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Abstract

‘Problem

Y et eyt At 40

Longreas hns stated in recent federal VOLdtiﬂnal education legislation

that a state may use funds under its basic grant to support activities of

~ coordinator be appointed.

. .

Objectives

‘Vocational Education Student Organizations which are described in its

approved five-year State Plan and annual progtam plan and which are an
integral part of the vocational instruction o fered.

. Due, in part,/to th 8 funding and support, studeat vocational organization
activitieq as well/ as membership within the respective organizations have
increased. * This gyowtg/bresents a need for a more efficient system,of
coordinating the activities that have become time consuming, detailed and
complex, and requiring more time om behalf of state staff and advisors to
plan, manage, and operate such activities. To implement the'concept 7
that student vocational organization activities are an integral part of
vocational education, it is necessary to provide additional suppott and
administrative services. To provide this assistance to state Vocational
organization advisors it is proposed that a vocational student organization
This individual could assist the state advisors
in providing-leadership, direction, professional developmpnt, and administration
of the various North Dakota vocationa1~§tudent organizations. This -
individual could act as a Iiaison between local, state and national .

vocational srudent organization assoc1ations.

’

To identify possible support services and admlniQtrativa tasks to
be performed by a vocational student organizaqion cootdinator.

[N

(1)

To develop a sequential planning and implementation system that
- either a full-time or part-time vocational student organization
coordinator for the various vocational student grganizations -
could utilize. This person could be a North Dakota Vocational
staff member, a university or college staff member, or an inservice,
teacher coordinator. : . .

(2)

¢

(3)

A procedural manual containing:
A. Activity planning, imp]ement&tion, and Lvaluation policies,
procpdureh, and recommendations

\
)

B. Sample forms, checklists, examples, etc. to serve as guides
for various activities .

Y -
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* Procedufes
i - ,
_f, Idenrified\aotivities required to complete’ yaarly Pprograms .
7 of works from eéxisting student vocational organization handbooks,
A * guidelines, ‘and applicable publications and recommendations
' T K:\ ' ; ' from state staff and advisors. .
3 N S )
}r i 2. Developed a series of duties and responblbilities for a student . o
%, « . vocational organization enordinator from a review of existing
. o .albllcations as well as from‘the experiences of an-individual
¢ _who assumed the position of a coordinator on a part-time basis
Lo for a one-year period, This part-time coordinator assisted the.
Distributive Education state supervisor, teacher educator, advisors,
and- students. Experiences gained during this time were used to
develop a comprehensive procedural plan for a student vocational
organization coordinator who could serve various North Dakota
student vocational organizations in succeeding years. Contact "

&

-

‘L  - was made throughout the yeat with advisors of the vocational education
, programg for information, materials, forms, and advice conceraing
) SO the development of this plan. g -

< : .

3. The part-time coordinator withVLhe*assistancg of state staff and
the. principal investigator of this project, began development
of the comprehensive administrative and support services plan
“on July t, 1978 and conipleted the project deseribed in the
objectives on June 30, 1979. ‘

:Contribution to Vocational and Technical Education

. Ll : A model pldn for the improvement of administrative and support

7 Fi services for North Dakota student vocationa)l organizations was developed.
' LE A manual outlining possible duties and responsibllities of a student

& vocational organization coordinator was prepared.

~
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recommendations for expanding the vis{bi11tj“ﬁnd'
vocational student organizations.

For many years, vocational student organ1zat1ons
have typified the cooperation between education
and the private sector which is be1nd\sb urgently
sought today. These student. organ1zat1ons have
supplied their members with the incentives and
guidance which we recognize now as essential to
bringing relevance to education, and which we now
accept as an 1ntegfa1 part of the emerging career
education cohcept. . " :

Congress has stated in recent federal vbcaéional education
1egzslatuon that a state may use funds unde; its bas1c grant to
support act1v1t1es of vocatwona] educatlon student organ1zatrons
‘which:are -described in its approved f1ve -year State P1an and
annua] program plan and which are an-1ntegra1 part of’@he.
vocational iﬁstructidn'offered

Due, in pdrt, to this fund1ng and support, vocat1ona! studenc
organization act1v1t1es as well as membershxp within the réspec-

et
tive organwzat1ons have 1ncreased This growth preseuta a need

4

for a more eff1c1ent system of coordinating the activities tha*
have become time consuming, deta11gd and cqmplex, and requiring
more time on behalf of state staff and advisors to plan, manage,

',aﬁd operate such act%vities. To implement the concépt that

1Nafional AdViséry Council on Vodatvonal Education, Sevenih

Report, Vocat1onal Student Organizations, November 15, 1972,
Washwngton, D.C. - (Cover Letter)

———t




DR R e AR o H ke ORIt e

vocational student organization activities are anfinténgW- |
- part of vocational education, it is necessary to provide add1-v"

tional support and adm1nistrative servicea To prov1de th1s if?i}f"

‘ass1stance to state vocational organ1zat1on adv1sors,~1t 15

. “ .
N

\~»~ LR
praposed that a vocational student organlzat1on coord1nator be

AN
appointed. This individual cou]d asszst the state adv1sons 1ﬂ

/ N

~providing 1eadersh1p, d1rectxen, proféss1ona1 deve]opment, and

admzn1strat1on of the var1ousVNQrth Dakota vocafwonal student

organizations. This 1nd1v1dua¥;-

“ocal, state, and nat10na1 vocat1ana1 st :fnt organ1z&t1on

' A NI R & PRI o N

associations. f S ;j?'~“{-~ ~;w; _“ ~ AR, o
The overall purposes of th1s proaect are'“__ R L

(1) To identify possxble support serv1ces and adm1n-.f_ Con

" A\ S S

istrative tasks- to be performed by a. vocat1dna17;»~\

< A [ h - woN

( student organxzat1on Lcordwnafor '-5“~‘”ﬁ _\“E-

(2} To develop a sequential nlanning and impTQméﬁté—
tion sy;tem.that either a full-time or partAtime -
. vocational student organization coordihaggr for |
. the variéqs vocational student orgqnizations could
utilize. This person could be a North Dakota Voca4 “
tional Education staff wember, & university or
coTlege staff member, or»ah in-seryice teacher @
coordinator, ’
‘This manual is divided intoc the four sections that were I

identified as probable areas that thé.vdcational student organi-




- o " oo
! \ . . ‘3 . . | . . .
o
;‘}.;\ , | .zatﬁon coordinator could be ihvo1ved with:-" IR
o Sood1) Section I  Administrative Services e -
(3). Section II: Conference Planning - | o
{3 \section III:  Public Relations L

Leadership Development'

O

ERIC

Aruitoxt provided by Eic:







= . SECTION I

ADMINISTRATIVE SERVICES

9

The responsibilities of the vocational student organizationw
coord1nator could include such activities as assisting state

' adv1sors w1th the preparation and: dissem1nat1on of information

to all vocat1onal stydent organ1zat1on chapters, bus1ness and
alndustry representat1ves, educatlon adm1nistrat1on, etc. The

. coordinator may also prov1de ass1stance and informat1on to

\

new and ex1st1ng chapttrs by phone, correspondence and personal
\equested by the StatF advisors.

visits as$ required or
L

‘Another respon51b1l1ty of th1s coord1nator may be to
\

.ma1nta1n financial record and make recommendat1ons for. budget1ng

expendttures for the Qtate assoc1at1on A broper record keep1ng

'system of rece1pts, both 1ncom1ng and outgo1ng, “should be ’ §

established A statement of 1ncome and expehses should be

\
identified and available at all formal meet1ngs of state

]
officers, advisory council, and/adV1sors

It may also be the duty of the vocational student organization ,
; .

