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GENERAL INTRCDUCTION
A. Statement of the Problem. - It has been the pur-

pose of this study to aid in solving problems which have
confronted not only the producer of printing produets,
the printer or printing teacher, but the prospective
teacher or interested consumer as well.

This thesis is composed of four major units, each
complete in itself with an introduction and summary. The
four units are: Course of Study, Trade Analysis Charts,
Unit Instruction Sheets, and Occupational Information for
Prospective Printing Teachers or Printers.

It is believed that these four units have a very def-
inite association each with the other. ZEvery printing in-
structor must have, if he would be most successful, the
ability to make and to understand the analysis of his
trade; he must possess a knowledge and understanding of
criteria used in organizing workable courses of study; he
must be able to select, understand, and appreciate in-
struction sheet writing based on the best known technigue;
finally, all individuals are entitled to‘the proper oc-
cupational information for every field in which they are
interested.

Administrators and teachers in the public school
systems are quite often at a loss as to the choice of
subject-matter content for the printing course. Espec-

ially is this true since printing has been but recently
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introduced into the school curriculum.

Too often the new teacher of a new subject "gives way"
to his own fancies and decides what he shall, or shall not,
teach on the unsound basis of bias or personal preference.
Only on the basis of a complete analysis of the trade, and
when enough study and research have been carried on to de-
termine common practice, can an adequate course of study
be set up.

No matter what the course of study -- no matter what
the methods of teaching employed -- no matter what text-
book (if any) may be used -- a conscientious teacher can-
not escape organizing his work on the basis of some plan
of "fundamental learning units". The effort to determine
these units in the printshop and to build a course of study
about them, constitutes a major objective of this study.

B. Significance of the Problem. - There is an urgent

need in the teaching of printing for a reconstruction of
our courses of study, making a transfer of interest from
the standpoint of producers skills to that of appreciation
and understanding by the consumer.

Secondly, there is need for better understanding on
the part of the teacher, of the technique of instruction
sheet writing, and a realization that the instruction
sheet is aimed toward greater efficiency in instruction.

Thirdly, since printing is one of the great industries

of the world, and is so very widely distributed, any course
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of study in printing for the secondary schools should
place considerable emphasis upon vocational guidance and
occupational information.

If Bducation should be defined as the forming of a
workable philosophy of life, one which assures a normal
satisfactory life for oneself and a contribution of his
full share to the advancement and betterment of society--
advancement meaning a steady progress toward a desired
end--then it is believed that printing instruction in the
public schools can be justified in terms of its contribu-
tion to the advancement and betterment of society.

C. Method of Procedure. -

l. The major units of this thesis were worked out sep-
arately as complete theses in themselves.

2. All available reading material on each unit was
checked and an index made of all likely articles
on or related to the subjects. These were later
examined for usable material.

3. From the usable material a few outstanding books
and periodicals were selected as being of partic-
ular value for the study. HMaterial at present in
use in the teaching of printing was given espec-
ially critical examination.

4. A comparative study was made between schools and
the printing industry, with reference to "learn-

ing units", in order that a careful, complete and
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accurate analysis of the trade could be worked out to

serve as the basis for building the new course of study.

5.

A survey'of instruction sheets now in the field
served as the starting point for the formation of
new units, as well as to show the necessity for
setting up sample sheets for each type of instruc-
tion sheet.

A study of guidance material now in use by print-
ing teachers showed quite an open field. The

only material considered in the final selection
was that which would contribute directly to the

occupational information phases of this thesis.



CHAPTER I.
COURSE OF STUDY
FOR PRINTING
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INTRODUCTION TO COURSE OF STUDY

Printing has become one of the most popular subjects
taught in the secondary school. It represents one of the
great industries of the world, and one that is very wide-
ly distributed. There is scarcely a community that does
not have its printshop. In school there is always a demand
for printing. Indeed the demand for produstion work from
the printing department is often so great that it seriously
interferes with instruction. It is comparatively easy to
"sell" the printing course to the average student. The
romance of printing will appeal to any boy, if properly
presented. The profession is an honorable one. The tales
and traditions of the early printers are as interesting as
those of any other profession. The lives of the great
Printers of the past century may be read with profit by all.

Changing modes of living have given rise to a ques-
tioning attitude on the part of educators and laymen as to
the effectiveness of thg present means of education. This
has in part given rise to a general movement in schools
throughout the country looking toward the construction of
more reliable and worth-while curricula. Since a course
of study should be capable of constant change and adapt-
ation to changing conditions, the form should be flexible
enough to permit such adjustments. While the building of
a course of study is a slow and difficult undertaking and

requires careful selection of material, it is valuable



N
alike to the teacher and to the school system. The advan-
tages of a broadened viewpoint, an understanding of subject
matter relationships, a knowledge of content, and a keen
interest on the part of the teacher, result in improved
instruction and will repay meny times the effort put forth.

One of the aims of this thesis is to set up a course
of study such that a new teacher could be provided with a
guide to printing instruction that would make possible a
more valid selection of subject-matter, and help to insure
a greater degree of success that new teachers sometimes
exhibit without such assistance. A listing of principles
to be covered and jobs to be done is not sufficient. The
teacher should have a guide to show the proportion of time
to be spent in the informational studiés as compared with
the manipulative phases of printing instruction. He should
know the methods to be used in order to get the most satis-
factory results, and should be familiar with the standards
of achievement by which the students are to be measured
upon completion of the course.

The time has past when a list of jobs to be done, an
outline showing the tools to be used, and a statement of
the problem involved in the use of these tools, is an ad-
equate course of study. Neither is a textbook a sufficient
gulde to the teacher in preparing and presenting the con-
tent offered. Recognition of the inadequacy of the older
guides in teaching has called for a careful study of the



educational situation.

Some of the problems for which a solution is being
sought are: What subjects should be included in the cur-
riculum and what should be the basis of selections; in
what grades should a subject be taught; should it be re-
quired or elective; what provision should be made for in-
dividual differences; what methods should be used for in-
struction; where should specialization begin; what are
the objectives of courses and what should the students
have learned at a given stage in the process of education?
The solving of these problems and many others means a
curriculum study with administrative and teaching adjust-
nments.

The Jjunior high school attempts to give the pupil a

variety of experiences that will give the teacher and the
pupil an idea of the pupil's interests, aptitudes, and
abilities. It is the function of the junior high school,
after having discovered definite abilities on the part of
the pupils, to furnish opportunities for the development
of those abilities to the end that they may be used either
for general development or for the pursuing of a hobby as
a leisure-time activity. These interests and abilities
might also be used as a foundation for further vocational

Preparation. The senior high school, aside from being a

cultural agency, is a place of preparation for further

study leading to the professions, to the business world,



or to industry.

