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aSSillTIe responsibilityfor necessarycoordinationof his classes.
When the �d�i�s�t�r�i�b�u�t�~�t�e progrrun has deveropedto such an extent in
any center that supervisionwiD. make tho instruction more effective,
funds will bo used to rdmburs8 salariespaid for time spent in •
supervisionand coordinationof distributive classes. '"hen a person
is employedfull-time by a school and devotes50% or more of such
employed time to supervisionand coordination, such personmust meet
the same qualifications as set up for a local supervisorof distributive
educationand secure a supervisor'scertificato ,:i thin threo years after
�e�m�p�l�o�)�~�e�n�t�. . .

b. Cooperativepart-time classes
Tho teacher-coordinatoris responsiblefor the effeetivonessof the
training program for each individual. He nill become acquaintedwith
each individual and his training needs. Hl: ',Ii] 1 counsol studentsas to
their progressin til,- training program.
Tho teacher-coordinatorshall cooporate:'.'d.th the emplover to enablo the
student to get a 'Ivell roundedexperienoein all phasesof the job,
Tho administrationI:1Ust allow sufficiont tbw for effectivo coordination.
A minimum of 30 minutes per week per pupil should be allowed for these
activities in addition to class and conferenceporiods.
The �f�o�l�l�o�v�Q�r�~ are suggestedcoordinating activities:
(1) .\.ids in placomentof studont on satisfactoryjob.
(2) FollOWS up aftor placemont to :Lnsurc proper adjustmontof tho

student on the job.
(3) Makes contacts'\Tith 8l:lployors to ostablishcooperativ8 ro12.tion­

ship.
(4) .\ssistsin organizing and lw(.pinC advisory cO;mil.Ht(;os functioning.

Under the direction of the local diructor, the coordinatorshould
continually contact tho advisory committee <mil koc,p in close touch
vlith their activities and ho should reB:'llarly conf8r with them
concerningthG local program.

(5) Makes contactsand establishescooperativG relationsvrith.
employee'shome, athol' instructorsand the aclvisory_conunitt8G.

(6) Makes contactsv:ith omployers, 1al)or, and school administrators
rogarding proper �t�r�a�i�n�:�i�.�n�g�~�)�r�o�g�r�a�m�.

(7) Confers 'Vii th thu vocations.J.counselorsi.n guidanc() of studontsand
assistsin preparationof :l1aturial on job roquir;):nonts.

(8) Keops records and reports to ShO,1 progressof studentsirt training
programs.

Local advisory cOjnmittees
It is recommendedthat local advisory cO::inlitteo8 be set up to assistin tho
distributivG educationprogram.
1. Types of distributive 0ducationconunittoos

a. Overall �c�o�~�~�i�t�t�o�o
b. Additional advisory committeesor sub-committeesmay be organizodas

noeded.
2. Selection

a. How selectedandbvwhom
The advisorycommitteosshould be selectedby the 10c.<1l coordinator
vii th the advice of the loce,l school .<1dministration.

b. Composition
'rhe advisory committee should be made up of those �d�i�s�~�r�i�b�~�r�~�o�:�s who have
shormaninterestin distriblitivG oducationand v-rho are YJJ.lhng to
devotctimo to assistingin the developmentand progrossof tho progro.n1.
in tho CPEllllunit.y. It should be representativeof the civic al1d
businessintero$t'sof the cm;rrnunity. Tho coordinatorand a school
adJn.inistratorshouldbopormanontrnoFilbors of the COmIirLttoe.
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3. Tehure of mombers
The tenure of the mcmbirs of the advisory o'onllnittce shall bo such that all
those who are interestod in distributive education may have a~o:pportunity
to serve at some time. Each coordinator and administrator shall set Jp
their ovm tenure limits to fit thoir o~n needs and cOffi~QDity.

4~ Provisions for moetings .
The advisorv cOlmn..1. ttoc shall meet whenever tho coordinator r.oquest,s such a
meeting.