coord1nator to wr1te or rewrite publications (i.e. handbooks fo}
state off1ce¥s, adv1sors, pol1d\es, procedures, chapter manuals,

etc.). Each year many of those ‘publications need to be updated

o \
A \

© \

o




° W1th the names of current off1cers and new programs of work oo
| Each vocat1ona1 student organ1zat1on has a systemat1c
method of handling membership and “each has different guide-

“ lines to follow in respect to naticnal‘rEqureNGNtS- These .

records of initial and additional membérships should be-Care-

S \\
i

\ )fully'monitored' It will probably be the respons1b1lity cf

N e

the vdcat1onal student organ1zat1on\coord1nator to dissem1nate,

\

collect, and process membersh1p\dnd dues 1nformat1on, and -

.\.
N

maimta1n the\proper records. ’
\ ,

The remalnder of this section. 1nc1udes a plann1ng meeting
=

check11st and planner charts that should be used to identify
various megt1ng activities, responsabil1t1es, and deadlwnes
_when p]anning fon any type of forma] meet1ng of advisors.
students, officers, etc, 2 N ’ -
' - f” Section dI of the manua1 describes in detail pianning
and operat1onal funct1ons assoc1ated w1th state and national

‘ N3

conferences . .

o3

N\

2Eya Schindler-Rainman’ and Ronald Lippitt, Taking ‘Your Meet1ngs OQut Of

The Doldrums, (Co1umbus Ohio Association of ProfesS1ona1 Directors 1975),
pp. 27-34, ’ ’

12 0,

.
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) o Planning Meeting Checklists ;
T C -
L~ The following checklist can be used as a guide to
~ identify needed tasks, ‘persons responsible, and deadiines for
' . various meeting functions: ™
T , Mho
Il; Pub11c1ty Promotion Notify1ng Responsible . * By When
| e notice--to whom : ‘ 7 . .
| - letters of 1nv1tat1on — ' '. .
'7d . l ‘ 4{ — j fff_ direct1on to meet1ng o
; | R ace z
S ohone | |
\ . news releases - | o oy
' contact with media i h | [
‘ ¢ cop{es of speeches N .
* pictufes;phdfographi | |
bu]]et1n boards ' ' \
‘ ' personal\contacts .\ -
' ‘other. e
2. Agenda and ﬁeso;rcé.Material;
copies of agenda ' L
‘contact people on
" the agenda
? materiﬁis\peé&éd | ?
’ - previdus mfﬁhtes : ———
comm1ttee reports : \ e
. L previous agreement -i ; e i
* ~and time commit- T
\_ “ments | . ﬂ .
_ ‘ — others 13 | - L




\ R ‘
] \ " |
T - | Who ‘
3. Responsibilities Before Meeting Responsible - By When
| leadership assign- ‘ \ R
~ments ,-‘_‘ - ’ \ ’
dééumentation'ér - e
g | _recordjhg assign-
ments o o “
( ‘resource persons | _ g
; _x"r hoétiné roles
!/f. making reports )
::/f trytng out equipmeht-' —
test whether;chart%, ' _
posters are read- .
{ able ) - o
l . test'éléctr{kal‘out-; )
'1ets _ o o
) preyieW'filmsifor g ' -
.  content and timinb\ - .
’ other '0 ‘ T
. 4. Space Clheck Out )
.; | size/éhape of space : L access io meet-
L ’ o electrical but1eys ) A ~_ing rooms
miqrophonerout1gﬁs | f\ exhibit room
e o name of“éuétodi;n and { stairs
‘ where reached L  acoustics )
T | telephone access for mes- ' doors
| fo sages and calling out | ' élevétors
wall spabe for newéprints, ' heat-cold
etc. 1_4 ' W regulationT




emotional impact (color,

‘ventilation

. overhead projector and

aesthetics) parking )
A bath}pomé i . registration
t;ansportation w areas
room set db arrangements ’ location
1ighting , | | ' pthers
- 5. Equipment for Meeting .
“ ___tables (numbér/size/shape). - ‘ . falm ﬂfojegtor[
chairs (comfort, number) chalkboard and
: mfcyobhones_ _ o - _ -chalk eraser
] 'audgo tape recqrder ’ - 'typewritérs {ﬁﬁ/f;
r audio t;pe casséttes. wasté~ba§§;£si
”video!yahe rgcqrdér bu]]etih board '
“video.ﬁape cassettes ‘ brojettiOn
¢ - - extension cbrds} - tables
g

flannel board

chart stand or

extra bulbs

slide projector

p]aferm

easel.

others

_record p1ayer,

gavel

coffee, tea dispensers

“water pitchers

© cups

camera

A

)
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filmJ

transparencxes dnd

approprxate pens and

grease pencils

*

extension cords

dltto machine or other

dqp11cat1on machines

-t . . ot - o

‘}f_Mdteéialg and Supplies for Meeting

e
name tags

felt peﬁs | ' (4

masking tape

display material-w

paper clips ,

- pins

scissors

v

!

pamphlets -

flowers or
flower ar-’
rangements

decorations .

stapler .

glup'

instruction

newsprint paper.

scratch paper

resume of re-

posters -

'sheets

pens and pencils ‘

ditto paper and masters

. .source people

diﬁectionai

reprints of articles

{11e fo]ders

copies .of previous minutes

copies of reports

£

;s1gns

L)

éthers

/

books =~ . . N

visual aids

, /

colored paper

| 259
o]

T . . o




"Cos

Budget

ts

_.fo]derémh“

11

mailing and stamps
telephone calils .
rental of equipment

rental of space

"paper materials

name tags

newsprint .

___ paper

colored papér

. Writing rials

pens

pencils

o grease pencils

Al

secretarial.timeﬂw
transportation
meals |

bar

coffee, tea, juice

_ reproduction of materials

t

tapes

operator of projection equip.

operator of P.A. eqiipment

speaker fees

consultant fees




“e

INCOME

registration fees

'grants,

-sale of meal tickets

12 4'. :
: (O
entertainment ' : N iﬁ
flowers AR . i
. AN o ’ Ty
film reproduction < i
- . 7
tape reproduction | ‘ )
s R : .
‘others h
Estimated Income

sale of materials o n

donations

membership fees . , . J

coffee &nd tea charges

. #
others .
The Meeting s Who Responsible

8. Just Before

’
2y

extra chairs

_P.A, éysteh checkout

water, glasses

seating arrangements--general

session and subgroupings

extra tables

equipment (easel, screens)

materials (paper, pencils)

ésh%rays

18
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?

- opening and closing windows

1

. refreshment set<up

;registratfon set~up

o dheck ﬁﬁat char%s, boards, ' : o *;

‘screens. can be seen from RO

' everywhere e

- _| agendas available

' other materiatls availa&Lg for

handouts -

name tags

o :“ B ‘ ___table numbers -

coffee, tea, etc.

evaluation forms ready‘  ' N

‘aﬁdio~visual equipment ready

5] . ‘vr‘ ]

. others o ; -

9.- At the Meeting | Who Responsible

.meeting, greeting, seating of

participants and guests .

documentation-recopding
| | i

greeting of ]ate\c&hérs

evaluation of activity

handing 6ut materials

_operation of equipment N . .

process review, stop sessisns,

etC.

- 19




announcements

others

10, End of Meeting - And After

collect unused materials

£ return equxpment

\\gl,‘ B clean up

thank helpers

read and analyze evaluatlon—'

* >

feedback

prepare feedback on feedback

‘mail follow-up materials

remind peopie of their follow-

.- up commitments

‘phone

write

lay:b1ans.fof'next meeting;

dates

pay bills

collect outstanding monies

others PR ] . . e .
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L . _ MEETING PLANNER -- CHART I

Session’ _ State FHA-HERO Leadership  Date July 31-Aug. .2, .
: Norkshoa ) - ‘197% "“‘fJL*“‘ .