This course of study is based on the assumption that
printing, as an industrial-arts subject, forms a definite
part of the junior-high-school plan in that it provides
for:

1. Bxploratory experiences as a functional part of
the curricular offering.

2. Information and skill as interrelating and inter-
dependent factors in the educational program.

3. Occupational information for educational and
vocational guidance.

4, Development of manipulative abilities as an im-
portant factor in the preparation for citizenship.

The more advanced levels of senior high school work
are intended for further testing and crystallizing of in-
terests and abilities. This period is primarily one of
semi-specialization. The work should involve deeper study
and be laid on a foundation much broader than that attempt-
ed in the junior high school. For some pupils the train-
ing in this period may become vocational. We may at least
assume the pupil has a vocational interest in the work or
is definitely interested in it as a leisure-time activity
and for general informetional content. For that reason
definite sequences of work are suggested, based on the
training required for success in industry and which will
inelude the elements necessary for the developing of abil-

ities in a well-rounded fashion.
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GENERAL ATMS OR OBJECTIVES
I. Health

A., To offer a program of printing education which will
contribute to the safety and physical well-being of
men and women in all the various departments of the
printing industry.

II. Vocational

A. To constitute a unit in the development of indus-
trial intelligence and efficiency.

B. To provide a basis for vocational guidance training.

C. To develop habits, attitudes, aptitudes, and prac-
tical skill, giving such technical knowledge as is
pertinent to the trade.

D. To develop some degree of skill in manipulative trade
Processes and to teach occupational and related tech-
nical information as a basis for advanced rating for
those who may later specialize in the printing trade.

E. To vitalize the academic subjects through correlation
with ereative, functional jobs in the printshop.

F. To aid in the development of muscular co-ordination.

III. Social-Civie

A. To develop general traits (cooperation, loyalty,
orderly procedure, etc.) which are generally desire-
able regardless of the occupation one enters.

B. To develop an understanding of the industrial phases

of our economic life and an appreciation for the men
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in all parts of the industrial world.

C. To contribute to civiec efficiency by making the in-
dividual a more self-reliant citizen.

D. To aid the consumer in the intelligent choice of
Printed materials, with reference to design, con-
struetion, and workmanship.

IV. Cultural

A. To provide for instruective, operative, and observa-
tional activities upon the play or avocational level.

B. To provide for appreciation of the art or aesthetic
side of industry and reveal the unlimited field
wherein lies the source of much human enjoyment and

appreciation of the beautiful.

SPECIFIC AIMS OR OBJECTIVES
I. To familiarize the student with the printing equipment
of the average printshop; teach the names of tools and
materialé; give instruction as to terminology in print-
shop practice.

II. To acquaint the student with layout and design (fit-
ness, balance, proportion, shape harmony, tone harmony,
and decoration).

III. To develop certain desirable traits, such as judgment,

reasoning, concentration, speed, and accuraecy.

IV. To aid in developing a better conception of the value

of time by providing an outlet for worthy use of leisure.
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GENERAL METHOD

I. The method of procedure should be definitely along the

lines of the best printshop practice, at all times and

on all jobs.

II. The proper use and care of tools, supplies, and mach-

inery should be stressed.

III. The shop organization should include:

Q.
b.
C.
d.
Ce

Experimentation

Investigation

Observation

Construction

Purposeful reading and discussion

SPECIFIC METHOD

I. Methods of instruction should include the wise use of

the following teaching devices. Primary importance is

attached to those starred.

a.
b.
c.
d-.
e
t.
f=

Demonstration
Lecture
Question
Hotion pictures and slides
Field Trips
Outside Speakers
Reference Material
(1) Books
(2) Periodicals
(3) Informational Booklets
Charts and Diagrams
(1) Special Charts
(2) Manufacturers diagranms, illustrations, sketches
Written Instruction Sheets
(1) Job Sheet
(2) Operation Sheet
(3) Information Sheet

(a) Related

(b) Occupational
(4) Assignment Sheet

* Items of primary importance.
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FOR WHOM COURSE IS INTENDED

I. Three Groups:

A.

B.

The Vocational Group looking toward entrance to the

trade.

The General Student Group whose formal education is

to terminate with high school graduation and who take
the printing courses as a form of general education,
or as a semi-professional preparation for allied
fields of training.

The College Preparatory Group looking toward journal-

ism, the publications field or the teaching profes-

sion.

SUGGESTIONS REGARDING CLASS ORGANIZATION

Differences in ability to work and to think should be

recognized, and the content of the printing course so

modified that it meets individual needs and varied time

schedules.

A.

B.

There should be certain minimum essentials to be
acquired by all, the amount to lessen as the educa-
tional level rises.

Course of study content and method should be en-
riched qualitatively and quantitatively for the
superior group.

a. Greater opportunity should be offered for stu-

dent planning
b. Drill should be carefully modified
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¢. Broad general principles should be stressed
d. The amount of detailed instruection should be
greatly reduced
C. Course of study content and method should be modi-
fied for students whose rate of learning is below

average.

a. Content should be concrete

b. Large opportunity for necessary drill should be
provided

Involved assignments should be avoided

Ce
d. Constant guidance and sympathetic encouragement
should be given

II. For the purpose of transfer and credit evaluation,
daily single-hour periods with outside assignments
shall receive one credit each year, on the same basis
as any other secondary school subject.

A, Definite textual units paralleling and supplementing
the printing units are recommended.

B. It is recommended that a series of carefully-vali-
dated standard tests be worked out with an adequate
number of duplicate sets for each of the units of

the course of study.

III. Throughout the printing courses it is recommended
that:

l. Jobs be small, workable units, complete in them-
selves.

2. The work be divided into units approximately one
week in length.

3. Copying of job and duplication of original proof
be discouraged:
(a) Byihaving a wealth of different jobs for each

unit.

(b) By using wall charts
(¢) By individual instruction
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6.
7.
8.

To
To
To
To
To
To
To
To
To
To
To
To
To
To
To
To
To
To
To
To
To
To
To
To
To
To
To
To
To
To
To
To
To
To
To

T

Students be required to present layouts before

starting to set type.

Layout be approved by the instructor before type-

setting.

All proofs of each job be ranked and group criti-

cism given.

All proofs of each job be marked individually be-

fore pupils and at the completion of each job.