Progrmn of teachor training
1. General provisions

The State Board will condllct no organized t",='~;'l' I' training through courses,
but the State Supervisor will up-grade teachers through individud 8.nd
group conferencos. Such teacher train;rs_ as arc rcquirod \iill be employed
on a cooperative basis botvK,cn the .stc?,to .l30ard of .l2Jducation and the Stato
Insti tution designated. as tho teacher training center for t.ho distr:Lbutive
occupati(;ms. Special part-tine toachor trdnGrs may be ca:Jloyod by tho
State Board of Vocational Education to toach suriliTlCr courses in tho approved
teacher training institution.
a. Stato Boa.rd

No organized t()ach8r training will be conducted by tho State; Board at
present. However, tho stat\.; Board 1~eS8rV(;S the right to cond'...wt such
classes if tho need arises. Teacht:Ts trC:cining for distributive
education Trill be nonductGd by toachor trainers omployed by the
designated institution.
",t least one state conference and/or a series of district confol'cmcos
shall bo hold each year. Each toachur yrill bo oxpected to attend
unless excused for roason. .

b. By designated institution
At prGsent, the dosignat8d institution for tOP.chcr training is
Indiana University, Bloonington, Indian2..
Resident courses may be:; offurod durin.['.' the su ,JUor for persons who
mOGt the entrance reQuirements. The same: coursrJs ;nay be offored
during the regular vo"ar or 1irhon req-,lofited bv a sufficient nu.n'oo1' of
qualified parsons. Te;;achor train8r~"':JOrking from tho designated
institution -,'Jill conduct extension courses (md conforcmccs throughout
the State wherevor thore is n0od.

c.; IJocal Boards
There 'will be no funds used for teacher training by local b08.rds of
education.

2. Types of teacher training
a. Pre-service for

(1) Extension teachers
For all new distributive occupation21 teachers v;ho are vJithout
teacbing experience or 'who have not taken thG initial train:.Lng .
coursos. The initial C01.1TSes '."rill b',:, offered to groups "iv-hen thero
is a sufficient number nithin a comrenicnt radius of a center to
form a class. -;Ihen clasBes arc not availablo1JJith:Ln a convenient
radius, the teacher trainor vJil1 off01' assistanoe to individual
teachers. Provisions '-riD lJE: made for giving d. 12-clock-hour .
course for all nevr t.08.chers who have had no professional traiYLing
or ex:oerience as 'teachers.

(2) Coopei~ative.part...till1oteachors . .. .
A 4 YO<lr undorgraduatoprogram lOading. to ccrtlhcahon as 'toacher­
coordinator is offerod by Indiana University. Graduate courses for
experienced teachers who are entoring 'tho distributiv~ .field ~s
wel1as fo.r 'up-:-grading distributive teachers already ln, the .flG~d.
aroalso. offered. Teacher trainers win also conduct fUJld tr,alDlng
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()n an individu::l and group basis~·

(3) Related subject teachers
Training for related subjoct toachersshall be done by teacher
training on an individual basis or in state or district con- t

forences.
b. In-Service

(1) Extension teachers
All types of teacher training included in the pro-s8rvice section
above sha11 be continued for up-grading of Distributive Education
teachers.

(2) Cooperative part~time teachers
Same as2 - b - (1)
.\.1so , for conditione.11y approvod teachors who hav:.: not comploted
the required cours;:)s, courses will bo offered to !Sroups when thoro
is a sufficiont number to form. a class, or tho to~che~ trainur
may offer tr<l.ining on a co:nbination basis of correspondenco and
individual instruction.

(3) Related subjoct teachers
Same as for 2-b-(1)

3. Course of study for training
a. Extension te ache r's

(1) Titlos of courses
The follOWing short courses may be offerod for oxtension toachers:

Job Instruction Training
Conf'crElDco loading
ikthods of Instruction
Organization of Toaching l:Iaterials

(2) Length of each course
The above arc non-credit courses a-pproxinatcly 12 clock hours
oaoh in length.

(3) Roquiromcnts for completion of program and its relation to
certification.
Special pormits valid for ono year 'Nil1 be issued to vocationally
qualified persons employed as instructors. These may bo r0novwd
from year to year as long as the person continues to do satisfactory
work and 1:10ets such other requirc:nents as may bo ostablishE';d.

