics
diagrams, maprping, charts, architectural
drawing, reproduction of drawings, and fast-
er:irg devices.

Draftirig Technolcgy and Practice, William P.
Spence, Ckas. A. Ternett Co., Inc. 1973.




1PM Course Code 358
Course Title: Wood
Course Avbreviation:
Prerequisites: None

Course Description:

81
Credit +
18 wks.

Rva 358

Wood 358 meets for one hour per day,

five days per week, for eighteen weeks.
This course is designed to teach the

basic hand woodworking operations

and skills. Each student has one required
project that covers *he basic tools,
principles and skills included in the
course. After its completion eackr student
designs or chooses a project, plans and
constructs it.

Basic Te:itobook: TUrnder consideration



I3i; Jours~ Jode 357 | _ Sredit ¥
18 whka.
Sourse Title: Ifatal

Jourse Abbrrviation: 37A 357
Prerouisitas:  lone "~

Course Descrivtion: i{atal 357 mects for one hour per day, five
days per week, for eignteen weeks. This
course is an introduction to the broad area
of metalwork. The hasic skills, work habits
and safety precantions involved in working -~
metal with hand tools are stressed. The names,
inportant features, aand uses of the various
kinds of metal tools are taught. A series of
reguirad projeocts iatroluce the students to the
areas of beach metzl, wrought mctal, shaet
metal, art uetal, forgi~g, and heat treatmemt
of steels.

Basic Textbook: Under considerztion "

v



% Coursz Jode 355  Credit 3
: 18 wks.

mrss Title: Graphic Arts

sarse Abbreviation: BVA 356

reracuisites: llone ’
Graphic irts 356 meets for oue hour per diy,
Tive days per week, for cighteen weekss  This
course is designed as an introduction to the
printing materials. 3Shop work 1is plammed by
the instructor in each area so that students
RMay gain first-hand mmmation on the opera~

+ions 1nvolved.

ourse Description:

lagic Textbook: Ustier considezatioh -



34 Cource Code 354
e

Jredit
18 wks,

:ourseiﬂitleé Drawing

ourse Abbreviation:
’rereyuisites: Hone
jourse Deseription:

{eets: One hr. per
lay, 5 days per wk.

BYAT 394

This course i3 designed to give the student

the necesszry experience in developing skills

in the use of drawing instruments and materials
similar to throse used by the professional drafts-
man. Learning the importance of proper planhing
the use of sketches, and the ahility to express
ideas by means of graphic representation are

the main o>jestives. Some time is devoted td
the study of oldeprints similar' to those usead by
carpenters, machinist, construction and factory
workers.

Yasic Textbook: Exploring Drafting by John R. ‘lalker:

Goodheart~illcox, South Kolland, Il., ’

1975 . o ‘
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T 2 vme EX (=l 0]
AR ~od2 69

Courss Title Tndustrisl Vor's- 7. ziqin-~

Cours  !hhraviation IWT 467¢
Przrejuicites: OGradie Lewvel 11-17 Credit 1

¢

Degeription: The progrea is 22signed to provide relsted
traininz in & trzde on a part-time hasis for
high echoeel vtudente during thelr “unfior end
venior yeers. The students zlternazte on &
holideay basis b:tween related courses in
school ¢rnd trzining on the joh» ar an enploj-v.
During the time in employmen., th2 studentis
related work world skills. Ths rtudsnt's other
schosl time is dzvoted: (a) to prescribed
high school sourses, end (b) to study of re-
leted - ani teshalical informztion of the osnu-
..,1on son Mhich b e bcﬂﬂv treanad o% the

(@]
o]
c
*
oy
@®

>

in, the YUorlad of Hork

LR 4cno

Consumer Bconomics
ilhelme, teimerl, Jelly
Motrrewd2ll 157
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IBM Tourse fode &79
Course Mitle: ‘lork “xpericnce

Course ibbreviation: M Exp 889
Credit 1

Prercquisites: This nrogram is limited tec juniors und seniors.,
Priority will he :iven to seniors, ind only
juniors on a selected bnsis will be permitted
to enroll. ‘''o sorhormore will be elirible ex-
cert those in SPECIAT, IPOCRAMS, ‘'Iritten per-
mission by the ~corilinator is necessary for
final approval of enrollurnt into the Coonera-
tive Work Program,

Course Descriiption: Students enrolled in the Cooperative ‘ork
Program may not be emnloyed more th:n "HIFTY
(30) HOIRS FER WEBK OR IOTE THN A MOTAL OF
NIYE (9) 'MOURS OF ZOMBINSD SCHOOL 4UD WOPK
I 4MY QUE (1) DY, MO STUNMD MY 7T Wk-
PLOYED ATTIR 11R (77 ATYY NIGHT PRICGR TO A
SCHOOL D4Y. (Tote: ‘lmecial rermissicn may
be frzanted by the coordin.tor on 2 terpor-
ary bisis, wiih the knowledge iind ~onsent
of rarents and emnloyer, for unusual cir-
cunstanc~s, )

41) trairing stations for students must be
ansroved by the school coordinsitor upon in-
vestigation of th: work station., Triining
stations owned «nd supervised hy parents or
impaediszte family will NOT B2 AP'ROVED, All
training station: rust be loci:ted within
the Community 'Jnit Number ™o richool Ais-
LT cby

Basie Texthook Used: Yone
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IBM Course Code 680

Course Title Coop. Work Training

Course AbbSraviation CWT 680 “redit 1

Prereauisites: VMone. )

Course Description: CWT is to assist the votential drov-out in finling
an occupational skill with general knowledge and
to receive credit toward graduation. itk the u-=e
of field trips and v=rious speakers from t>e com-
munity, we are trying to Aevelon an intarest in the
World of Work. Working half-day and attending
classes the other half, we concentrate on keeping
these individuals from dropring out of school.

The student's school time is Aevoted:

(a) to vrescribed high school courses, =~nd

(b) to a studr of related and technical information
‘of the occupation for whic» he is bhaing tr-ined
on the iob. Y

Basic Testbooks Used: Succeeding in the World of Work
Kimbrell and Vinevard
McKnight & McKnight 1970
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I1BM Course Code 889

Course Title:

Work Experience

Course Abbreviation: W Exp 889

Prerequisites:

This program is limited to¢ juniors and seniors.
Priority will be given to seniors, and only .
Jjuniors on a selected basis will be permitted

to enroll, No sophomore will be eligible ex-

cept those in SPECIAL PROGRAMS. Written per-
rission oy the coordinator is necessary for final
approval of enrollment into the Cooperative

Work Program.

Course Descriptions Students enrolled in the Cooperative Work

Program may not be employed more than THIRTY
(30) BOURS PER WEEK OR MORE THAN A TCTAL OF
NINE {9 ) KFOURS OF COMBINED SCFOOL AND WORK

IN ANY ONE (1) DAY, NO STUDENT MAY FE EM-
PLOYED AFTER 11PN ON ANY NIG'T PRIOR TO A
SCHOOL DAY. (Note: Special permission may p
be granted by t e coordinator on a tempor-

ary basis, wit! tre knowledge and consent

of parents and employer, for unusual cir-
cumstances. )

All traininrg stations for students must be
approved by tre school coordinator upon in-
vestigation of the work station. Trairing
stations owned and supervised by parents or
immediate fairily will NOT PE APPROVED. All
training stations must be located within
the Comrunity Unit Number f%wo school dis-
triet.

Rasic Textbook Used: None J



IBM Course Code 582

Course Title Crop S3cience

-

Course Abbreviation Agz.'992

Prerequisite: MNone ’

Course Description: T»e course emphasis is uvon the nroduction,
harvesting, A4 handling of srein crops., n
conjunction with this soils, fertiliz-rs,
chemi.cals, cultivation tecmioues, and storing
of grain are =130 studied.

Basic Textbook Used: Aericulture Service 'nits
University ofﬁTllinois
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IRM OQourse Node 482

Course Title .nim:1l Production Asriculture

Course Abbreviation Arr 482 Oredit 1

Prerciuisite: Grade Te:vel Sothomeres and Fneshman

Jourse Nescrintion:

2sic Texthook Used:

- Voetional igriculture Scrvice lnits

3aszic .azriculture is divided into four quarters
of study
Animal production
Crop oroduction
Careers =fd Pecord Reeping
Agricultural Yechanics
1., %desic 7elding and cuttlng
2. snall engzne ser7101ng
““Public sneaking, parliamentary nrocndure and
‘rgcord keeping are also stressed.

University of Illinois. /



Course Jode 832

rse - Title Advanced Agr. liech.

rse Abbreviation igr. Hech. 882 . . . ; o Credit 1
requisites: Basic Aar_leulture 1482 : { : 3o et

rse Description: Unitg of. study. mqludg principles of ope atlon,
maintenance, sid repair of gasoline and diesel

mlti-cylinder engines, tractQr, service, anj% S
8

Xlde o wry

maintenance, @od set-up, assemb;‘h fma ﬁaﬁ 2o

ment of new m.chlnez'y. o 7 gt " :,, R ke

ic Textbhook Used: Nocrtional Agrlculture Service 'Umts,"fssuqi i
by the Unlver31ty of Ill:n.no:Ls =i g, S ]

ARY
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IBM Course Code 881

Course Title Basic Agricultural Mechanics

Course Abbreviation Ag. Mech. 881 1.0 Credit

Prerequisites: Basic Agric. #482 recommended,

Course Description: This class consists of three main areas: welding and
cutting, electricity and electrical wiring, and small
engine tune-up and overhaul. Arc welding and practice
includes flat and out-of-position welding on different
welders and metals. Oxy-acetylene welder work consists
of cutting, brazing, and hot metal work. Electricity
covers basic principles and exercises on electrical motors,
controls, and wiring., Small engine study includes tune-
up, overhaul, and use of related tools.

Resources: Welding and small engine manuals,
Subject matter units
Ag Mechanics Shop



9L

Course Title Landscasin and Bezutification

Course Abbreviation .-, '834

2

Prerecuisites: 3asic A:riculture 422 recommended.

Conrse Descripvion: This class consists of vractical ermerience as vell as
rrinciples of landscaning and bLeautification. 5i::
nasic areas of instruction include landscapin: mathiods
of Jesisn, tree and shiubbery growth, maintenence, ond
identification turf wenagement, flow:r grovwih, an’
landsceping tnol .nge, Tne student annlies the nrincinles
learned to maintain a landscane end compos2 a five~;ar
landscanin: »2=n of their honma,

Resoureen:  landseavint Your Tome, ile2lson

e SRR e o K )
Lonisganicc:  rincizniez of Desimn, Ingels

subiect :
r

iatter wnits
filmstries, transparencies, fieldtrips



IBM Course Code 484

Course Title Drawing

Prerequisites: None.

Course Description:

Basic Textbook used:

A Credit 1

Drawing 1 is a basic course in drawing. It
is an 'exploratory course designed to give the
student a oroad understarding and an enjoy-
able experience in different procedures and
areas of drawing. This course is broken down
into sections which gives a wide variety of
procedures, skills, and techniques of draft-
ing. The various sections are: The grafic
langage, drafting and industrial occupations
technical sketching, tools, and techniques
of drafting, geometric figures and construc-
tions, pictorial drawing, sectional view,
computers in cdesign and drafting, vectors,
drafting in the aerospace industry, techni-
cal ‘illustration, electrical-electroriics
diagrams, mapping, charts, architectural
drawing, reproduction of drawirgs, anrd fast-
ering devices.

Drafting Technology and Practice, William P.
Spence, Thas. A. Pernett Co., Inc. 1973.




1B Course Code 358 Credit *
18 wks.

Course Title: Wood
Course Aubreviation: BVA 358
Prerequisites: None '

Course Description: Wood 358 meets for one hour per day,
five days per wcek, for eighteen weeks.
This course is designed to teach the
basic hand woodworking operations
and skills. Each student has one required
project that covers the basic tools,
principles and skills included in the
course. After its completion each student
designs or chooses a project, plans and
constructs it.

Basic Textbook: Urder consideration



=

i3I Tourse code 357
Jourse Title: llntal
Zourse “hureviation:
-y

rer- uisites: L one

sourse Jascription:

B P
.

vatal 357 simebus fur ens honr o ey, F
days per wozk, for right-cnr wenks, Thi
cours~ is an introh:ction to tr.e *woal ar~a

of mntalworx. The Yasie shkills, work letits
and safaty procmtions involved in working
natal with Py tools -ire stressed.  Tha nanes,
inportant Iestures, and uses of the various
kinds of m~izl toolz arn taught. A series of
reguirad proj-sti introluce the students to the
arnas of Lunzh nabel, wrought metal, sh et
n~tael, art : +tal, Jerziug, &nd heat tr~ainm-nt
of sterls.

ie
3

asic Decithoeh s Under congide -aiinn
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I8 Cuurse Code 356 Creait -
1¢& weeks
Course Ticle: Graphic irts

Course Abhreviatisn: BVA 356

Prereuisites: lone

Course Descrip.ion: Graphic iArts 356 meetis for one lLowr per day,

five days per ws:zek, for eighteen weeks.

This course is desiymed as an introduction

to priruing trades covering; Lasic ‘tools
and printing raierials. Shop work is
rlanced by “he instructor in ea2ch arca so
tnat studertts may gain firsti-hand irforiiation
on the operations invclved,

Basic Textitnook: Urder consideration



181 Course Zode 35 _ : i ' - Jradit +
18 wiss.

Jourss Title: Tdectricity
4 .

Course Abhreviation: DBYA 355

Prersiuisitns: iione . "

" A ]
Course Description: This is a Deginming course in slactricity. .
. ectricity 355 meets for one hour ver day,
five days per week. It is designed to h=1p
students segin to understand the basic. fun-
damental knowledze of ~lectricity. Basic .
_concepts of seriss and paraliel circuits, Chm's
.Lawy iilatt's Law, magn~tism, sinple notors,

. .. power sujv:lisg, mete:s, home repair, resistors,
‘generators, and transformers are discussed.
3pecial amphasis is -laced on house wirirg.
Soms conzumar infornzticn ist susht and the
various zlectrical ozcupations ar~ explor=d. -
Safety and careful werk habits are stressad./

hasic Texthook: Tlectricity by Zowar: E. Gearcishy
E Goodheait-illcox, 3outh Zollaad, IL., 1G75
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' couraa vode 354 Sredit +
18 wls.
rse Title: 1lrawing

rse Jbbreviation: 2V 354

reyuisitas: one

irs2 Dascription: This course is designed to give the student

' the necessary experienca in developing skills
in the use of drawing instruments and maserials

its: One hr. par  similar to thos2 us=d by thy professional .

'y 5 days per wk. draftsman. Learming the importanc~ of proper:

' -vlanning, the use of skatclies, and the zbility
to exprass ideas by means of graphic represen-—
tztion are the wain objoctives., Some time is
devoted to the study of blueprints similar to
‘those used by carpenters, machirists, construc-
tion_and factory workers.

sic Textbook: Ixploring Drafti:g by John . “alker;
Gookheart-Yillco::, Jouth Folland, Il., 1975
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AUTO MECHANICS 17 0302



I3M ourse liumber 800

Jourse Title Special

“duaation Uooperative “ork Training

Course ibureviation CIT 8CO Credit 1

Prere;uisites: Student must b2 enrolled in tha 2l Prozram

Course Deszription:

Basic ‘Te:tbooks Used:

The 3veciul ¥ducation Jooperative ork rain-
ing meets for one hour five days 24 week. T is

102

course 1is dasizned to help the student i-2l wiih

all aspects of job trainiriz. In the <lassroom
the course of study relates di*—~tly to skills
the student will n2ed "o obtuin and keep a job
after rrazduatizn. ‘Tnis includes laarninz to
work with @t least tvo hours durin:y the school
day. s sophomores, students are vlaced on
jobs within lormunity Unit #2. ‘'hese jobs in-
clude janitor trainees. As juniors and s-niors
of f-~campus lacenents are referred. “iss stu-
dents are »naid salaries for their viork. They
are supervised by their emr~loyer and a teacher-'
coordinator.

Succeedinz in the -“orld of “ork,
McKnisht Publishins lo., 1975




IBM Course Jode 889
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Course Title: ‘“lork Zxperience

Course Abbreviation:

W EXr 889 coredit 1

Prerequisites: This program is limited to juniors and seniors.
Priority will b= 3iven to seniors, and only Jjuniors
on a selected basis will be mermitted to enroll. o
sophomore will be eligible except those in SPEZIAL
PROGRAMS.  Written permission by the coordinator . is
necessary for final ap~roval of enrollment into the
2Jooperative “ork Program.

‘Jourse Descriptions

Basic Textbook Used:

Students enrolled in the Cooperative: “ork Pro-
gram may not be erployed ziore than THIRTY (30)
HOURS P23 WE=ZK OR HMORZ THiH A TOTAL OF NINE (9)
HOURS OF CMZINZD 3CHOOL AND 'CRK IN ANY ONE (1)
DAY, NC STUDTWT MAY B% ZPLOYED AFTER 11 PM ON
ANY NIHT PIOR 0 A SJ2HCOL NMAY. (Note: Special
permission miy be zranted by the coordinator on

a temporary basis, with the knowledge and cons nt

~of parents and e~nployer, for unusual circum-

stances) .

All trainirnz stations for students must be av-
proved by the school coordin:tor umon investiga-
tion ol th> work station. Training stations
owned and supervised by par nts or immediiate
family YILL NOT BT iPMROVED. ~11 training sta-
tions must be lozatzd within the Community Unit
Number Two sshool district.

Hone
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IBM Jourse oide 689

Course Title Industrial Sork Trainingz

Jourse ‘bbreviation I©T 689 CFedsif 3
Prerecnuisites: Grade Level 11-12

Jourse Description: The program is dasigned to nrovid: related
trainin: in a trade on a part-time basis for
hizh school stuildents during th-ir junior and
senior y=zars. The stulents alt rrnate on a
holiday bnasis detween related courses in school
and training on the Jjob as an employee. During
the time in =mploymant, the student is relating
wvork world skills. The stulent's othear school
time is devoted: (a) to wrescribed hizh school
courses, and (b) to stuly of related techrnical
information of the o:cunation for which he is
bein; trained on the job. "

Rasic Textbooks Used: 3ucceadin: in the %orld of 'ork
Kimorell and 7ineyard
McKnizht & idcKnight 1970

Consumer “connmics
v'ilhelms, Eeimerl, Jelly
MeGraw-Hill 1971
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IBM Course Jode 889
Sourse Title: ‘"ork Zxperience
Jourse Abbreviation: ! Txp 889 Sredit 1

Prerojuisites: "This progfam is lizited to Jjuniors and seniors.,
Priority will %e ziven to seniors, and only Jjuniors
on a selected basis will be narmitted to enrpll. ilo
sophomore will be =2ligible except those in SPWCIAL
P20rRAMS. “‘ritten permission by the coordinator is
necessary for finzl apwnroval of enrollment into the
Jooperativae 'ork Program.

Course Description: S3tudents enrolled in the Cooparative fork Pro-
gram may rot be-emmnloyed more tihan THIRTY (30)
HOURS P37 "JEZK OR MORE THAN A TOTAL OF NINE (9)
HOURS OF -OM3INED SCHOOL 4NO "ORK IN ANY (1) DAY.
NO STUDTNT MAY BE “!PLOYE) AF™R 11 PM Oii ANY NISHT
2RICR TO & 3CF00L DAY. (Note: Special permissicn
may be granted by the coordinator on a temnorary
basis, with th» nowledze and consent of parents
and =~mvloyer, for unusual é¢ircumstances.)

All training stations for students must be apr-
proved b the school coordinator uwon invest-
igation of the work station. Training stations
ownad and suesrvised by narants or immediate fam-
ily VILL 02 33 APPROVES. 211 training stations
nust be lozated within the “ommunity Unit Number
Two district.

Basic Textbook Used: ilone.
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IR Course Zode 670

Course Title Coop. “ork Training

Course Abbreviation TWT 6&C

Prerequisities: ‘None

CTourse Description: CWT is to zssist the rotential drop-out in
finding an occupational skill with general
knovwledge and to receive credit toward grad-
uwation. With the use of field trips and var-
ious speakers from the community, we are try-
ing to develop an interest in the 'lorld of
Work. Working half-day and attendin~ classcs
the other half, wye concentrate on %cening
“hese individuals from dropping out of school.

The student's school time is devoteds

(a) - to prescribed high school courses, and

(b) to a'study of relatad and tecimmical
information of the occuvation for which
he is being trained on the job,

Basic Textbooks Usad: Sucececdiag iz the World of Vork
Kimbrell and Vineyard
YcXnight & “cKnight, 197C




IBM Course Code E£79
Course Mitle: ‘Jork =
Course Abbreviation:

Prerequisities: This
Prio
Juni
to e
cerct
miss

Xperience

program is lirited to juniors and seaiors,
rity will be given to s=zniorz, nd only
ors on a selected busis will e pemitted
nroll, ‘o sonhowore will be eligible ex-
those i~ 3230IAL PPOTFANTG, “Written ver-
ion by the coordlnator is necess2ry for .

final apvroval of enrollment into the Coonera-

tive

Course Descrirtion:

Basic Textbook Used

tiork Program,

Students enrollad in the Zooperative ‘lork

Program ¢y not be em~loyed mor: than THIFTY

(30) HOUTS FIT WESK OF MOTE T A mOTAL OF
NTNE (9) O "Pf" O OHMBIVED Z2400L 0D H0FRK
IN aNY 0’2 (1) DAY, WO 3™DENT M4y 3B EM.
PIOYED ATIR L17M OF AW ¥TeWR =RIOR D A
SCHOOL DAY. (¥ote: Special permission muy
be grantoi hy the coordinator on u tempor-
ary basis, with the knowledge »nd consent
of parents and employer, for unusu.l cir-
cumstances, )

411 trainine stations for stuwdents must be
approved by the school coordinator uwon in-
vestigiticn of the work station, “'raining
stations owned and supervised by paranta or
inmediate family will NOT 33 1 “7CVIn, All
triining s*ations must be locnted within
the “ommunity Unit Number “wo school dis-
triety

Yone

107
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I34 Course Jode 983

Course Title Vocation sute-techunius

course Abbreviation Vil 983 Credit 2

Prerequisites: This is'a course for Seniors.

Jourse Description: This course, one of four vocational courses, is
primarily desizned for (but not limited to) the
Senior students who have completed the VAl 683.
This course nas three areas of concentration.
The stuients have auto body & refirishinz, en-
gine rebuildirg, and general repair in ‘this
course, <he eanhasis is on estimates, liajgraus,
and proper reztir proceiures. The students will
perform their skills on automobiles.

Ba:ic Textbook Used: Autowotive Diazznosis & Tune-up, Guy F. ‘etzel
McKnight & Ycinight, 1969

Automotive Patinishing (prin:iples and technijues)
¥l. T. Booson, Duront ‘e"inishing Jivision

The :A3C of 3Svray “ouipment
The DeVibovins Jo. Taird Zdition

Relzated Texts: _Automotive Znzines,
“illiam ¥, Iroves, McGraw-Hill 5th “dition

Other Pelated Material: Service tips for Automotive Mechanics
Harlings lfg. co. Hastings, M1
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IR Course 'himber 683

a0 .

Course Title Vocationzl Auto lexwinies

Course Abbreviation Y41 683
Prerequisites: firade Level Junior

Course Description: This course is for the Juniors who have com-—
vleted the Autol program satisfactorily..dur-
ing their sophcmore year,

Tis course is the first year of a two year
progxram., They will cover annroxim:tely one-
nalf of the automative are:. The rest is to

be covered their senior year.

This ~ourse will cover the diagnosis and

repair procedures needed to effectively

repair a live automobile. Prevention
n2intenance and adjustments will also be
coverad. s

Basic Mextbook Ugsed: Autormotive Mechanics
1illiam d, Crouse
McGraw-4111 197C

Pelated Text: ' Automotive Transmissions nd Power Trains
William H. Crouse
MceGraw-Hill




IBM Course Code 583

110

Course Title Vocational auto Servicing

Course Abtreviation 583 4 Mech Credit 1

Prerequisites: None

Course Description:

Basic Textbooks Used:

Upon completion of this course, the student
will be able to either own, manage, or work

in a modern service station and do an adequate
Jjob on the level at which he has proven he

can handle in the Jjudgment of the instructor.

He will be trained in the areas of customer
relations. management of business and person-
nel, record keeping, business and personal
appearance, and the skills needed to be a
highly employable and easily trainable em-
ployee, manager or owner.

Safety is to be incorporated throughout the ’
entire program.

Autoriotive Mechanics, Crouse, McGraw-Hill
1675, aud verious Service Manuals.
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IR Cenrse Code 887

fourse Title Yocaticnul ints Mechuning Orecizlization 11

Tourse ibbreviation 12 &3 Sredit 1

Prorequisites: Vi1 483, Wl €83, or Vi 783 .

flourse Descriptionz Uvon comnletion of this course the student
will have a working knowledse of air condi-
tioning's nower acc->ssories nd exh:ust e-
mission. “!is degree of comretency will he
judged by the scores on his tesf:s and his
shop verformznce,

In the course, we will cover the vorking
vrinciples of eir conditioning and how to
test and rocharre a system, e will cover
the tosting and rzprir of :ower ~ccesnorias;
and we wil?! co er vhat oxhriust emission is
ang the varisu~ svstews »nd hovw to =ersice
2nd repair taen, Safety will ve included
throushout +%1is entire ~ro:sranm.