Competition be stimulated by:

(a) Rewarding extra effort

(b) Penalizing tardiness in presenting minimum
essentials

THINGS THE STUDENT SHOULD BE ABIE TO DO 1-

locate instantly any letter or character in case
plan a job

set the composing-stick to measure
hold a stick

set type---straight matter

take a proof on a proof-press

take a stone-proof

read the proofreader's marks

make corrections

overrun type

dump & stick

tie up a form

distribute type

put away leads and slugs

care for an ink-stone

set display type

wash type and rules

lay a case

clean a case

use initial letters

use quotation-marks

set tabular matter

lock type in a galley with a side stick
set a rule blank of two or more columns
read and mark proof

lead type

set two columns in one measure

set a rule border

make up pages

get specifications

collect material for job

set business cards

lay out the job

lock up a form for the platen press
put on the grippers
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36. To put a form on a platen press

37. To remove a form from a platen press
38. To put on a new tympan

39. To set the guide pins

40. To regulate the impression

41, To oil the press

42. To ink up a press

43, To wash up a press

44, To feed a job-press

45, To figure paper

46. To counts sheets of paper

47. To cut paper

48. To jog stock

49. To tab stock

50. To do hand folding

51. To set a book-heading

52. To set a calendar

3. To set a rule job in two forms

54, To set a title-page

55. To set a program

56. To set a menu

57. To set an announcenment

58. To set a cover-page

59. To set typewriter type

60. To divide for colors

l'From Report of the Committee on Standards of Attainment
in Industrial Arts Teaching, published by The American
Vocational Association, Dec. 12, 1931, pages 28, 29.

THINGS THE STUDENT SHOULD KNOW 2°

1. The names of the principal tools, materials, machines,
equipment
2. The printer's system of measurement
3. The sizes of type
4, The component parts of type
9. The principal type faces
6. How paper is made
7. The principal kinds of paper used in printing, and the
type of work for which each is generally used
8. Methods of designating quantities, sizes, and qualities
of paper
9. Composition and care of inking rollers
10. Xinds of ink and methods of handling
11l. The ethics of the trade
12. History of the trade
13. Opportunities and requirements of the trade
14. How cuts are made
15. The rules for punctuation
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16. The rules for capitalization
17. The rules for spelling
18, The principles of balance and proportion

2e1pid - p. 29

WHAT THE STUDENT SHOUID BE °°

I. A list of attitudes and habits which conbtribute to the
success of individuals:

1. Industry

2. Cooperation

3. Consideration of others

4, Self-reliance

5. Readiness to assume responsibility

5‘Ibid - p. 29
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COURSE OF STUDY IN PRINTING

Xey to Organization of Units

Symbol Unit Example
Capitals in guotes Teaching units "A"-Straight Matter
Roman numera%s Major topics II. Setting Type
Capitals Minor topics A. Tools & Equipment
Arabic numerals Operations 1. Explain tools,etec.

Lower-case letters Type of Problem a. Drawing case,etc.

Unit "A" - Straight-Matter Composition
I. Type Case

A. Tools and Equipment
1. Explain tools and equipment-stick,case,galley

B. Parts of a Type
l. Names of principal parts of type-ingredients of
type metal
C. Arrengement of Type Case and Location of Boxes
1. Why boxes are not arranged alphabetically, cap
J and U - Divsion of case - Distinquishing be-
tween letters, b-d-p-g-n-u, 6-9-0-0-0, i-I-1,
and ligatures, ffi-ffl-ff-fi-fl

D. Spaces and Quads
l. Teach comparative thickmess of all spacing
material

a. Drawing Case and Inserting Letters and Charac-
ters in Boxes

II. Setting Type

A. Adjusting Composing-Stick to Size
1. Point system - use of pica, nonpareil, point on
type, rules, leads, slugs, metal and wooden
furniture

B. Spacing and Justification
1. Setting composing-stick with quads - holding
stick - picking up type - posture at case

C. Lifting type from the composing-stick and deposit-
ing on galley
1. Spaecing between words and justifying lines -
method of wide and thin spacing - division of
words
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D. Indention
1. Position of stick and galley on case - lead or
slug on top and bottom of type before lifting -
lead or slug last line in galley

E. Leading
1. Indenting paragraphs according to size job is
set - poetry indentions - run-over lines -
different kinds of indentions - hanging, squared,
half-diamond

F. Initial Letters
1., Define leaded and solid matter - piecing-up
leads alternately
2. History - modern uses
3. Method of setting - spacing below and side of
initial - capitalization - shape and tone
4. Tying up type form

a. Setting re-print copy

b. Setting manuscript copy

¢c. Manuseript and reprinted spelling lists
d. Poems

e. Lesson Sheets

f. Geography and History outlines

g. Epigranms

h. School Paper

III. Proof-Reading
A. Proof Press
l. Construction - method of taking a proof -
washing and drying the type
B. Proofreader's Marks
1. Study of proofreader's marks - application of
marks

C. Reading Proof
l. Holding copy - reading proof - revising

a. Taking proofs and proof-reading
IV. Correcting
A, Galley Corrections
l. Position of galley on case - correcting type in
galley - lifting line in stick for correcting

B. Revising
l. Pulling revised proof - comparing with original
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e. Correcting galleys
V. Distribution

A. Position of galley on case
l. Galley in proper position on case

B. Wetting type
l. Remove wooden furniture before wetting type -
sponging type

C. Holding and Distributing Type
l. Holding type correctly in left hand - nicks up
2. Dropping type in proper boxes, picking up word
at a time - sorting spaces and quads

D. Material in its proper place
l. Leads, slugs, rules, and furniture in their
proper places

a. Distributing straight matter

Unit "B" - Book Composition
I. Type

A, Classification of type faces
l. Roman, Gothie, Text, Italic
2. Description of modified type faces

B. Size and Style
l. Sizes of type that can be bought
2. Sizes of type in shop
3. Distinquish different faces by comparing size,
face, style and nicks

C. Caps and small caps
l. Use of caps and small caps - alignement

a. Drawing of type faces maeking dominant charac-
teristics of o0ld style and modern

II. Parts of a Book

A, Half-title
l. Title of book in optical center of page

B. Title page

1. Blank page opposite title page - right-hand page
simple, dignified, without toormuch embellishment
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Dedication
l. Dedication grouped in center of page

Table of Contents
1. Table of contents squared with leaders or dashes

Preface or Introduction
l. Preface or introduction sometimes set in Italic

Text
l. Text - one style type throughout - size -
legibility

Index
l. Index in smaller type in two columns

a. School paper
b. Booklets on educational subjeects

III. Making-up Pages

A.