(4) Provisions for additional occupational oxpo dence.
Inasmuch as those who hold special licensos are oXpJrioncod business
men, no addi tional occupational oxporic;ucc is roquirl:d.

b. Coope rativG part-tiL'lo teachers
(1) Provisional Distributive E(~ucation 'i'oacher-Coordinator Certificate,

valid for five years. .
To be oligible for tho Provisional Cortifica..te tho teacher ~ust.
qualifv for a certificato for teaching secondary school subjects
in accordance vdth Indiana standards. He must, also, have
completed the following courses or their equivalents:

~~ (a) Tochnical and Related Courses
The following thrce-somostor.hour courses arc rcquirod:
Principles of lilarkoting
Principles of Retailing
Principles of Advertising

. Principles of Selling
'rextiles and Clothing
Art in Evorday Lifo

Non-reimbursable unless theynro short intensive tochnical coursos,
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Six semestor hours shall be takon from thu follo~Qng courses:
Rotail •.dvcrtising ProcGdure
Advancod r..IBrkoting
')~ri ting ..dvertising Copy
Special Studios in Harkcting
Problems in Retailing
l~tail-Salos Promotion
~1ctail-I,lc;rchandise Control
Busino s sLaw
Business :lanagoment
Labor Probloms
Accounting

(b) Professional Coursos
In addition to tho somoster. hour requirement in professional
courses for haldol's of Indiana secondary provisional
certificates tho applicr.nt must hav'".) completed tho follurring
profossional courses:
Principles Qf Business Education -- 2 somoster hours
Supervised Toaching in High School --

(Distributivo Education -- 2! hrs.)
(Business Ed~cation -- 2~ hrs.)

The toaching of DistributivG Occupational
Subjects -- 1 semoster hour

Undorgraduate Survo'T of Business Education -- 3 sc;nostor hours
( c) -:ork experience

l".t least 750 clock hours of work cx:p:.; 1'i8nco undoI' school
suporvision or one voeT without school supervision.

First Grade Toachor-Coordinc-:.tor Distributive Education Certifica'~o,

valid five 'Tears.
To boeligible for the First Grado Certificato the teacher i7lUst have
met the reQuiroments for the Provisional CGrtificClte, must have
taught suc~essfuIIY for five VDars in a distributive education
r8i:71bursable program, must have acquirod at least ton weuks of
vfOrk oxperienco in businoss during tho last five yoars, and must
have completed a mastorls docree or its oquivalGnt in prescribed
courses. The ywrk for the Hastcr's Degreo, or the equivalent in
proscribed courses, must includo at least oightoE:Jrl (18) semester
hours selected from Groups :. c:md B below. :.t least ninG (9) hours
of "which must be in vocational courses.
Group i~ -- Voc:::.tional Eduoation CaursGs
Principlos ~nd Organization of Vocational Education
Seloction and Tr2in:Lng of Teachors for Distributivo Education
.\dministration and Suporvision of Vocational Eduoation
Preparation of Instructional Llatorial for Distributive Educatiop
Classes

Vocational Educational Guidance
Conference and Discussion load8rship Training in Distributive

Eclucntion
Foundations of BusinQSs Education
V6catiomtl Information and Llethods of StudJring Occupations
MaterialS and Instructional Procedures in Pre-Induction Business

Training
Problems inVocational Education­
Adrllinistrationancl.,Supcrvisior! of Business Education
Curricular i;12.tdrinls and Practicos in I3usin()ss Education
Occupational ""malysis
Current 'Pr6blems in Business Education
Research in Businoss Education
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Group B. -- Othor Professional :!lXlucationOourses
7aethods of rtesearCl'1 in Education
Phildsophy of Edlic~tion

Educational UeaSl1r8111ents
Advanced Educational Psychology
Theory and Applic:ation of l.1ental lIeasu:t'\7J;tonts
Psychology of Individual Differences ....
Utilization of Audio_~isual tids
High School Curriculun1
Supervision of High School Instruction
Statistical ilothod Applied to Education
Permanent Teacher-Coordinator Distributive Education Certificate
To be eligible for the Pornrment Certificate the teacher r:mst
have met the requiromonts for the First Grade Certificate,
have taught successfully for three years in a reimbursable
d..i.stributive program, have had at least 10 weeks additional
"i'rork experience acquired durins the past fiva yoars, and
shall have had an additional six semester hours selected from
uourses in Group A and B above.