Bigic Texii:oks llsed: intowoti"ﬁ alr Joniitivning
T}Q‘f Ce '.‘f. \’. 5 ) i 1S
Nelnar T:Mlishers

Tenricle Wni:sion "o trol Svstens
Ford *iotor “o.

Pelated Tevt: Autorrotive Blechtrical Bauivment
“7i13iam 1. Crouse
MclGiraw="1i11




IsyY C

onrse Jode 783

——

Clourse Mitle V.i.M.

Coursze

Specialization

‘bbrevittion:

Prareauisites 11-12

Course Description:

"extbook Tsed:

TAM 783 Credit 1

This cour<e will spicizlize in carbnration
for one sensster and Ifmition and Yi:pnosis
the second semester,

™e basic funetions, operntions, wnd proce-~
dures will o2 covered for * buackeround. The
students will then 0 into the di~*T:rent cy-
sters 'nd their oreration, They wiil then
progress in%o repair nind adustpents. Diag-
nosis will b2 incorpor2ted into imwe entire
prosramn,

Autorotive Tuel, Tubricatlen oand Codling
st

ystens _

Hllizam . Troust, Mefraw-"il! Book %o.

Autonotive Jlestrical “gui-rent
William ™, Sroust, Yelraw-ill Puitlishers

=

jon Zontrol

-~
[}
o.

Yerdcls Timi yahems

¥Yord 'otor

3
~
<
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IEM Course Number 483

Course Title ~uto Mechanics I

Course rbbrevietion 4 Mec 483 Credit 1

Prerequisite: Grade Level 10-11-12

Course Description: This course covers the areas of (1) Basic
Engines (2) Fuel & Czrburetion (3) Charging &
Starting (4) Ignition System (5) Cooling &
Lubrication (6) Brzkes (7) Clutches (8)
Transmissions (9) Drive Trains (10) Suspension &
Steering--#1l1 of these are covered in general.
The course also prepares a student to go on
into Vocational auto Mechaaics I or Vocational
Automotive Segvicing.

Basic Textbook Used: Automotive Mechanics (Seventh Ed.)
William H. Crouse
McGraw-Hill 1975




S 1k

TBM Coursze Code 45

Course Title Yocationszl Tool Eogm Manepemest

Courss fbhreviation Tool B _ Credit 3
Prerewisités: Previous Auto Course ~

Course Description: Upon coz :ietion of this course the student
' will know the various tools needed in an auto-
motive sho., how to keep a tool room and
parts room neat and organized; and he will be
able to accept that respomsihility. His de-
grees .of success will ba judged by the instrue-
tor. -

In this program, the student will ckeck out
~and in all tools used. Fe is responcible for
billihg the resole items. He must keep the

tosl room neat, orgenivzd, and clean. Any
tool broken or lost must heve a report made.
on it. E _ Z

y

‘The-student will have to be reesponeible,
neat and 11l organized to W8 successfuel in
this -“rogram. '

Safety practices will he used tbroughout
this entier Jrogr:a.

Basic Textbooks Used: None



15
[ -Course Code 531

urse Title Zeghnicel Methematics 531
urse Abbrevistion I, Math 531 . "\ Credit .50

erequisites: It is desirahle that the stuient who enrolls
for Tech Math is simultaneously enrolled in .
one or more of the vocationel shop offerings;

mrse Description: The course is designed to re taken in con-
junztion with a vocetionsl shoyu course.
Tech Meth wil! prov'de applications of - .-
basic principles to reeal problems that are
meeningful to each irdividual. Through e
geries of workbooke, provisioun is mede Zor
przcticael epplicetions of methamatice to
specific triedes. The stucent will bBe required
to purchase one workbook in one of the following
regs; carpeantry trsdes, auto mechenics,
electricel trcdes, mechine trades, masonry
trades, end skeet metal rerdes. The cource 3
will provide for higtly inmdiwiduelized . '
instruction whish fecilitates wilde renges of
egbilitiss -end enebles the student to srogzrese
2t hie own speed.

xtbook Used: ed by Olivo. £dopted in




M Course llumber Code 442

urse Title Technical Physics 442

urse Abbreviation T Phy 442

ass Time 18 weeks
ade Level 10.11 ‘ . b, M i

ereguisiteés: - Successful comwletion of TPechnigcal Nuthematios
or one year of Alebra.. :

mrse Bescription: ‘Pechnical -Physics has been wrpitten as a pre-

' peration for students considering a vocztion-
al-technical career. It w:.s desimed and

> written in conjunction with input from sever-
2l varied indus*ries tarouzhout the State of
Illinpis. It is desiiyed to emphasize physi-
cal concepts as applied to the industrial-
technical fieclds and to use these apyplicitions
to improve the physics and mathematics compe-
tence of the s*udent. Unlike some physics
texts, t.is material is written at o lanmae
leve¥ and 2t a mathematics level thut is resl-
istic of and beneficial to most students in
Y0-Tech prosr..zs. Students will find illu-
strations and examples related to the fields
of automotive-firm ecuipment tecimnolo zy, con-
struction teciwmology, electronics technoloyy,
mechaniczl tecimolozr, and micro-or2cision
tecanology.

sic DPext: Jechnicul Physics, 2.le Twen, Turklaind. Somxrmity
Sollege, 1971.

s e
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ourse descriviiuvi:

%

3
This course in @stils is eksimed {0 zHeve the
student en ide.: of 'what is involved i% the
metsl working industries. . zenér:l touching
upon @ach arez will hel» identify some of the
caaracteristic: of the job witaout z0inz into
Fre:t detzil. The emphusis is nlaced on in-

. - 'dustry as w..ole and tien tae 1mpoMoe of
: mu ol in 1'1du.;... . . ..

The -gtudeni rill work with his hinds .nd mind
in order to % un idez of wiwt the liborers

in indus&ry heve to do. I+ is honed that if

a student never works ‘is : i:dorer in 1ndu<xrry¢ P
out works .3 cne of the wnlte coll:r" :obs, /f
he will have some icde:. of the r.blews und con-

ditidns ‘the lihovers have to work uader. This

situation cx 1130 be reversed so the l.boruvr
will unde-s’. .nd his superiors' ‘ob wetter.

The ins%ructor will select %he sho- foremin.
It will b2 his ob to czll :nd supervise the
cle.n-u; of the shop. DBach student will hwve
a4 specific reswonsivilit; to curry ouk.

Individucl diffarences will %2 met by cssim—o
ing the students diffcrent jobs oz ucuivitins

to overcoue itze zreus in which: they are weak.
An aceceler.ted student will e wiven ectra
activities which will ch:illene him.

The nuin ohjzcoive of this course is to rlve
the siuden®s saffi "zenu infore tio:: 4o enuble
therm to wndersiind whai tools iire used =and

what go-~ort.uiiies .nd h .wrds exist in the

wet:l trades. “ener:l :nd reluded informwiiont
Sugplctienied U stadent censir 1c‘:1.m of ro~
jects, ws given in sheet mat--l, foundry, forz~
iri, bench meiul, wrt meotd, weldin ;' ;i vlus-
hinz.

hsic ‘Jextbooks Uscd: lebulworkini Pechnols v & Zr.ctices : 4 o

"Tudwisg-iic” criay

- .- - ) . s [ .
Y¥icknisab 2 Yelnd g, 1909



I3M Course Code 4%
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Course Title Drawing I fredit 1

Prerequisites: ‘ore

Course Description:

Rasic Texttook Used:

Drewing T i8 a basic course i~ Ar-wine. Tt 1is

an exvlor»tory course “esigned t» rive the student

a hroad unilerstanding and »n eniova®la exnerience

in different proceduras =»nd areas of Arawing,

This course is broken down into sections which gives
a wide variety of nrocedures, skills, an? techninues
of Ar-fting. Te v-s-ious sections ~re: ’'™e or-phic
langu=age, Ar2fting anA4 industri2? occunstions,
technical gketching, toola =nd +mchnigues of Ar-fting,
geomatric figures and constructions, victori-1
drawing, sectiona2l views, commuters in design ~nd
dr=fting, vectors, dr2cting in the a~rosn-ce induatry,
technical i{l1lustration, el-ctrical-electronics
diagrams, maoping, ch=rts, -rchitectural drawving,
reproduction of drawings, and f-s*ening devicas,,

Drafting Technoloegv and Practice, ilTlisam P. Snence,
Chas. &, Benmett Co., Tne. 1973.
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IEM Course Code 485

Course Title Basic Electricity

Course Description: ELEC 485 Credit 1

Prerequisite: None

Course Description: Basic Electricity 485 is a pre-vocaticnal
laboratory class designed to develope an un-
derstanding of the importance of electricity
in every day living. 485 introduces concepts
of basic electricity and electronics used in
our modern industrial society. Students will
have au opportunity to assemble experiences
in the lab and to build an electronic project
of their own, learniung how to assemble, make
solder connections, aid read scheratic draw-
ings. Electric motors and basic house wiring
techniques will be discussed.
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ILM Course Code 357 b Credit =%
18 wks.
Course Title: Metal

Course ibbreviation: BVA 357

Prerecuisites: sone

]
L

Course Description:* Metal 357 meets for one hour per day, five
days per week, for eighteen weeks. This course
is an introducticn to the brozd area of metal-
work. The basic skills, work habits, and
safety precautions involved ia working metal
with hand tools are stressed. The names,
importsnt features, and uses of the various
kinds of metal tools are taught. 4 series of
required projects.introduce the students to the
areas of bench metzl, wrought metal, sheet
metal, art metal, forging, and hezt treatmeat
of steels.

Basic Textbook: Under consideration



IBM Course Code 355
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Credit
18 wks.

Course Title: Electricity

Course Abbreviations
Prerequisites: MNone

Course Lescription:

Pasic Textboox Used:

BVA. 355

This is a beginning course in electricity.
Electricity 355 meets for one hour per day,
five days per week. It is designed to help
students begin to understand the basic funda-~
mental knowledge of electricity. Easic concepts
of series and parallel circuits, Ohm's Law,
Wa*t's Law, magnetism, simple motors, power
supplies, meters, home repair, resistors,
generators, arnd transformers are discussed.
Special emphasis is placed on house wiring.
Sor.e consumer information is taught and thre
various electrical occupations are explored.
Safety and careful work habits zre stressed.

Electricity by Foward I. Gerrish;
Goodreart-Willcox, South Folland, Il., 1975.




< Jouvs s Sode 354

prse Yillas Drawing

arse oreviation:
er».uisites: loue
urse Zascription:

2%s: one hr. per
Ys 5 d2ys per wk.

Jralit ¥
18 uls.

(]

d i
This course is designed to give the student
the nzcess:ryr superiesnce in dev2loning skills.
in the use of <rawing irsiruments and materials
similar to t¥ose us»d by the profe:sional: -
draftsma... J.arntiag the importan:e of proper
vlanniag, th2 use of sketches, and tha ability

. to exprass i<eas by -eaus of giraphic repres-an-

rv

sic Taxtbook: Wploring Dr:iltl .z hy Join . ‘alkeor;

tation ars te main objactives. | Jone time is
devotxd to the study of »lueprints similar to
-thosa used y’ carpentoes, machinists, construc-
tion and {aciory workar:s.

Goodheart-{illcc.., South Iiolland, Il., 197%

Fl
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Jouise Lode (89

;2 Mtle. Industrial Joxk Trai«ip

-

.2 ibareviation I.7 89 Jrelit 1

asquicites: Grade Level 11-12 :

' f

52 Desceipticn: The program is designed to provide relat -
training in a trade on a nart-tine hasis for
high school students during their junior and
sanicr years. The students altorante on a -
holi lay 1 :sis Hatwesn ralated cour-cs ia
s5:hool 2nd trainiag on the job as an ~aploynn.
curing the tinie-in ammloymeitt, the student is
relatad work world skills. The student's other
school time ias devot~d: (a) to prescriv-d
high school zouri:s, and (b) to stuly of re-
1:t~d and tachnical information of the occu-
palion Tor which he is heing train2d on the
joh. '

¢ Toxthooks Usad: JSuccexding in the 'orld of 'Jork
~ Finorall aind Viaeyard
licKai-ht & jcKnight 1977

Jonsusmar ononties

Yilhelas, Teineri, Jelly
dehGraw-1iill 1971

i

e



(3 Zourus Jode 882 &

sourse Mtla: ork Tupsrionce

sourse Abbreviation:

’rera.uis Tris prozrem ‘is limit~d to juniors and seniors.
Prierity will e ziven to soniors, and only jun-
iors on a s»l.cted basis will he permitted 1o en--
roll. :lo sophomore will be" eligiblae. nxoept those
n SPWIAL 006N SE. tritten permission by wthe
coordinator is necessayy for final approval of
enrollment into the Jooperative liork Program,., - -

lourse DHoseription: Students =urolled in the Sooper-tive ‘iork

Prosram may not be mployod saor= than TEIRTY
(30) HGURS P72 U3 GR MORI THAT A TOTAL OF
$I07 (9) I""'";“-C‘" SOVTILN 3D SOVCCL ALY HORK
I &% O (1) vy "C STUDENT “AY 3% Ti-
RIXT 2 A9T T2 11PM &% 48Y ¥IoRT 2 ICGR TC A
SCHOCL Y. (=-ot~ Special )ormission nay
be BT ranted by the coordinator on a toripor-
ary basis, with the knowladge and consent
of paront: and employer, for unusual cir-
cunstuncas., )
All training staticngs for students must bhe
approvad by the school coordinator upon in-
vagtization ¢f the work station. Training
stitions own~d and Uuperviseti by parents or
wgnoadiiate Sundly will G 83 BRIV, AT
training stetions nmust be located within the
Jommunity Unit fuwber Two school district.

v

asic Taxtbook Usad: one



THM “ouwse Jode 670

Tourse Mitle CToor, erk Trodmice

flonirse Abbreviation 7

.

-
one,

Prerequisites:

“ourse Nascrintion:

Bisiec Tovthooks Tried -

T LA Credit 1

'

7T is to nssist the »otentinl drc:i-ont in
finding: @ oceaptionnl siki'l +it- ecnernl
knowlr:ie =24 to reccive credit toward riud-
uation., Jith the nse of field {rins und var-
ious sweakers from the community, ‘e re trvs-
ing to dewa2lon an in%erest in tve YWorld of
Work., ‘lorkina - half-day and attonding classes
the othwer m1f, +e cencentrite on %eeping
these in'ii*aals fron drovnins out of school.

The stuient’'s 3:hool time is devoted:

(a) +to -ra2aeribed hish s~hool coursas, and

(v) to 2 study of rmlated ~n? techaical
inform=tion of the occunrtion for whirh
he i35 Mmaing Smaived on the Job.

Tmecendias in the Jorld o lork
Timbrell and Yisayard
edni~nt & Yetnisht, 197C
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I¥M Conrse Tode 88)

Course Titlez "lork Sx-:riconce

Tourse ‘bbravi-tisn: ' lxp €89 Oredit 1

“rercquisites T™iis nrosram is iirited tn juniors ant seniors.
“ricrity will oe riven to seniors, and cnly
Juniors on & selacizd Hisis will be roreidted
to anroll. Yo s¢ homore will be eliribla ex-
cent those in GV IT00L PTTAEAMS. Written per-
nission by the cocriinitor is neeessary Tor
finzl a-vroval ¢© snrollment into the Zoopora-
tive “ork ‘rosrum,

Course Nescription: Students enrolled in the “oopar:tive York
Prorsran may not be em~loved more than THIWTY
{30) 10U™s ~" MEK OF KOFT THAY 4 #QTAT, OF
Y (9) ey e g ""‘-”37"‘» 20N M WORK
T Y 078 (1) 3AY, 0 STUDINT LY OB M-
PLOYED AFTEP 11 B O0F ANY HICST “RIAR 6. A 7
ICHCCL DVZ. (Tote:  Srecinl ver:ission wey
Ye ecrant2d wy the ce-rlinator on + temror-
ary buzis, with $hn knowladge an’ zonuens
of »areats 1t errloyer, for smusarl cir-
cumsances,

A1l trainine stations for studenits must be
a;nrovad D ke school coordinttor apon in-
vestisntion o the wovk atation. Training
atations omes and surervised by sarents
immediste fuwily will 30T 3K SFTCIED. 411
training: stotions nmuzt be loc:ted within
the uomwunlty “nit NMusber ™o school dis-
et

Basic Te-thook ‘Jsed: Yone
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IBY Course Code 531

Course T4itle: Technical Mathematics 531

Course Abbreviation T. Math 531

Prerequisites: It is desirable that the student who enrolls
for Tech Math is simuitaneously enrolled in.
one or more of the vocational shop offerings.

Course Description: The course is designed to be taken in con-
junctior: with a vocatioral shop course.
Tech Math will provide avpplications of
basic principles to real problems that are
meaningful to each individual. Througk
a series of workoooks, provision is made for
practical applications of mathematics to
specific trades. The s*udent will be required
to purchase one workbook in one of the following
areas; carpentry trades, auto mechanics, electrical
trades, machine trades, masonry trades, and sheet
metal trades. Tre course will provide for highly
individualized instruction wkich facilitates
wide ranges of abilities and enables the student
to progress at his own speed.

Textbook Used: DRasic Matrermaticz Sirplified by Olivo. Adopted in 1971.




T Course Tode 477

Course Title lMetils I

Nourse Abbreviation Met:ls 487 Credit 1

2rereauisites: “lone

Course Nescription:

Basic Motoooks Used:

This ~zourse in met:ils is desigme! to give the
student an idea of what is involv-2d in the
metal working industries, 1\ groner:l touching
uzon each area will help identify some of the
charicteristics of the job without goirng into
great detail., The emrhasis is rlticed on in-
dustry as a whole and then the importance of
nmetal in industry.

The student will work with his hinds #nd mind
in order to pet an ide2 of what the laworers

ir industry havs totdo, It is hoped that if

a student never works 25 a laborer in industry
but works i1t one of the "white collar” jobs, .
he will) howve some idea of the nrablems ond con-
ditions th~ l=2borer: have to work under, This
situntion can a2lso be reversssi so the li.orer
will understand his superiors' job tetter,

"ne insturctor will solect the shon foromuan,
It will be s i+b to c2]1l and sunervise the

¢lean~-up of the shor, Buch student will h2ve
a snecific resronsibility to carry out.

Individu+l diiferences will be met by 2ssign-
ing the siudents different Jobs or activities
10 overcore the arnas in which they are weak,
‘n acceler2ted student ill be riven ~xtra
activities which will catllenge 1in,

‘“he main oLjective of this cours: is to give
the studant sufficient irformatic.n to ena-le
them to understind what tools re wsad uind
what opport-nities mnd hazavds exist in the
met2l trodes.  General nnd rolited information
sunrlenented by atrdent cornstructi.n of nro-
jectsy s given in sheet metal, Toundry, “orgs-
ing, bench metil, art mebtel, welting, nd vlum-
bing.

Motalworking Technotory &
Ludwig~ricliarthy
Ye'nirnt A MeXnight, 1949

Oreetiens

129
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TRM Course Number 4833

Course Title Auto Mechanics T

Course ibbrevistion A Mec 24233 fredit 1
Prerequisite: Grade Tevel 10-11-12

Co:rse Nescription: This'cours> covers tve are=s of (1) Mngic
Engines, (2) Fuel % Carburation, (3) fYarging 2
Starting, (4) Tgnition Sv='em, (5) Cooling &
Lubriza+ion, (6) Brakes, (7) Clutches, (B) Trana-
missions, (9) Drive Trains, (10) Susvension *
Steering--All of t“ese 2re covered in geners1,
T-e course 3lso nrerares 2 student tn g0 on into
Vocational iuto Mechanics T or Voecational
Automotive Servicing.

Basic Textbook Used: JAutomotive Mbcﬁanics {Seventh Ed.3
William ™, Crouse
MeGraw-Hill 1975
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I3 %5.irens Tode 15
T
P LR ) ’d

s S ar *3 - L0
Tzurse Titles retal 27 wks.
" X - 5 r

Jourse Anhrovistions Wi 357

P‘“S scjiagkaae T —~

rerezuisibes: Nona

Tours:e Desseiption: Metzl 257 mexts for one hour ger ny, five duye
pe~ weels, For sighteen wesks, This zourse 1is
ar. introductisn to the troad 2ren 0f matuluork,
The %"°1" skilts, work habits, =ni snfet; with
h2nd tools tre stressed, The numzs, important

features, and usez of iha vazrisus kinds of matal
tosls are taughts A s2rizs of reviired projects
irtroducs the students to the wrens of vornch metal,
wrought mettl, sheet mﬂtﬁl, art -metzl, forging,
. b

’
toent of zteels,

m

mgio Taxthooks Under consideration



IBM Course Code 355

Course Title:

Course abbreviation:

‘rerequisites:

one

Course Descrirption:

Eesic Textbook:

tlec

132

Electricity Credit 3

18 Wwks.
BVa 355

This ie a beginnin¢ course in electricity.
Electricity 355 meets for one hour per day,
five days per week. It is designed to help
students begin to understand the basic
fundamental knowledge of electricity. ZEasic
concepts of series and parallel circuits,
Ohm's Law, watt's Law, magnetisz, simple
motors, power supplies., meters, home repair,
resistors, geuerators, and trarnsformers are
discussed. Specisl erphasis is placed on
house woring. Some consumer information is
taught and the various electrical occupztions
are explored. Safety and careful work habits
are stressed.

Good
1975

tricity. by Howard E. Gerrish;
hezrt-~illcox. South Eollanc, Il.,
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IBM Course Code 354 ‘ Tradit 3
18 wks.

Course Title: Drawing
Course Abbreviation: EVA 354

Prerquisites: None '
Course Pescription: This course is designed to give the student
the necessary experience in developing skills
in the use of drawing instruments and materials
similar to those used by tle professional
Meets: One hr. per draftsman, Learning the importance of proper
day, 5 days per wk. planning, the use of skeichies, and the ability to
express ideas by means of grapkic representation
are the main objectives. Some time is devoted
to tre study of Rlueprintis sirilar to those
used by carpenters, machinists, construction
and factory workers.

Basic Textbook: Exploring Drafting by Jokn R. Walker;
Goodreart-Willcox, South Kollard Il., 1975 “,
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Courze Mble y eeiil Wéue tivr Tooceriiive Tlork Twedniny

Doarse Jovrevistion U7 800
. il ‘]._.
Peozacuisites: “tuwdont pusd T ¢ 2-0lk%d dn ghe 37 Frogprin
Course escri:lion: The %Specizl Jducation Coo-erniiv: York
Telrinin 3 meess for one hour ’1:” durs @
“eek, Tis < nrse K d° vl TR =9 hely Ve
student 221zl with =211 _spesiis of job
triininz. In the el.ss oon the cowsse
of shudy ‘el;te girecily to skills %he
student will so obiein wid koep
a job afSer 'r'-d iz . This includes
it ot le st Ywo aours
durin-z the sshocl d=y, «s <‘0')‘1omores,
students e sld.ced on jobs with
Corsuni ty Unit 42, Th:32 jobs lnclude
Janitor traincess s Juniors uné Seniors
of{ Cam~us »l.cameais cze wraforsed,. 1l
souienss o - n:id stlaries for thei:r world
i Y

L 3 29 <t L . 5 3
Sieie ennlogar and p

lawrniny Vo work w

ey Lra wgrtviscs

o btesanereroyiinaior,

Bualc Texbuoolks Useid: inecuaedin - in bae "oxld of ok

..... a0

’

Ae2nlchs Tolkliethens o, 19%5

2
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IBM Course Code 889

Course Title: Wourk Experience
Course Abbreviation: ¥ Exp 889 Credit 1

Prerequisities: This program is limited to juniors and seniors.
Priority will be given to seniors, and only .
juniors on a selected basis will be permitted
to enroll. PFo sophomore will be eligible ex-
cept those in SPECIAL PROGRAMS. Written per-
mission by the coordinator is necessary for
final approval of enrollment into the Coopera-
tive Work Program.

Course Description: Students enrolled in the “ooperative Work
Program may not be employed more than TFIRTY
(30) HOURS PER WEEK OP MORE TEAM A TOTAL OF
NINE (9 ) HOURS OF COMBIMED SCENOL AND WORK
IN ANY ONE (1) DAY. NO STUTENT MAY BE EM-
PLOYED A®TER 11 PM ON ANY NIGHT PRIOR TO A
SCHOOL DAY. (Note: Special permission may
be granted by the coordinator on a tempor-
ary basis, with tre knowledge and consent
of parents and employer, for unusual cir-
cumstances. )

All training stations for students must be
approved by tie school coordinator upon in-
vestigatior of the work station, Training
stations owned and supervised by parents or
immediate family will NOT BE AFFPROVED. All
training sta*ions must ce located within
the Commnity Unit Number 'IWo school dis-
trict.

Basic Textbook Used: None
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I3M lourse Jode 689

Sourse Title In‘iustrial ‘ork Triaininz

Jourse idbreviition 1T 689 Sredit 1
Jrerequisites: ‘irade Ievdl 11-12

Jourse Ja2::ription: ‘the proijram is desizned to -rovide r-lated
training in a trade on a ‘:rt-time bvausis for
hish school shtudent:s durin; vhzir junior and
senior years. The students z1t=srn:ite on a
tioliday b:i:sis betreen relited courses in school
and training con the Job as an erployee. Dur-
ing the time in empnloyment, the student is re-
lated work :orl¢ sxills. The student's other
school time is devoted: (a) to prescribed hizh
szhool zourses, and (b) to study o° rslated
2n€ techni:zl information o7 the occunation for
wnich he i+ b2ing trained or: the job.