Making dumny

1. lMake pencil sketch of book giving exact dimen-
sions of type page - size of type for chapter
headings - margins

Arranging type matter into pages

1. Determining length of page, which should include
slug top and bottom

2. Avoid ending pages with one line of a new para-
graph

3. Avoid beginning pages with last line of a para-
graph

Page folios and running-heads
1. Inserting running heads and page folios, even
numbers at left, odd numbers at right

Tying up pages
1. Position of galley - fastening cord

Pulling page proofs

l. Pulling galley proofs and placing pages in stor-
age galleys

2. Keeping proofs in consecutive order

Notes

l. Inserting marginal and foot notes - foot-notes
set in small type

2. Overrunning of matter

3. Running around cuts

4. Lock up for foundry
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5. Breaking up form for colors
6. Care of equipment
7. Checking up of tools

a. Receive books for cooking class

IV. Proofreading

A. Pulling galley proofs
l. Locking up type in galley for pulling two proofs
one colored for dummying

B. Reading proofs
1. Holding copy - reading proof
2. Pulling and revising proof

V. Distribution

A. Placing type on galley
l. Breaking-up form
2. Untying pages
3. Removing cuts and ornaments, then cleaning same

B. Material in proper places
1. Furniture, ledds, slugs, rules, chase, etec. in
their places

Unit "C" - Job Composition
Type Faces

A. Classification
1. Oldstyle and Modern Oman, Italie, Gothic, Script,
Text, BExpanded, Condensed, and Swash characters
2. Names of type faces and sizes in shop
3. Distinquish by size, style, and nicks
4. Series - Families

B. Appropriateness
l. Appropriate type faces for job
2. Type expresses feeling

C. Association
1. Combining type faces in one job, shape and %one
harmony, balance

8. School paper



II. Brass Rule

A. Different kinds in shop
l. Styles in shop, hair-line, one-point, two-point,
parallel and double rule
2. Corner pieces

B. Length and thickness
l. Length: in nonpareils, 1 to 9 1-2 picas
in picas, 1 to 36 picas
2. Thickness: 2 points and 4 points

C. Piecing-up
l. Alternate, or break joints

D. Tone Harmony
1. Rules should harmonize with tone of type

E. Alignment
1. Rules should align with bottom of type

a. School reports
III. Spacing

A. Grouping
l. Group in units; do not sprawl over page
2. Caps should be surrounded by plenty of white space
3. Bxtended letters require more space between words
than condensed type

B. Letter-spacing
l. In letter-spacing, consider tall and angled let-
ters

IV. Borders

A. Brass Rule
l. Perfecet joining at corners - use of metal fur-
niture - allow for "squeeze™
2. Avoid use of twisted and bent rules
3. Rules should harmonize with type in tone

B. Unit
l. Set units in composing-stick
2. Point set slug top, bottom and sides

a. School tabular matter
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V. Analyzing a job from Manuscript Copy

A, Make rough pencil sketch
1. Make sketch so job can be visualized
2. Mark siz? and style of type

B. Size of type
1. Prominent line largest; other lines in propor-
tion to their importance

C. Position of type lines on the stock
l. Group and mass lines
2. Optical center 3:5 (Proportion for panels)
3. Variety of spacing between groups

a. School printing
VI. Double and Triple-Column Matter

A, Use of slugs and quads
l. Method of setting double, and triple-column mat-
ter
2. Tightening one line before removing slugs or
quads

VII. Setting a Letter

A. Heading
l. Position - punctuation and capitalization

B. Salutation
l. Position - punctuation and capitalization

C. Body
l. Indention of paragraphs

D. Complimentary close and signature
l. Position - punctuation and capitalization

a. Correspondence
VIII. Commercial Forms

A. Envelopes
l. Different treatment of corner cards set 15 ems
2. Return envelope composition
3. Printing on flap

B. Letterheads
l., Full-size set 45 ems
2. 2 size - note size
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C. Business Cards
l. No. 26 card set 19 enms
2. No. 27 card set 21 ems
3. Border card - unusual forms

D. Statements
1. Statements set 28 to 30 ems
2. Business style - Professional style
3. Statement to fit outlook envelope

E. Labels
l. Different sizes and forms - tags

F. Anmouncements
1. Announcements - Removal - Opening cards, or
lettersheet

G. Blotters
1. Large size with composition horizontal
2. Small size with composition vertical

a. School stationery
IX. Holiday Cards

A. Cards and Folders
1. Appropriate type-faces
2. Position of cuts
3. Border - Initial ILetter

B. Two-color work
l. Two-color cut
2. Rule border in color
3. Initial in color

a. Announcements
b. Circulars

X. Society Forms

A. Name Cards
l. Men's size - Iadies' size card

B. Stationery
l. Position of type on letter sheet
2. Selection of type and size
3. Monogram in center or corner
4, Printing on flap of envelope

C. Announcements
l. Birth, anniversary and party announcements
2. Selection of type and size of card (to fit envelop)
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3. Embossed cards

D. Wedding Invitations
l. Appropriate style of type
2. Cards or note-size paper

XI. Booklets, Folders and Tickets

A. Cover Pages
l. Plain or bordered page
2. Pale border
3. Decorative border
4, One style type
5. Harmony of type and decorative material

B. Text Pages
l., Selection of type
2. Initial letters - plain or decorative
3. Running heads and page folios

C. Programs
l. One-leaf progran
2. Heading displayed at top
3. Four-leaf program: Cover
4, Program on two inside pages
5. Imprint - Special fold

D. Menus
l., One-leaf or folder
2. Letter-spacing of dashes

E. Tickets
l. Size and selection of type
2. Border - Ornamentation
3. Two=-color job
4, Border in color

a. School paper
b. Advertising for school social and athletic
events

Unit "D" - Stonework
I. Equipment

A. Name of tools and equipment
l. Names of tools used for locking up and use of
each
2. Care of wooden furniture and scheme of furniture
rack
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B. Bearers
l. Use of bearers in rule forms

II. Locking up

A. Locking up simple Jjob
1. Sliding form on stone - position of type in chase
2. Arrangement of wooden furniture
3. Position of quoins
4, Planing down form
5. Caution in tightening quoins
6. Quoins neither too tight nor too loose
7. Test form for loose type lines
8. Watch for bind

B. Envelopes
l. Corner card locked up in upper right-hand corner

of chase
2. Head at top

C. Letterhead
1. Letterhead locked up in lower part of chase

D. Two-page Fornm
1. For space between pages, subtract width of type
from width of paper stock, and divide this space
in half for center margin
2. Columns of type a little longer than furniture
to allow for "squeeze”
3. Head of pages at bottom

a. School printing of all kinds

E. Two-color Job
1. Space between type and bottom of chase (guide-
edge) should be the same on both forms

III. Stone Proof

A. Taking Proof
1. Inking type with brayer
2. Moistening paper
3. Striking and lifting planer
4, Lifting paper
5. Take proof on proof press

B. Correcting Proof
l. Wash type
2. Removing line of type to stick for correction
3. Putting away type and material after correcting
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C. Revising
1. Revise proof with original one

Unit "E" - Platen Presswork
I. Platen Press

A. Names of Parts
1. Name the different parts of the press: platen,
rollers, disc, bed, grippers, fly-wheel, treadle,
throw-off, tympan, etec.