In addition to completing the above requirements, applicants
for a permanent certificate must ·complote 8. resoarch project
in Distributivo Educ<:Ltion. This project sh8.11 be of such
scope and quality as to be equivalent to four senlEJster hours
of graduato credit. The selection and completion of such
project shall be approv"d by the State Supervisor of
Distributivo Education and. the teacher-training staff.

(4) Special Permit, valid one year
Experienced teachers vIho do not J'icot tho requirements for
the above certificates may bo givon special permits to teach
distributive occupations if their training and eA~erionce

justify the beliof that they are qun.lified to teach in a
distributive education program.
These permits may be renewable yearly upon evidence of
satisfactory teaching, additional professional and technical
courses, and actual businoss oxporience, all of which tvill be
considered in applications for renewa1.

(5) Local SUp3rvisor' s Certificate for Distributive Education.
The holder of a First Grade Teacher-Coordinator Distributive
Education Certificate, or tho holder of a PerE1anent Teacher­
Coordinator Certificato, may be granted a Supervisor's
Certificate for JistributivG Education provided that his
prescribed training for either of those cortificatos·included
one or more courses in tho supervision of vocational oducation
and/or business education. The roquiroments for the certificatos
named appear above under D ~ 3 - b - (2) and (3). Th8se
certificate requirements are not retroactivo.

CoO Related subject teachers
Inasmuch as related subjocts teachers have boon selected because
of their ability to adapt their speci21 kno1!Jledges and skins. to
the actual needs of the clis"tribuf,ivo occupation studonts, no course
ofstp.dy is set up. It is recoll1Jllonded that they become familar
With conference leading techniques. Those Qualified as cooperative
part-time teachers may-also teach related subjE,lcts.

Qualifications for entrance in ateacher..training progran
a. Pre-service cla.ss f~r
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(l) Extension teachers
Pre:-'service classes rvill be offered for persons who have had
adequate vocation~~ experience or contact in the line of work
~hey are preparing to teach and who show ~vidence of ability to
~nstruct in the adult field.

(2) Cooperative p:trt-tine teachers
Pre-service instruction will be offered to teachers who have had
adequate vocational experience or contract in the line. of work
which they are preparing to teach, or who are adquiring such
expo rience as a part of their training in the designated toacher­
training institution•.

(3) l~lated subject teachers
Pre-service classes will be offered for individuals Vvho have shovm
ability to adapt thoir special knowledgos and skills to the actual
needs of the distributive occuDation students.

b. In-service classes '-.
Enrollment is limited to employed distributive occupational toachors.

Provisions for observation and directed teaching
a. Standards for directed practice teaching centers

The standards shall be the Sffine as those which apply to all practice
teaching centers used by the designated institution.

b. List of participating experiences required of practice toachers.
Actual teaching.
Observation of teaching and coordination
Preparation of materials

c. Time allotmont for directed teaching
Five semester hours of directed teaching shall be provided in Business
Education, at least 2t of which shall be in Distributive Occupations.

d. Plan for supervision of directed tfJaching
Teacher trainers in Distributivo Education wiH cooperilte with the
regular teacher-training staff of Indiana Univorsity in the supervision
of directed teaching.