Jasic Textbooks Used: Suc:eadin: in the Yorld of

Kimbrell and Vineyard
VicKnight & Mc¥nizht 1970

sonsumer Scoovomics
Yilhelms, elm~rl, Jelly
VeGraw-1{ill 1971




IBM “ourse Code 879

Course Mitle: ‘Jork

138

“yperirnce

Tourse ibbhrevi:tion: ' Exp 88

Credit 1

Prercquisites: ‘‘his nrogram is limited te Jjuniors and seniors.
Priority will be *<iven to seniors, 2nd only
juniors on a scleeched basis will be permitterd
to enroll, 'o souhomore will be eligible ex-
cert those in SPECIAT. IPOCRAMS, Written per-
mission by the coorlinator is necessury for
final awproval of cnrollment into the Coonera-
tive Work Program,

Course Nescriptions

Basic ™extbook 'Ised:

Students enrolled in the Cooperative Work
Program miy not be employed wore thun THIRTY
(30) HOURS ©uR MEEK OR MARE THIN A TOTAL OF
NIWE (9) TOURS OF COMMRINSD SCHOOL A'iD WATK
Y AIY OUE (1) DY, HO STUTENT ¥Y 3T We-
PLOYRD APTOT 11RO AMY NIGHT FPICR TO -
3CHOOL DAY. (Tote: Special rermission may
be granted Ly the coordin:itor on 1 terror-
ary bz2sis, wiih the knowledge and ~onsent
of marents and employer, for unusual cir-
cunmstances. )

411l trairing stations for students must we
2ooroved by the school coordinator upon in-
vestigation of the vork statisn. "rhining
stations owned iind surervised by gorents or
immedicte family will KOT BT APFPOY/TEH, Al
training st::tions rmust be loc:ted within
the Communitiy 'Init Number ™-o school Ais-
triet.

*’one



124 Jourse Node 620

Sourse Yitle Soop. Jork Wrainir Creiit J.

Course aAboreviiiion CWY 80

Trerequistes: nore :
Cou 's¢ descrintione: ClT is to =ssist the potenti:l drup-out in finding
an occupational skill with generil knowled e and
to recieve credit toward sralustion. #ith the
use of fi=ld trips and various speakers form the
comaunity, we are trying lo develol an interesst in
the WJorld of :ork., .Jorkin; half-day and atterniing
classes ike otaer hulf, we cuoncentrate on kecpin;
these individaals form drojpin; out of school.
Yhe staile:i's tchool time is devoteul:
{(a) to prescridezd high schiool ccurses, and
(b) to 2 svady of rel:ted uni technizsal informas
" tion of the ocanpziion For whish he is heing
tr.zired 5n the job. =
Basice Textnooks Used: .ucceeding in the Jocld oi dork
Almhraeil snd Vinsyard

"
‘)

Mo ma S e Menicpt, 1379
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IBM Zourse Tode 879
Course Title: VWork “wpericnce

Course Aibbrevi:tion: Y Exp 889
' Credit 1

Prercquisites: This nrogrem is limitcd te juniors and senior:s.
Priority will be +iven Lo seniors, and only
Jjuniors on 2 selected hasis will be permitted
to enroll, '!o sorhomore wi'l be eligible ex-
cert those in SPECIAT I1-O07PLMS, Yritten per-
mission by the ~ooriirutor is necessary for
final approval of nnrollment into the foonera-
tive YWork I'ropram,

Course DNescription:z Students enrolled in the Cooperative Work
Program may not be emuloyed rore th:n THIETY
(30? OIS P UK CR OMOTE THIN A TOTAL OF
. NINE (9) TTOURS OF COMTINSD SCHOOL AWD “WORK
IN 47Y OU% (1) DY, 1O ST LY 1337 W-
PLOYED ATTIP 11FH G4 ANY NIGH! TPICR 70 2
SCHOOL 74Y. (Yote: ‘necial remmission may
be granted by Lhe coordin.tor on 2 terpor-
ary bisis, wilh the knowledse 4nd ~onsent
of rarenls and emnloyer, for unusual cir-
cumstanc,s, )

11l trairing stations for students must be
anaroved by the tichool coordinator upon in-
vestigation of the wvork station. '"'riining
stations owned &énd curervised by pirents or
immediszte family will NOT BE APFROVED, A1l
training stiations must be locited within
the Community Unit umber ™:o cchool dis-

trict.

Brsic Texthook UUsed: “Jone
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IBii Course Code H388

Course abb evia.i,n V3% 088 Creait 3
Fre:eguistes Grude Level Juniors

Course Deceription: This is =un ap; reticeshi;, ¢lass where each student
is prepared for advanz_eous entrance into
building truies field. Concentrated study areas:
l. Concrete
2. lasonary
3. Rough Frapming
4. Heating
5. Electriczl  _

6. Dug-wall (ixge & spot)
7. Znterior & Y:xlerior Finish

Busic “extboox Generzlly-Used: ilodern Carpentry, iagner, Goodheart
#illcox, 1976.




IBM Course Code 531
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Course Title Technisal Mathematics 531

Course Abbreviation T. Math 531 Credit .50

Prerequisites:

It is desirable that the student who enrolls for

Tech

Math is simultaneously enrolled in one or more

of the vocational shop offerings.

Course Description:

Textbook Used:

The course is designed to be taken in conpunc-~
tion with a vocational shop coursze. Tech Math
will provide applications of basic principles
to real problems that are meaningful to each
individual. Through a series of workbooks,
provision is made for practical applications of
mathematics to specific trades. The student
will be required to purchase one workbook in
one of the following areas; carpentry trades,
auto mechanics, electrical trades, machine
trades, masonry trades, and sheet metal trades.
The course will provide for highly individualzed
instruction which facilitates wide ranges of
abilities and enables the student to progress
at his own speed.

Basic Mathematics Simviified by Dlivo. Adopted in

1971.



I3 Zours~ vode 488

Course Title ood
ZCourse avhreviation

Prereiuisite: Grade

Course Descrirtion:

Bisic Textbook Used:

Hood.488

-

Sredit 1

Level 10

Through the construction of useful nrojects
the following will be tzusht. Identification
and selacti-ns of kinds of lumber, common con-
struction joints ani applicztion of finishes.
The proper use and maintenance of hand tools
will be emphasized. an introduction to the
proper use o) some mechines will 21so be
tauzht. .

Industrial Arts Yoodworking
John L. Telrer
3ennett 1965

1Lk



Course fode ﬁ

#e ‘Yrtle letals 1

:se Abbreviation letals 487 ' Credit }
equisites: None '

»se Description: This course in metals is desi med to z've the
\ student an idea of what is involved in the

metal workiny industries. A wneral touching
upon each ares will help identify some of. the .
characteristics of the job vithout zyoing into -
great detail.  The emphasis is ~laced on in-
dust 'Y a8 a whole and then the 1m30rtance of
metal in 1ndustr,,!. .
The student w'ill work with his hands a.nd nn.nd
in order to .t an idea of whit the laborers
in-indus-ry have to do. It is honed tha% if
a student never works as a laborer in industry
but works ut one of the '"white collar" jobs,
he will have some ide: of %he *wrobléms and con-
:ditions, the laborers have to vork wnder. This
situation can also be reversed so the l:borer
will wnderstand his suseriors' job better.

The instructor will select t.e shwun foreman.

It will be his job %o call aznd surervise the

clean-up of the shop. Tach student will have
a specific reseocnsibility to crirry out.

Individusal differences will be met by assim-
iny the students different jobs or activities
to overcome the areas in which they are wa:k.
An accelerated student will be zxiven extra
activities which will challenge him.

The main objective of this course is to give
~the students sufficient inform.tion to enable
them to understand what tools are used and
what opportunities and hazards exist in the
metul trides. ‘Jeneral and related information
- supylgmensod by student construction of »ro-
.jecu.s, as ziven i.. sheet metzil, foundry, forz-
inz, bench =et:l, art rcetal, welding, and plum-
bing.

ie Textbooké Used: Fetal: 'orm; Technolory & Lrac:t:.oe's
Tuduig-tcCarthy
Mcdnizht & McKnizght, 1969



IB! “ourse Zode 485

Course Title Basic Rlectricity

fourse Abbreviations:
Prerequisitest: HNone

Course Descriyntion:

BL3% 485 Credit 1

Rasic Blectricity 485 is a pre-vocational
laboratory class designed to develop an un-
derstanding of the importance of electricity
in every day living. 485 introduces concepts
of basic electricity and electronics used in
our modern industrial society. Students will
have an oprortunity to asserble experiences
in the 1l2b 2nd to build an electronic vroject
of their own, learning how to assemble, m:ke
solder connzctions, 2nd read schasmaitic drw-

ings, Zlectric motors and basic house wiring

tecnhniques will he Aiscus-ed,

146
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IBi1 Zourse Code 484

Course 4Yitle Drawing I Credit 1

Prerequistes: llone

Course Description: Drawing I is a busic course in drawingz, It is an
exploratory course designed to sive theo -student a
braod understanding and 2n enjoyuble experience in
different procedures zni areas of drawing. This
course 1is broxen down into secti ins which gives a
wide variety of procedures, s«ills, and techniques
of draftinz. ihe various sections :re: Tre _raphic
languase, draftihg and industrial occugpations
technical s«e*cring, tools, and technigues of
drafting, geosetric fi,ures ani constructious,
pictorial drawing, sectisnal views, computers in
design and draftin;, vectors, drafting in the
serospace incustry, teciinical illistration, elect-
rical-electronics diajzrms, mappeing, charts, archi-
tectural drawing, reproiuction of drawings, w.nl, '
f-stening devices. <

" A ve Tey
[ R AP PR VY]

Basic 9extbook usew: JIrafting Techimdlogy anu Practice, /illium P,
wpence, Chas. », Bennett Co., Inc. 1973




IBM Course Jode 358
Course Title: Wood
Course Abbreviation:
Preraquisites: None

Course Description:

148

BVA 358 Credit &
18 %3,

Wlood 358 meets for one hour per day, five days
ner week, for ei:;hteen weeks. This “ourse is
desizned to teach the basic hand woodvorking
operations and skills. “ach student has one
rejuired project thnat covers the basic tools,
orinciples ind skills included in the course.
After its coampletion each student desimms or
or choosas a nrojzct, nlans and zonsirucis it.

s . o h 4
Basic Textbook: Under considor:tion. ;



IBE Sourse Jude 357
Course Mile: letul
Course ..bhreviation:
Prerecuisites: llone

Dourse Zescription:

149

Credit %
18, NS

3.2 357

etul 357 meets for ovne hour cer duy,
five days per week, for ei shteen =
weeks. This course is «n introdvuction

to the tro.d a-es of me-ialwork. The
busic skills, work hnibiss, and safety
precautions involved in workin y metil
with hand tools u.-e stressed, The nunes,
importent fewtures, and uses of the
various ki s of rme*ul tools are tausht.
& series of retuired src'ects iniroduee
the students t0 t.e are.3 of bench metsl,
wrougat met.l, sheet metil, ari retal,
Tor dng, and heat treatment of steels.

3usic TNextbook: Under cnsiderit:on
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I3 Course Jode 355 )

ZJourse Title: Electricity

Course .bbreviaiton: BVA 359 Credit %
18 "KS.
Prereguisites: tone -

Course Descrivtion: This is a bezinning course in electri-ity.
flectricity 355 meets for nne hour per day, five
days per week. It is desizned to help students
begin to uni~-st2nd the basic ‘undam~ntal know-
ledge 0" electricity. Basic concents of series
and parallel circuits, Ohm's Law, ''att's Law,
magnetism, simple motors, power sup-lies, meters,
home reptir, rasistors, gr~nerators, and trans-
formers are discussed. Special emphasis is
placel on h» uss wiring. Sone consumer informa-
tion is tauzht and the various electrical occu-~
pations are extlored., Safety and zareful work
habits ar~ stressed.

Basic Textbook: [Electricity by Howard H. Gerrishs
Goodheart-'Yillcox, South Ho'land, Il., 1975
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I1BM Course Code 35 Credit +
18 wks.
Course Title: Drawing -

Course Abbreviation: BVA 354

(]

Prerequisites: None

Course Description: This course is designed to give the student the
; necessary experience in developing skills in

Meets: One hr. per the use of drawing instruments and materials

day, 5 days per wk. similar to those used by the professional drafts-
man. Learning the importance of proper planning,
the use of sketches, and the ability to express
ideas by means of graphic representation are the
main objectives. Some time is devoted to thne
study of blueprints similar to those used by
cappenters, machinists, construction and fac-
tory workers.

Basic Textbook: Exploring Drafting by John R. Walker; Goodheart-
Willcox, Souta Holland, Il., 197%
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IBM Courze Code 689

153

Course Title Industrial Work Training

Course Abbreviation IWT 689 Credit 1

Prerequisites: Grade Level 11-12

Course Description:

Basic Textbooks Used:

The program is designed to provide related
trainigg in a trade on a part-time basis for
high school students during their junior and
senior years. The students alternate on a
holiday basis between related courses in
school and trzining on the job as an euployee.
During the time in employment, the student is
related work world skills. The student's other
school time is-devoted: (a) to prescribed
high school courses, and (b) to study of re-
lated znd techniral information of the occu-
patiof for which he is being trained on the
Jjob.

Succeeding in the World of Work
Kimbrell and Vineyard
McKnight & McKnight 1970

Consumer Economics
Wilhelms, Heimeri, Jelly
McGraw-Hill 1971




IBV Course Code 839

Course Title: Work Experience

Course Abbreviation:

W _Exp 889 Credit 1

Prerequisities: This profiram is limited to junicrs and seniors.
Priority will be given to seniors, ard only
juniors on a selected basis will be permitted
to enroll. No sophomore will be eligible ex-
cept those in SPECIAL PROCPRAMS. Written per-
mission by tlre coordinator is necessary for
firal approval of enrollment irto the Coopera-
tive Work Prograu.

Course Tescription:

Basic Textbook Used:

Students enrolled ir the Cooperative Work
Program may not be erployed more than THIRTY
(30) FCURS PER WEEK OR MORE THAM A TOTAL O
NIME (9 ) PCURS OF COMPIKED SCEOOL ANM VORX
IN-AXY OME (1) DAY. NO STUDENT MAY PT EM-
PLOYED AFTTR 11PM ON AXY NTG¥T PRICR TO A
SCFOOL DAY. tote: Special permission may
be granted hy tre ccorsfinater on a tempor-
ary basis, with the knowlecge and consent
of rarents ard enmployer, for unusuzl cir-
cumstan:zes. )

All training stations for students must be
approved by the scrool coordira‘or upon in-
vestigatior of tle work ststior. Trairing
stations owned and supervised by parerts or
immediate far:ily will MO™ RE APFROVED., All
training ststions rust te located within
the Community Urit Mumber Two school dis-
tryeity

¥one

15k

4



155

I8M Course Code 88&

Course Title Vocatioral Cabinet Making II

Course Aboreviation VC} 888 Credit 2

Prerequisites: Before enrolling in the Voca*tional Cauinet Making
#888, the student rust have completed Wood #488
with an average grade of C or better.

Course Description: 1This course is offered to boys who desire to
either enter the vocation of Cabinet Making
or who desire additional experience in wood
fabrication. The projects for this course
will consist of cabinet construction and /or
finished fabrication.

Basic Textbook Used: Cabinetwaking ¢ lVillwork by Feirer
Chas. A. PBennett Co., Inc.
Peoria, Illinois 61614
Copyright 1967, 1970




IBM Course Code: 789

Course Title: Cabinet Making

Course Abbreviation:

CAMK 789 Credit 1

Prerequisite: Grade II

Course Tescription:

Basic Textbook Used:

This course emphasizes the safe use of power-
hand tools and machines, through the construc-
tion of the vanities and other cabinets. A
mass production project helps to emphasize
assenbly line production and modern finishing
processes. ‘This class is similar to 588 but
ig for the students who are not selected for
cabinet making 588.

Cabinetmaking aﬁd Millwork, Feirer, fhas. A.
Fennett, 1970

156
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IBM Course Code 588

Course Fitle Cabinet Making

Course Abbreviation CaMa 588 Credit 2

'

Prerequisite None

Course Description: This course will emphasize safety precautions
and the correct use of power machines through
the construction of furniture and cabinet mak-
ing projects. Assembly line preduction methods,
modern finishing processes, and machine main-
tenance will be taught through actual partici-
pation.

Upon successful‘completion, the student will
also have learned good design techniques and
acceptable constructinn methods.

Basic Textbook Used: Cabinet-Making and iillwork, Feirer, Chas. A.
Bennett., 1970




IBM Course Code 531

158

Course Title Technical Mathematics 531

Course Abbreviation T. Math 531 Credit .50

Prerequisites: It is desirable that the student who enrolls-for
' Tech Math is simultaneously enrolled in one or more
of the vocational shop offerings. ”

Course Description:

The course is designed to be taken in conjunc-
tion with a vocational shop course. Tech Math
will provide applications of basic principles
to real problems that are meaningful to each
individual. Through a series of workbooks,
provision is madé for practical. applications of
mathematics to specific trades. The student

‘Wwill be required to purchase one workbook in

one of the following areas; carpentry trades,
auto mechani~sjcelectrical trades, machine
trade:, masonry trades, and sheet metal trades..
The course will provide for highly individualized
instruction which facilitatés wide ranges of
abilities and enables the student to progress

at his own speed.

Textbook Used: Basic Mathematics Similfied by Olivo. Adopted in

1971.
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I3 “ourse “ode 487

Course Mitle ‘'lood

Course ibbrevintion ood i88 Credit 1
Prere:quisites: frade Level 10

Course Description: Through the constiruction of usefiul projects
the following will be taught: identificaition
and sclesctions of kinds of lumber, common con-
struction joints and apnlication of finishes.,
The proper use and mzintenance of hiand tools
will be envhasized. 3n introduction to the
proper use of some machines will also be
taurht.

Basic Textbooks sed: Industrizl Arts "loodworking

John L, Feirer
Bennett 1965




I Cour '~ “ode 484

Course Title Drawing 1 Sred:

Prerequisites: ’lone

Cour:e Descrirption:

Basic Textbook useds

Traviam~ 1 is a basic course in d4drswing., It
is an’‘exrleoratory course deigned to give the
student 2 broad understainding and an enjoy-
nble experience in different nrocedures and
areias of Jdrawing. This course is broken down
into sections which gives a wide variety of
procedures, skills, 2nd techni‘iues of draft- -
ing. The various sectins are:s The graphic
language, dr2f'ting and industrial occup:rtions
technical sketching, tools and techniiiues

of drafting, geometric figures and construc-
tions, pictorizl drawing, se¢tional views,
computers in design and dr:fting, vectors,
drafting in the aerospace industry, techni-
cal 'illustration, electric:il-electronics
diagrams, map ing, charts, 2rchitectural
dri:wing, reproduction of Arwings, 2nd fist-
cning device,

rafting Technology and *ractice, Wil liam P,

rence, Chas, A. Bennett Co., Inc., 1973

[$2] k&)
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I™ “ours~. Tode 358
credit &
Course Title: "ood 12 wks.

Courge ibbreviaticn: BVA 358
Prerequisites:s ‘Jone '

Course Descrintion: %ood 358 meets for one hour per day, five days
per week, for eighteen weeks., This coufse is
designed to teach the basic hend woodworking
operations and skills. Each student has one
required project that covers the basic tools,
principle~ and skills iacluded in the course,
4fter its comrletion each student designs or
chooses a project, nlans and constructs it.

Basic Textbook: Under consideration

161
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I ZJourse Code 354

Tredit %
Course Title: Drawing 18 wks,

Course Abbreviations 374 -354

Preraquisites: 1one ,

Course Description: This course is designed to give tne student
the necessary experience in develoning skills
in the use of drawing insturments xnd ":terials
similar to those uscd by the professional
draftsman, Iearning t' e ivportance of proper

Meets: One hr. per planning, the use of sketches, and the ability

day, 5 days per wk. to express ideas by means of graphic represen-
tation arc the main objectives., 3Some time is
devoted to the study of blueprints similar
to those used by carpenters, machizists, con-
gtruction and factory workers,

Basic Textbook: 3Ixploring Drafting by Jonn . Valker; Coodheart-
lillcox, South *ollansd, Il., 1975 2
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Jourse Title Iadagaerisl Jork Trui tnx

y v . i s
Sourse abhbreviction IH'D 020 Credit 1
Preyequisites: Hrdde Level 11-1%

course lescrinsion: e orozram is designed o prozide relited
tridniag in o Srede on o purt—tizme basis for
N sh schoul shuadents during taeir junior™ und
senior yeurs. <The students ultarniie on
holid.y bisis between related courses in
school and $ruiging on the jod» =28 &Zn ewlcyee.
Zuring the tire in em:loymenu, the student is
reluted worx world skills. The s%udent's ether
school time is devoted: (&) to prescribed
hi school courses, znd (b) to study of re-
l..ted and techanic:l inform:.tion of the occu-
vetion for wnich he is heinst trained on the
job.

Basic Textoooks Used: Succeedin: i thae Jorld of ‘“lork %
Kimbrell =nd Yiney:ixd
yeinizht & Femi tht 1970

Jonsunme; Exoacrd cs
tiilnheims, einerl, Jelly
e draw=Hill 1971
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IBM Course Code 889

Course Title: Work Experience
Course Aboreviation: W Ex: 889 Credit 1

Prerequisities: 'tnis program is limited to juniors and seniors.
Priority will be given to seniors, and only
juniors on a selected basis will be permitted
to enroll, No sophomore will be eligible ex-
cept those in SPEZIAL PROGRAYS. Writ*en per-
mission by the coordinator is necessary for
final approval of enrollment into the Coopera-
tive lWork Program.

Course Description: Students enrolled in the Cooperati-ve Work
Program may not be employed more than THIRTY
(30) POURS PER WEEK OR MORE TI'AM i TOTAL QF
NINE (S) EOURS OF CONMBINED STFOCL AKT %ORXK
IN AYY OiE (1) DAY. NO STUDENT MAY RE Ev-
PLOYED AFTFR 11PM¥ ON ANY NIGHT PRIOR "0 A
S7H00L DAY, (Note:s Special permissiorn may
oe granted by tce coordinator on a temgor-
ary besis, with tke lo-owledsse and consent
of parerts and erployer, for unusual cir-
cumstances. )

All training stations for students must be
approved by the school coordinator upon in-
vestigatior of the work station. Training
stations owred and supervised by parents ér
immeciate farily will NOT BE APPROVED. All
trairing stations rust be locaied witrin

tie Communi‘y tnit Mumber Two sciool dis-

Wrireibh -

Bzsic Textbook Used: lione



IB!{ Course Code 684

Course Title Advanced Architectural Drawing 111

Course Abbreviation Draw 684 Credit 2
Prerequisites: Drawing 1 484 and Architectural Drawing 11 584

Course Description: This course may serve as vocational or pre-
architectural engineering. The course serves
as an extention of 584 with greater depth and
addition of student research, supervision, in-
struction, and independent activities in archi-
tectural drawing.

Basic Textbook Used: Arehkitectural Drafting and Design
Hepler, Donald E. & Paul I. Wallach
McGraw-Hill Book Co., 1966

166



I3 Zourne Tode 58

Course Title Znzineerinz Drawinz II

Course .abbreviztion Dr:w 589

Credit 2

Prerequisites: Dravwinz I 484, or permission ef instructor, or
Junior-3enior st .rding.

Zourse Description:

X:3ic Textbooks Used:

This course ey serve as voc.tienal, pre-
engineering, or simdly us un elective for
those students interested ir ‘ecominz riore
familiar with enzineering dr.ftiny and de~
sim. The course sturis with a review of
rel.ited materiil from Drawing I, and then
continues viith em Ansis on drwi:ing for pro-
duction dedzil urid assenmbly, develcpments
wnd interseciicns, m.rs und cams, piping
drafiing, siruciionel drwings, drafiing
in ithe c.bined neking industry, :.nd repro-
duciion of driwinzs,

Drui'ting Jechnoloay ané Pract
4illiem P. Spence

(3]

i

ce

*

SARSe he ikt Toa, Ine. 1973

167
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IBi Course Code 584

Course Title Architectural Drawing 1

Course Abbreviation Draw 2&5 Credit 2

Prerequisites: Drawing 1 484, or permission of instructor, or
Junipr-Senior standing.

Course Description: This course may serve as vocational, prearchi-
tectural engineering, or simply as an elective
for those students interested in becoming more
familiar with home planning. The course empha-
sizes home styles, planning , construction, de-
tails, working drawings, specifications, artis-
tic illustration, and financing.