B. Function
1. Process of taking an impression
2. Rollers taking ink from disc
3. Principle of throw-off
4, Fountain

II. Care of Press

A, Oiling Press
1. Wiping hole after oiling
2. Don't overflow hole with oil
3. Do not oil when press is in motion
4, Oil-cups

B. Washing Press
l. Clean with oily rag first - then follow with dry
rag
2. Washing up for red or other colored ink
3. 0ils for washing: kerosene, benzine, special
type-cleaner

C. Rollers
l. Composition of rollers - adjustment
2. Care and seasoning
3. Packing for shipment
4, Rollers off type and disc when leaving press

D. Keeping wrenches away from press
l. Dangers of wrench falling into press when in
motion
2. Do not leave press with tympan bales up

ITI. Make-Ready
A. Getting Press Ready

l. Cutting paper
2. Handling of cutter - care of cutter
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Setting Guides

l. Placing form in bed - grippers moved away from
type

2. Putting on top sheet

3. Packing

Impression

1. Impression on top sheet

2. Marking out and fastening guides to top sheet
3. Proving for position on paper

4, Slitting top sheet and gumming guides

5. Sealing pins with sealing wax

6. Fenders along-side of guides

Inking

l. Overlay under tympan

2. Underlay back of type form

3. Patching up broken letters

4, Cutting out rules and leaders

Envelopes

1. Initial inking (quantity)

2. Holding ink on left side of disec

3. Different kinds of ink for different stock
4, Mixing inks

Backing up Cuts

l. Marking out on envelope - cutting out

2. Pasting on second sheet

3. Cardboard between first and second top-sheets

Register Jobs

l. Mark out on back of printed sheet
2. Cut out heavy parts

3. Patch up light parts

4, Glue on second shee?d

5. Repeat operations if necessary

Tint Blocks
l. Print form containing greatest amount of type

2. Do not change position of guides until after the

first color is all printed
3. Make ready for half-tones
4, Watching colors
5. Clean wash-up
6. Heavy impression required

&. All kinds of school printing
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IV. Bronzing

A. Ink
l. Print job in light-colored ink

B. Method
l. Before ink dries, dust powdered bronze with
piece of cotton
2. Clean off bronze with another clean piece of
cotton

Feeding

A. Feeding Job
l. Method of picking up paper and putting against
guides
2. Taking off paper without soiling job
3. Do not jog paper immediately after printing
4, Spreading on rack to dry
5. "Flipping" a sheet
6. Watching "coloxr"
7. C.K. before feeding

B. Bnvelopes
l. Feeding with closed and open flaps
2. Putting into box after printing

C. Backing up
l. Do not back-up until one side is dry
2. Slip sheeting

D. Register Jobs
l. Caution in getting every sheet against the three
guides
2. Results if some are not printed straight

Unit "F" - Linoleum Block Engraving
Design

A, Kinds of Designs
l. Brush - stroke designs - avoid fine lines
2. Silhouettes

B. Preparation of Linoleum Block
l. Mounting linoleum on wooden block, type-high,
about 15/16 of an inch
2. Whiten block with chalkdust or powder
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C. Painting design on linoleum block
l. Reproduce design on linoleum block in reverse
2. Left side to appear on right, like photographic
negative
3. Lettering in reverse

D. Tracing Method
l. Tracing on folio or tissue paper
2. Carbon paper next to linoleum block
3. Reverse tracing on top of carbon paper
4, Fasten all three with thumb tacks or gummed paper
5. Transfer is made with sharp-pointed pencil

a. Cover design for school paper
b. Inserts for school paper

c. Book-plates

d. Holiday cards

II. Engraving

A. Tools
l., Tools used: veining tool, skew chisel, gouges, etc.

B. Key-Block
1. With veining tool, outline design as if it were to
be printed in one color

C. Reproducing key design on other blocks

l. Lock-up key-block in center of chase

2. Impression on top sheet

3. Heavy inking

4, Lift form

5. Remove key-block and substitute plain block

6. Remove rollers

7. Close up press tightly to secure transfer of
design on the plain block

8. Repeat operations until & separate block is made
for each color

D. Engraving for different colors

l. Part to be left in relief should be shaded with
pencil

2. With veining tool, outline design, cutting
directly on line

5. Gouges used for cutting away large masses

4, Prove, and trim ragged lines

5. Ink printing surface and allow to dry over-night

a. All school printing in which it is desired to
illustrate or embellish



s3]~
III. Printing from Blocks

A. Make-Ready
1. Make-ready same as on type form; two tympan
sheets
2. Setting guides, etec.

B. Feeding
l. Striking all three guides
2. Slip-sheeting
3. Drying on racks
4, Before printing next color, see that previous
one is dry :
5. Careful feeding

C. Ink
l., Mixing inks: clean.knives
2. Tubes covered
3. Color theory
4, Matching colors
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SUMMARY FOR COURSE OF STUDY

The greatest need at the present time in course of

study building is research of a nature that will provide

for a scientific evaluation of present practices. In the

absence

of any knowledge of such research it seems well

to list certain departures from normal procedure that

have been used in the presentation of this thesis.

The suggested changes in the basic procedure ordin-
arily used in formulating courses of study are that:

1.

2e

Se

4,

5.

6.

Aims and purposes of education be reorganized to
meet the present needs of society.

Aims, method, and content be harmonized.

New subject-matter be introduced where necessary
to meet the reorganized aims and purposes of
education.

Subject-matter be retained or introduced only on
the basis of use--not tradition.

Teaching method should emphasize "How" to think
rather than merely "What"™ to think.

General educational activities should stress oc-
cupational information and appreciation of the
field represented; Vocational education activi-
ties should stress related information and skill.

The above recommendations are based upon:

1.
2.

3

4,

A thorough study of the situation.

A working body of materials in the center of
attention rather than in the margin.

A set of criteria applied uniformly to all sub-
Jeects.

A broad perspective of the relationship of the
different branches of study.
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Recommended sources of materials for determining
the aims of any subject:

1.

2.

de

Analyses of:

a. Social needs of adults
b. Social needs of learner
¢. Bducational objectives
d. Newspapers and magazines
e. Social statistics

Experimental studies of:

a. The present achievement of pupils in printing
b. The validity of present aims

¢. The superiority of the new aims

Opinions of competent persons as to:
a. Needs of adults

b. Needs of learner

¢c. Aims at present being achieved
d. Aims that ought to be achieved

It is believed that the aim of printing work in the

junior high school should give less emphasis to purely

vocational objectives, and develop more fully the educa-

tional objectives that seem to meet unspecialized needs

in relation to the common activities of life.

Recommended factors for determining sequence of
subject units:

1.
2

3.
4.
Se
6.