0vera11 Goal:

v ¢ .

To prcvide tra1n1ng and set the stage for more. independent
’ activity by state lnaders, both youth and adults. L

e -, Meeting Participants’ - Qutcomes - | Activities
- 15 State officers / 1. Get acquainted| 1. Ask students .
15 District presidents (approximately - to bring, guitar
5 National meeting‘ad- .| one-half of thg  and favorite
visors . group will not "sing-along" ..
3 State staff ’ .. have been at © music for
4 Healthy Bab1es Task - national: .songfest.
Force j meeting) L
2 New co-state advisors . 2.. Share something
FHA-HERQ | ' | "precious’.
Selected HERO members , . -1 about yourself.
Selected, FHA members : A TR _ o
. VHE Advisory council - . 3. ME collage or
- members - | " ~coat of arms,
Local directors R - . - -
: o o . 4,  Techniques to
. : C get. people .
- "mixed up" at
tables for-

some meals.

.5. Schedule indi-
vidual confer-
- ‘ _ “ences as desired
between state
advisors and
~officers.:

6. Use your zodxac
sign: describe
yourself as a
leader -in terms .
of the qualities -

- ascribed to your

l sign.
% | 7. 1 am Like (some-
A | : . thing in nature)
I 21 - because. ...
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0 . . B L,
T / 4 ) S ~
/ WS :
S : © MEETING PLANNER -~ CHART 11 " 77™Number of Persons
) . : . , Attending
Session _District Planning Meeting Meeting Room |
. . . L Total Time
Purpose _Develop agenda and divide ~ . : : . )
- responsibilities for 1978 , ‘ ~ S Date
fail district meeting ' ' '
Timing . L Actiyity T Methods " Who Respansible | Resources
Before the | Get acqbainted withQ |urite or calf'_Aﬂ | ' N
day of the. |district teacher her. .
meeting - | chairperson. - S »
) ) B =
‘1dentify district needs.| Discussion or ' &
P ~ _ ~+ f correspondence o |
. with district s
teacher chair-. |- X
person and with
district offi-
it CGY‘S.
| “Inform all chapters how | Letter. Include
* to prepare for the the following
meeting. information:
<l R ‘ Before coming to | |
the meeting,
please discuss
these qlestions: | |
_ | =-what do you
. gain fro? be;ng
: . : ; a part of FHA- .
0 S : HERO - .. 23
. © | -~-what aré t?e : .
Q . “purposes of a
ERIC - - district meeting,
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MEETING PLANNER
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—- CHART 1

L4

Outcomes

©
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o6

% .
| . MEETING PLANNER -~ CHART II “ Number of Persons
o o L Attending
SeSsion Meeting Room
, AR Total Time
Purpose -, \ . o
: ' Date -
Timingju Activity ,§; . Methods wﬁo-Responsible -'Resources
| 1 -wnos | , ) _
3 -
. ;
|
¥ “ ) 3 |
. N \ .
05 >
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P MEETING<PLANNER --' CHART 111

1. Plans for ending the meeting )
(closing activities, evaluation, reports of back-home
plans, deadlines, etc.)

el

2. Follow-up Actions .
(who will do what, when, where) -

3. CCIédﬁ~ub and other immediate commitments

(what has to be returned, bills to be paid, thank-you
Tetters or calls, etc.) L

. " 4
N :t “ . e ‘J
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.Section {1

. CQNFERENCE‘PLANMING

[T

The vocationa] $tudent organization coordinator would
'serve as 2 11a1$on person with state advisors and representa-

: tives of various hé&els with regards to biddlng,.arranging for
«eeting room space, meetlng setups, menus, rooming assignments,\

| b11ling and genera] program arrangements.'

4

9

Conference Planning Meeting

A p1ann1ng meetlng should be arranged several months prlor
|

to any conference. Areas of discussions would 1nc1ude budgeting,

reg1stration fees, conference activities (entertainment, work-d

shops, contests, Speakers, and mea] functlons), conference themes,

[
. R e
and persons responsibIe._

Budgeting and-Registrafdon Fee

Before'a regi tration fee can be determ1ned, a budget with
est1mations of proposed expenditures must be developed The fol-

10wing areas must be con51dered

1. Meal Functions S
2. Awards'
» 3. Printing
4. Entertainment
5. b .

Decorations

e e e e




“in total state membership in the vocational student/organization

expenses and revenues has been made, a d term1nation of a reg1stra-/
. e

ana1y21ng records for the present and future years."
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6. Stipends or Honorariums -
. . .
7. Travel Expenses of Guests - / BV
8. Workshop Expenses L .
9. Registration materials
It is then important to estimate proposed revenyes such .
as: |

1. Sponsorsnips of Competitive Events and Contests

2. Revenues from Membership Fées

’

Once an estimated budget has been determlned, 1t 1s 1mportant
to proaect an es%1mation of attendance Knowledge of gnevjous \
attendance plus'a percentage increase or'decreese from ]ast:yean‘s
conference is a basic method in projecting attendance. Attendance

trends from several years and/or percentage increase or decrease

are also good 1nd1cators of expected attendance (see Tab]e I) T /'

Once an expense and 1ncome p]an pertaining to expected

tion fee tan be undertaken. To ca]cu]ate‘th1s figure, simply sub:/ :

tract the proaected revenues from the estimated expenses. Then ﬁ

divide the determ1ned number of part1c1pants into the remainder j

s /
for the amount needed per part1c1pant registration fee to cover /'

the expenses,

i

‘When budgeting, it is important to come as close as possib?e/
to the correct amount when estimating expenses and revenues.

"Over and under" padding budgets leads only to confusion when s

. . .
i .
30 . .
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TABLE I -
TOTAL STATE MEMBERSHIP IN THE VOCATIONAL
‘ STUDENT ORGANIZATIONS
Fiscal Year I - Student Organizations
FBLA/PBL . VICA  FFA  * FHA/HERO }
1069 - 1408, 6071 4020
1054 1243 5813 4532
974 1128 5647 4275
768 756 5726 4303
709 395, 5277 4574
8
31
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.. Agendas

"Several weeks prior tn'the'conference planning meeting

it is a good idea to conrespond with several states and obtain

T ‘agendas and programs from their past conferences. Many new

ideas are generated in this manner. .

?'_A tentative agenda is a very important step-in conference
pianning To begin to organize a conference. a format shouid
be developed stating ‘the overaii goals of the conference and
the means to accompiish these goais Identify and prioritize
‘_ -1 activities necessary to accomplish . the ednferenée. In-

Nqiude all events,wgeneral_sessinns, workshops,vmeai'functions5
ard entertainment Once a tentative agenda'has'been created,
.more detailed planning can be done “for each act1v1ty on the

-~

agenda

By

Theme, Decorations, and Name Tags

The theme, decorations, and°name tags- to be used at the
conférence deserve a great deai of planning. | )
The following ideaS'mayfbe considered when planning a
conference: | o
1. Deternine a themeé o .
.a. Event involving a1l local chapters
b, State officers
c. -Other
2. Deveiop a 1ogo and/or backdrops for decorations
3. Determine the style of the name tags (address

and copy)

t
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W6rx§hops.,_Norkshops.are a benaficia] part of ¢he;conferenee'

actjvitigg; Points tb_consiqer when planning workshops are:
1. "The amount of tfme available once activities
“devoted to the conference purposes such as events,
, _'generaI-séssions, meal functions; etc., have been
] scheduled. _ IR i v |
2. Money avai]ab]é'tqvemployupfofessional sheakers.
3. Oncevthe_number and format of the workshops have
been determirfed, thefevare certain aCtivités that .
should not be overlooked. | |
a. Insure that an equipment needs list from
wgrkshop presenters is received.