Basic Textbooks Used: Architecture Drafting & Design

Hepter, Donald E. & Paul I. Wallach
McGraw-Hill Book Co., 1966

168



169
I Course lode 4F6

Jourse T itle Traohic Arts 1

Jourse aburevistion Ir. ar. 486 Credit 1

Prerequisites: ‘Iredes 10, 11, 12
i

Course Descri ‘tion: Fruzovihic irts 1 consists of bot: theory .ind
proper operuz~ion of bot hund comyosition and
letier pross nrocedures. In nand coricositlons
the siudent will cover justification of lines
indentions, borders, initial leiiers, and two
color ferms. In letterpress the are 3 of in-
structicen are: Composition, lociup, make reii-
dy, rress feedinz and operwtions, maintzin
and cure of presses. Photoravhy, ws relisted
to Traphic ~rts, will include the t:kingy and
develoging £ both line and h:lf-tones. {per-
ationzl procadures are introduced for offset
wreds. Personzl printing und osroduction jobs
in vluck and color zre an inte jral »urt of +
the second s wester. 5ilk Sereen, 3lockrrint-
inz, and bookbiriding are introduced. .iruvis-
tic ef forts = e encourxs e us are most unlim-
ited vossibilitiies av=:iluble f.or experimentu-—
tion. Tils 2ourse consists of four laori-
tory periods, one rer’ d for duscussion and
testingz ver eek, plus gutside of cliss -s-
signments.

Text: YNoune



IBM Course Code 484

170

Course Title Drawing 1 Credit 1

Prerequisites: None.

Course Description:

Basic Textbook used:

Drawing 1 is a basic course in drawing. It

is an exploratory. cour:e designed to give the
student a broad understanding and an enjoyable
experience in different procedures and areas of
drawing. This cour e is broken down into sec-
tions which gives a wide variety of procedures,
skills, and techniques of dr.:fting. The various
sections are: The grafic language, drafting and
industrial occupations techniral sketching, touls,
and techniques of drafting, geometric figures

and constructions, pictorial drawing, sectional
views, coamputers in design and drafting, vectors,
drafting in the aerospace industry, technical
illustration, electrical-electronics diagrams,
mapping, charts, architectural drawing, repro-
duction of drawings, and fastening device:. ¢
:
Drafting Technology and Practice, William P.
Spence, Chas. A. Bennett Co., Inc. 1973.

4
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IBM Course Code 442

Course Title Technical Physicsg 442

Course Abbreviation T Phy 442 Credit .50

Class Time 18 weeks
Grade Level 19, 11l

Prerequisites: Successful completion of Techni~al Mathematics or one
year of Algebra.

Course Description: Technical Physics has been written as a prepar-
ation for students considering a vocational-
technial careeres It was designed and written
in conjunction with input from several varied
industries throughout the State of Illinois.

It is designed to emphasize physical concepts as
applied to the industtial-techni-al fields and
to use these ap:lications to improve the physics.
and mathematics competence of the student. :
Unlike some physics texts, this material is
written at a language level and at a mathematics
level that is realistic of and benefi -ial to
most students in VO-Tech programs. Students
will find illustrations and examples related to
the fields of automotive-f:.:rm equipment tech-
nology, construction technology, electronics
technology, mechanical technology, and micro-
precision technology.

Basic Text: Technical Physics, Dale Bwen, Parkland Conmzunity College,
1971. -
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IBM Course Code 356 Credit %

18 wks.
Course Title: Graphic irts

Course iAbbreviation: BVA .356
Prerequisites: None

Course Descripticn: Graphic ~rts 356 meets for one hour per day,
five days per week, for eighteen weeks. This
course is designed as an introduction teo the
printing trades covering basic tools and print-
ing materials. Shop work is planned by the
instructor in each area so that students may
gain first-hand information on the operations
involved.

Fasic Textbook: Under consideration -
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IBM Course Code 354 Credit
18 wks.
Course Title: Drawing

Course sibhreviation: BVA 354
Prerequisites: uwone

Course Description: This course is designed to give the student
the necessary experience in developing skills
in the use of drawing instruments and materials
similar to those used by the professional

Meets: One hry, per draftsman. Learning the importance of proper

day, 5 days per wke planning, the use of sketches, and the ability
to express ideas by means of graphic represent-
ation are the main objectives. <ome time is
devoted to the study of blueprints similar to
those used by carpenters, machinists, construc-
tion and factory workers.

Basic Textbook: Exploring Drafting by John R. Valker;
Goodheart-Willcox, South Holland., Il.,
1902
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I™ Zourze Code 689

Tourse Title Industrial “ork Triining

Teurse iboreviztion MW (59 Sredit 1

“rercquisites: Cr:ide Level 11-12

Tourse Descrivnticn: The wmropgram is desifmed to rrovide related
treining in a trade on a » rt-time Yasis Tor
high schiool students during their jun or and
senior ye rs. The students alternite en a
holid~y bisis “eiween relatcdé courses in

schoo! ansd triining on the job =5 nn employee.

uring the tirm in emplojuent, the student is

rel:ited work world ckills. The student’'sc other

school time is evoted: (a) to preacribed
high school courses, and {b) %o study of re-
lated 11 ter~mnicsl information of the occu-
n2tion for whithk he 1s cing iriiined on the
Jobu,

Basic Texthooks ised: Succeeding ‘n the orl? of “ork
Winbrell 2nd Yineyard
b -Trdght & MeXnicht 1970

Consuner Sconomics
"{heims, “eimerl, Jelly
MeGraw=-Hill 1971

175



T3

Jourse Title:

Prereiuisites:

Tours>s AlLurev

Tourse

iction:

176

“ode 889

tlork X e~i=znce

g

—
-—
O
Iy
5,

N

280 Tredit )

"Mis pro-riam is linited %o iunior“ “nd senios.
Prinrity will be given to szeniors, and only
Juniors on a ¢ lected bhasis wlll oe verni fted
to enroll, Yo sz qonore will be rlidble ex-
eet £hwse ip SEYT LT, TPIGRMS. “ritten ver-
mission by the coordinator is necnssary for
“inal arproval of enrollment into the Toorer:-
tive liork Progren,

Tourse Nescriostion: Munideais -ro'led in thee CTonperative “ork

.
A3l

Progeen mey not he ~inloyed tore tima THUTLY
(3{\) O DPET MK OF GNR MyAN 4 MO N7
TINE (D) IS OF OOUBINED SCHOAL AT X
Ly oam o (1) 5¥, HO STIENT MAY 3T Ri-
PIOYSED A7 P 11 P O? AN NIGT CRIOR TO 1
S O DRE . (the: Snecial reraissicn nuy
we frantsl or ithe cuordinttor on = temror-
ary basis, wit'. the mowlcd-e =nd consent
of varent: ~nd omrloy r, for unusuxl cir-
cunstanes=, )

411 trainiag stations for stndents must be
avorov-d v th ~chool coor’inntor uvon in-
vostigation of the vork strtion. Training
sl»tions owqod and 1urerv1 ed Yy parnts or
imm~diets Tumily will W2 AT APPTSYID. Al
treini- - 7%1tions must be located within

v Tormunity ¥nit “hwmoer "o school dis-
tirdet. .-

Taxlbook Haed: ‘lone
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I3 Tourse Code AN

Course Title Zcov, Work "rminine

Jourse tbureviation 27 68D fredit 1
Frerejuisites: ‘'one,

Course Jdescrintion: TIT is to assist the ~otential 4Aro -out in
finding »n ocaupation~l skill wit '« reneral
3 knowledge and to recaive mredit toward irrad-
uvation. '/ith the use of field itrirs and var-
ious srenkers from the com unity, e a-e try-
ing to develop an intarest in the “orld of
"lork. ‘lorking half-day an? attenriing claises
the other half, we concentr te on kceping
tnese indiviluals frem drop: ing out of school.
"an gtudent 's srhoo! time in devoted:
(a) to prescrived high school courses, and
(v) +o a study of related and btechnicl
informttion of the occupation for which
he ic vein~- t:wmined on tha ‘ob.

3asic Terthooks Usedr Suceedin: in the "orld of ‘lork
Aimbrell «nd Vineyard
¥cKnight - Menight, 197C
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IR Jourse "ode 239

Tourse Title: “lork bmerienne

fourse ‘bbreviation: & xr %7 “redit 1
Prereiuisites: This vrorran is 'i ited to ‘uniors 2n? seniors

Priority will be ~iven to seniors, =nd only
Jjuriors on a telected basis will e -nrmitted
to enroll. “o sovhomore will be elixible ex-

e:2pt those in SPECIAL PP7 RIS, ‘Iritten Yer-
r1ission by the coordinator is n-nocessary for
final aporoval of enrollment into the “ooperii-
tive ‘orit Progzriem.

fOourse Tescrivtion: Studenis enrolled in tho Toorerative lork
“roriam v not e erwloved mora thuan ™IIPTY
(3C) HCURS "2 'EZK 07 ORT THAY A TOTAL OF
IR (9) FAUPS o7 A0URTTED 36TNGL WD INRK
IM AYY T8 (1) DiY, J° STUMRNP MAY BB M.
PLOYSR AR 11PE ON ASY “1Indw PRIOR O 4
S™OL Y. ({lote: %necial permission may
t249 by the coarsiinator on 2 %emnor-
with the kno-lodge and consent

is
of parents and emnloyer, for u-usual cir-
(1]

111 treining stetions for student:s 'wst
apvroved ty the school coordin:tor upon in-

vestimstion of the work siotion. Training

statinns owned and supervised by .arents or

irmeciizte family will NOT 35 L270VED, Al

training stations must be loecated wit*in

the Zomunity nit ‘humber ™ o school 4is-

trict. -
Basiec ™ xtbook Ysed: “one
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IBM Tourse Gode 687

—_——

[AX]

Zou=se Mitle Yoci:iionzl achine 3hon

Dourse Abbrovintion TS 687 fredit 2

—

Prore misiter  (rade Tevel 11-12, 'Vetel 48 w/Tnsiructor .ipproval
; :
Sourse Descrintion: To derelo: the student with FMachine Shop
Tocabulary, tools, materials, skills,
tecnniGues, procedures, ani mfety hazits
necrssary for gainful »aployment in rodern
industry. -

Oraate i the student 2 rrorker-foreman
understandine for larce or small in-
dustrial orrunizations,

or

Bagic Textbook usedr Metalworking Technclosy ™ Practice
Ludwi =t{carthy

Yieknight # McKnight 1969




1™ Course “ode 587

Tourse Mitle ‘lelding auad ll-chine Crer tor

Tonrse Abhreviation "Iliwe 5&7

Trepreanisites: lletals 487 w/Instructor Arproval

Tourse Yesr~rirtion: - To zediivint the tud~nt with

180

Tredit 1

1 oworkinc xnow-

lesize of welding and ia-hine sho: vocabulairy
and practices Ly building useable items.

The gsener:zl objectiver of this course is o

prepare ~hs
into tn field of wel“ing.

upil for an advantireous entry

"he 3-eci”ic objecti-es of welding are to:

-

1. Crient and funilinrize the ruzil in the

besic skills of elding.
2. Mevelo: 3kills =2nd
rractical arplicztion,

“motledgm through

3. Develor the student's ability to iymly

reliited technica)?
Lo ol
5 Tewvelew a

trade and <orinl

informiiion,

ap- rorri~tle and szle work hnabits,
wholescnie undarstndins of
roklens,

' oevelop Wwith in tme puril demiradle at-

titudas of fnitistive, pesronasidility,

and rsourcemlness,

Pasic Methnoks 'fzed:

Yatrl working Techmclogy & "ractices

Tudwis~.cTarthy
v cKnight & YeKnicht, 16969



I Tourge fode 531

Tourse Title Technical Vatharaties 531

Course Absreviation T. *“ith 531 Crodit .5C
Prereciisites: It is dosfirale that the student who enrolls
Tor "cecn Math i simultaneously enrollad! in
one or more of the vocitionzal ~noz of™nrinpgs,
Nourse Desarintion: ™he course is desirned to e $2ken in con-
Junction with a vocational shop cor-e,
Tech Yath will provile < mlic:ticas of
basie princivles t° w=2al nroblems that are
meaningful to each indivital, ™arough

a seories of workbooks, mrovision is made for

sracticz) arslications of muthenibies to

shecifies trades. “hestudent will b reguired

181

+0 ‘urchasz one workbook in one of the Tollowing;

1reas; orrnentry trades, auto niachanies,
electrical tr des, ~achine *r des, nasonrv
tr des, ~n} sheet metnl trodes, The gourse
will provi<de for hiynly ‘ndi-idualised

.instruction which facilitates wide ranges of
9.bilities and en:bles ‘he stulent Lo yrogress

a' his owr speed.

s

Textbook 'sed: Be-ic Vathematics Simplifiie’ by Clive. JAdonted in

1771,
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IRY Zourse Tode 477

Course Mitle Yet1rl:z 1

e

Tourse \bbreviation el ls Af7 “redit 1

Prerequisites: “one
'

Course Descriptions This course in met'ls is desiymed to give the
student ':n ide® of what i5 involved in the
metal vorking industries. A -eneral {ouching
upon each area will hel- identify some of the
charz.cteristics of the “ob withost going into
reat detril. "The ermrhasis i nl'ced on in-

dustry s a wnole and then the imyortance of

metal ir. industry.

“he student will work with his *hinds and mind
in orsler %o =t 2n idea of hat t e liborers

in industry hwve Yo <lo, It is "wined thet if

a student nevar vorks as 2 lahorer in industrv
but orks at one of the "white collar" Jobdbs, |
he will h-ve nsore idea of +1e rroblers and on-
ditions the labvorrs have ¢ work mmder. This
situation czn 2l=o e ™varged o the labomrmr
will und-~rstand hisz -~uroriors ' o w2ttt r.

"he insknistor cill zelact wne £ho» férenin,

It w41 x his “ob i ¢ 11 and surervise tle

clean-up of the ~hop. “ich stulent will heve
= wvecific respon:itility to c:.rry out.

Individrsl Jifferences will B2 net dy issisn-
ing the students different jobs or ~etivities
to overcore the areas in which they ~re wenk.”
in eenlerated student will de piven oxtra
nectivities which witl challenze him,

"he main cbjective of this course is %o rrire
the students sufficient informiition to enable
them to unrlerastand :vhot tools a:e used and
what o~mortunities ani haz2+ds a2xisy in the
metal trides. “eneril 2nd related information
su~nlerented by stulent conu‘ruction of -ro-
eets, an sgiven in gheet metnl, Tousdry, forg-
ine, bench metxl, art matal, welding, md rlwum-
bing.

Basic Textbooks 'Isrd: Metalworkine Mechnoloey - Ur-ctices
Tu IWip—.C irtny
YeKnigat & MeXnight, 1769
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I Tourse Jole 424

Ly

Denrse Titla Dpowiase 1

Prorequisites: ‘lone gedif 4
Course Nescripiiont rawing 1l is a bhasiz course in driwing. Tt
ig un axn’oratory couras 1nzi oned to ~ive the
stuadent v hroad undarstinline n! an anjov-
wble avverience in 2ifferent vroecnurea inad
araas of draxeinge,  This nouarse i broken ‘oun
into sections which gives ~ wide v riacty of
nrocedures, skills, and technins of “r2ft-
ing., e v“rious anctions = 'e: The ¢raphic
linurme, Arafiing sn? iadustriad ocourvitions
kachnictl sketshiag, to0:ls, 2nd  cchiniunes
of drvings, suometrisc fiiurss mnl cenntric-
ions, v“o”3=l Irawin~, sectiony’ wiews,
comomters in desim nd Jrafiing, V”CUOP«,
dr-"ting in the <rozwvice industry, ‘echni-
2] illistration, eli:ctriczl-eleironics
dlacrans, maspiag, chwerts, =rehitecbaral
Ararriniz, ooroguzstisn of Jdr wingz, wad fast-
aning deric 3,

Rasiec Taxthook ‘Ised: Tw“ting °ﬂqnolo 5 wad Fractiers Willlan 2
Zrenne, 212, .. emett To,, Inc, 1973




121 Tourse Tode %7
Course TMitle: Yetal

Tourse Haroviation:

frar=Quisites: ‘lone

Course JDesecription:

3+8ie e -tbook:

“redit %
18 wks,

Yatnl 357 mets for one hour rar day,
fiver days rer week, {or i tteen

weeks., “his course is an introductior:
+o the broid 2are~ of meialwork. The
hasie skills, work niiits, and s-fety
vrec'untions invol'ved in working metal
with hand tools ave 3imssed. The nanes,
important features, anrl uses £ the
various kin’s of met: 1 tools are hLaught.
4 seriss of re:uired nrojfecks iniro™ece
the students to *he 2reas of bench rotel,
wrousnt netal, sheet wetel, art :otal,
for¢ing, and hest try tmens of steels,

mder consideration

184
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I™! Zourse Cole W4 Credit }
18 wks,
Course Title: Mrawing

Tourse ibbreviaticn: T4 WL

.r

Prerejuisites: “one

Course JDescription: This course is dasi ed to ive the
student the necess:avy cXperisnce in ..
de-eloping =ki’ls in the use of
'rawing insiruments and miterials
simil:r t2 those used by the wofas-
sional 4draftsman. Tezirning the in-
nortane? of -rorer rlnning, the use
of sketches, and the 2bility to
evnress eas. Yy emns of graphic
representiition are the main objectives,
Jome time is davotel to the siudy of
blaerrints similar Yo those nsed oy
earsenters, machinist:, construciion
and factoxs workers, p
Pasic Textbook: Txxloriss Jrufiinx by John . "aTker;
Coo:dhenrt-"1lIcox, = u%h olland, T1.,

1975
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I8 Course Code 689

Cour .e Title IncGusiriul tork ?rainin~r

Course sbbreviativn T4 “ 689
Credit L
Prerecuisites: “cade Leyel 11-12

Course Descriptioi: The prozram is desi med to -rovide relatéd
training in a trade on a nurt-time basis for
nigh school students during their junior wnd
senior yeus.rs. Tba students .alternate on
holiday basis between related courses in:
school and tkalnlng on the job as in em loyee.
Dduring ‘the time in emnloyment, the student is
related work world skills. - The student's other

. schbol tire isdevoted: (i) to prescribed
high school courses, and (b) to study of re-
lated and tec'nical informution of te occu-
nation for which he is being triined on ‘he
Job.

3asic Textbooks Used: Succeeding in the “‘orld of “ork
Kiwbrell and Yineyard bl
Mekniizht & MeKni tht 1970

Consum-r Exonomigg
Wilhelms, Heimerf, Jelly
Heraw-Hill 1971
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IBM “ourse Tode &79

Course Title: 'Jork “xpericnce

Course Abbreviation: Y Exp 883

Prercquisites:

Credit 1
This nrogram is limited tec juniors «nd seninrs,
Priority will e riven to seniors, =nd only
Juniors on a sclected bnsis will he permitted
to enroll., 7o :zorhonore will be eligible ex-
cert those in SPECIAT TFROGRAMS, Yritten per-
mission by the ~oorlinator is necessury for
final approval of enrollment into the Coonera-
tive Work Program,

Course Descriptionz Students enrolled in the Cooperative Work

Program may not be emnloyed mwore th:n TIIFTY
(30) HOURS TR “EEK CR MOTE TH.N A TOTAL OF
NINE (9) FIGURS OF COMBINSD SCHONL 47D aRK
IN ATY C2 (1) DY, 10 STUTENT Y "33 whke
DLOYED ATTED 11FM Of AMY NIGHY FTINR 70 A
SCHOOL 74Y. (Tote: “recinl rermission may
be granted Ly the coordin.tor on 1 terpor-
ary Yusis, with the lnowledgse #ind -~onsent

of parents :nd emnloyer, for unusuisl ecir-
cumstances, )

411 trairing stations for student: must be
anyroved by the school coordinsitor upon in-
vestigation of the vork station. “r'ining
stations oned and surervised »y prrents or
imadinte family will NOT 32 APILOVE).  All
training stations rmust be locited witihin
the Community Unit Nunber ™o rchool dis-
trict.

-

Basic Mex tbook Used: “one
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13.. Zourse Zode GEQ

o+
¥

[
[

Jourse “itle Jvop. Jdork Urainin e . Cre

-

Course abbrevioiion Sl 030

Frerequistey: None r

Cou~ge Descrintion: CiT is to ussist the potentizl dro;-out in finding
an occupational skill with eneril «novled @ and
to recieve credit toward graluation. #With the
use of field trips and various speiakers form the
comaunity, we are trying to Zevelo;; an interest in
tke ‘orld of Work. .orkin; half-day and attexnling
clesses ithe other h2lf, we concentrate on kecping
these individuals form drojppin; out of school.

ihe stuieni's school time is devotel:
(a) to prescribad high school ccvrses, and
(v). to & siudy of rel:ted 2ni techiniza) informz—

tion of vhe occupation for which he is bein;
trzined on the jnb. A

Busic Textvooks Used: ucceedin; in the .orld of ldori
Almbreil snd Viasyard
aound sht & Hefis=nt, 1970




IR Zourse Code 89

Course Mitle: Vork

Course -3bbrevi-itions:

Prercquisites:

189

“xperience

"1 Exp 8&)
Credit 1

This vrosrum is limited tc juniors und seninrs,

Priority will e ¢iven to seniors, 2and only
Juniors on a sclected basis will be permitted
to enroll, Mo sovhormore will be eligible ex-
cert those in SPECIAL TPOCRAMS, '/ritten per-
mission by the ~ooriinmator is necessiry for
final awproval of enrollment into the Coovnerc-
tive Work "rogram,

Course Description:

ansiec Textbook lsed:

Students enrolled in the Cooperative Work
Program may not be emnloyed more than THIETY
(30) YOURS THR YWEEK OR MCTE THAN A TOTAL OF
NI'T2 (9) WOURS OF COMRINSD SCHOOL VD WNRK
I ATY OB (1) DuY, MO SMETENT MY 3T B-
PLGY™D ATTOR 11RO AYY NIGHT PPICR O L
SCHOCL MAY. Yote: “recial rermission ‘my
be r~rinted by the coordin.tor on 1 ternur-
ary U:sis, witih the knowledge and ~onsent
of :1nrents snd emnloyer, for unusual ecir-
cuns Lnens, )

A1) treiring stitions for students must e
an rcved by the school coordinator upon in-
vestig2ation of the work station, Triining
stiations owned and suvervised by parents or
imoediste family will NOT BE APFROVTED.  All
training stutions must be locited within
thre “enewnity ''nit Humber ™o rchool Aine
trileits

“lone
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e 5. S y -~ . r 4
I3 Course Zode G230

Cowse Title Vooutinnel Gravuic frie 11

-

Course Avbreviatinn Gr. Ar. 580 Tredit 2

Frerequistess: JSraphic Arta I 486
srade Level 12

Course Vescription: this course i3 desigmed for those students who
want addition:l specialized training in Voeationzl
rinting. Students vwho develo; special interesti
in a specific area, such as: Layout 2nd design;
2-color, 3-color, 4-color printin;; and c.ntinuous
tone photograpny und print making., The students
will exyxlore c:ireer opportunities open to the
sreduating nigh school student,

Basic Textbooks uUssd: Photo Offset Fundimentals
Joan 5. Coyli
Hednight & lHednight, 1970
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IBN Course Code 586

Course 4itle Voecation:l Jr. e ar.s II

C 5 s x 1r . 6364 :
Courve avbrevizti n Zr. Ar. 306 Cre.dit 2

Frercyuistes: Graphic airis I 435
srade Level 11-12

Course Descrigtion: Lnis course isc desined for thoce interected in
the letterpress ind/or offset printing field as
occupatlJn, or for inform:lion. hose plan %
on a comnelrcial art, =2dvertising or vusiness
career will r- .cieve bisic trainirgy on the printing
as a ov2c¥srcund for these occupations. Advanced
vork in proceiss photosraphy, strip.ing, plite~:
making, and off'set j:resses _iven. Thuuse operations
will be introiuced: color jriniihgs, perfer:ting,
°corxnu, die cutting, ore"“tlun of folder nani
Mistig 01r11ng 1he designin; of covers, cirds,
rro,rans, .0 booklets will be stressel along with
tric production of thuse under sivul:ted commercial
shop conudition. Huny of the arcas of reproiuction
tn.t were iatroduced in Srapiic aris I will be
reperteid for sdvance trainiri; ana sorce experiment-
ztion durir ; the ye.r. SYect coverino; u.fct' oper-
stions ap! denponstirations as well ¢ rel:xted
wsolgnments will ve _iven at the cumpletinn of
Giga discussioaa of el usci_meent.