Relative value in meeting the aim of education

Relative value in meeting the common activities
of life

Economy in learning
Pupil interest
Probable future use

Articulation
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Recommended factors for determining selection of

content:

1.
2.
e

Study possible sources of content of subject
Set up criteria for the selection of content

Select tentative content which appears to fune-
tion in relation to the aim

Apply the accepted eriteria in the evaluation
of the selected content

Bliminate content that does not meet the criteria
or the aim

Check carefully the content and the aims to see
that there is a direct relationship between the
two.

Recommended factors for determining selection of

method:
FE

2.
e

4.
5.

Study all possible methods, both general and
specific, that may apply to the subject

Set up criteria for the evaluation of methods

Include only those which seem best to meet the
eriteria

Harmonize aims, content, and method

Write type lessons wherever necessary

Qualifications necessary to write a good course of

study:
i X
2.

Se
4.
S.
6.
7.

An abundance of wvalid ideas

Technique of analysis and comparison--ability to
evaluate materials in relation to criteria

A thorough knowledge of course of study technique
Outstanding ability in organization

A research attitude

Spirit of cooperation

Ability to use good English
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8. Ability to write interestingly

Bases upon which a course of study should be judged:
l. General aims

2. Specific aims

3. Selection of content

4, Organization of content

5. Selection of method

6. Organization of method

7. Mechanical features



CHAPTER II.
GRAPHIC ANALYSIS OF
PRINTER'S TRADE
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INTRODUCTION TO ANATLYSIS CHARTS
The teaching of a trade or any other subject always
involves the solution of many problems having to do with
subject-matter and equipment. Before a satisfactory pro-
cedure can be initiated the instructor must decide,

l. What to teach, and
2. How to teach it

The mqst logical W&& to decide what to teach is to
make a trade analysis, listing all of the things a person
must know and be able to do in order to become an effic-
ient worker in the trade or activity represented.

It is impossible to teach all the things the student
should Xnow, or to develop all the skills one should
possess, in the time allotted to the average shop course.
It is, therefore, necessary for the instructor to pick
from the total content those things most necessary for
the good of the student, and those things which aid in
realizing the aims set up.

If the purpose of the course is trade training, more
emphasis must be placed on developing a degree of skill
in the most commonly used and fundamental operations.

The organization and presentation should be such that the
student will also develop the ability to secure further
information for himself when on the job.

If, on the other hand, the purpose of the course is

general education, then more emphasis should be placed on
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developing general understanding and appreciation with
less emphasis on the degree of skill in operations. The
organization and presentation should be such that the
maximum good shall be obtained by the greatest number of
individuals.

The accompanying trade analysis chart on printing
indicates five major "blocks" or divisions, as follows:

1l. Kinds of Establishments

2. Kinds of Products

3. Kinds of Workers

4, Kinds of Units of Work

5. Basic Things Done

Under each of these main headings smaller units are
shown, with special emphasis upon the development of the
fifth unit, basic things done, with which this study is
directly concerned. It is upon these basic operations
that the whole field of technical and related printing
information revolves.

On the right hand side of the chart appears a list
of projects or jobs that can be used as a medium by which
to teach the desired operations and items of information.
These are arranged in the order of difficulty of the op-
erations involved. On the same side, the related tech-
nical and occupational information is shown in relation
to each job listed, with references as to where each item
might be located.

The order in which the operations should be perfor-

med is shown by the sequence of numbers listed in the
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spaces provided.

After the content of the course has been determined,
the next consideration is the method of teaching. The
large classes found in our modern school shops, and the
varying rates at which students work, make the o0ld meth-
ods of class demonstrations and lectures inadequate.
Individual instruction sheets have been developed in
order that the instruction under these new conditions
might be improved.

The second chart shows the manner in which printing
as a school subject should be routed through the differ-
ent types of schools.



CHAPTER III.
UNIT INSTRUCTION SHEETS
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INTRODUCTION TO UNIT INSTRUCTION SHEETS

Any worth-while program or technique in education
must be based upon a sound philosophy. Unless instruetion
sheets are a contributing factor in a well-thought-out
educational program, their use cannot be justified. Any
teaching device, no matter how valuable, must be an in-
tegrated unit in a comprehensive scheme or its values
will be largely dissipated.

Present-day education demands a less formal procedure
or classroom method. It requires more opportunity for
self-control, self-direction, self-appraisal, and crea-
tive effort, with results or goals in terms of ideals and
DPowers rather than in terms of subject-matter and skill.
Skill and knowledge will be resultant by-products and will
still be essential as a means to an end, the end being
worthy individual and social ideals, attitudes, and abil-
ities.

A democratic or student-control method of classroonm
organization forms the basis for achieving these goals.
With the informal student control allowing more choice on
the part of the student, the teacher finds the traditional
list of projects obsolete. He will also find it awkward,
if not impossible, to assign individual bProjects, give
numerous and lengthy demonstrations and carry out all of
his other responsibilities effectively. This is espec-

ially true in the general shop. The only answer to the
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problem is soﬁe form of lesson or instruction sheets.

The traditional job sheet is not adequate for several
reasons. It is written on a basis of teacher direction
with subject-matter and skill as exclusive goals. The new
education must provide for goals in terms of worthy indi-
vidual and social purposes and allow for individual stu-
dent choice and self-direction. The answer has been a
new type of individual instruction, the instruction sheets
for which should have the following characteristiecs:

l. Stimulate the student to worthy individual and
social purposes.

2. Reveal to the student the many opportunities of
the course.

3. Serve the needs of students of varying abilities,
and cater to individual differences through a
variety of optional and graduated assignments.

4., Serve as a means of enriching the experiences of
the student by presenting the real values in the
cultural heritage of the race.

S5. Make all the teacher's time available for giving
individual assistance where students desire or
require help in solving problems that involve
burposing, planning, executing, judging, or
generalizing.

6. Serve as a solution for the large class problem
in an adequate and efficient manner.

7. Relieve the teacher of many of the formal demon-
strations and lectures that are too often inad-
equate, spontaneous, and energy consuming. Stu-
dents who are absent, slow thinking, or unable to
see clearly, miss these traditional demonstra-
tions with a consequent loss of time for both
teacher and student.

8. Make it possible to eliminate the formal textbook
as the only means of supplemental instruction.
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An adequate number of carefully selected reference

books should, however, supplement the instruction
sheets.

The traditional shop course was formerly introduced

to the students by a long series of demonstrations cover-

ing every process and operation that would be required

during the course. Active students resent having to list-

en when they might better be digging out much of the infor-

mation for themselves. This situation can be solved by

means of adequate instruction sheets.