)

b anpote attendance.f Raffles are becoming
' S

ver?mpopular method of promoting turnouts
- at woﬁkshbﬁs._ Students are given cards at
reg1stration that can he turned in at éach .
. L | workshop. At the conclus1on of either the
C -workshop or the conference, these cards can
be drawn and prizes awarded tq workshop
participants. |
¢. Prior to the workshop, all necessary equip--
v ment«should be checked for proper operation,
d. Insure a proper introduction :and thank you for

the presenter.
’.

_ Entertainment. As a rule, most conferences provide some

- fdfm of entertainment and/or actiV*ty after the déy's méetings

i}
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and meal functions, Some examp]es are:

]‘0

Live Band Dance. An approximate cost is. $500 A

formal contract should be signed.

.- Disco Dance. The\costs for discos vary considerably

An average cost is $250. A formal contract should

[Ty

be signed. . o | s

Gong or Talent Show. More planning is involved with

‘this activity but they'are very popular with students.

If this type of entertainment is chosen, it 1s impor-
tant to prov1de equipment such as microphones, piano,
and stereo. Judges must also be provided, and & budget
forrprizes and - promotion should be determined

Carnival. Carnivals are very popuiar with students,m

- but they demand a good deal of pianning and coondina-

tion. The 1dea is to have each local chapter gponsor

a booth Any. prof\ts earned would go to the chapter

Las Vegas Night - Some 1oca1.organizations have,equip--

ment that can he used for this type of activity. Stu-

dents can be given play money to use, and at the even-
ing s end, they can take their money and redeem it for

donated or purchased merchandise.

For smaller conferences, fun nights at rol1er skating rinks

"or bowling-alleys can provide entertainment for ail

. —

Hotel Arrangements

Hotel arrangements should be ade at the time of the

conference pianning meeting. The following arrangements shouid

“be confirmed with hotel officials.

34
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'.Letter-nf Agreement. The letter of agreement should be.in

~

éimple language and include all arrangements. that have been nego-
tiated and agreed to. This protects the conference p1anner and

the hotel, but it also 1tem1zes all conference responsib111t1es;

| serV1res, and agreements This agreement, in wr1t1ng, is essen-s

t1a1 because most m1sunderstandrngs ref!ect a. lack of communica-
tion. - |

~Nothing should be left to verbal agreement. This will -

, . o . Lo
- eliminate many misunderstandings when the time comes to settle

“p the accounts, and it may even prevent malfunctions during

the, meetings themse1ves

0ff1c1a1 Dates. When makwng hotel arrangements for the

conference, indicate the ‘'dates for arrival_and departure. “.In

~d@ddition, it is advisable that beginning and ending ‘times be |

specwfied. not just the dates . g ‘ . i_}

Number and Kinds of~Rooms~ It is necessary when making

ﬁ:hotel arrangements to speclfy the number of suites. single,

mdouble, triple, and multiple rooms that will be needed. Also

specify the locations of the rooms. {poolside, a certain wing,

etc.) as soon as possibie.

7

Rates. Hotel rates can be a very confusing issue at con-

. "ference time. Specify clearly the rates for each type of accom-

nodationt [f rooms are to be priced d1fferent1y in dwfferent
sections of the hotel, 1ist-such rates separately.
.gjlling. The convention planner should have a master

billing account. He or she-must,furnish the hotel with a list

®
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of peopie authorized to sign for charges that are to be placed
in the aster account. . The planner must also indmcate which |

charges the organization wiii pick up for such peopie as’ speakers f{‘

and. speciai guests fah

kY

The method of payment is a very important issue to determine

2 ®

prior to the conference. Spec1fy how bills Wiii be paid. If & ~,
deposit is necessary, state the amount and the date it. is due.

Aithough hotels rareiy can have the master/account ready before

the convegtion pianner ieaves the hotei, nt shouid be approved

\ YV

~ahile all mafters are fresh in thegmind and tne staff is avaii-

able for consultation. = o

Compiimentary and Reduced?Rate'kooms. It is comménplace

in the convention industry forghoteis to supply some rooms free,

This varies a great deal. A very common rule of thumb is one -

o .compiimentary guest room for every fifty rooms booked If

charges are to be made for meeting nooms, specify the: rooms and -

the rates.. 5, ai‘ T |

: You may aiso agree to a number of reduced room rates. This

is often done for staff members, speakers, and special guests.

This is subject to negotiations and shouid not be taken for granted.
Prior Vi51ts. A hotei often W1ii not charge for guest rooms _

/

used by the meeting organizer and hTS or her staff during visits

to the hotel.before the event to make preliminary arranqements.
These rooms. however, are usualiy on a space- avaiiabie basis.

Generaa Program Arranqements Nhen the program for the

conference has been developed, it is necesspry "to meet with the

. ‘/". S ' -
28 . " . - )/ ‘ . o N o
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hotel staff to go over all the planned activities and assign

L rooms. and/or areas At this time. a- determination of the number

of partic1pants per activity - is necessary.

Meeting and Wkaing Rooms.‘ Offices,,press rooms, conference

headquarters, and $imilar workinq space should be discussed.
If no charge is to be made, specify this, but spell out the
maximum number of ' rooms to be used. Try to arrange the rooms
80 that.the;iocations are convenient to the meeting sessions.
Meetings room space and setups should be 1dentiﬁ%ed in writing.

Menus and Meal Functioens. Specify how much notice is re-

Quired for guarantees on food functions Twenty-four nours

'advance notice is ihe most common. Menus'have'to be priced and ; .

<
approved. Most hotels will agree to set tables. for a percentage

/

- above the number guaranteed in order to accommodate additional

guests--about five or ten percent Remember that the bill will

re%lect the guaranteed number of persons rather than the actual'

" number of_persons served

Audio~V1sua1 Equipment - Insure that equipment needed for

all sessions™can be obtained either from the hotel or local
dealers' Most hotels do have viewing screens. Be sure to identify
which rooms have the screens so that activ1ties that require such
"equipment can be scheduled inbo the avaiiable rooms. If the

equipment is being borrowed or\rented from an outside source,

~make sure that the arvival time of equipment. has been obtained w

and that’ someone 1is available to sign,the proper forms.
Prior to the beginning of each activity that audio-visuai
equipment is being used, check the?equipment_for proper operation.

Also have :available extra bulbs, chalk, extension cords, etc.

37
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HOTEL SELECTION CHECKLIST o

1. “Name, address, telephone number, area, city
‘Special hotel attractions |
Cooperatiné hotels nearby o v /

Referepces from past conventions

g w N

qust‘rooms (rbom block.policy, rates, reservatidns;
registration) | ' N

6. Puhlfc,dining rooms- (names and capécity)‘

7. ‘Meeting rooms (names and capac1ty for types of function)
- 8. jExh1b1t space (dwmens1ons, scaled draw1ng, floor load,
ceiling height). L |
9. Audio-visual equipment avéild@fe ~ I .
10. Banquet and'beveragé arrangeméntS'
11, ‘Bi131pgvpr06edures "
12. - Gratuities _ _
13,'»Tran5portation (tours, bark}ng,‘distance to airport)
B 14. Convention servipé personnel (setup service)
15. Special services and facilit1é§i(photographié service)
16.  Security servicesd | | | |
“ -*If poésib1e, utiItze & bidding system whereby var1ous

) hotels could submit estimates of conference costs

Milton T. Astroff and James R. Abboy, Convention Sales
and Services, (Dubuque, lowa: william c. Brown'ﬁbmpany, 1978),

p. 159,

P T, S




~Lonference Functions

»‘When planning»conference functions, it is necessary to
determine tasks'es'ekrly as possible. MWhen all tasks are |
deternined, it fs tmportant to assign-people'to.each funotion.
The person selected should be informed ear]j about"all ndsponsi-
bilities and asked to submit a list of all needs as soﬁntas
possible. ;-’ o | .: )

The state officers should all assume. 1eadershipmroles at
each conference, such as deve]oping scripts. and agendas, hn'
‘mportant responsibility for the state officers ts that of \p
.serving on a‘coprtesykcorps. Tne officers wou1d.greet and}escort
al special guests. ' The officers could also pe available tor
’publlc relations act1vit1es such as press conferences, media -

o

1nterV1ews, 1ntroductions at spec1a1 sess1ons, etc

ronference Act1v1t1es p' - .