Basic Textovooss Usad: Fr.phic irts rrocedure---Cffset I'rccess
sandolyph, .ersh, .md 3¢ 3ubs
smericun “ecehinienl ociety 15y -
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IBM Couuse Code 486

Course Witle orupghile arts 1

ours. Apbreviation Sr. ir. 486 draiit 1

Premuguieites? TUrues 10, 1ll; 14
’

Course Description: Uraphic Arts 1 consists of both thcory
proper opera ‘1.“ of botn hand compouitisn und
leiter press yrocedures. In hand cowmpositione the
student will cover jusiific:tion of lines iniean-’
tions, and two color forms., In letlerpress the
wreasg of instruction are: Zouposition, lockup,
naxeadydy, press fediing z2nd oper.tions, m:in=
tain and cz.e of rressas. ra2uography, L
reluzted to Grighic aris, will include the Laking
and deVelOled of both line ani half-iores.
Operational yprocedures ure introduced for offset
rress. Fersonal printing =nd yroduction jobs in
blaex and color are en 1n,evrzl part of the
second seliesver. OUilxk Ycreen, 3lockrrinting, and
bookbinding <re iatroduced. ariistic efforts .are
encourzen as are riosdt ualimited vosuivliities
svailble for experinerntaiion., ‘Tils course coiwiuts
of fuscussion as needed for euch new operiiion
nzeded to ccompletz a mew operstion of a jodb.
oufety is stresced. vesting will e ary time
efier 4 dewntsiration, cluss rilscussion wifor
safety his been covered. ‘hwere will be outside
of clas: aseignments a5 reguired b - the class
aosslgments .

t ilone

=5
4]
"
-
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IBii Coursa Code AC4 Credic 1

Cource Picle Drswin: I
— e —— o —
Prerequisitess llone-

Cours* Descrip.ion: {Erowing I is a basic cours. ir drewing
i3 an sxzgploratory cours: designed to
e studens a vroza uwnderscooding and an
enjoyavle exreriernce irn diffe.~a1l. »rocedurcs
and wrecs of drawirg. This course is broken
dovnl into secticns wiiich gives a wide variety
of procedurecs, skiils, and technigues, of
dreiving. The verious sections ace: ko
graphic lanjuege, drafting and ircdus-rial
occunations oi drefiing, gecmeiric figures
and constmic: ious, ricvorizl drawirg,
secilonal vizsws, compubers in design and
eref .ing, vectors, drz. ting in the aero-
space industry, secnnicul illustroticr,
eleciriciil-cls=ctrcinitics dizgrems, mopping,
crarts, archiszctaral drewving, ivprod- *
duc.icn of dreowiig., and festening devices,

Bosic Tertbook used: Dralfiiny Jec
. Spence, (hes. 4.

okl

and Practice, Willi
ermet® Co., Ince. 1

fal
v
Y
P

an
L73.



Tiovrea Tode

ssio Texr

+

-

Yookt

CwT
SGrephie frts 370 meets For on2 ho'r
per 3o, f£ivwa deys per weck, for -

ei;“ ecr weeke. Thie ~ourse is 2.:5izned
ge zn introduectio=n to the printing

trsdie " odve i 5 baeic tools and primte =

1az metevicls. “t2p work ie pleq*aﬁ -

tra instructor in eact ares so thet

students mey gein firet-hend ""*"o"*'*lo"

c% the o.: wtio' s involved. '

Unl:r considaraticn
\ o

3
W



IBY Course Code 354

195

Tradit &
18 wks.

Course Title: Drawing

Jourse Abbreviation: TFVA 354

Prerquisites: None

Course lescription:

Meeis: One hr. per
day, 5 days per wk.

]

This course is designed to give the student

the necessary experience in developing skills

in the use of drawing instruments and materials
similar to those used by tre professional
draftsman. Learring the importance of proper
planning, the use of sketches, and the ability to
express ideas by means of graphic representation
are tke main objectives. Some time is devoted
to tte study of blueprints sirilar to those

used by carpenters, machinists, construction

and factory workers.

Basic Textbook: Exploring Drafting by John R. Walker;

Goodreart-'Willcox, South Holland Il., 1975



INDUSTRIAL ELECTRICIAN 17 140l
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191 Coursn Soda

“our e Mille

Ingussirial

197

P, Vg, Al w
SAILM L -0 7

Lourss avnrevialti n

L
Preresuisites:” Truade Level 11-12
L}

Course Zascription:

MMiqger b k) 2 ey,
Toxbboolks ool

usic

T2 689

The prosran is desi ned Lo rovide rel:uied
training in - trade on & »_rt-time busis for

i zh school students during their .unior -nd
senior ye:rs. ‘'he students altern:ite on =
holidzy visls between rel :ted courses 'n -
school und % uininz on thz job &s :n em loyee.
Suring the time in ewm:rloyzent, the siuident is
reliwtad worlt world skills. The ssudent's other
school tine is devoted: () 30 mreszribed

hizh school csurses, =nd (b) to study of re-
lated and tesiniéwl infoonmaiion of ¥ e oecu-
sation for whica ne 1is bteing ireined on she
5006 '
suceszediny ia tre  orla of Tiork
Axthrald, $nd ¥Inalerd
et LTS 7

oo ghe 0 PaE g 1590

Consum 'r xonowics

dilpelns, “<ireri, Jolly
Horaw=%11 197k
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IBM Course Code 889

Course Title:

Work Experience

Course Abbreviation: W EiE 889

Prerequisitess

This program is limited to juniors and seniors.
Priority will be given to seniors, and only ‘
Juniors on a selected basis will be permitted

to enroll. No sophomore will be eligible ex-~

cept those in SPECIAL PROGRAMS. Written per-
irission by the coordinator is necessary for final
approval of enrollment into the Cooperative

Work Program.,

Course Descriptions Students enrolled in the Cooperative Work

Program may not be employed more than THIRTY
(30) BOURS PER WEEK OR MORE THAN A TOTAL OF
NINE (9 ) YOURS OF COMBINED SCPOOL AND WORK
IN ANY ONE (1) DAY, NO STUDENT MAY RE EM~
PLOYED AFTER 11PN ON ANY NIG'T PRIOR TO A
SCHOOL DAY. (Note: Special permission may
be graented by t e coordirator on a tempor-
ary basis, wit! tlke knowledge and consent

of parents and employer, for unusual cir-
cumstances. )

All training stations for students must be
approved by thke school coordinator upon in-
vestigation of thre work station. Trairing
stations owned end supervised by parentis or
immediate family will NOT FE APPROVED. All
training stations must be located within

the Comnunity Unit Number Two school dis- -
trict.

Basic Textbook Used: None ’



IBM Course Code 650

Course Title Coop, Work Training

Course Abbreviation CWT 620 Credit 1

Prerequisites: None,

ourse Description:

Basic Textbooks Used:

]

CWT is to assist the potential drop-out in
finding an occupational skill with general
knowledge and to rcceive credit toward grad-
uvation, With the use of field trips and var-~
lous speikers from the comriunity, we are try-
ing to develop an interest in the "orld of
Work. Working half-day and attending classes
The other half, we concentrate on keepirg
these individuals from dropping out of school.

The student's school tire is devoted:

(a) to prescribed high school courses, and

(b)- to a study of related and technical
information of the occupation for which
he is Tteirg trained on the job.

Succeeding in the Yorld of “Jork
Kimbrell and Vineyard
McKnight & VeXnight, 1370
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IBM Course Code 889

Course Title: Work Experience

Course Abbreviation:

-

W _Exp 889

Prerequisites: This program is limited tc¢ juniors and seniors.
Priority will be given to seniors, and only
Jjuniors on a selected basis will be permitted
to enroll. No sophomore will be eligible ex-
cept those in SPECIAL PROGRAMS. Written per-

irission by the coordinator is necessary for final

approval of enrollment into the Cooperative
Work Program.

Course Descriptions

Basic Textbook Used:

Students enrolled in the Cooperative Work

Program may not be employed more than THIRTY

(30) BOURS PER WEEK OR MORE THAN A TOTAL OF
NINE {9 ) FPOURS OF COMBINED SCHOCL AND WORK
IN ANY ONE (1) DAY, NO STUDENT MAY RE EM-
PLOYED AFTER 11PN ON ANY NIG'T PRIOR TO A
SCHOOL DAY. (Note: Special permission may
be granted by t e coordinator on a tempor-
ary basis, wit! the knowledge and consent
of parents and employer, for unusual cir-
cumst ances. )

All training stations for students must be
approved by tre school coordinator upon in-
vestigation of ttre work station. Trairing
stations owned snd supervised by parenis or
immediate family will NOT PE APPROVED. All
training stations must be located within
tre Community Unit Number Two school dis-
trdot,

None )

200
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1= Course Tode 235

Zourse Title advanced Wocationsl llvuse Yirinz

Jourse abbreviation .VH 925

Course Descrintiun: advinced vocaticnazl house wirinz is wn cxten—
tion of voceti ral hcuse wiring 785, This
class will previde senior students in opnor-
tunity to increase their skills in residential
construzili n wiring, druwing upon the MNitional
zlectric ZSode for undersiundiny the "wnysT"
for many vroctices of *he trade. COpporiuni-
ties will ce ziven these shudents to funcsion
s superintondents und foremen of the bezin-
ing vocati iel house wiriviy clusses, In ad-
diticn %o ceriain ccuderic skills renuired {or
this ccurse, ~onsideruiiin of pers:cnal truits
such s reliztilivy, irnssrest, aititude, judge-
ment, leidersziin, nd cooverv:tiveness will be
deterrined i: evailusting ¢.ch stadent,

Sourse lext: Hlectricul Toingiruction Hirinz, .lerich, "lalter

imericsn Tecimic.l Ssciety

Natienul Zlecthric
~Ss0ciitin

ode, Huti nui Fire Trotecti n




131" Course wode 785

course Title Voecalticnal Mouse "Mirine: TViectri

202

Trwio Level 11,12

Course nrbbroevis tion
Prere.,uisites: Hone

Course Descripticn:

Vi 785

Credit 1

Yocabionazl flouse Wiriny is desimes to dve
students ..ccur.te, well or jpwmized informati
of acce:t:ible yractiees of ruility eclectsical
constructi n. [urther, they will be shown
"how to'" wire the basic gystems, ohservinzy mi-
nimum stundirds s outlined by the liztional
.lectric Sode, The vrim »y em-hasis of the
course will include not only the recent techt-
noloyy develonnents und ch=wn s walch huve
isodified nuny of the muiorlcls @=nit procedures
usaed for wiriang, byt

o R purtisulyr ea Xusls ok
g

= . y
saefe wirins: orocedure

Used: =leetric.l Oonsteachion Wiriny, lerica, Yaltar M.
S 2 9

197)

Conuse outline filec with

_ s 2oom 403,




IBY. Course Code 531
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Course Title: Technical Mathematics 531

Course Abbreviation T. Math 531

Prerequisites: Tt is desirable that the student who enrolls
for Tech Mdath is simuitaneously enrolled in
one or more of the vocational shop offerings.’

Course Description:

Textbook Used: PRasic lathematics Sirplified by Olivo.

The course is designed to be taken in con-
junction with a vocational shop course.

Tech Math will provide applications of o
basic principles to real problems that are
meaningful to each individual. Through

a series of workbooks, provision is made for
practical applications of mathematics to
specific trades. The student will be required
to purchase one workbook in one of the following

areas; carpentry trades, auto mechanics, electrical

trades, machine trades, masonry trades, and sheet
metal trades. The course will provide for highly
individualized instruction which facilitates
wide ranges of abilities and enables the student
to progress at his own speed.

Adopted in 1971.
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I3 Course Humver Code 442

Tourse Title lec nic .l Fhysics 4ad

Course Sbbreviation U Thy 442 | Sredit .50
Class Time 18 weeks i -

Grede Level 10,11

Prerequisites: Successful commlieii n of Tecrnic .l Muthem tics
' or one yeur of ..lzEbra.

Course Descrintion: Technic:l farsics hies been writien zs a pre-
aration for s.udaonids cconsisdderiay 2 voc:tien~-
l-{echnic.l c.reer. I7 wos desimed and
written in ccnjuc*ior with inpusd fv' < sever-
z]l wvaried 1:‘au3 tries througiiout the 3tate of -
Illineis. It i s desiped to emh.\sme physi-~
cal concerts =s ap-li~¢ 4o th2 ladustrial-
S2ohnicel fields and 35 use Shese wyplic:® ons
$o imorove ‘e ohysies oad nethemstics comde—
tense of uis2 swleni. Tnlike gune thrsics
texys, -Iaic :—,'e*i-:‘ is weiitten 4 a i uere
15vel =nd = r
istic of #nd
T0- Techt uryirams. .;-,“-nts will £ind illu-—
straticns ol exarmles relwhil to She fiselds
of wutomoiie-f.rm e~uintant tec:nolozxy, con-
struetios %ecdnol o, slecheruas tecinzlory,

. mzchunic:l $cctnoloyy, nd micero-ncecision
tecnolo xy.
Busic Text: ieechnictl “hysies, Dale Tuen, Faiarkl-nd Cuppunily -
3 -

e
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I84 Zourse Zode 48

Course Title Basic Electricity

Course Abbreviation: ELEC 485

Prerequisite: None ‘ £

Course DJescription: Basic Electrizity 485 is a pre-vocational 1ab-
oratory class d~signed to develop an und~r-
standing of tx~ invortance of electricity in
every day livini., 485 introduces concepts of
basic 2l-ctricity and ~lectronics used in our
modorn industirial society. 5Stuidents will have
an oprortunity to assemdble expmriences in the
1ab 2ni to build an slectronic »roject of t-eir
own, learning how to assembla, make solde~ con-~-
nactions, and real schenatic drawings. Electric
rmotors and basic hous~ wirinz techniques will be
discussed. .



I3l Zourse Tode 484
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Courze Yitle Drawing I Credit I

Frerequistes: ione

Course Description:

i - il

Basic Lextbonk uscu:

Prawving I is a buzsic course in deawin:, It is an
exploratory course designed to jive the gtudent a
braod understindin; and &n enjoy.ble experience in
different procedures iund areas of drawing. ‘“his
course 1s broxen down into sectins which gives 2
wide variet; of procedures, sxills, and technijues
of drafting. “he various sections wre: The rraphic
language, draftihg and industrial occupations
technical s«etchiing, tools, and techniques of
drafting, geonmetric fijures ani constructions,
rictorial drewing, secti.nal views, computers in
design anc &rafting;, vectors, d:rafting in the
serospiace ingnstry, techinical illistration, elect-
rical-electronics diagrms, mupping, charts, archi-
tectural drawing, reprodicticn of drewings, :.n!

f steningy devices. .

Jrafting Toctinology xni Pructice, Willium P,
vy.ence, Cheg. &, Bennett Co., Inc. 1973
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IBM Course Code 359

Course Title: Electricity Credit
18 Wks.
Course abbreviation: BVA .355

Prerequisites: ione
Course Description: This is a beginning course in electricity.
Blectricity 355 meets for one hour per day,
five days per week. - It is designed to kelp
students begin to understand the basic
fundamenital knowledge of electricity. Basic
concepts of series and parallel circuits,
Obm's Law, Watt's Law, magnetisk, simple
motors, power supplies, meters, home repair,
resistors, generators, and transformers are
discussed. Specizl emphasis is placed on
house woring. <Some consumer information is
taught and the various electrical occupations
are.explored. <Safety and careful work habits
are stressed. v
Basic Textbook: Electricity., by Howard E. Gerrish;
Goodheart-villcox. South Eolland, Il.,
1975
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IBM Course Code 354 Tradit &
18 wks.
Course Title: Drawing

Course Abbreviation: FJVA 354

Prerquisites: None ;
Course Pescription: This course is designed to give the student
- the necessary experience in developing skills
in the use of drawing instruments and materials
similar to those used by tl.e professional
Meets: One hr. per draftsman. Learning the importance of proper.
day, 5 days per wk. planning, the use of sketches, and the ability to
express ideas by means of graphic representation
are the main objectives. Some time is devoted
to tre study of hlueprints sirilar to those
used by carpenters, machinists, construction
and factory workers. .

Basic Textbook: Exgibring Drafting by John R. Walker;
Goodheart-Willcox, Souta Bolland Il., 1975
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IR Course <ode (39

Course Title Industri=:l Jlo~k Training

Jourse Abbreviation IMT 689 Jredit 1
Prerequisites: Grade Lebel 11-12

Course Jescription: The program is desiined to provide related
training in a trade on a rart-time basis for
high school students durins their Jjunior and
senior years. The stuirnts nlternate on a
holidzy basis between relat=d :ourses in school
and training on the job as an ~avloyee. During
the time in emmloymznt, the student is involved
in work world skills. The student's other
school time is devoted: (a) to prescribed hizh
school courses, and {b) to study of rclated and
technical information »f the occunation for
waich h1e is beinz trained on the job.

B:sic Mexthooks Used: Succeedins in the “‘orld of "ork
Kimbrell an? Vineya~d
HeXnizht & }cKnight 1970

sonsumsr liconomics
“ilhelms, Heimerl, Jelly
MeSraw-iill 1971




IEM Course Code 889 211
Course Title: Work Experience
Course sbbreviation: n Exp 88 Credit 1

Preregquisites: This program is limited to juniors and seniors.
Priority will be given to seniors, and only Jjuniors
on & selected basis will be permitted to enroll.
lio sophomore will be eligible erceot those in
SPECIAL PRUGRAMS. Viritte: permission by the co-
ordinator is necessary for final ap.roval of en-
rollment into the Cooperative work Program.

Course Description: OStudents enrolled in the Cooperative work
Program may not be employed more than THIRTY
(30) BOURS PER WEEK O2 MORL THaN » TOTAL OF
NINE (9) HOURS OF COMBINED SCHCCL &1 W~ORK IN
ANY ONE (1) DaY. O STUDENT M.Y BE LMPLCYED
AFTER 11PM ON ANY NIGHT PRICR TO A SCHOCL DaY.
(Note: 3Special permission may be granted by the
coordinator on a temporary basis, with the know-
ledge of parents and employer, for unusual cir=-
cumstances.) .

41l training stations for students must be ap-
proved by the school coordinator ugon investi-
gation of the work station. Trzining statious
owned and supervised by parents or immediate
farmily will NOT BL 4PFROUVED. &ll training
stations must be located within the Commu:ity
Unit dumber Two school district.

Basic Textbook Used: .ione



IBM Course Jode 685
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-
-

Course Title Vosuatinnal Service Tlectroniss

—

Course ibbreviation #SE 685 : oredit 1

Prerequisite: Voecitignal “lecironics 585

Grade level: 12

Course Description:

Cours2 Texts Trasgsistor

Vocational service electronics is an extension
of vocitional electronics 585. This course will
provide senior stuilents an onportunity to in-
crease their skill in trouble shooting and ser-
vicing transistorized equivment, drawing u—on
various manuals and manufacturers' specification
sheats in order to rr-air such consumer Produvcts
as Al and FM receivers, small anpliances, and
possibly black md white TV receivers, In addi-

_tion, the student will be 12le to utilize the

proper tost ejuipment found in many =mall shons
and industirial »lants. Lastly, th- student will
be able tn 2iassi®y the vari-us tvwes of occupa-
tions asso:iuted *:ith 5 rvice elactronics and
the diffarent wotfiiays abailabl-- to ¥im $or
further training.

-
1

ilectronizs, Ge~rish, iloward H., Goodheart

Willcox €o., 'Inc., 1969



I3M Courss -ode 585
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Course Title Vozatinnal Zlectronics

Cours~ Abbreviation

VE 585 Sredit 1

Prereguisite: Electricity 485

Grade Level: 11, 12

Course Description:

Vocational Tl=zchronics 585 is desigued to help
the student identify where ele:tronic switches
and thair related circuitry fit into the total
electronic “rogram. Further, he should be able
to classify various types of trancistors and
vacuum tubes used in today's elrctronic industry.
The studant should also be able to assemble and
solve the liboratory exreriences uscd to re-
inforce the concents of device theory, circuitry
and desisn, and seorvicing el ctronic eauirment,
while utilizing the »roper tnst esuizment and -
nrocedures found ia today's industry. lastly,
the student shnauld be able to classify the
viirious job opportunities found in thn field of
el=ctronics and list the various pataways avail-
able to becoming an electronics technician.

Jourse Text: Transistor Elecztronics, Serrish, Howard H., Goodheart-

Willcox Co., Inc., 1969



I3 Course Code 531

Cour - : Mitle Technic:l Mathematics 531

Course Abbreviation T, Hath 531

It is desiratle that the student who enrolls
for Tech Math is simultaneously enrolled in
one or more of the vocaticnzl shop offerinss,

Course Descripticns “The cowrse is designed to “e tiken in con-
Jjunction with a vocational shop course,
Tech Math will vcrovide aprlications of
basic yrinciples to real prohlems that are
meanin»ful to ea~n individual., Through a
series of workbooks, rrovision is made for
rracticul applicitions of maithematics to

21

Credit , 50

specific trades, The student will be reduired
to vurch:iize one workbooks in one of the following.

’ areas; carrventry trides, auto machnics,
electrical trades, machine trades, masonry
trades, and sheet metzl trades, The course
will vrovide for righir individualized

instruction whizh facilitetes ide ranges of
2bilit2s ~2nd enables the sludent to progress

-

1t his own speed,

Textbook Used: Basic Mathemaitics 3ivwmlified by Olivo., Adopted
1371

in
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IBM Course Number Code 442

Course Title Techbnical Physics 442

Course abbreviition T Pl*;x 442
Class Time 18 weeks
Grade Level 10.11

Prerequisités:: Successful completion of Technical Mathematics
or one year of Alzebra.

Course Description: Yechnical Physics has been written as a pre-
paration for students considerinz a vocation-
al-technical career. 1t w:.s desined and

_written in conjunction with input from sever -
al varied industries tarouhout the State of
Illinois. It is desimmed to ewphasize physi-
czl concepts as applied to the industirial- .
technical fields and to use these aprlicitions
Y0 irprove the physics z2nd mathematics compe-
tence of the student. Unlike sowme physics
texts, tiiis muterial is written at a lanjuare
level and 2t « mathematics level thut is real-
istic of und beneficial to most students in
VC~-Tech pro:r:ums. OStudents will find illu-
strations und examples relzted to the fields
of aintomotive-farm ecuipcent tecianolo gy, con-
siruction tecnnolo:zy, electronics technolo ry,
mechunical tecanolozy, and micro-arecision
tecaology.

2
£
H

Basic Zerrt: Tecimicxl hrsics, Sile fwen, Firiklaind Commrwmity e

=7

Jolls e, 1971.




I8 Zourze Code 485 216

Course Title Basic Zleciricity

Jourse .bbreviation: ILAEC 485
Prerequisite: one

Course Descriptioﬁ: 3usic tlectricity 485 is a »re-vocational 1ab-
oratory class desizned to develcp an unid-r-
st:inding of the iaportance of elect-icity in
every day liviny, 485 introduces =oncepts of
brisic 2l-ctricity and -~lectrcnics userd in our
mod~rn industrial society. 3Stuients will have
an op-ortunity to assemble expreriences in the
lab 2nl to build an ~lectronic nroject of t eir
own, liearning how to asscmble, mike solde~ con-
n2ctions, and rex! schenmatic drawings. @&lectric
rmrotors and basic house iiring technijues :ill be
discussed.
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IR Course fode 484

Course Title Drawing 1 Credit l

Prercquisitess ‘one °
Course Descrirtion: Drzwing 1 i3 a basic course in drawing. It
15 an & loratory course designed to give the

student a broad understanding 2nd an enjoy-
able exrerience in different yricedures 2nd
areas of drawing. This course is broken down
into sections whict gives a wide variety of
procedures, skills, and techniiues of drait-
ing. 'The various sections ares ‘The graphic
languge, drafting and industrial occupzticns
techniec:l sketching, tools, and techniques
of drafting, geometric fipures =nd construc-
tions, mictorial drawing, sectionzl views,
conmnuter in design and drafting, vectors,
drafting in the aerospace industry, techni-
cal illustrztion, electrical-electronics
diagrems, mapting, charts, 2rchitectural
drawing, reproduction of drrwings, ‘ind fast-
oning devices,

Basic Textbook used: Traftine Teshrolopy uand ractice, 'illiam P,
3pence, “nnse, A, Bennett Co., Inc. 1973.
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IBM Course Code 355 Credit ¥
18 Wis,
Course Title: FElectricity

Course Abbreviaiion: BVi 355

Prereguisites: lione

Course Description: This is a beginning course ia electricity.
Slectricity 355 meets for one hour per day,
five days per week. It is designed to help
studeints begin to understand the basic fun-
danental knowledge of electricity, Basic
concepts of series and parallel circuits,
Ohm's Law, Liatt's law, magnetism, simple
motors, power supplies, meters, home repair,
resistors, generators, and traasformers are
discussed. Special eriphasis is vlaced on
house wiring. Some consuner information is
taught and the various electrical occupations
are explored. GSafety and careful work hebits
are stressed,

Basic Textbook: Electricity, by Howard Hd. fferrish;
Goodheart-*illcox, South Holland, Il.,
1975
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I:5M Course Code 354 Credit &

Course Title:

18 wks.
Drawing

Course sbbreviation: Bva 395/

Prerequisitess

yone

Course Lescription: This course is designed to give the student

Meets: One hr.

the necessary experience in developing skills
in the use of drawing instruments and matsrials
sircilar to those used by the professional

per draftsman, Learuing the importance of vproper

day, 5 days per wk. planning, the use of sketches, and tre ability

Basic Textbook:

to express ideas by means of graphic represent-
ation are the main objectives. Some time is
devoted to the study of bluepriats similar to
those used by carpenters, machinists, construc-
tion and facidry workers.

Exploring Drafting, by John R. Walker;
Cuodheart-willcox, South Holland, Il.,
1975
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1B Course Zode %89

sourse Title Industrinl Jdork Truining

Jourse tbbravistion IWT 689 Cradit )
L}
Prerequisiizs: Grade level 11-12

Jours2 0D scription: The program is :lezisn-ed to provide reluted
training in a trade on a nirt-time bhuisis for
nizh sch00l students -during their jwiior and
sanior years. The students aliernate on a hol-
iday »asis b tween related -<oarses in sthool
and traininig on the job a3 nn ennloyee. Juring
the tim=2 iz emnloyr ni, the student's other
school time iz d-votad: (a) to nrescribed high
s:hool courses, and (b) to study of relited tech-
niyal inform:tion of the occupation for which he
is.beinsz truined on the Job.