The following deinitions describe the general charac-
teristics of each type of sheet and where it may be used:

de

2e

The contract sheet is a teaching deviece to be used
by the teacher in presenting to the class the op-
portunities in each large unit of work. It should
replace the traditional verbal assignments, and
replace or supplement, as far as possible, the
stimulating and orientating oral discussion us-
ually given by the teacher when a new project is
launched. The contract sheet should contain stim-
ulation; orientation; a minimum of supplementary
information; a description of the methods to be
used; jassignments of activities; and references

to texts, operation and information sheets that
are available. Any contract sheet should keep the
entire class interested and profitably occupied
over the rather definite period of time allotted
to the topic involved.

The operation sheet should describe specific oper-
ations or processes in explicit detail. It should
be available to the students whenever they see a
need for some specific instruction. Practice ex-
ercises should be suggested but the instruction
sheet should not contain project assignments.

This type of sheet should, as far as possible,
supplement, or take the place of the traditional
demonstrations.

The information sheet is a means of furnishing
rather complete and related technical information
to the student who desires more knowledge upon any
specific topic that has been suggested by the
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contract or operation sheet. It should be concise,
accurate, and adequate to the needs of the stu-
dents.

The author believes the following points to be good
criteria for the writing of operation or information sheets:

l. Introduce the operation or information sheet with
a short paragraph or two that will "stimulate™ the
student, and "orient"™ him on the topiec or project.

2. State a "purpose" or reason for each lesson, and
for each assignment or operation or bit of infor-
mation in terms of the pupils needs. Assume that
the material has not been within the scope of the
student's past experiences. ILet him Xnow in what
way the lesson will aid him,

3. Begin all descriptive paragraphs with "positive
statements™ that go right to the point and convey
the essence of the entire paragraph.

4, Divide the sheet into specific parts and use sug-
gestive headings to represent each division.

5. "Write directly™ to the pupil. Give the impres-
sion that the lesson is written as a service to
him individually.

6. Do not tell anything that can be put into a simple
assignment for the student himself to do. This
will provide a means for the pupil to take a "per-
sonal inventory" of his past experiences, and it
will reveal the need for further instruction or
learning. The assignments should be designed so
as to meet the needs of various levels of ability
and aptitude of the students:

(a) Assignments on the lower lewel should contain
teacher directed activities involving the real
values in the cultural heritage of the past.
They should constitute exercises or projects
involving the minimum essentials for the course.
From 40 to 60 per cent of the students will be
unable to accomplish any more than this assign-
ment.

(b) Assignments for the average should involve the
application of the facts presented in the less-
on and lower level assignment. They should al-
low a variety of choices within definite limits
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and should be additional work that only 20 to
30 per cent of the students can do.

(c) Assignments on the upper level should involve
"free choice" on a "creative level" for the
best 5 to 10 per cent of the students who have
original ideas and the ability to express them.

7« All activities and discussions should be based on
the normal, natural, choices, experiences, and
abilities of the pupil. The emotional reactions
of a student of the age for which the lessons are
being written must be considered.

8. A picture is more easily understood than the
written description and should supplement it.
"Illustrations™ should be used as a means of show-
ing methods, procedures, etec., whenever possible.
Sketches are adequate in most cases, but actual
photographs reproduced in halftone cuts should be
used where sketches are not clear.

9. The list of "references" should be specific and
exhaustive.

10, If properly developed, the instruction sheet
should be self-administering and self-instructive.
The teacher's time is too valuable to be spent in
clerical work and avoidable routine or repetition
of lectures.

A specific definition of the wvarious instruction
sheets and their uses, is given on the following pages in
connection with directions for the preparation of those
sheets. Following the specific directions for organizing
the subject-matter and writing the various forms of in-
struction sheets will be found a group of typical operation,

job, information, and assignment sheets.




Directions for Writing

Instruction Sheets



Specification :

Orientation
Definition :

Where used :

When used :

Why used :

Advantages
and
Disadvantages :

P, . -
TO WRITE AN OPERATION SHEET

An OPERATION SHEET is a form of instrue-
tion sheet in which definite and specifiec
directions are given for the performance
of an operation as it would be done in
handling any ordinary Jjob.

Operation sheets are of great value where
definite instructions are to be presented
to members of a group who are unequal in
attainment, ability or aptitude, and where
the operations covered are those occuring
frequently in the type of work covered.

Operation sheets are applicable to any job
in which the particular unit of instruct-
ion is involved.

Operation sheets are based upon the idea
of breaking any subject down into its re-
spective units of operation or fundamen-
tals. Each of these fundamental units or
processes may then be covered in a care-
fully planned manner, proceeding in the
instruction on the same basis as though
presenting the idea to a single individ-
ual who knew nothing of the operation in
advance. This simplifies the task of the
teacher, utilizes to better advantage the
time of both the instructor and the pupil,
enables the latter to assume the respon-
sibility for the performance of the work,
and so develops the initiative of the
pupil while giving the instructor time to
look after more important details of his
work that must have personal attention.

The material presented is carefully work-
ed out, omits no important information,
contains no unnecessary subject-matter, as
it can be gone over in advance until com-
plete. It should be better organized than
an oral presentation could be. Instruc-
tions may be read and re-read by the pupil
until understood, while he must remember
an oral presentation or make notes on same.
Hence, the use of Operation sheets makes
possible the handling of a wider range of
work in the shop, to a wider range of
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purpose groups, with less demand of unnec-
essary routine on the class-room time of
the instructor, and facilitates a more or-
derly handling of the work. It does not
do away with the need for demonstrations,
nor does it save in the total time of the
instructor, for the preparation of this
material takes much time and thought.
Neither does the use of this form of in-
struction relieve the student of the nec-
essity for thinking his way through a
problem. It merely provides such specific
information as will enable him to so think
and act as to produce the maximum results
in the minimum time, thus resulting in
better and more effective teaching.

Tools and 1. Adequate supply of paper; pencil, pen
laterials : or typewriter.

2. Reference library.
3. Adequate technical information and
advice.

Procedure :
l. Analize the field

a. Skim through available literature on instruction
sheets

b. Segregate or make list of all literature bearing
directly upon the subject of operation sheets

c. Analize the subject from this restricted list

d. Make a review of your knowledge

Select and Jjustify the operation on the basis of :
a. Types of instruction involved: general, explor-
atory, specific
b. The needs of the pupil, his purpose and past
experience
¢c. The operation: its
(1) Frequency of occurence in the trade
(2) significance to the subject
(3) BEconomy involved in the teaching of the
subject
(4) Availability of instruction outside school
channels

Select and read reference material which covers the
further restricted choice of the operation

a. Secure the advice of expert technicians

b. List references for further use

¢. Organize the materials thus obtained
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4, Write an introductory paragraph showing:
2. Definition of operation chosen
b. Where, when, and why used
c. Advantages and disadvantages

5. Leave space for listing of tools and materials
a. Proper arrangement of above depends upon a
logical working out of the material to follow

6. Set up the major analysis
a. Jot down things to be done in order to perform
the operation, in this case to write an opera-
tion sheet.
b. List all simultaneous operations in same step

7. Check the major analysis
a. Make use of the following ceriteria in checking

above:

(1) Shortness or conciseness of phraseology

(2) See that all expressions are in the second
person

(3) See that a logical sequence of performance
is followed

(4) See that only those things which must be
done are listed

(5) See that all of the needful things are list-
ed, i.e. check for completeness

8. Set up the minor analysis
a. List in logical order the things which you must
know in order to do the operation
b. List in terms of what you do, why, when, and
where

9. Check the minor analysis
a. See that information is
(1) Complete
(2) Bxpressed in the second person
(3) Arranged in the most logical order
(4) BExpressed in short, concise fashion
(5) Adequate and easily understandable

10, Write the technical information and prepare illus-
trations
a. Keep the information brief and to the point
b. Make information complete--include all necessary
data
c. Secure authentic information
d. Make use of illustrations such as
(1) Photos
(2) Sketches
(3) Drawings
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12.