' peakers.' Speakers are a v1ta1 part of conference act1vit1es

: It is important that appropr1ate blograph1ca1 information be.

gathered for the introduction -of the speaker and for news re1eases.'

~The 1engtu and topic of the .Sheech shou1d be ascertained at the ,‘
conference p1ann1ng meetyng. ‘this informat1on should be trans-
mitted to the speaker at the ear11est poss1b1e t1me During

the conference, each speaker should be provided a name tag. It

is recommended that each, speaker be met at the door and introduced.

to conference ooordinators, state officers, and special guests.
A person or committee should insure that each speaker receive a
proper thank yonjletter and]Or certificate,'gift, or award for/~
participating in the conference. | '

N
39
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ORGANIZATIONAL CHART
w [Stite ) State Advisors | _[Coordinators Associ-
i | Officers: | o ation-Officers
. -7 \\ oo . . | ." — —
: .. . 0 A\ o _ ¢ : .
'_tF_AL_ﬂ A\ !' - )
[Chapter, Conference Coordinator Judges . -
| Presidents \ ; . "Coprdinaﬁors : e
| ]
enera "1; - Compet1t1ve Events Convéntﬂon Bureau
. Conference [ Chairperson ©. | Liaison | _
‘Activities | | . ‘Host Co%rdinators
| \ | | -
Registration Facilities |
State Office .
Sbecié] Sessions Courtesy Gorps |
Entertaiﬁment‘ i . . -_  Tabulation
- - Host Committee
S0 State Officers
REX \-? : .-‘ ~
Awards
ETection of |
. Of ficers ﬁ
», ¢ A
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Pre-Registration | '

It is vitalily important that all forms be deve]oped insuring

that ‘the fo]IOW1ng information 1s obtained:

1 .
o kQ\h J.' Hotel information

a. ‘Include the.name(s), address(es), and telephone -
- number(s) of the hotel(s, |
B. Include the procedure for hotel reg1strat1on
Registration can be made directly by the local
. chapter advisor or by the state staff. However,

- ghoose only one method.

c. List the costs of room combinations (single, double,

\

oo 'triple, quadruple) and provide information about
' “the Eost and availabilit& of roll-away beds.
d. Include arrlval times and departure times.
2. Conference information , o C e
.a. If applicable, include an;eyeqt registratidn.
form andJ;ny informatian rega?afng conference
?_ | pqlicies.

b. Prgxide’éffg;;/fof all names and addresses of
conferenge participants. | \
¢. Include other magz}igls. sudh as:
1! Code of Conduct and Ethics
2. Insurance Fokms
o 3. Other
'3; Sample,neys'releasé information containing conference: |
information tb be used by local chapturs pricr to

- their arri9a1°at the conference.

Q . | | . 41
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X State clearly on all forms the dead]ine dates and (iﬂ{

. applicable) late penalties. Also prov1de complete information

concerning where forms are to be mailed. Then mail out the

forms, _
.
Informat1on received from pre-registration.forms snould be

disseminated to: \

1. Hotgl conference personnel/officials \~
2. Fond.services~~estimate number of peop]e.for meals
3.' Printers--number of prOgrnms and other conference
naterials to be printed )
. 4.

Contest and/or worshop chairpeople--the correct

number of participants to complete necessary fina]
planning . .

5. Stape staff

. ' p
Interium Tasks

The major tasks of the conference planner, once responsi-
bilities for conference activities have been coordinated and

assigned, is that of supervision and coordination.

It is of extreme importance to communicate often w1th the'

various- people assigned to insure that a]] details are being

taken care of. »

Exanp1es of these supervision and coordination tasks are:
1.

. 2.

“Developing the general program agenda

Insuring that all awards have been ordered and will
arrive on time. ‘

Provofreading all printing and checking on printing
. deadlines.




. L g
. o
a j 4. Insur1ng that the budget is belng followed by all.
5. Maintaining proper records of all financial deallngs
6. Maintaining a yrltten record of significant conferencel
agreements, changes, deadlines, and respon51b1l1t1es
7. MWriting scriptse

-
’

Conference Progr@m The general program agenda is a g

1cr1tical element of the conference that must be correct Any’
S mistakes will lead to confusion by all. -Thé final printing

should be delayed untll all ‘conference act1vit1es have ‘been

,cheduled according to 1ndiv1duals responsible, time, and loca~-
tlon "Programs for other” functions such as. banquets and recognw-"

4{}/55 §Ess1ons should be‘planned using an agenda format.

Trophies and Awards. ‘The following checklist can be used

when considering trophles‘and awards at the conference:

—

o 1. Determine the number bf trophles awarded for
varlous contests.

. Identify the trophy'suppliers.l
Detennine costs.of trophies.’
Specify the engrav1ng -

Determine special awards to be presented and

N S o N

ﬁdentify the presentor,
6. Print all needed certificatés’for judges, officers, etc.

7. Order frames for certificates,

4
L | Scripts.. . Scripts from conference to conference can remaln
1 .
o N b\slcally the same, Names, of course, will change. but the

*
e-\
S

.
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format is: usual]y the same. A thorough review of allxscr1pt51

LRAPEIPN

is necesséry for each conferénce Once the fina1/§€r1pts are;

e

ready. they should be copiedland sent to the staﬁe officers. ahd
whomever else is 1nvolved so that they can bz/féhearsed f

Degelopment of a- Spec1a1 Guests List.
inviting special gyests is vb ask 1nd1v1duals involved in thé
v L
growth and development of ~Nocational’ eduéat1on This 11st cén

'1nc1ude pol1t1ca1, educaéional, and cdﬁmun1ty leaders. Pergons

to invite include members of the State Board for Vocatlonal’Edu« :
I

rule of thumb ﬁor '

cation, state staff 6f vocatlona] educat1on, state adV1sory‘comm1tw-
tee members, local vocatlonal educatlon adm1n15trators, pdst 1eadér$"
in vocational education, and other youth organ1zation representat1ves.

~ Chamber of Commerce C]ose cooperation with the chamber of

comd@rce is essential for any conference. Chamber representa-
tives can be of valuab]e serv1ce in promoting the conferenqe and
- supplying 1nformat10n about dlnlné facilities, enterta1nment, and
“various tours ava11ab1e “in the city. Ear1y contact with the

chamber of commerce is important.

Special Sessions . — '. | . -

bl

Special sessions refer to genera-l'ses'sions,.workshopc

committee meetings, meal functions, award and recognition ses-

o

- sions, etc, It is 1mportant that the foliowing items be assigned
. to.a responsible person or persons'

1. Identify and ‘itiplement attendance pdlicies ahd pro-

cedures. - o

.
L]

2. Determine the number of people attending and the_

amount of space needed to accommodate that number.
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3. Decide upon special seating arrangements, such_as”
head xaole seating p]an,sspecial guests seating,
otherlseatiné requirenents, etc.
4. Arrange for special goests to hé greeted and escorted
| to the reserved seating area. . Distribute name tags
"~ and program§ to guests. Insure that these guests are
- properly introduced. o |
Scripts. Insure that all scripts have been rehearsed n51ng
_a microphone. Instrpct all presenters on the proper nethod of
sneaking 1nto a m1crophone Check on proper pronunciation of :
Call names. Have available several extra- copies of a]% scripts.) -

Decorat1ons. This is a good onportunity to have local

- chapters get 1nvo1ved 1n conference arrangements. Once a _theme

and format for decoratione such as backdrops, centerp1eces,

posters, etc .y -have been dbt%rm1ned, assign certain responsibilit1es

for a]] chapters.