3usic Trxibooks Used: uccezding in the ‘orli of “‘ork ’
Kimbrell =nl1 “‘ineyzrd
McKnight & MzKnizht 1970

-
0

Jonsuner <:2019%nics
“ilnelms, ieim=rl, Jelly
Ferraw-1ill 1971

-~
-
<1
Do
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I8M Course .ode 839
Jourse Mitle: Jork Svpdriance

Course ibbreviation: ' xp 889

Prerequisites: Thiz grogram is limited to juniors 2nd seniors.
“riority will o2 ziven to seniors, and only Jjuniors
on a selected dasis will be permitted to enroll. lio
sophonore will ove eligible =xcept thos~ in 3PECIAL
PROGRANS.  Iritten perwission by the coordinator
is necestary for final approval of enrollment inkto
tha Cooperative ‘‘ork Program. '

ourse Description: Stulentis enrolled in the .ooperutive ‘ork Pro-
sram may not be employed ore than TEIRTY (30)
HOUXSZ PIR "TZK OR MORE THAN A TOTAL OF NINE (9)
HOURS OF CCN3INID 3.JHO00L AND WORK IN ANY OB (1)
JaY. 50 STUDTNT ¥YAY 32T EX 1TOYHD APDIR 11 B ON
ANY SISHT BPRICR 70 4 3.:00 =Y. (HNote:s 3pecial
periission m:y be j;ranted by the coordinaior on
a temporiry bhisis, with the knowledge and :=on-
sent of parents and employer, for unu:suxl cir-
cumstances, )

All training stations for s udents must be ap-
proved by the sichool coordinistor u on invest-
ig:tion of the work statiorns. “rainin;; stations
ovnz2d and supervised by pi.renis or immedizte
fanily »ILL ZOT 37 AZ R0V7ED. A1l training sta-
tions mus® b~ located within the Jommunity Uit
Janmser “'wo school iistrict,

-

3usic Mextitbook Used: llone



I3 Sour:e “Jode 399

Nourse M™M+tle Jealth Cecuretions (Dentanl)

Cours;e anbreviation Tone

Prereauisite: Srade

Course Descriptions

=

xtLtonl: Uzed:

JLovel Sophonores nnd Juniors

This conr:e is desisméd as 4 senior year rre-
vocaticral program to aciuaint students with

the basic skill, technicues, and rel:ted in-

formaticn so thnt they may function more of -

fectively in similar Junior college rrogr«ms

desling wita the dent2l occunition,

Areas of instruction irclud: the following:

l. Orientttion

2. Zthics

3,. Austorny

/., Basic velated scisnces

5. C“rown tnd vridge constiruction
6, Teramics nd consiruction

7. Partitl fental consirustion
¢ T™all ‘enture constructiow

fl, Crthoricnics

dertal Technician, Prosthetics
Superivtenint of docurient-
", %. Cov't “rintine Of"i-e 1962
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sourse Code 352

Courser 'obtle flnalih

224

\

Joursie LZbbhrevistion:
Prercouisiles: is

Tourse Deucription:

RBasic Texthooir Used:

rreunations O o, )

Jone Credit: .50

is a cour=ze for Juniors =nd “ophonores.

ig is u one semester course desisned for
sophmore :und Junior students who zre inter-
ested in enlering sone trme of heulth occu-
vation. 3asic ¥nowledgse related to entry
level jobs in he=lth fields will he covernd.
“Elldents viio heve succéssfullyr completed this
cours;e znd whno denire training and «education
in heclth unr foaed into work prosrzms to re-
caive on-tne=job training in the sreas of
their choices.

Lione
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I3Y Zourse _cie 381

sourse Uitle Introdustion to ‘{ome iconomiss

Course .beraviation H.E. 381 Jradit 1

Prereauisites: Xone

Zourse De2soription: This is an introduction to sasic Home “zonomics.
Stud-nts will 12t experience 2nd knowledze in
clothing construction, meul preparation, child
nz2re, and home rianajement. The proper use of
time, enerzy, anid money will be stresszed. They
will l-arn to make -zonsum:r -dezisions in pur-
chasing clothini, ‘ood, and some household “urn-
ishings, and will learn bout :cccun:itions relat d
to the arna of ome 4Scononics.

Rescurcas: You ani Your Food, Ruth "‘hite Prentice llall, 1976
fow You Look =nd Dress, Byriton 3arson, FcGraw-Hil1ll ook
Jompiny, 1969 ;
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IBM Course Code 689
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Course Title Industriel work Training

Course ibbreviation IWT 649 Credit 2 -

Prerequisites: Grade Level 1.-12

Course Description:

Basic Textbooks Used:

The program is designed to provide related
training in & trade on a part~time tasis for
high school students during their Jjunior and
senior years. The students alternate cn a
holiday basis between related courses in

school and trai:iing on the job as an employee.
During the tire in employment. the student is
relsted work world skills. The student's other
school time is devoted: (a) to prescrited

high school courses, and (b) to study of re-
lated and technica. informetion of the occu-
pation for vwhich he is teing traired on the job.

Succeeding in the iorld of work
Kimbrell ana Vineyara
McKnight & McKnight 1970

Consuner Yccnomics
wilhelms, Keimerl, Jelly
¥cGraw-¥ill 1971
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IBM Course iiumoer 800

Course Title Special

Education Cooperative Work "raining

Course Avbreviation CWT 800

Prerequisites: Student nast be enrolled in tke EME Program

Course Description:

Fasic Textbooks Used:

Tr.e Special Education Zooperative Work Training
weets for one hour five Jays a week. This course
is designed to help the student deal with all
aspecls of job training. In the classroom thre
course of study relates directly to skills the
student will need to obtain and keep a job after
graduation. This includes learning to work
with others at least two hours during the school
day. As sopromares, students are placed on jobs
within Community Unit #2. These jobs include
janitor trainees. As Juniors and Seniors off-
campus placements are preferred. All students
are paid salaries for their viork. They are
supervised ty their erployer and a teacher-
coordinator.

Succeeding in the World of Work,
Mcknigit Publishing Zo., 1975.
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I5M Course Code 889 30

Course Title: Wwork Lxperience
Course abbreviation: w Exp 839 Credit 1

Prerequisites: Tais program is limited to juniors and se..iors.
Priority will be givea to seniors, and ouly juniors
on a selected basis will be permitted to enroll.

No sophomore will be eligible except those in
SPECIAL PROGEAMS. written permission by the co-
ordinator is necessary for final approval of en-
rollment into the Cooperative work Program.

Course Description: Studeats earolled in the Cooperative lork
Program may not be employed more than THIRTY
(30) HOURS PzR WEEK OR MORE THAN A TOTAL OF
HINZ (9) HOURS OF COMBINLD SCHOOL A4LD WORK
I3 AXY CNn (1) DAY. O STUDENT MaY BE EM-
PILOYED AFTER 1:PM ON ANY NIGHT PRIOR TO A
SCHOOL DaY. (Note: Special permission may
be granted by the coordinator on a temporary
basis, with the knowledge and consent of .
parents and employer, for unusual circumstances.)

All training stations for students must% be
approved by the school coordinator upon in-
vestigation of the work station. Training
stations owned and supervised by parents or
immediate femily will ~OT B ~PPROVED. &ll
training stations must be located within the
Comzunity Unit iumber Two school districte.

Basic Textbook Used: iNone



IR{ Course Code 680
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Cource Title Zoop, "'ork Training

Course Abbreviation ZUT 680 Credit 1

Prerequisitess None

Course Description:

OWT is to assist the potential drop-out in
finding an occupational skill with gener:l
knowledge and to receive credit toward grad-
uation. 'With the use of field trips and various
speakers for the community, we are trying to
d=velop an interest in the Yiorld of York,
Working half-day and attending classes the

other half, we concentrate on keeping these
individuals from dropoving out of school.

The student 's school time is devoted:

(a) to prescribed higzh school courses, and

(b) to a study of related and techniczl infor-
mation of the occupition for which he is -
being trained on the job. :

Basic Textbooks lUsed: Succéeding i2 the "lorli of 'iork

Kimbrell and Vineyard lMcKnipht & licKnight, 1970



I Course Code

29

Jork “xparience

tions V¥ Bun 289 Credit 1

i
het B

This program is limited to juniors and seniors.

Priority will be givea to seniors, and enly
Juniors on a s+lect:d basis will be permitted
to enroll. ‘'lo sorhorore will bo eligible ex-
cept those in SPECIAL PRQGPAMS, Written per-
mission by the coordinstor is necessary for
final approvel of enrollment in%o the Coopera-
tive ‘lork Program.

fourse Description: Student enrolled in the Cooperitive VWork
Frosrem may not be emnloyed rmora thwm TTIPTY -

Rasic Texthook U

(3¢) =QUPS PaT 7197 OR MOV ™Y 4 TOTLL CF
NIME (9) Z0UTT QP S0r3TYAD SOTOOL D ICFK

AW ANY €7 (1) DLy, MO STEHDEND MAY 3R Hnl
PLOYES 7752 117M ON AMY NTHT PFIOR 70 3
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30HCOL 17, (Yote: Special permission mey

he ‘rent-.d by the coordinator on a tempor-

ary basis, with the knowledfe and consank
cf naranis nid emnloyer, Tor unusaal cir-
cumstinces, )

All training stations for ztndents must be
approv:i 3y the school coordinrtor uron in-
tha vwicrk st:tion. Training
stations owned and supervised by parents or
immediate family will WOT B3 AUERCTI3,  All

L 4

vestigntior of

training zhations must be Yocaited within
the Comunlty Unit Ylumbar Tvo senool dis-
dricts

b}

seiz Mone

-
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Course iumber 681 (Sprirg)

Ccurse Title: Family Living Credit &

Course Description: This is & one semester course, with = unit

of creait for toth boys and girls. +he course
includes dating, mite selection, engagement
period, marrizge, and the addition of children
to the family. Students who are interested in
family life and in understanding its operation
and nmaintenaice will gain valuable information
from this class.

Text: Personal Adjustment, Marriage and Family Living,
Landis, and Landis, 6th Ed. 1975
Prentice-Hell
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IBY Course Code 481

Course Title &dvenced Foods & Food Service

Course Atbreviation ®E Zc - Credit 1

Prerequisites: “pen to incoming sopromores in’ erested in the
area of foods, and to students wto have *aken
Yore Economics 384. Open "o %0tk girls and boys.

Course Description: Presentatior or review of nutrition, meal
plannirg, and food values. Suitable, effi-
cient, attra:ti.e table settirg ard servirg
would be covered. Comprehensive course in
quantity food planning, preparation, serving

" and evaluation, Course content to be suffi-
cient to enable a studen! to have a good
background for work program, tkaving provid-
éd experierice, and some on the job (unpaid)
trairing, or to have knowledre end training
to work in foods service.

Resources: Explorirg (lareers in Fospitality and Food Service,
Yarilyn Kay Mc¥zrlard, VYera Ramstelter, and Yarialyce
Knoll, McHKright Puilishirg Compary, 1975

or
Food Service Careers, Ethelw:.n G. Cornelius, hras. A
Rennett Co., Inc., 1974,
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IBM Course Code 384

Course Title: Basic Foods &ervices

Course isbbreviaticn: H Ec 384 Credit .5

Prerequisites: ilone

Course Descripticn: This one half unit course is designed to give
background informeticn in measurements. sani-
tation, food preparaticn and servirig. Easic
nutrition will be covered. Informaticn and
skills gained in this course will be basic and
necessary for gainful employment as well as for
any home situation.

Textbook: THE WCEIL OF FCCD
by Eva Medved
Ginn and Co., a Zerox Co.
Lexington, Mass.
1973
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I3M Zourse Jode 381

sourse 'itle Introdustion to Home “icononics

Jourse ibbreviation H. T. 381 Credit 1
Prerequizites: HWone

Course bDesnription: “'his is @n introiuction to biisic Hom2 <conomi‘:s.
Students will 20t experience and knowladie in
clothing constructicn, meal »rasaration, child
care, and home munnyea-nt. The nroper use of
time, en=gy, and money will be stressed. "hey
will learn to make consumer iecisions in pur-
chasing :lc.thinz, food auni som~ houschol? fur-
nishin.;s, #nd will lesarn =zbout occupations re-
12ted to the .~ -a of Home “conomies,

Resources: You and Your Food, Ruth “hite Prentice Hull, 1976

How You Look znd “raess 4th ed. by Byrta Jarson .
“coster Div. McGraw-Hiil 1969
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131 Jourso ode

Lourse Mile Imduntrizl Vork rolsinz

redit 1

Course ..bbroviuation E;;Lfﬁz
Prerequisites:s rade Level 11-12
_ b
sourse Jemcription: - ‘Mis prosranm is desinned o wrovile relates
trainiigs in & tovde on a mert-time hasgis for
hiza school shtudents duriney Thelr juni r and
%Pnior vears, ‘he students clternate on a
holiday busis batween rsl- “-~4 coursns in
school and treiniigs on Fhe “o™ &= nun érploves.
Juring the “ire in eimlovme~*, “he studendt is
relatind worii world skills., Trne student!s other

sennol ti e is l;evo4 eds (n) * vreﬂcrihed
shigh sehcdl courses, and \b) tudy of re-

lueted and technical inforrzation of “he occu~
piztion for which e in neing rW*nnd on the
JGM.e .

Masic Jexllocks dUsed: “uccendi: s in Lhe iiorld of "orx :
Viahrell Gt '1*0“’rd ’
; fc:.':;;igh't SeleVnies o ® aTo

onsusa Teono:ics
-llﬂﬁlﬁﬂ, Teimeri, Jell--
efreaw-till 1971
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IBM Course Code 889

Course Title:

Work Experience

Course Abbreviation: W Exg 889

Prerequisites:

This program is limited to juniors and seniors.
Priority will be given to seniors, and only .
Juniors on a selected basis will be permitted

to enroll, No sophomore will be eligible ex-

cept those in SPECIAL PROGRAMS. Written per-~
irission by the coordinator is necessary for final
approval of enrollment into the Cooperative

Work Program,

Course Descriptions Students enrolled in the Cooperative Work

Prograr may not be exployed more than THIRTY
(30) BOURS PER WEEK OR MORE THAN A TOTAL OF
NINE (9 ) FOURS OF COMBINED SCFOOL AND WORK
IN ANY ONE (1) DAY, NO STUDENT MAY FE ENM-
PLOYED AFTER 11PM ON ANY NIGHT PRIOR TO A
SCHOOL DAY. (Note: Special permission may
be grented by t e coordinator on a tempor-
ary basis, wit! tke knowledge and consent

of parents andé employer, for unusual cir-
cumstances. )

All trainirng stations for students must be
approved by tr.e school coordinator upon in-
vestigation of the work station. Trairing
stations owned and supervised by paren's or
immediate fawrily will NOT FE APPROVED. All
training stations must be located within

tre Comrunity Unit Number 7wo school dis- -
trict.

Rasic Textbook Used: Mone 4



IBM Course Code 690
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Course Title Child Care Training Services
Course ibbreviation H Ec 690 Credit 3,0

Prerequisites: This is é course for juniors and seniors who have
taken H Ec. 387 and H Ec. 388.

Course Description: This course is designed to give students
direct experience in working with young
children who are three and four years of
age. A nursery school will be conducted
with enrolled students serving as child
care aides. Students will learn to plan
and execute activities with young children
and will also leara the total operation of
a nursery school facility.

Basic Textbooks Used: (Caring for Children, Chas A. Bennett

Cos, Inc., 1975.




IEM Course Code 387 oh1
Course Title Child Care and Cuida:ince
Course abbreviation H Ec 387 Credit .5

Prerequisite: Sophomore~Junior-Senior class member

Course Description: This course is designed for the study of children
from conception through the third year of life.
The physical, emotional, social, and intellectual
growth of children at different ages will be
given chief consideration. First consideration
will be given to the study of norm«l children,
but. those with mental or physical or social haadi-
caps will zlso come under some discussion. Tnis
course will enable students to become aware of the
opportunities open to them in the area of child
care. This is a one-half unit course.

Basic Textbook: The Developing Child, Brisbane and Riker,
Chas A. bennett Co., Second d. 1971.




IBM Course Code 387 2nd Semester 2k2

Course Title CHILT £ATE AY ™ GUIDAMCE (2rd Semester)

Course Abireviations E Ec 387 2rd Semester Nredit .5

This course is openn to soplorores and juniors.
Although not recuired, it is highly recommended tkrat
students take E Ec. 387 before enrolling in this course.

Prerequisites:

This course is desigred for students who are
considering positions in the area of child care.
Pre-school programs for young children will be
studied. Different types of activities to use
with ttree “o five year old children will be
planned ard deronstrated. Differert types of
child care facilities and the licersing re-
quirements for them will be given consideratiom.
An actual play school of two to three weeks duration
will be conducted ir the spring with the students
planning arn? executing the activities.

Course lescription:

Textoook: Te Developirg Child, Zrisband and Riker "
Chas. A. FPennett Co., Second Ed.



IBM Course Code 381

2L3

Course Title Introduction to Kome Economics

Course Abbreviation
Prerequisites: lone

Course Description:

M.E. 38)

Th:is'is an introduction to basic Home Economics.
Studenis will get experience and krowledge ir
clothing construction, meal preparatior, child
care and home management. ‘The proper use of time,
energy and money will te stressed. ‘They will
learn to make consumer decisions in purchasing
clothing, food and some houselold furnishings,

and will learn atout occupations related to the
area of ¥Yome Economics.

Resources: You and Your Food, Rutl ‘/hite Prentice ?all, 1576

Yow You Lood and Dress, Eyrta Carson Webster Division

McGraw Hill 1G6G.
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IBM Course Code 680

Course Title Coop. VWork Training

Course Abbreviation CwI 680 Credit 1

Prerequisites: None.

Course Description:

2asic Textbooks Used:

]

CWT is to 2ssist the potential drop~out in
Tinding an occupational skill with general
knowledge ard to receive credit toward grad-
uation, With the use of field trips and var-
ious speakers from tlre comrunity, we are try-
ing to develop an interest in the Vorld of
Work. Working half-day and attending classes
the other half, we corcentrate on keeping
these individuals from droppirg out of scrool.

The student's school time is devoted:

(a) to prescribed Ligh sciool courses, and

(b)- to a study of related and tectnical
information of the occupation for which
he is teing trained on the job.

Succeeding in the World of Work
Kimbrell and Vireyard
McKnight & NMcKrnight, 1970
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151 Tourse Code 389

Jourse .obreviat

Frervequisites:

HOrK Bxperience
ions Drr 8\;_2 Credit 1

'this program is limitad to Jlt.J”" wid Seniors.
Friority will be given to semiors, 4nd nnly juniors
on a1 selected v.sis will be preuitted 1o enroll, o
ooghonore will be eligible euappt th,n in I HCIAL

FROSIAUS . Jrittes permission by the coordin:tor is
necessary for finul upproval of enrolliment into the
Cooperative Jork Program.

Coursw Jescription: UStudents enrnlizd in the Tooper-siive .lork

Frogram nay nol be employed more th'n i“lrty 30)
HOURS PER % O MOLE AN & WOUAL OF LB (9)
HOURS OF COLBINED SCHOOL AND s IV A,Y ove (1)
~3Y, HO UT UJZHC MAY BE ZER-LOYZO ATIoL 11FH OH ANY
SIGHT PRIOR 0 4 STHOOL °Y, (Zote: Upecial
per11‘° on ray 2e granted by the coordin:tor on

1 tenporary bdasis, with the knnule:se und convernt
of parents and euployer, for unusuuzl circum-
stances.)

all training statiorns four stulents @ust De
anproved oy tre achool cooriin.tor upon invaszti a-
tion of the work station., 7Trzining a»;tlons cwned
¢na surervised oy parents or imsmeliite fumily will

WOT BE arza0Vis.  All tredrdng sittions muct be
loc.ted within the coummunity thidt Jlumber Two
school district,

B.sic Textbouk Used: MNone



I34 Courne Code 259
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Course Title Industrisl .cor.. “rainias

Course .ubreciatiocon 1.4

Frerequictess arade

Cour:ise Descriptions

Bz:xic Yextvooks Useds:

432 Credit 1
Level 11-12

'
“he progravi is designod to provide rel:ted
Trotalde dn @ thadle BN 3 purtedice bacis LoP
kigh scheol students durisg; thelr junior =mit
s¢nior years. ‘ine student 2lterrite on
holidyy busis between relwted couries in school
ani iraining on the Jjob s =n empiioyee. During
the time in employment, the stuient is relating
worik worl:l skills. 'he stuient's other school
time is devoteds (a) to preseribzd hizh school
courses, 2and (b) to study of rel:ted and toch-
nicel iaformuation of the occupuztion for which
ne is teing trainei on the jov.

cucceadins in the .jorld of .ork
Lirzbrell 2nd Vinsyard
Meainight & Meilnignht 1970

Tonsumer Lixonomniso
#dilhelms, Heinerl, Jelly
Melaw=-rill 1971




I8 “Tourse

Course Title:

~
wourae

Prere;juisitess:

Jourse Nescriz

RBaoie

"axibook

Tole 889
“lork Exnavience
Ahbreviation: W Ixp #79 Credit 1

This rvorram iz litited to junior: axd son'ors,

Priority will ‘e iven to seniors, -nd only
uiicrs on 2 snlzctaed besis will he porrd fiad
%o enroll. Yo sophomore "sill be ~1i itle ex-—
cent those in SPRCIAL PRCCRAMS., ‘ritten vo -~
mission Yy t1ie coordinator is neces ary for

finnl avrrev:1l of enrollnent into tha Coonara-

tive York Prorroin,

~

ion: “itudents enrolled in the ZToorsrative “oric

~

4 AJI

NI (-;) TOTRS OF 20T STEACT 1D CMORK

T o v (1) DT, CIC SUDENT LY 3T EN-
STOYRD LT BE 11 EIJ roF ROY TIOEP CRIOP A0

3700L DAY, [dote: pecinl oormission my
be rranted oy the coorlinator on 2 terypor-
ary basis, with Lhe knowledre -4 ~onsent

-~

of r~rnts 2nd enrleyer, for unmamm:l eir-

cunstances. )

11 training st tions oo ssudent: muss
apnroved b the school coc iintor uron

vesti~ ticn of th work stvtioa., Triining

st tions owned 2nd sunaririsod Dy oerents
immediate ’1mi1y vill Q3L BE ACPReV
trzining stttions must be located within

the Zom unity ™nit number Two schorl dis-

triect.

~

Teed: ‘one

Yroxran nmwy not e n*'aplo"ed nore thun THI TY
(30) yOuEs 237 93K 0% Y058 YAR o TOTL OF

248



I3 Course Sode
sourse Mitle
Course .bbrevia

rerecuisite:

3:sic Texunoos

581

» -~ +
advanced Jlotaing

tion H Ilc 581

This one wit eours: rovides inform.tiom
of selectin., andersisndiny, chun jiny :nd
usin.y patierns., 3Seleetion, use of con-
struction und maintar=ance of clothin: :nd
textile —roducts will be covered.

This course will ~rzvide :ided skills and
knowled @ hel ful %¢ individuils yoing
into pe'sonmnl incé ==lie services in any

pnese of the texiilas und cloihiny industry.

Used: ‘Textiles for tmes und People, Yundernhoff

Frong ond Sirithell, Tinn and Ce.

Credit, l

249



IBM Course Code 385

250

Course Title Textiles and Clothing

Course Abbreviation
Prerequisites: None

Course Description:

Basic Textbook Used:

HEC 385
' Credit .5

This one half unit course is designed to enable
students to learn basic skills and knowledge
necessary to recognize, select, and use textiles;
to learn basic skills needed for desirable gar-
ment construction; to learn standards of fit and
methods to use to produce desirable fit both in
industry and in the home. Sewing techniques
suitable for gainful employment and horne sewing
will be stressed.

This course is basic and should be taken by the
individual who wishes to go into personal and

public services in the area of clothing construction,
care, storage, and maintenance of clothing.

Guide to Modern Clothing, 34d. ed.

by Sturm, Grieser, Lyle and Roberts
Webster Division, McGraw-Hill Book Company
New York 1973.
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I Course Tode 381

ZTours» Title Introduaction to “loie “ennoitics

Course Abbreviation I, W.© 321

Preraijuisites: llone

Course Descrintion: This is an iatroduction to bisic Tlome Economics,
Students will get experience and ‘wicwledge
in clothing construacti- n, meal preparilion,
child care and home mansgenent. The vrooner
use of ti~e, energy and noney will ve stressed,
They will learn to mike consumer decisions
in purchasinag clothing, food and some house-
hold furnis™ings, 2nd will learn about oc-=
curations r=lated to the arza of ome Zconomics.

Tesources: You and Your Food, Tuth hite Frentice 'all, 1976
“low You Look and Dress, Byrta Carson, Webster Division,
le Craw- Hill, 1969,
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1BM Course Code 690 23

Course Title Child Cuare Training Services

Course Abbreviation H Ec 690 Credit 3.9

Prerequisites: This is a course for juniors and seniors who have
taken H Ece 387 and H Ec. 388,

Course Description: This course is designed to give students
direct experience in working with young
children who are three and four years of
ages A nursery school will be conducted
with enrolled students serving as child
care aides. Students will learn to plaan
and execute activities with young children
and will also learn the total operation of
a nursery school-facility.

Basic Textbooks Used: Caring for Children, Chas 4i. Bennett
Co., Inc., 1975.