13.

14.

.18 S

e. See that legends adequately describe illustra-
tive material

Check technical information

a. Verify the steps listed above

b. Verify the authorities for adequacy and public
or expert acceptance

c. See that acceptable trade terminology is used

List tools and materials

a. Run through all the above items, selecting and
listing the tools and materials needed to carry
out each instruction

b. Enter this information, after careful checking,
in space provided under step #5

Write the questions

a. Call attention to vital points as they appear
under the procedure as listed above

b. Use the asgsignment type of question

¢. Arrange in the logical sequence according %o
above

Seleect and list related reference material, both
technical and occupational, written in the mental
level of the pupil

Questions :

1.

Give reasons for the use of the operation sheet
with reference to other forms of instruction.

2. Did you experience difficulty in locating satis-

Se

O

factory reference material? If so, what did you
do to overcome this handicap?

What difficulties did you experience in setting
up the major analysis?

What technical aid or expert advice enabled you
to locate the material needed for the minor analy-
sis? For the technical information? For the
proper illustrative material?

Was the reference material chosen for the use of
the students so written as to be within their
range of comprehension?
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Specification : TO WRITE A JOB SHEET

Orientation
Definition : A JOB SHEET is a form of instruction sheet
in which definite and specific directions
are given for the performance of the oper-
ations as they would be done in handling
g definite job.

Where, The Job Sheet is applicable to the handling

When, of simple, small, unrelated jobs, which

YWhy, used : may occur more or less frequently in the
lower levels of work with immature pupils.
This form of instruction sheet is espec-
ially applicable in courses similar to
printing, where definite and specific oper-
ations must be done on certain types of
jobs, which operations are not common to
all jobs. Similarly, in home mechanics,
it can be efficiently used in handling the
operations involved in repairing; for ex-
ample, a fauecet, where a certain size and
style of washer is used and where the fau-
cet is separated at a definite point, to-
gether with certain fittings.
This type of sheet would not apply in the
case of an operation for any ordinary job.

Tools and 1. Supply of paper and suitable writing
Materials : material.
2. An adequate supply of reference mater-
ial.
3. Adequate technical information and
advice.
Procedure :

l. Analize the field
8. Refer to item in operation sheet

2. Select the job and justify on the basis of:

a. Needs of work - only certain jobs to be written

b. The job-its:
(1) frequency of occurence in given levels
(2) significance
(3) economy of teaching effort
(4) availability
It is only the small, unrelated jobs which are
to be handled in job sheet form - so above fac-
tors must be considered in reverse order from
that taken in operation sheet.



4.
5.
6.

7.

s

10.

iX.

12.
13.
14.

A Y

Seleet and read reference material
8. Refer to operation sheet

VWrite an introductory paragraph
Leave space for the listing of tools and materials

Set up the major analysis
a. Pattern after instructions for operation sheet

Check major analysis v
a. Follow instruections 1-5 inclusive for operation
sheet

Set up the minor analysis
a. Follow instructions in item #8 for operation
sheet

Check the minor analysis
a. Follow instructions in item #8/1-5 for operation
sheet

Write the technical information and prepare illus-
trations
a. See operation sheet item #10

Check above step
a. Same procedure as for operation sheet

List tools and materials
Write the questions
Select and list related references, material that

is both technical and occupational and written in
the level of the childs grasp.

Questions :

1.

2.

Deseribe the difference in character and detail
between job and operation sheets.

Compare advantages and disadvantages of the job
sheet.

Where is it possible to find satisfactory reference
material?

What things made it difficult to write this job
sheet?



Specification :

Orientation
Definition :

Where,
When,
Why, used :

Advantages
and

Disadvantages :

Tools and
Materials :

Procedure :
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70 WRITE A RELATED INFORMATION SHEET

A RELATED INFORMATION SHEET is a form of
instruction sheet in which the information
given is not necessary to the actual doing
of a job or an operation in a given field,
but is desirable to have and essential to
the best informed procedure.

To prospective tradesmen or tradesmen in
the field, related information is not nec-
essary in performing skills but is essen-
tial for completeness of trade information
and better judgment. It is of value from
the exploratory viewpoint. It is of value
to 2ll who will become consumers of the
product, and for this reason it is of val-
ue to all industrial arts students even
though a small minority of each class
enter that particular trade.

Related information sheets conserve much
of the pupils time. They give precisely
the information essential to be added to
that which the student acquired in doing
the job. They do this with a minimum of
waste time and haphazard routing, because
superfluous reference material is elim-
inated. The systematic checking of val-
uable reference material as done by the
trained instructor is much more effic-
ient than if left to the student. For
quick reference this material is readily
available. The pupils mind need not be
filled with an enormous amount of remote-
ly related facts. Preparation of related
information involves a great deal of ex-
tra work for the instructor, but the re-
sults attained are worthy of it. Success
of teaching is measured in terms of what
the pupil is getting out of each course,
therefore, this form of instruction can
be made very effective.

1. Refer to the instructions for writing
an operation sheet.

1. Analize the field in which you wish to present

material



2

9.

10.

5 & N

12.
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a. Distinguish between related and applied tech-
nical information

Select the particular phase of related information
you desire
a. Get pointers from operation and job sheets

Select and read reference material on above
a. Refer to instructions for operation sheet

Write an introductory paragraph

a. Show whereby the information given affects and
relates to the field being studied, and its
value to the student

Set up the major analysis
a. Arrange the material according to topics and in
logical order

Check the above step
a. Refer to instructions for operation sheet,
procedure 7, steps 1-3 inclusive

Write the minor analysis
a. Refer to instructions for operation sheet but
ignore reference to "doing the operation”.

Check the minor analysis
s. Refer to instructions for operation sheet,
procedure 9, steps 1-5 inclusive

Write out detailed material and prepare illustra-

tions
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