. \\/ L

Insure that all decorations are received and stored pro-

perly before and after the1r use. Yf hotelepersonnel are to o
N4

set up decorat1ons, arrange .to have the conference chairperson

1n charge of decora*inns 'there to approve the compieted arrange—
ments

0 Lo
9 )

Public Relations. .Collect all information necessary'for

L

'news re1ease: Arrange to hdve a photographer available to take gl‘
both color and black and white’ pictures for news releases.

Black and white p1ctores are required for newspaper pub]icatiod{u

]

Fin
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Equipment. Insure that all equipment is available and

operating properly. Have bn hand extré bulbs, extension cords, -
etc. If spotlights are to be used, 1nform the operators concern1ng

where and when the 11ghts are to pe used If music is to be

L
Y

USed, check the operat1on of a]l equipment .and the volume prior

to the Openmng of the session.

Registration

\.

Dur1ng reglstrat1on, the f0110w1ng areas need to be con-
‘ ”id&?&d | ' |
«{ 1.7 Set up regisxrationfprea with“necessary“regi#tratfon"
" materials suéh as: B | S
a. Signs
. b. Typewriters and Sprlies
¢. Pre-registration forms;~tompleted’fo?ms sent in
by f;e cﬁapter advisons.with the registration

| | information. The forms should be'checked again

to verify all information.

d. Programs

e. Name tags

Lo
’

f. Conference paéket "stuffers", nove]ties;'mapsg
‘ coupons, etc. - L, '
2. Collect necessary m;terials"such as:
a. Names and addresses of .chapter presidents -
b._‘Approﬁriape event manuals and materials

¢. Appropriate nedg release information




¢

3. Obfaih final regfstration 1nformation from chapier
advisors and make all necessary changes |
/ 4. Determine and distribute the correct number of con- .
.ference materialq, packets, programs, etc. ﬂ

i’}

5. Type changes and cokrect1ons on name tags at the

-registration area.

[

If app?icab1e, refund monétary differences in registratidﬂ

fees, accoﬁdiné.%o cohfevence policy. During the ?egiétration

——
-

period, there will undoubtedly be one .or more,chanhes in regis-

‘tration numbers and participants. It is very important to
notify a1l individuals affected by.registration changes such
o . - ) |
1. Meal funétiop personneél
. Evemt chairpersons
ARoom reservationisfs ,
.“ State staff " ' | o '_f
Others n‘ |

(5, B - 7L A A

LN

Post Conference

'y

Post-conference acfivities are just as {mportant as pre~ |
- conferénce activities The fo110wing shou]d be accomp]ished as
| soon as the conference has ¢losed: j /
1. Letters of_thank you B |
Ca. Judyes and assistants
Ab{" Conference chairpersons
. Special guests
d. Host advisors‘ o S B

e. Workshop presenters

O ‘ ) 4 l*’
,. ~ '

N . T
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f. Speakers / )
g. Hotel behébﬁhe} N

h. Chamber of commefée.':_

i. State officers

Jj. Sponsoring associations .

2. -Letters .of congratulation to.

a. Contest winners

" b. New officers -~ ,
3. -Evaluation of conference by contest chairpersons, -
“advisors, students, judges.‘ﬁotel‘peréqhnel, etc. .

4. Critique and make recowmendations for future conferences.

N
R .

) .
v
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. organization which depends on public support

jofficers 1n publicizing their organization to gain community
-and state support for their activities, recognition of members
;achievements, cooperation of parents and concerned others, and

the 1nterest of prospective members.,

2 ) .
_exhibits. dispiays, brochures) through which activities can =

~ be publicized and the proper procedures for making use of them

'zations includes information and suggestions for handling-

SECTION ITI

~ PUBLIC RELATIONS

Good public relations is important to he‘succeSS-of'any

A key responsi-
\
bility of the vocational student organization coordinator is

to assist the state staff, state off;cers, and local chapter

q

//To provide this assistance, the coordinator must be.

familiar with the various media (newspapers, radio, teievision,

The official handbook for the, respective youth organizations

and the assocwated materials provided by the national organi-

pub11c1ty. For examp]e, these materials describe how to plan

3

a public1ty program, how to- write a»news release, do S and

don t's in the presentatien of a radio or ‘television ehow,.

\
ways to get your story published, etc. - ° .

e

An objective of public relations is ‘to provide the general'

public with an awareness of the activities that vocationa]

-

42 o .
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education students are engéggd_ih'to bet@er,themsengs and
their community, state, nation, and world. Thelvocétianal

".stﬁdent organizatidn coo?djnator éhould'inform. create -

awareness énd understanding, and promote a favorable atti-
ftude towards the vocational studept organization.a Ce}tafn
activities include: | -

1. NDevelop aﬁd”maintqin a'booperative working rela-
‘tionship with all VOéatidnal.student organiza-
tions. In an effort to make all of-vocational
education grow*éﬁd prosper, it is impoft&ht'fdf

- all vocational student-organizations to work to-
gether to achievé thfs purpose: Ways of aCc%m-
plishing these goals 9re-to combine efféftg in
community involvemeht~ac£ivities.' Most vocational
student orgéniéétions are involved with tﬁe“
following speéial-cpmmunity projects: )
~ a. FFA -- Building Our American
Cdﬁmunities -
b. DECA -= Cinc.COnéciousﬁéss‘Projééf--_
MDA. N - ‘
c. PBL-FBLA -- Project Awarenes--Free
Enterpr?ke |
d. FHA-HERO ~? Consumer Information
| -Projggts |

e. VICA -- Community Improvement Projects
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It could be ‘the respohsibility.of-ﬁhe vocational
student_orgahiéatibn coordinatdr'to'clbse]y |
review these projects:and'determ}ne ways of_en~
couragihg thé various groups to WOrk ;ogether on
certain pkojects.’ |

conduct-Spécial bromotjonal‘qctiVities during

Vocational Education Week and the nationally

recognized weeks of the réSpeétive'Vbcational
 student Organizatdongi_thjdéIiﬂes'and ideas
fof“thesé pro;oiional weeks are distributed by
the national headquérters of each group; o
~‘6u£1ihihg'Vér}oG§ activit%és.énd préﬁoiionif -
Aéffor;é'to be used. The key to suCcesﬁful |
.prqmotiOn of these weeks is lopg range planhinq,
{ﬁéét media insist on having information in
Tadéance. Ong éhould set up a time eariy 2nough
to_meetlﬁith the governdr of the stéte for a
formal broc]amationﬂa Arrange io have student
representayives available so fhat a picture
-»;dn be taken for further eub1ﬂ¢ify.
Encouraging particibatipn\?yxéll local chapters
is essenfial to conduct a'statew{de promotional
campaign for vocational education. A contest
. or special recognitién'pould be planned to honor

- the ‘Chapter: that accomplished the most effective-

)
¢
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prombtioﬁal_Cambaign for Vocational Education

N\ in their school and community' 3This contest or
special recognition could be fac1l1tated by sample

‘news releases and promot1onal mater1als v -

~ ( ‘\) . ) ks . * ' T o \\» . .:

’ B ; 'bersqnal Contact : - . ' \\\\<

- The personal touch through speeches to community‘groupg}

-

perspnal letters, and assemblies is an extremely effective
.means of reach1ng the pub11c . The vocational student organ1ia-
tion coordinator or students cdﬁ]djspeak before some of the

following, or similar, groups on behalf of vocational education:

4

Public Relations Committee ‘Advisory Committees | LT
Parent- Teachers Assoc1at1on . Veteran Groups | ’777 |
.Facu1ty Meeﬁ1ngs | ' ’ Employment Service - Twi ' | '*  o
Youth.0r9n1zat1ons o | Sggﬁa] Agencies ° | |
School Assembhies ' Hobby Groups ) |
Kiwanis Club ., o Re}igiousféroups |
Managers | ' Administrators
Emp1oyees_ v | | Ropgry Club ~ _
School Bogrd_Members_ . Lions c]QLA. c \
~(if possible) . Parents _ |
Newspaper and Magazine "Business & érofessional
Edftors | o Women's C{ub
*Civitan Club o Co 'Secrekéry of Chamber of -
" Managers of Local Radio Commerce

and Television Stations
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The use of effective exhibits (enarts, graphs, pictures,
student projects, posters, flip charts, and récent publicity

coverage from newspapers and magaz1nes) will g1ve speeches

more appeal and make them more 1nformat1ve

LH

- - Features =~ . o

~.