I3 Course .ode 781

254

Jourse Title Family Toods und Jlothing Creiit: o5

Zourse Duscription:

This is a one semester course with 5 unit of
crodit for toth boys and girls. The course
in::ludes nire weeks o zene-al +oo0ds vased

on thn ne~ds of iniividual stu'lents. The

other nine eeks consiszt of indemendent wrojects
selected by individual studients. They aiy in-~
clude the following:

Care of llothing
Clothin;; Jonstruction
Kefinishing Yurniture
Manwzing Tamily Income

Text: Personal :idjustment, Merriase and Family Living
Landis and Landis, 6tih Ed., 1975

Prentice H:11

Texts and r-ferences suiti le Tor individuul pro;jecis and
activities will b» used,
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Course Number 681 (Spring)

Course Title Family Living Credit: < Unit

Course Description:

This' is a one senester course, with # unit of credit
for both boys and girls. Tlke course includes

dating, mate selection, engagement period, marriage
and the addition of children to the family. Students
who are interested in Tazily life and in under-
standing its operation and maintenance will gain
valuable information from t:.is class.

Text: Personal Adjustmert, Marriage ard Family
Living, Landis, and Landis, 6th Ed. 1975
Prentice-Fall



IBM Course Code 386
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Course Title FKousing and Yome Decorating

Course Abbreviation

HEc 386

Prerequisites: This course is open to sophomores, juniors and seniors
who show an interest in this area.

Course Description:

Basic Textoook Used:

This course is designed for the student who is

interested in housing and in decorating a home.
Different types of housing facilities and floor

plans will be examined. Color sckemes, wall

coverings, floor coverings, and furniture choices

will oe studied, enabling students to make

choices for t!emselves based on background
information. .
FOMES Today and Tomorrow
by Ruth P. Sherwood

Chas. A. Pernett Co., Inc.
Peoria, Il. 1972
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I, Ceur~c Code 35

R

s Py oem

v > o 2 I Gy P - ;> =
Course Witle “extiles aad Clotuin«

(ourase fwraviation v3°C 2L Cradit %
Frerzeui sitecs: llone

Courne uescrinitieon: Tiis one half unit course is desimnzd to enavle
sturdaats to learn hasic siiills and nouled:e
necessery to reco7aize, select and use textiles;
to learn vasic sliills neeced 7or desirable rar-
r:ant construction; to learn standards of fit and
metlhiods to use to rroduce descirable €it, voth in
industr;y and in tlie home. Bewine techniques
suitanle for «ainful ervloyrent and home sewine
will Le stressed.

Tis course is bvasic and shouwld be talen b the

individuals vho 'rishi to ro0 into personal and

~ullic services in the area of clothins construac-
ion, c=res, =torare, and maintenance cf clothinsg.

Bagde =pxtlcoln Usad: TiGe to fiodern Cletihing, 3rd Ed.
¥ IStunhy Wrieser, Lyle, snd Robepts

veister wivision, letrav=Hill Itool: Compwenr

Jesr Yark 1593
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TEY Course Ucdle 30k
Courcse Title Dasic Foods Cervices

2
3]

Course /fubkreviation i Fe 304 edit .5

inis i3 a course for fovitorores sad Juniors

rrerecgucites:

Course pezerivtien: This cne-half unit course, to te talien in one
germester, nas erniasis nlaced o learnins to

cooi, and the

nrelirminary s<ills

needel “or

those <o wish to Lecore litcuen helpers, hos—
tesses, salad rarcr, siort order chefs, disn-
washerns, sandiiicn makers, andfcr those wlo

wigh Tesic iInformation on nutrition =nd ~esl
nlannirn», TInformation and skills «ained in tiés
ccurse will ve vasic and necessary for cainful
ernplorizint as well as for anv lhere situation.

)

evtuooh Usedd:s The Vorld o 'ocd, Ginn

-MEILC
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™ Coul'ce Lode 301

Cocurse Title Introduction to i'ome iconormices

Course fbbreviation "7, I, 301 Credit L

Prereaquisites: llone ,

Ccurse Jlescription: %his is an introduction to tasic Home Cconormict.
“tudents 1vill ~et exmerience and knowledre in
clotiiin= construction, ™eal preparation, child
care and nore nanarement. 'ilie proper uce of
tire, enersr and roner vill lLe stresseé. Tluer
+rill lecr: to malie consumor decisions in par-
chnasinr clotling, food =2nd sére houseicld ‘ur-
aisnines, and will learn ecout occumstions re-
jated to tue arer, of Vore Fcononmics.

Resources: “cu~and Your Food, lQutn Tunite Frentice 'iall, 1970
- 7y - - 1 - - - - . IV
'ovr Tou ioneck and Jress, 4thl I'd. by bvsta Coison

3
“ebster Livisicii, .leliranr Hill 19uz.
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IBM Course Code 679

Course Title Rusiness Work Training

Course Abbreviation BAT 679 Credit 1

Prercquisites: This is a course for Seniors.

Course LCescription:

This a cooperative business and school pro-
gram for those who are interested ir office
and retailing occupations as a career. It
offers one unit of credit for one class per-
iod at school daily. (The course is to aid
student~learners in developing retailing of-
fice skills and job intelligence) applicable
to office occupations through classroom in-
struction and en-the-job training.

Pasic Text Used: None

261
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1341 Zourse .nde 839
Course Title: Tlork ilxnerience

Jourse Abbreviation: M Txp 339 ) Credit 1

Prerequisitéss This progriam is limited to juniors and saniors.
Prijority will be given to seniors, and only Jjuniors
on a selected obisis will bs permitted to enroll.
Ho sophozore will be eligibl=s erce»t those in SPZ-
SIAL PROGRAMS., Written permission by the coordin-
ator is necessary for final approval of enrollment
into the “oop-rative ‘ork Frozram.

ZJourse Jdescription: Students enrolled in the Zooparative “‘ork
Prograa ma2y not be enpnloyed mora than THIRTY
(30) HOJ23 PER +'SEK 02 MORE ‘MAY A TOTAL OF
"NINE (9) HOURS OF COM3INGD SIHOOL Al “ORK IN
ANY ON® (1) DAY. XO 3TUIENT ¥AY 373 ZH2LOYTID
AFTZR 11 P OM ANY HITH? PRICR TO A SCHOOL dAY.
(Note: 3pecial nermission may be wranted b
the cooriinator on a te-=noruary basis, with the
knowlad ze and zonsent of -rarents and employer,
for. unusual circunstancss.)

A1l training stations for ztud~nis must be
approved by the school coordinator u on invest-
. ization of the work station. Trainin;: stations
owned 271 su-ervised by parents or immediate
family will NOT 3% APPR0OVZD. All training
statiors rust be located within the Comiunity
Unit Tanber Two school district. -

Basic Textbook Used: Hone -



I3M Zourse Zod~ 574

263
Jourse Title 3Bookkeercinz
Course Abbreviation 3kkpz 574 redit 1

Prerejuisitess This

Course Sescription: |

is a :o0urse Tor Juni'rs and Seniors.

The vorin:iplss and practizes iwve lved in
keeping a set of books “or an avera:e sized
business are tausht in Bookkeening. .\ work-
b0k of business forms and practice sets are
uszd. The practice sots simulate realistic
business operations and tho students act asz <he
bookk-epars. This ~ourse is recommended for
any stualent »nlanning to enter the field of bus-
iness zf{ter nizh ssh001 or «ay student consii-
arin: majoring in any phase of »usiness ia cel-
leze. 5

Bagic Text Used: Jentury 21 ‘ccounting

Fir

forkbooks znd Practic
Purchuased by students

st Yeur Zourse 3Southuwestaran 1377

e sets are used,
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IBM Course Jode 472
Course Uitle Tvping 11 ;
Zourse \bbreviation Tyn 472

Prerequisites: Grade level 10-12 Credit 1

Course Description: The rurpose of this :ourse is to dev~lop speed
and accuracy in a wider range of exneriences
than occurs in the first year. s thae course
is vocationally oriented production work is
done with eavhasis on realistic office situa-
tions.

3isic Textbooks Used: _entury 21, Lessenberry - Southwrstera 1372

“lorkboo'«<s Used: Learning .uides and “'orkin: Paners for Century 21.



IBY Jourse Jods 575

e

\A

Jourse Title Data Proc»ssing

Course ibhraviaticn la Tr 575

265

Srodit ¥

Prequisites: This sourse'is fo Juniors and Seniors. Typi.g I
: or nersonal typing reyuiradl,

Course jescription: The »urpose of this coursa is to nrovide the
- student with a thorough understarding of puach~d
card machin-— operation, an lications and me-.

tiods. Upon successful completion of the course,

the student should he ahle to;

3.

x}»o

Punch a card with or without printing
from a source document and then dupli-
cnte the card.

Corr~ct an error card ard duplicate
data from a source card.

Plan and puinch a vrogram cand.

7arify a card aairst a source docunmant

Basic Text Usei: DJatas Processing-A Text axd lamued, Cashran-

Moliraw=11i1l

19457
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IBM Course Code 576, 577

Course Title Business law

Course Abbreviaticn B. Law 576, 577 Credit 3 each

Prerecuisites: None

Coursie Description:

Basic Textbook Used:

Most peeple engage in a great variety of business
activities in their personal lives as well as in
their vocations. Since an organized society
cannot exist without laws. understanding of law
should e:able au individual to better appreciuate
the importauce of his participation as a citizen.
Considerable attenticn is given to contracts,
baliments, relationships between seller and buyer,
creditor and debtor. employer and emnployee,
insurance sociel security, property ownership and
occupancy, ana other day to day activities.

applied Business Law (Tenth Editicn)
Fisk aud Snapp
South-western Pub. Co. 1972
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IBM Course Code 372

Course Title Typing I
Course Abbreviation: Typ'372 Credit: 1

Prerequisite: None

Course Description: The touch system is taught on the keyboard. Many
applications of varied typing experiences are
included in the work packet.

Basic Textbook Used: Lessenberry, Century 21, South-Vestern
Publishing Co., 1972

workbooks Used: Learning Guices and Working Papers for Century 21.



IBi4 Course Code 631

Sourse Title Business !nthenatics

: b " : o iy
Jourse Abbreviation B. lath 63L Oredit =

Prerayuisites: It is desirable that the student enrolled in 3usinaess
Mathematics is simultaneously enrolled in a Voeiticnal
Business Jours=,

Course Description: Business ilxthematics will provide applications
- of basic mathematical principlas to real prob-
lems occurring in business-rel:iatead jobs. A
briaf amount of time will he spent revieving
Tractions, dezimals, and whole mumbers. The
remainder of the time will be spent dealing
with relevant prQblems occurring in the husi-
ness world.

Textbook Used: Businaess lathematics by Zosenborg and Lewis,
Adopted in 1971,




IZX Courae Soda AT3 lst som. £74 2Apd 3mi.

Jonrse Title Gancral Businsss
Jourse ‘bbraviation G '.‘ué. 473 & LT
I 4

This is -a’cours= for -So haores

Prerequisites

269

Trodit ¥ ~ach sen.

Jourse Zescription: To develop an un d rstarding of the w2y in which
the Anorizan ousinsss-2conomic syst~m is orysan-

ized and how this systen onerauves

in orter to

satisfy the ne»ads and wants of iniividuals. 7o
introducz t}e student to a vocahuizry of busi-
ness terms. 7o devel .p in the student an appre-
ciation of thue American frea-nntorpriss system
—a.nu the dmsire to explore awl iavestizate occu-
pational oy nortunities, "o develep th undar-
standings ard knowled ;~s-and skills nacessery
for carrying on business affairs succausfully

for a nerson cor a2 fanily.

. 4
Besic Taxthook Used: Genaral ucd inss .T‘or Taona:iic "miierstandin *-—/ 1
~ IeBrunmg, I’a""iﬂ*‘ ‘alshars, ‘T--u;;;:t ny= d~vanih
=ThiitiEn- Sauth ’.ostern, WG
workbooks: UCorinzsonciing erltheks For ahove toxt
Tart L = L%
Jary 2 - 7=12
-
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I2.. Joursae jode 370

vourse Title Basic Voc. Typing Jkills

Cou.'se Adbreviation Zyp. 371 Oredit &
Prorjuisites: lione i

Jourse Iaes:ription: 7This course 13 open to raskmen, Sonhomores, ; ‘
Juniors, and 3Zeniors. ZPergonal Typing off-rs
ona semastor of rginning tyving for parsonal
usae, FPassirng this cours. do2s not satisfy the

rairements for advancei bLusiinsi coursns.

Basiz Thvthook Used: Lessonborry, Sentury 21, South-~'=gtern
Publishing Zo., 1972

g
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13 Zourse Code 679

Course Title lusiness fork Traininng

()

redit 1
Course .bbreviation 3T 679

Prerenuisites: ‘this is o course for Seniors.

Course Description: This a cooper.tive b“usiness :né school vpro~
Tam for those wwho sre interested in an of-
fice and Retailing occupations as = curecr,
It offers one unit of credit for one cliiss
period at scnool diily. The course is to

% aid student-leurners in develooin z und Re-
tailinz offica.skills znd job intell: ence
ap-licable %o office ocemrations throush
classroom iris%ruction and -n-the-jod ‘ruin-
inz.

we

3asic Yexti iUsed: *one



173 Course Sode 889

T

Jourse

273

Mtle: - YWork xwerience

Conrs: abvraviation:

. ‘ Trecit 1

\ Fxp 889

Prerequisitees: This :srosrem is ilimited 4o Juniors -nd seniors.
Priority will be tiven to seaiors, snd only
junio:'s on a sels2:ed biisis wil® be nermitted
to enroll. I'o soshomore will b2 elil rible ex-
cept those in 32 II.iL P307TUN5. dritten pur-
mission by the coordinutor s mecessury for

fin:l ayproval of cnrollment into the Coonera-

tive ‘iork Proir:a.

sourse Description:

Bagic Texibook Use

)

as

Students enrolled in the ZJooperstive ‘ork
rozram mey rot be emplored more-thun THIRMY
(30) HOUAS Fi7 USEK O2 ¥ORL THLY & TOTAL OF
HING (9) TCU2S OF SOMBINID BCHOLL AN oK
IMN &Y CN# (1) DAY, MO ITUDIED MLY 33 PR
PLCMSTD a5 T 118 OB vl FI9ES PRIC: 20 A

SCHOOL ..Y. [(i'ote: 3pecinl permission may :
be yrunted by the coordinitor on a temor- 4

ary bisis, with t .e xnovlzd+we end consent
of pusren-s -ni employer, for unusual cir-
cumstinces. )

all treisninzy st.tions for students must ne
asproved by ths school coordingtor upon in-
vastigaticon of the work s.:tion. Troining
sttions ovied snd sanervisza hy nwrents or

ingmdiste forily will 707 35 PRGN, Al)
triuining 5% :%ions nmust oe located withain

“he Comwuniiy "nit Tumder 0 zchool dis- -
triss.

..one



1% Zourse Jode 673

274

Course Mtle Steno rushy

Course iboreviatidbn Sten 673

Prerecuisites: (‘ne year

One y

Course Descrtption:

Tredit 1

of ty»in~ with an averi® yrade of C or beiter.

ear of sho.thr.d with wn zvers.ye rade of ¢ or better

The Steno :run.c course. is for uivinced shorinand
students and business educition majors choosing
stenozr:phy as a voc-tion or 15 an elective
course for colle e~wound students wro will w.jor
in business and hu:ve hzd bec rinninz siorth:nd. an

- intensive review of szorifund principlzs und “heory

Basic Textbooks Used:

is mad2. The miin pursose of the course is to
ioprove shorthand speed and trunscrtition. A&
yeneral backzround is 130 offered in bvoin office
procedures and machines, if esuinment and timo are
availuble, to devel p competent offire workers.

-
TMIGT 52D IUILDINT, (DJS), Second “dision b
’ ’ J
Leslie und “ouhelk, 3rexyr Division of l‘ciraw~[{ill
9 >3
“0ok Co., 1972. :doptaed in 76.

WMEGY PaTSERIP IR, (U8B), Spvond Bdition by

‘Rlaa'rr
Leslie an: Zoubek, iretr Divisicn of Hetwraw-Hill

300k 0., 1972. ~donted ir 1%76.
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IBM o rse Zode 574

0 ra. MMitlp DAal-lrapgng
Cours.: Title oskkaening

Jourse sbbreviati o Bkkpz 574
o & "4 . .
Prere:uisites: ‘''ais is a course for Junio:'s ¢nd 3Jzniors.

Course Description: The principles znd praciices invalved in
keepiny a set of boois Tor an 2veru®
sized business are tautvht in 2ookkee in7z.
A workbook of business forms .n practice :
sets are used. The »ructice seis simula‘’e
realistic busiizes: operations and the students
act as the bookkeeners. ‘ithis course
is recommended for any student »luinninz to
enter the field of business after hizh school
or any student considerin r m.joring '
‘n wny phase of business in collee.

Basic Text Usod:  Century 21 accounting
First Year Course Sout wesiern 1977 o

liorkbooks and Pruactics sots used.
Purciaused by “3t.den s.



I3 Sourse Joie 573
Juurss Mile shorthand 1 Credit 1

Frerequisiies: “nilish wita cend aver:zye ride of B or Tettier,
“Yyring 1 with and average srude of T or letter.

Jourse :scripticr:

he

pur ;ose of t.is course is to te:ach the

PR 01'31 3s of Treg%; Stho-thuad. Fre zr Short-

nand

i .. meshod of writin y which eribles wn

indiviau.l to writz the s»oken .owr€ ra-
2idly. The principles are tuuzit :né re-
viewed iatensively. The attzinment of sood
dictution 2nd trunscri -tio: siiills is ssres-

sed.

“n-husis is ziven to the iep rovemeni

.of spelliny, wammar, and ty:in +/transcriz-
tion skills, :

3asic Textbooks Used:

srez T Zhortnand (I§3) by “‘reg:, Leglie

and %o .o@k, 1971 -xdo,.ted in 1976 .
gre -x Zistation, (L7S) b- ut,she, Tonbek

and Strons, rezy Tivision of lclr.wm-1ill
Asok Somwany, 1071. sdosted in 1976
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I3 Joury: Code 472

Course Pitle Typiny 11 . Oredit 1
4

Prerecuisites: ‘wrade level 10-12
'

Course Description: The -:urrose of this ecourse is to deve.or
speed and wccuracy in a wider r.nye of ex-
periences thua oczurs in the first yeur.

As the course is vocutionally orj3nt=2d aro-
duction ‘sork is.done with emnhasis on real- -
istic office situations. =

3asic TYextbooks Used: Cfentury 21, Lessenberry - Southwestern
1972

-

Worxbhooks Used: Learning Suides and Worlkdn:z Peoers for

Century-21.



Cours: 'itle 3Buain=

I3k Coursc Code 5'?_.6_I 577

38 Law

TR e e AN M, S L Y T T

Course sabbreviutioa
Prereauisites: ione

Course Description:

e

r"/v—

Bagic Textbeok Uszsd:_

3. Law 571

»

llost peo»le en a® in a4 wme:t variety of
business zctivities in théir personal lifes
as well s in th-ir voc:tions. Since an
orgunized society c:nnoi exist witiout
liaws, understandiny of luw shonld enable

an individual to better appreciate the im-
sort.nce of his sartisipation us 1 citizen,
“Consijer:ble 2ttention is ziven to
contracts, bulimenis, relationships between
"seller and buyer, creditor and debtor, em-
ployer and employce, insuriance socizl se-
curit;, oro erty ownershivn and occu ancy,
and other dzyr Yo Aay achivities.

]

o

Applied- Jusiness Liw (Denth “dition)
®isk and Snapp
South-liestern Pub. Co. 1 72

278
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IBY Cours. Code (31

et

. s 1

Cour'se '2tle Dusiness lithematiss Credit 3

IS - Ia
Course abbvreviation 3. Math 531

Prereijuisites: It is cdesirible thet the student eonrollzd in 3Business
Mzthemztics is simultzneously enrolled in a Yoc .tional
3uasiness Course.

Course Descrintion: 3usiness ‘athematics will ~rovide &n lic.tions
of busic matiematical nrin-:inlas o re.l problep;s
occurrinz in business-rel:ited jobs. A drief .
amount of time will be s eni reviewin; fractions,
decimsls, xnd whole numbers. The remuinder of
"~ the time will be s ent de-) n> wit: reliovint
prodblzms occurrinzy in the business world.

Texthook Used: 3Business Muothematics b Qosenber: and I, wis. .
sdo _t,d in 1971. "

i
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I3 Course Code 372

Course 7igle - h

roin s
' Crudits 1

Preraruisites Ilone

Many anpli«:tions of vuried tyian.rzoxperi-
ences :re¢ included in the work packet,

Cours Description: The touch syuiemis tiuzht on the ke dourd,

Basic Textboni Used: Lessenberry, Tenbury 21, South-4¥:stern
Publishing * Co., 1975.

Workvooks Us::d: Learningz Guides znd Workin : Pape-s for
‘Century 21.
%
-
;\&J
2

.

ol a

e e,




281

s ] 38
I3 “ourse dode 5

Course 'Mtle nzlish on the .Tob

- 1
Tradit Zz
gowsse obbrevi.tion g 506

Prerenuisites:  lone

Jourse Descristion: ‘The "voo.tional" Tn lis't course will wren.re the
student for job apnslicutions, writingy of werson:l
und businews messa es, und raeco nizinsy and oaduani-
inz to businsss »rocedures .nd wrincinles. Inde-
nendent siudy methods :-e the b.sis for ‘nstruc-
tionzl «p-~roach, re~uiring concentrsted effort
end maximum use of classroom time B each studant,

-
.
\

v

ffoctive -nrlisa for- 3usinasses; aurner -
Southwesizrn 1979

%

{
i
L1}

T3ic Textooox




I3% Cours: Toue 473 1lst sem, 474 :nd sem.

Course i'itle Jenerul 3Business

Course ..bbreviation

& Bus 473-474

Prerecuisites: This is « course for :opamores

Course Description:

Jasic Textbook Usud:

To develo: an wunder stunding of the wiy in
which the American business-economic 3ystem
is orzanized and how this system oper:ites in
order to satisfy tae needs znd wints of in-
dividusls. o irtroduce the :student to a
vocubul-.ry of business terms. To develop in
the student an uppreciation of the Amerizan
free-enterprise s¥stem wnd the desire to
explore and investi yate occunztionzl on or-
tuni ties. To cdevelov the understandings :ind
inowled s znd sikills necess:iry for carrring
o:xt dusiness aff.:irs successiuily for = »er-
son or « fumily.

“ener::l 3usinoss For “conomic nders'.nd-
iny- De3rum, Ltines- PFulsbary, airtrer-
Zleventn Tdition- South Yastern, 1976

\jorksodoks: Corresvondin iy ‘lorkhooks for ubove text
Part 1 - 1—6

Part 2 -

7-12

282
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131 Sourse Jode 67

w0

- |

Conrne Title Businass “ork Tri- irz

Jourse sbbreviation B{T 679 Jredit 1

Prerequisites: This is a’‘cour-e Tor ‘eniors.

Jourse Desgcristion: This is 2 cccoperative business and school wro-
gcram for those who ar= interested in an office
and ret2ilinz occunation ss a ecureer. It offers
one unit of c¢redif for one clsss rericd at
s:hool A2ily. The couras is to uid stulent-
lonrnars in develo—ing retuiling of fice s'tills
and job irtellizence throuzh classroom instruc-
tion and on-th2-~Jjob training,

Basic Text Used: None
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IBM Course Chde #89
Jourse Titles: ork v arience
Tourse Sbihraviation: U Exm 889 JSredit 1

|

Frereguisitess This program is linited to juniors ani seni-rs,
2riority will be given to a-niors, and only juniors
on a selected basis will be parnittnd to enroll. o
sophomore «will b2 2ligible except those in SPECIAL
PRUGRAMS . Yiritten permissicn by the coordinator is
necessary ior Tinal approvil of enrollment into the
Jooperative ‘ork Program.

Cours~ Yescrivtion: 3tudsnts enrol’ed in the Joonarztive ‘ork 2ro.cran
may not be ailoyed mor- -han THIRTY (30) HOURS
0 YZEK Of 5URT THAL 3 TCTAL 0 MINZ (9) HCURS
QP COITNED SCHOOL AN® WoRK Li ANY O4E (1) MAY.
NQ B3TUDRSRT KLY Ba PLOYS A¥x 11 PM Gh GHY
ATGHT 22I0R ‘10 4 SCHOOL JAY. (Wote: Onecial
peraission auy be sranted b th° coorﬁinwtor on
a temsorary beusis, with fthe knowledge and consent
of pirents and e nloy=r, for unusiu:il ¢ Sy SR

All trairira stzbions for studenis nust be e =
prove i by the szhool coordinator u-on invaati-
zation of the work stition., Trairing stiiions
owned an! supervised bty wnirzanis or immzediate
family ¥ILL (0T 32 422R07D. All trudaing sta-
tions mush bz located within the Jcmmunity Unit
Two school <#istrict.