Provisions for conducting, disseminating and for utilizing tho rosults of
research and studies
Federal funds may be used for reimbursement on tho cost of making studies

, and investigations and reporting or printing all or parts of sa:r.lO provided
such studies are limited to problems directly affecting the distributive
occupations program. A plan which sets forth (a) tho purpose of the study,
(b) the qualifications of the person making the 'study, (c) the procodures, and
(d) the estimated costs sh.al1 have been approved by tho state Supervisor
before any expenses are incurred.
Qualifications of teacher trai ners (re sident, i tinorC1nt, supervising teacher,
subject matter and research specialist)
a. Education general

He must be a graduate of a recognie.ed college or unhtorsity wi.th a
Bachelor I s degree. He must be. able to qualify for a certificate for
teaching secondary school subjocts in accordance with Indiana standards.
Ho must have had one year of graduate work, the major of which shan
have been in vocational education, including business education.

b. Technical
He must have at least 18 semester hours in technical distributive
education. If a candidate has not had this required tochnical trcining
he may be approved by the StatGBoard with tho understanding that the
required technical training will be secured during tho first yoar of
employment.
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c. Prof'essi~nal

He. shall' ,have completed at loast 24 Semestor hours of credit in
vocational education selected from the subj,ects listed in Groups A
and B of D-3-b, providi~g a proper balance is maintainod bot~reGntho

tvvo groups.
d. Experience

(1) Practical working experience in distributive occupations
He must have had a minimum of thre;c years experience as an
actual wage-earning employee in ono or moJ;'8 of tho ctistributiV8
occupations.

(2) Teaching or supervising experience in vocational or distributive
occupations.
Ho must have had a minimum of tno years of teaching or suporvlSlng
experience in vocational or distributive occupations.

Duties of the teacher trainers employed by the designated institution
a. Kinds of courses to be taught

The teacher trainer shall conduct resident or non-resident courses for
pro-service and in-service tro2ining as noeded. Those '~ill includo full
semester courses, short intensive course, and workshops.

b. Follow-up of beginning teachers
Special attention and individual help will be given to beginning
teachers. All local programs will be. given continuous supervision c,t
regular intervals by the teacher training staff.

c. Itinerant service to employed 'teachers
Individual and group conferences will be held at regular intcrv2.1s
to help moet individual problems ffi1d to up-grade vocational teachers
and the program as a whole in each co~nunity.

d. Supervision of diBodted teaching
The teacher trainor shall cooperate I]\rith the School of Education in tho
designated training institution and the State Sup0rvisor of Distributive
Education in the organization, administration and supervision of student
teaching.

e. itesearch and studies
Tho teacher trainer may conduct or assist in research and investigations
that will further tho distributive education program,

·f. Preparation of teachin; matorials
Instructional materials which 'will be useful to toach0rs of distributivo
occupations throughout tho State shall bo prepared and disseminated by
the toachertrainers.

g. Courses for special groups .
The teacher training staff at tho dosignated institution will conduct
training conferences and courses for specmal groups of merchants, sale,s
supervisors and salespeople. Such courses arc designp,tud to give
vocational instruction to the individuals enrolled and to promote
cormnunity interest in the understanding of the advantages and
possibilities of vocational training for the distributive occupations.
Such courses may include:

Sales Clinics
How to Train Employees
SupervisoryTrai ning ConferencG.s
Spacial Pre.Christmas Training
Job TIelatioDs Training
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l"What is the total enrollment of your school this year?

T~ ~~STIONNAIRE

8. Encircle the grade level in which co-ordinated selling
experience is offered. ,,0 0 .. 0 0 0 " 0 .9-10-11-12.

week 1n

What is the educational degree held by the teacher­
CO-ordinator? •• 0 • • " " • 0 ., ., 0 e " 0 0 0

What type of store or occupation absorbs the majority of
yourgraduates? Example: food, ,dry-goods, etc.,

Forwhatliriesofreta1:1ing Can you most e.ffectively
train pupils? Example: Grocery, hardware, etc ..

What. is the plan of instruction in this course?
Example: group, individ.ual, etc .. e .. " " • " • Q

Approximately how many hours are spent each
discussion of: a. work experience?

b o problems? or
Co projects?

a o If so, briefly what are they?