Good features are alweys nelbome to news neople;. Features
are stories that contain human 1nterest Yangles" on vod&%ipnal
student organization members, their brojects,-and”%heir
jevents; Often.features.inc]nde.photos and do‘not'have tne;.
limitatnons of -hard nens deadﬁines. Usua]]y the ang]e or
basis for the feature is supplled by a person 1nvolved in an
éorgan1zat10n. ‘The newsnersonrwjll follow up by doing the
story and taking the phntogranhs. Editorials, stories by
columnists, and radio/television interviews can be con51dered
. as features if they present Vocational Educat1on s pn1nt of

‘view or involvement in a communlty proaect 0pportun1cies

for' features should not be neglected they must be planned in

advance--usual]y a week or more.
Do not he51tate to ask ed1tors and newscasters for their

adv1ce on how to communlcate the story

ﬁhotographs .. ' ' T

Good photographs'enﬁﬁnce any news story. Many vocattonal &
student organ1zat1on activities lend themselves to a photo-

graph. If there is a newsworthy feature.or news story to

54 \ | o




make available to a news media, itlis always hest to check .
.witg a news contact pérson and find out’if he or she would
Jike to-take a photograph: If the newspaper is understaffed,
ok whatever on1d prevent them from teking the photogrpah,

. arrange to have someone e]se take the picture. However, be

. ¢

carefu] ln this area. Many news people ‘do not like to have
this work dona for -them. o | ) | |
The best news p1ctures “nrtréy actioh, and those sub- |
m1tted should be biack and white, 8" x 10" glessy finish, and
6 "in sharp focus. Never seni a photograph of, péor quality to
a peper. It is better to cal] and say that the photographs | .
that,were token were not ecceptable, or yoo'may take the
picture again.' A]ways tEke at least two éhots of a-setmup,"

and if there are any doubts, take three or four pictures.

If the story’is on a certain persoo or "a sma]] group of peopley

,‘make sure an effort is made,to provide a 5" x 7" head-andj
shoulders shot ot the persoh'ok.persons involvei.
| Always attach a "cutline" (description) to each photo-
graph sent to a newspaper. It should.describe “in_one or two \
sentences what the picture shows and\the names,”titles,”end
affiliation of the subjects. List the people fﬁom left to
right. |
The fo]low1ng are h1nts to provide better photographs
1. Take photographs at a close distance. ‘
2. The secondary subject or-setting should be visible

and in focus. If an award is being made, make sure

it is held prominently and not in an awkward manoer.
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3.0 Try to use lightmcolored objects: DRark colors | !
o lose much of their detail when reproduced in news-

" papers, .

4, Try‘to show action. If someone is'bettihgan-gwgrd,}

that'person should look happy; The person making.
‘§hqrpresen£ation should haod it-to the reoipienx
”"Jﬁ& not simply-pold,it.in front of him or her.
5. The photographerlshould be in charge'of‘taking'the
picture.: He or ‘she should place'toe_peppie ih the
most advontageous 1o¢a§10n and give in§trhctioné .
to the peop]e in the picture.
! 6. Don t put more ‘than three people in a photograph
unless absolutely neceosary.. The fewer peOple in a
p1cture, the better the photograph w111 appear when
used»1n the_newspaper. Group shots are not attractlpé,
' bui if a group shot is’oseog'poSe people'CIOSely
togethér, -‘ . e
7. 1f more thoo one oéwspapér,is_befng-used; change thé
‘ppse and’ switch: the people photog#aph;d 5o the\pic-
. tures will be different. It’ié best to'éhange tho
setting if at a]l‘possible
8. MWhen mailing photographs to a newspaper, szfcertain
to encloseMa piece of cardboard in the envelope to‘v °
precéntwdamage to the picture. Do not write on the

back of a photograph.
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Some Tips for Writing a News Story

N .

Writing a news story-for release to a nemsbaper 1s-not

really as overwhelm?ﬁywas it appears. The following guide-

11nes have been estab]ished to make the preparation of‘Zews

-

-

mEter1als as easy as possible:

° 1.
2.

In the upper left-hand ¢

Before a story is sent, be sure 1t is newswor hy
Type, us1ng double spacing, on 8~1/2" «x. Ik papem

of good qua11ty Do not send carbon cop1es

. Tell what the vocateeﬁ?l student group is and define

. the organ1zat1on a .

Be brief. Use short sentences and paragraphs.

.

'Include all important 1nformat1on. . Tell Who, What,

Why, When, Where, and How-=the most 1mportant 1nfor-
mat1on first and then further details
ﬁ1ve complete informat1on. »Spejl names, titles,

etc ’ correctly G1ve ages, year in schooT, and‘

. background 1nformat10n ,about students, and incliude-

titles of adu]ts and se backgroumd informationt
Qemmer of the story, type

the name of a contact perso , his or her address, .

and the telephone number where that person can be

reaemed. _

Type the release date on the story. FOR IMMEDIATE

RELEASE meapns the editor can use the\story at omce.

That is often all that needs to be wr¥;ten; however,

do still provide the date the release was prepared.

(O
~Z
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9. If the story runs more than one pape, typoaMORE
at f.he bottom of each page-except the last.

lo.w?aecomeuoensona1ly aqquaintedmniih reporteré, editors,l

eto R wh0~ore resoonsib]e fon education re]eases.

See PUBLIC RFLATIONS GUIDE FOR VICA CLUBS for further

information about the various media. ExceIJent exampies of |

news releases are conta1ned in each handbook of the vocationa] ;
student orgon1zatxons. | R | |

{
a H

Television . | S

" : v ' '
Te]ev1sion as an educationa] and pub11c relat1ons medium

is a very effective means for mass commun1cation |

Television time-is cost]y, however, one of the: best; ’
ways to ga1n publicity on a television station is to appear on .
one of its programs of pub]ic interest

wheneven a siation applies for a new Iicense or renews

.~ an old license with ‘the FCC (Federal Communications Commissaon),

they must state the amount of non- commerica] time they have

soheduled' Approach the station with & good so]1d program .
idea that has a great deal of public 1nterest to secure a
port1on of this public sertice time. | |

It is important fo first become acquainted with the station
manager, the public service director, and the news director of
the station. They can be of valuable assistance in providing

such information as the following:

Staging | Lighting
Cameras Camera Lights
Makeup | ‘Script and Cue Devices




20« second spots; thelr needs change, so makeait a p01nt to
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Spot Announcements

A

- Ask the stPt1on how much time can be available. Some-

times the station has a need for more 60 secondVSpots than

(

check the time ava1lable each time a spot is to run.