2asic Textbook Used: None =
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IBM Course vode 636

Sourse Title Irtroducticn to Jomvutar Technianes 6356
Course “bbreviation Z0MP 636 (2nd sor) Sredit .5

Proroquisites:s Cpen to juniors and seniors whio are enrolled in

algebra I1 and have teacher recommendation. Seniors
pust have :omvnlatad Algebra 1T and Trigonometry.
“1lso, will be o-en to students :ith hish interast by
special teacher recommendation.

course Descrivtion: ‘I'he purnos: of this course is to :ive the stu-

R

sourc-:s.

dent 2 oroad insi.sat into he naturs of iuta
processin ; with its :on.evts, objectives, ap-
nlicazions, =zndi re-ults.

The course will include a stuly of hardware,

anguage, ant aoplication “or mroblem solving.
The stuisnt will e expacted to solve 2 number of
assigred 2nd in’ependent problems usiny the con-
puter, which «will raguire that the :tudent :i:llow
extru bine in 2d4ition to the remular classroon
pzeriod o work on these problems,

B:sic, Maratech-icadenic Press 1975
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I Cours= voie 631

Jourse Ti'le Business liatiematics

=

- ' . . . . zh 'y .0 1
Jourse ‘boreviation 3. Math 531 lredit =

Proraquisites: It is esir.ole that the: stuient en~olled in Jusiness
Mathenztics is sinmmltiineously 2snrolled i 2 Yosalional

Buairiess _ourse.

Jourse Descripticn:  Business nateanti:s will ;roviie arpli:tions of
basic muthermitical princirles to real prohlens
occeurin:t i ousiness-raluated ‘obs. 4 brief

amount of ti-e will be snent raviein: fractinns,

decizals, 2n!l whole numb rs. Th» ramainder of
the tizme will be srent douliny with relev:nt
prool=ans occurin: in the bdusiness world.

Textbook Used: Businesgs lathemetics, by Nosenber; and Levis.
Arlopted in 1971
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" Jourse Zode 575

D

= B

Course Title Dats Processir:

Course ibureviation Da °r 575 Jredit .5

Prare(uisites: This is a courss for Juniors und seniors.

Ty~ing 1

and Permonal Trving resuired.

Sourse =screinticn: The vurross of LYhis course is to provide the
studert i h 5 troroush und-rsiandinzy of ovurched-
card m:ichine opersaticn, ap licutions, and methods.
Unon successful connletion of the course, the
stuisnt should b2 able to:

1. ‘unch a card with

or without orinting
£

oz u source document and then dupli-
~te the ourd,

2- -.JOI'beCt an error -2aord and du lic:te (_1?1‘13
fron a source card. E

3. 2lar: and vun:h a projr.m curd.

L, Verify a cu-~d szainst a sourcs docunant,

3asic Text Used: Datn Proces:ing—a Text und Hunual,

sastman-lesrew=-5i11 1967
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I3k Course vodn 374

~

Cours» Title Bookkeerningz

-

sourse “bbreviation Bkkoz 574 Credit 1

Prerequisites: This is a'zourse for Juniors and Seniors.

Jourgze Uescrivption: Tre princigples and practices involved in keeving
2 set of books for z2n averare sized dbusiress are
tuught in Bookxeening. A workbook of businsss
forms ind practice s-ts are used. The vractice
sets simulate realisti: business operations and
the studnnts 22t as the bonkkeepers. This =nourse
is recomaend=d for any student planninz to enter
the field of vusiness after ":igh school or any
vhase of business in colluze.

Basic Text Used: _antury 21 \ccounting
First-Yewr Cours2 Southwestern 1977

“lorltbooks and Practice sets used ars purchasad by Stulents.
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I?M Cours~ Jode 372

sour-ic Title Tyning 1 :
Cour«3 Abbreviation: Typ 372 Uredit 1

Prerequisite: lone

Course Description: The touch systiem is tausht on the keybeard.
Many ap lications of varied tym ng e periences
are includ=d in the work packet.

Basic T'extbook Used: Ies:enberry, Zentury 21, South-"estern
Publishinz ZJo., 1972

Yorkbooks Used: Learning Guida: and ‘‘orkingz Paners for Jentury 21.



IBY Tourse Zode 473 1st seu. 474 2n¢ sem.

Course Title 7%enerial 3Basiness

. .

Course ,nbreviwtion 3 Bus 473474 Credit .50 cuch
Preraquisites: This is & course for Suphoores

Course Iescription: To develop an understzindingy of the way in
which the armerican business—econonic system
-is orzsnized and ho:v this system operates in
order ts satisfy tie needs und wants of in-

dividuals. To introduce the student to a
vocabulary of business terms. 7v develop in
the student an appreciation of the American

~ free-enterprise system and t"ie desire to
* explore and investigate occupational upsor-
tunities. 7o develop the understundinss end
kiiowled s and skills necessary for carryin r
on business uffairs successfully for a per--

son or a family.

Jagic Textbuok Used: eneral 3usiness Tor conomic linderstand-
in» “e¥rum, Haines; Yalsbary, Daughtrey-
“leventh Tdition- 3outh Wesiern, 1976

Workbooks: Cor:espondiug ‘iorkoosies for ahove text
Part 1 - 1-6
Pat 2 - 7~12

sem.

e

e
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I3 Tourse “ode A

“ourse Title Dasinno:

“our::e

t3

rare

“ourse Daseri-bticn:

Rasic

Taxi

———
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Ized

‘hhrevisation
uisites: This

It

<

13 "lork Training

o672 _ Sredit 1
is a' course for Zeniors,

“Mis is ~ coonar:tive bisiness ! sehool pro-
eram for those who «re intare-ted in =n of-
Tice and Tet2iling occupatisns as a cureer,

It offers one unit of ~re’'it for one ¢l n
neriod at school daily. The course is to

aid student-learners in de -el-ming and “e-
tailing office skills an? job intelli;ence
anplicable to office ocrupations through
¢lrzsroom ingtrmiction and on-the-job train-

i’.’l.‘ﬁ:o

mne s



IB! Course Code 8¢

200

Course Title: Work Experierce

Course Abbreviation: .k Exp 88y Credit 1

Prerecuisities: Tiis prosrar is limited to juniors znd seniors.
Priority will be given *to seriors, ard only
juniors or. a selected basis will be permitted
to enroll. Mo sophomore will be eligible ex-
cept those in SPECIAL FR7.GRAMS. W“Written per-
mission by tre coordinator is necessary for
final approval of enrollment into the Coogera-
tive Work Frofram.

Course Pescription:

Students enrolled in tie Coorerative “ork
Prograr mey not be emrvloyed more trar TFIR™Y
(30) ¥OURS PER WEEK OR MORE THAX A TOTAL Q@
NINZ (9) 'CURS OF C MBINED SCTOOL AXD WORK
I ANY OFE (1) DAV. KO STUDEMT MAY FE Et-

_ PLCYED 277ER 11PM OX ANY NIG*" *RIOR 70 *

. S702L naY., (Note: Special permission may

Rasic Textvook Used:

be grar.‘ed by the coordinator orn a tempor- .
ar; besis, with the kowledge ard consent
of parents and errloyer, for urusual cir-

cuizstar.c2s. )

411 treinirg stations for s*udents nust te
aporovec ty t.e sclool coordirator upor. in-
vestigatior of the wori: statior. Trairing
statiors owned ard suprervised by parents or
ivredicie farily will NCT I'T &PTROVED. All
training stations must be located within
t. e Comrunity Unit Fumber Two sciool dis-
trict. =

None



IBM Cours= Code 572

Sourse Title C
Course ﬁbbrevivtlon of Me 52 CGradit, 1.29
Prerequisites: HMipimuw of ‘one (1) s2er 0" typing

Lours: Description: . The purgote of this cource is an intro-
ductio~ to tre vse of basic ofTire evuip-
ment such ze zldding-calculeting m:ctines,
dict- tion-trenceription units, and s
duplication processes. This course
providés-the. coanecting lin hetween
»ehool and husiness by amenns of initi-
ating the student into busgindsc prectiess
u~d procedursc. As the. ourse i ;
vocationzl, the sttempt is me‘e to =1m-
ulgzte eatuel offfice ritusztions.

3. gis Tevthook Used: Cle*lccb (flice P*gce~u“e (Fifth Edition)
Meahan, Peservark, Oliveric, South: {lsctern ’

PLbllchlfv Co., 1673 : '

Horlthooks o other Proje.t Usad: Zvpsuritinz Office Prootice
S2t; (Tourth d*‘ionf_kv
fznew snd ltchincon, Scuth
vigster Puklishing Gs.
Clacs end joh reletad mu-
2 o iR RS

I



fal

Jours2 aopvreviation Bxup; 574
Prereqguisites:

Caource Des

3=

SOUY SR

oy

Tt 3ookizoecin -
-1vlg DOL:eeTlil ]

ripiion:

[P

redit 1

This is a course Ffor Juniors and seniorss,

~“he principles ana praclices involved in
keeping = et of books Lo an sverz e sized
busloess are vaucht in bookkeepin g, -4 work-
boovikt of vusiness foris =nd practice sets a:e
used. The practice zets siuunlinte realistic
business oper-tions ind the students act s
the wvookizepers. Lhis course 15 recoxnended
for uny ustucent vlananinj to aulor the Tield
of opusiress after zijsh sendol or .y siv ent
consiierin; mejorin_ in =ny phese of busiress
in colleze.

ic Yest uUsed: Centwy 2! .iccouniing
First Year Cours Sowsh Jeltern 1577 ;

Jdorkbuoks and prac.ice se .z used arg purcorled by students,



2
IzM Course Ccde 575 o

Course Title Dzta Processing

Course :.bbreviation: Da r 575 Creéit .50

’rercquisites: Thisg course is for Juniors and Senicrs, Typiug I

or Personel Tyring reguired,

Course Description: The purpose of this course is tc provide the
student with 2 thorough understznding of
runched~card msachine operetion, applicatiocaus
and methods. Upon successful completion of
the course, the stucent should be able to:

l. Punch a card with or without
printing from a source document
and tben duplicate the card.

2. Correct an error card and
duplicate date from a source
card.

3. Plen ané punch a program card.’

4, Verify a card z¢aiust 2 source
cocume:nt.

Bacgic Text Used: Dat: Processing-i Text and Manuul,
Ceshmaa-McGraw-=ill 1967
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IkM Cource Code 57€, 577

Course Title Fusiness law

Course abbreviaticn: B. law 576, 577 Credit 3 each
Prerequisites: lione

Course Pescripticn: NMost pcorple engege in a great variety of
business gctivities in their personzl lives
as well as iu their vocations, Since an
or¢anized society cannot exist without
lawg, understanding of law should enatle
an individuzl to better appreciate the im-
portance of his participation as a citi-
zen. Considerable a2ttenticn is given to
contracts. bzliments, relaticnships between
seller and buyer, creditor and debtor, em-
ployer and ermplcyee, insurance socizl se-
curity, property ownership and occupancy,
and other 6a; to day wctivities.

Easic Textbook Used: Applied Business law (Tenth Téiticno;
Fisk end Enapp
South-*estern Pub. Co. 1972



IbM Course Code 372 299
Course Title Typing I
Course rturevizticn: Tyv. 372 Credit: 1
Prerecuisites: lione |
Course Description: The touch system is teught on the keyboard.

Many applications of varied tyring experi-

ences are included in the work packet.

Bzsic Textbook Used: Lessenberry, Century 21, South-kestern
Publishing Co., 1972,

worktooks Used: Leerning Guides and working Papers for

C en‘tUL! 2 g
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IEM Course Code 631

Course Title Eusiness lMatherutiics

Course .bbreviation: B. Math 631 Credit 3

Prerecuisites: It is desirable that the student enrolled in Eusiness
Mathematics is simultznecusly enrolled in & Vocaticnel
Business Course.

Course Description: Business Meathematics will provide epplicaticns of
basic mathemutical princirles to reel protlems
occurring in business-related jobs. A brief amount
of time will be spent reviewing fractions, decimals,
and wrole numters. The remainder of the time will
be spent dealing with relevant problems occurring
in the business.world.

Textbook Used: Zusiness Methemutics by Rosenterg and Lewis, Adopted
in 19710
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It Course Code 473 1st sem, 474 2nd serm.

Course Title General EFusiness

Course »bbreviation G Eus 473-474 Credit .SC each sum

Prerequisites: This is a cowrse for Loplonores

Course Description: %o develop <n understanding of the wey in which
the smerican business-economic system is organ-
ized and how this system operz.tes in orcer to
sz.tisfy the needs and wents of individuals. To
introduce the student to a vocabulery of business
terms. To develop 1n the student an appreciaticn
of the ~merican free-~enterprise syster and the
desire to explore and investigate occupational
oppertunitiess To develoy the understandings acd
knowledg,es and ‘skills necessary for carrying on
business affairs successfully for 2 persoa or a
family.

Pesic Textbook Used: General Eusiness i'or Tcouomic Understeading-
Detrum, iiaines; Malsbury, Daughtrey- ;
Eleventh -dition- South vestern, 1976

norkbooks: Correspending W6rkbooks for «bove text
rart 1 - 1-6
Part 2 - 7-12
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I3M Jourse Jode 679

sourss Title Business

303

YWorle Teadaine

Jourse ‘bbraviation BIT 679

Prereiuiszites: This

Course Dascription:

O
4
4]
RY
e
o+
l—

i~ & zourze for seniors,

2 zonperative business and school pro-

Tnigz is =

gran for thssa o ur  interostoi in an office
and Retzilins occupstions as a career, It
offers onz unit of ¢ -d4it - r one nlass eriod

at school zaily. The :du-an is to 1id stuient-
r lav:ioning Retailing office skills

and joo intellizen:s 2 -;1i:sbl Lo office occu-
rations tinrouzh slassroom instruetion ani on-tih~-

A

Job trainiiz,

loasirnerg

Busic Texlb Usad: iione
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1B Course Code 889

Course Title: Work Experience

Course Abbreviation: W Exp €89 Credit 1

Prere;uisites: This program is limited to juniors end seniors.
Priority will be given to seniors, and only Juniors
on a selected buzis will be permitted to enroll.
No sophomore will be eligible except those in SPE=<
Cial PROZRAMS. Written permission by the coordin-
ator is necessary for final approval of enrollment
into the Cooper:ztive viork Program.

Course Description: Students enrolled in the Cooperative Work
Program may not be employed more than THIXTY
(30) HOUES PER WEEK CR ORE TH.N A TOPAL CF
NINE (9) HOURS OF CUMBIMEL SCHOOL AND WORK IN
ANY ONE (1) LAY. NO STUSENT MAY BE EMPLOYED
AFTER 11PM CN ANY NIGHT PRICR TO A SCHOOL DAaY.
(Note: Special permissicn may be granted by
the coordinator on a temporza-y basis, with the
knowledge and consent of parent: znd employer,
for unusual circumstznces.)

All training stations for students must be ep-
proved by the school coordinator upon investi-
gation of the work station, Training stetions
owned and supervised by parents or immediuate
family will NOT BE APP OVE¥D. All training sta-~
tions must be locited within the Coomunity Unit
Huober Two school district,

Basic Textbook Used: iione



1M Course Code 689

Course Title Industrizl work Trziniag

Course Aboreviation IWT 689 Credit 1

Prerequisites: Grade Level 11-12

Course Description:

Easic Textbooks Used:

The program is designed to provide related
training in a trade on a part-time basis for
high scbool students during their Jjunior and
seaior years. The studeats alternate on a
holiday bzsis betweea related courses in
school and training on the job as an employee,
Duriag the time in ermployment, thke student is
involved in work world skills. The studeat's
other scnocl time is devoted: (a) to pre-
acribed hign school courses, and (b) to study
of related and techuical information of the
occupation for which he is being trained on
the job.

Succeeding in the world of 'work
Kimbrell and Vineyard
McKaight % McKnight 1970

Consun=r Zccnomics
wilhelps, Heizerl, Jelly
McGraw-11ill 1971
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IB} Course Code 889

Course Title:

Work Experience

Course Asoreviation: W _Ixp 889 ‘redit 1
Prerequisities: This programx is lirited to juriors and seniors.

Priori'ty will Te given to seniors, ard orly
jJuniors on a selected basis will be permitted
to enroll. I!lo sophomore will be eligible ex-
cept those in SPECIAL FROCRAMS. UWritten per-
mission by tie coordinator is necessary for
final approval of enrollment into the Coovere-
tive Work Progranm,

Course Description: Students enrolled in the Cooperative Work

Prograr g2y not te employed more than TRIRTY
(30) HOURS PER WEEK OR MORE T™AM A TOTAL 27
NIRE (9) “OURS OF COVBINED SCHOOL AND WORK
IN ANY ONZ (1) DAY, NO STUDENT VMAY TE EN-
PLOYE® ATTER 11%¥ ON ANY NIGPT PRIOR TO A
SC*00L nt7. (Mote: Srecial permission may
be granted by the coordinator on a tempor-
ary basis, with the krnowledge and consent
of parents end employer, for unusual cir-
cumstances. )

411 training stations for students must be
approved oy the school coordinator upor in-
vestigatior of the work station. Training
stations owreé ar¢ supervised ty parents or
imrediate ferily will NOT BE AFPPROWE™, All
training s etions mist be located within

the Cormunity Unit Number Two school district,

Basic Textoook Used: MNone
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IBM Course Code 680

Course Title Coop. Work Training

Course Abvreviation CwT 680 Credit 1

Prerequisites: None

Course Description: OCWT is to assist the potential drop-out in
finding an occupational skill with general
knowledge and to receive credit toward grad-
uation. With the use of field trips and var-
ious speakers from the communrity, we are try-
ing to develop an interest in the World of
Work, Working half-day and attending classes
tke other half, we concentrate on keeping
these individuals from dropping out of school.

The student's school time is devoted:

(a) to prescribed high school courses, and

(b) to a study of related snd techrical
information of the occupation for which
he is being trained on tke job.

Basic Textbooks Used: Succeeding in the World of Work
Kiinorell and Vineyard
FcKnight & VcKnight, 1970




IR “ourse Code &9

308

Course Title: ‘Vork “rpericnce

Course ibbrevi-tionz Y Exp €87

Prercquisites: “his,

Credit 1
nrosram is limited tc juniors w«nd seniors,

Priorily will »e «¢iven to seniors, 2nd only
Juniors on A selected basis will he permilted
to enro'l. ‘'lo sovhorore wi'l be eligible ex-
cert those in SPECIAT TPOGPAMS, ‘Iritten per-
mission by the ~oorlinator is necessary for
final approval of onrollnent into the Coonerc-
tive Work Trogranm.

Course Descriptions

Basic Mextbook lsed:

Students enrolled in the Cooperative Work
Program may not be employed rore th:in THIFTY
(30) "OIPS PER YWEEBK OR MORE THIN A NOTAL OF
NITS (9) MOURS OF COMRINSD SCHOOT 4D WOPK
I°7 4y 098 (1) DY, MO ST "oy 33 M-
TLOYED A\TTOP 11RO ARY NIGHT PRICR 70 4
SCHOOL DAY, (ote: “recial roemeissicn may
be rranted by the coordin.tor on 1 ternpor-
ary bY:sis, with the knowled:re nind -—onsent
of rarents and emnloyer, for unususl cir-
cumstane»s, )

411 trairing stations for students must be
anoroved by the school coordinator upon in-
vestigation of the work stoation., “riining

“stations ovned and sunervised hy phrents or

irmedinte family wil) NOT BZ APTROVEN, Al
training stiations must be loe:ited within
the: Community Unit umber ™0 ¢chool dis—w
trict.

one
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IEM Course Code 574

Course 14itle Eookkeeping

Course Abbreviation Bkkpg > 4 Credit 1

Prerequisites: This is a course for Juniors ard Seniors.

Course Description: The princirles and practices involved in
keepirng a set of buoks for an average
sized business are taught in Bookkeeping.
A workbook of business forms and practice
sets are used. The practice sets sirulate
realistic business operations and the stu-
dents act as the bo:.kkeepers. This course
is recorrnended for ary student plarning to
enter tre “ield of business after high
school or any student considering majoring
in any rhase of busiress in college.

Rasic Text Used: Cerntury 21 Accourtirg
Pirst Year Course Southwestern 1977,

l.orkbooks and Practice sets uszd.
Purchased by Students.
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IBM Cour:se Code 22§ .

Course Title Reteiling
Cour:.e Abbreviation Retzil 578 Credit +
Prerequisite: Junior or Senior stunding

Course Description: This course is designed to prepare a student for
an entry-level position in retziling. It provides
a golid foundation from which to build for moie
advanced responsibilities in merchandising, store
operations, control and «redit, personnel, or
sales promotion,

Text: Reteiling Principles & Practices, Sixth Edition, Richert, G.

"Henry; Meyer, Warren G.; Haines, Peter, G.; Harris, E. Edward.
McGraw-Hill Boox Company, 1972.
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IB¥ Course Code 572

Course Title Office Prartice and Machines
Cour:e Abbreviaticn Of Ma 572 : Credit 1.00
Prerequisites: Minimum of .one (1) yeur of typirg

Course Description: Th¢ purpose of this course is an introduction
to the use of basic office equipment such ar
adding-calculating machines, dictation-trans-
cription unit::, and the dupli :tion processes.
This courre provides the connecting link between
school and business by means of initiating the
student into business prauctices and procedures.
As the course is vocutional, the zttempt is made
to simulate actual office situations.

Basic Textbook Used: Cleric.1l Office Procedure (Fifth Edition)
Meehan, Pasew:zrk, Oliveris, Souih lestern
Publishing Co., 1973

Viorkbooks or other Projects Used: Typewriting Office Practice Set;
(Fourth Edition) by Agnew and
Atchinson, South Western Publish-
irg Co. Office !achines Course,
(Fourth Edition) South Western
Publishing Co.

Class and job reluted materials.
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1B Course Code 576, 577

Course Title 3usiness lLaw

Course Abbreviation B. Law 576, 577 Credit ¥ ewr.ch

Prerequisites: None '

Course Description: Most people engage in a great vuriety of busi-
ness activities in their personal lifes as well
as in their vocations. Since an organized soci-
ety cannot exist without laws, understanding of
lew should enable an individual to better appre-
ciate the importan e of his participation as a
citizen. C(onsiderable attention is given to
contracts, ballments, rel::ticnships between seller
and buyer, creditor and debtor, employer and
enployee, insuran e social security, proper-
ty ownership and occupancy, and other day to
day activitides,

Basic Textbook Used: Applied Business Lav (Tenth Editicn)
Fisk and Snapp
South~ Western Pub. Co. 1972
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IBl Cource Code 631

Course Title Business Mathematics

Course abbreviation B.:Math 631 Credit ¥

Prerequisites: It is desirable that the student enrolled in Business
Mathematics is simultaneou:ly enrolled in a Vocational
Business Course.

Course Description: Business lMathematics will provide applications
of basic mathematical principles to real prob-
lems occurring in business-relzted jobs. A
brief anmount of time will be spent reviewing
fractions, decimals, and whole numbers. The
renainder of the time will be spent dealing with
relevant problems occurring in the business world.

Textbook Used: Business Mathematics by Rosenberg and Lewis. Adopted
in 1971.
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ILM Course Code 506

Course: Title Langlish oin the Jeb

Course sbbreviation: - Ing 506 Credit %
Prerequisitess Hone

Course Description: The "vocition:1" Engligh course will prepare tte
student for job ap:lications, writing of perscnal
and tusiness messeges, and reccgnizing aad adant-
i'lg to business procedures aad principles. Iude-
pendent study methods are the basis for instruc-
tional apuvroach, recuiring cerncentrated effort
and maximunm use of classroom time by each stucdent.

Easic Textbook Used: Effective English for Eusinesses; 4urner -
Soutawestéra 1969




IEM Ccurse Code 372

315
Course Title Typing 1
Course ibbrevietion: ITyp. 372 Crec

Prerequisite: None |

Course Description: The touch system is taught on the k eytoard.
Many appliicitions of varied typing experi-
‘ences are included in the work packet.

¥asic Textbook Used: lessenberry, Century 21, South-western
Publishing Co., 1972

workbooks Used: Learning Guides and ‘working Pavers for

Centul‘g 21,

its
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IRN Course Code 473 1st sem, 474 2nd sem,

Course Title Gencral Eusiness

Course abbreviation G Bus 473-4i74 Credit .50 each sem

Prerequisites: This is a course for Sophomores

Course Description: To develoy an uncerstanding of the way in
which the American business-economic systenm
is organized and how this system operates in
order to satisfy the needs and wants of in-
dividuals. To introduce the student to a
vocabulary of business terms. To develop in
the student an appreciation of the samerican
free-enterprise system and the desire to
explore and investigate occupational oppor-
tunities. To develop the understandings =nd
knowledges and skills necesszry for carrying
on business affairs successfully for a person
or a femily.

Basic Textbook Used: General Business For Fconomic Understanding- 1

DeBrum, Haines; NMalsbary, Daughtrey-
rleventh Tdition- South wWestern, 1976

workbooks: Corresponding Workbooks for above text
Part 1 - 1-6
Pert 2 - 7-12



IBNM Course Code 352

Course Title Career Exploration 352

Course Abbreviation None - Credit .50

Prerequisite: None

Course Description:

1.

5.

Career Exploration Goals
To relp each student vetter understand his or her inter-
ests and values,
To aid each student in exploring thier career interests
and capabilities.
To broaden the view of each student toward the World of
Work.
To instill in each student the importance of planning
and preparing for a career.
To help make school work more relevant to adult life
and work.

Budget Regquest:

1.
2.

Films $50.00
Field trips £50.00

317
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