6. Is the student given instruction in personal grooming?__

7. Is the student given instruction in employment inter-
views? 0 • 0 0 • 0 • o. 0 • " 0 0 •• 0 0 0 0 0

4. In comparison to the students of the school$ are
distributive education students above average, average~

or below average inmenta1 capacity? • 0 • 0 0 0 -
-~-

5. Are there any pre-requisites for students enrolling
in distributive education? 0 0 0 0 0 0 0 0 • 0 0

2 0 Approximately how many of your graduates enter retail
selling positions each year? 0 •• 0 ••• 0 0 0

3" How many individual pupils are being trained in the
distributive education field ~or the school years

1948~49?

1949-50?'--.....

15 0

14.

13.•

llo!>

9. Is credit given for co_ordinated selling experience?____

10. Are the positions that offer co_ordinated experience
located in the community proper, orin other cities?_____



a o two
day

b o one
day

16. How many years of teaching experience has he or she had?

170 Has the teacher-co....ordinator had selling experience in
business prior to becoming the co-ordinator?

a o What position was held? --------------
18. Do you have a merchants advisory committee in connection

with your distributive education program?

19. Is there a distributive education club organized in the
school? 0 0 0 0 0 0 0 0 0 0 <I 0 0 • • 0 0 0 0 0 • ---

20 0 Are surveys made of employment opportunities 1n
distributive education of the community? --------
a. If so, how often?

21 0 Is the teacher also the co-ordinator? or

a o Do you have a full-time co-ordinator employed? _

22. From the following, check the plan used in your school
for the co-operative part-time program:

school years, with at least one class period a
devoted to vocational and related instruction,

school year, with at least two class periods a
devoted to vocational and related instructionp

Co where students have completed a minimum of two
high school units of credit in vocational subjects
in the all-day school, the equivalent of one class
period a day of vocational and related instructloni~

or

de one school year of at least one regular class
period a day devoted to vocational and related
instruction and at, least 10 periods a week 1n
supervised projects in distributive education,;

In the space below, please list the types of Audio­
Visual aids used in the presentation of the vocational
program in distributive education.



24. From the following list of course titles: please check
only those offered in your school as complete courses
in the left column, and the year or year! ~rfered in
the rig~olumn$

Example:

Offered Year

9-10-11-12

Business Arithmetic ..
Store Mathematics. .. .. .. .. .. .. .. .. .. .. ..
Business English .. .. .. .. .. .. .. .. .. .. .. ..
Business Law .. (> .. .. .. " .. " • .. .. " .. "

Business Economics .. .. .. .. .. .. .. .. .. .. .. -=___

Business Letter Writing... .. .. " " .. .. " ..
Merchandising.. .. .. .. .. .. .. .. .. .. .. .. .. ..
Principles of Selling.. .. .. .. .. .. .. .. .. ..
Speech; or Oral expression .. .. .. .. .. .. ..
Psychology .. .. .. .. 0 .. .. .. .. .. .. .. .. .. ..

Consmner Problems; or -education .. .. .. .. _____
Typewriting .. (> G ..

Bookkeeping.. .. .. .. .. .. .. .. .. .. .. .. .. .. ..
Elementary Business Training .. .. " .. .. ..
Advertising.. .. .. .. .. .. .. .. " .. .. .. " .. ..
Principles and Practices of Retailing. ..
Store Organization and Management.. .. .. ..
Buying .. .. .. (> .. .. .. .. .. .. (> .. " • .. .. ..

Enterior Decorating and Display..........
Co-ordinated Selling Experie.n:c~:..· (p :,e ;,<; A ~__"'-"=",", "n

<1/ ~ II. ) j"J ) J ~,,~) 0,,,

Marketing~ .. " .. .. '" .. .. " .,: ;,,: p.' '0:'0 ;'~ , ..~ " ,

Store Sales and Servioe., <> " """.~ .. '" ,,<, , , ',','-

Economic Geography ~ ~ .... " .. : ~ """~' ~ j.~~ ',:
Personality Development.. .. .. .. .. .. .. .. ..
Personnel Management .. .. " .. .. .. " .. " ..

English..

If you use a screening process in the selection of your
students for the course of distributive education, would
you please: l1st in the space 'below the different tests,
and devices used?

x
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