"Spots" should be restricted to a singTe subject or

area. Make the 1dentity c]ear. Repeat spots 1f necessary /

for emphas1s Prov1de visuals to accompany the audio copy.
‘ Slides must be 35MM mounted in metal frames. For a 20-
second spot, us~ 2 slides; for a 10 second spot, only 1 sl1de

can be used effect1ve1y, for a 60- second spot, b slides can

P

‘be used. Wr1te c§$y ‘as fol]ows

10 seconds T TP ~ 12 words {perhaps 20-30)

20 seconds;~¥--e~f ~~~~~~~~~ ~- 35 words {(perhaps 50) -
60 seconds me=mm===-naun =-+=- 100 words (perhaps 130-140)
‘ Telecasting

Television, being sight ahd sound, will:require -detailed
planning and,expert nelp. When writong'a script, use a single’
idea, a clear format, enthnsiasm, and a clear knowledge of the

subject matter.

4

Cooperation with the producer, directort assistants, floon
managers, technical director, stage crew, cameraman, sound
crews, and engineering crew will be appreciated. All of these
technicians are required to produce one show 1n a small area,

sO it is 1mperative to work as c00perative1y as possible.
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<,

when choosing students for the show, it is advisable

to. choose both boys and g1rls who have good speech, dict1oh,

persona]ity, and appearance. D1scourage over dressing; the

\

-proper att1re (blazers or other uniforms) will make. the right

impression. Small groups work far better together than large

groups. Do not overdo the first program. this approach wi11
\.,
create 1nterest for more 1nformat1on 1n the future

o2

broducing the Télecaﬁst S

PN

in producihg the telecast:

1. Fuhnish,e'mFacts" shoét for introduction purposes.

'(" 2. Proviag a script for eaih-person"fnyo1oedf
' 3. 'Learn the terminology of the media. | <
_4. Write the copy "to fit. v1sua1 materials.
¥ 5. Use visual aids (flannelgraphs, still photographs,

o

movios, slides,_love objects, bulletin board§ﬁ~\

chartnggriphs, mops,'postgrs. exhibits, models.

Check withrthe program‘director. o i

6. Keep prop; and backgrouno simpTe.

'7. Keep the.progrom lively with action.'

8. Use the action technique.  It is far better than
the lengthy, wordy'explanations. o

9. Mount photographs (8; x 10" horizontal) on a solid
backing ingraineo to correspond with the dimensions

( the television screen.

10. Check music with the program director.
a

60

The following QOidelines have been established to assist
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13.

14.

],50

16.

17.

18.

19.

53
Be familiar with -the Subject, and if neceseaéy: use
a prompter.~ Do not use scripts in open view, and
do not memorize the material )
Makg sure all particigants understahd-the hand signals
used to fspéed'it up". or "slow it down",' '
Time thgvproduction as closely as possible; but have
prepéred a closing which may be cut or stretched if

necessary. !

Al ow adequaté rehearsal time as closely as possible

'to telecast time

Remember “"on the air" problems such -‘as:  time lTimita-

* ]

tions, equal time demands, advance planning, and
programming. | o

PubliciZe the television program with some advance

publicity in the newspapers, schodl papersf and

.radio so that an interested audience is provided.

 hKeeo in-mind that the program is for the viewers.

'Check with the station; some statnons prefer that

/

people speak directly to the camera and others do

. not.. Appear relaxed.

\

Do not shake your head, wave your hands, or use any

other nervous mannerisms,

Do not spend timenloo"‘ng ﬁround’for the microphone.‘
so that you can speak direct]y into it; the important
thing is that you speak up loud ana clear so the

microphone will pick you up.

61
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. 20. Remember that the'"live" éameha might have one red .
. | B ‘Tight or two red 1ights; thé newer cameras now have’

‘one red light to indicate they are on.

21. Concentrate,your'attention on those-who are partici-
pating on the show. Act natural, and do not glance
around at the surroundings. A

22. Keep the show running until you are told the show is
e Z _."off the air". ~ As soon as you are certain that you'

| are "off the air", leave immediately to make room

" for the next telecast o
. 23. Do not use onionskin or tissue paper for script
T purposes--it rattles' T

24. Identify who is on the program more than once for

late viewers.

After the Telecast =~ . B ,
Goodw1l] is Vitally important,'and a radio or televi51on
station that gives an organization "eir time" 1ikeS‘to be toid

‘that its efforts are'appreciated.’ Write thank-you letters

promptlyp Radio and television stations particuiiwiy appreciate
awards as ‘well as letters of commendation It would also be a
”goed ideé to have parent&vand business peop]e write to indicate

their reactions to the telecast.

Radio

In spite of the popularity of television, radio is still

an excellent means of public relations. . The number of radios

\

ko2
&S
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used is one f r each edujt and t??ﬁéger in the country.” Many

¢

people still rely upoh radio for their entertainment because.

a radio is so portable and can be found in almost every) com-

mupity. '.' L o ‘\/.n | o | \

Due to many excellent radio, stations 1n operation today

and. the 1mportance of selecting a popu]ar, well recelved sta-

'tlon, the questlon of wh1ch one to use ariaes./vSma11 stations

are usua]ly geared for the local community, but the larger .‘\

statlons dlrect their 1nterests on a state wide ba51s. | o ﬁl

- e "—/' . ¢ . \

Securing Time - | e _§ .

- Whenever a station applies for a new llcense or renews

'an existzng license with the FCC (Federal Commun1cat1ons Com-

« .
miss1on), it must state the amount of non- ~commercial '‘time it

(

will run. ThIS free time can be used at the dlscret1on of the

'program director, public relations director, or some other -

'authorlzed person, for any type qf program that_is not sponsored.

Approach’ the station with a good, eoiid‘program idea that has
a gredt'eeal of public interest."tree'tadioutime can be |
arranged for the followlng ‘ -

Spot Announcements (15-60 seconds) (2 words to the second)

Interviews

News Coverége on Local Newscasts

Panel Discussions

y Public §ervice-Programs (Speeches)
Commerc%é] Sponsors |
Sometimegmcommercial sponsors are willing to include edu-

cational publicity in their reguIar programs.

63
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Broadcasting | R 0

Guidelines that have been established can prove benefictal
“when” broadcastlng & radlo program. The following guidelines \
should be followed to insure a successful broadcast.
| . - S I Present ideas to the program director. " T a

/ |
s | 2. Start out with a{"catchx" program, and keep it

lively right on through to the end. If the intro- — .

~

v . duCtion is ‘boring, aftwistaqf tha wrist on tna dial
‘ will surelyfIOSe‘the audignce.
3.(‘Learn the terminology of the media, and. tailor the
?scripts to their. image before writing the scr1?t
erte for the ear. Use simple, everyday\languagen-
talk to the audlence as if they were\fn1énds Use
double space type, leav1ng adequate marg1ns for write~
in additions. Don t use onlonskln or t1ssue paper'
both "rattie" and make quite a noise over the air
Number each paper of the scrlpt Indicate clearly
dialogue and sound effects by use of underl1n1ng,
‘1ndentat1on, or capital letters. ' ’
4. Remember that a single commentator can become monoto-
- nous. Sound effects, music, etc., to dramatize
efforts cad_be effective. | |
5. Choose students for thz show who have good speech,
diction, personality, andtknowledge of the subject.
It is best to choose both boys and girls to appear on

the program.
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- 6. Identify a11'perticipants mone-th;n‘enpetber program
. - to benefft the 1ate listeners.

%ﬁm\' 7. (Time scripts accordingly: 10 seconds, 25-30 words;

. 20 seconds, 50- 60 words, ‘and. 60 seconds, 150- 165

¢ A=

}

words ‘ ¢

K
|
!
!
!
i .
!

i

L Phne]s and Interviews
K »

o cize the activities of a vocational student organ1zation
The following is a set of gu1de11nes estabﬂished to aid

the vocational student organ1zat1on with p1ann1ng pane]s and

1nterv1ews ' | .
O 1. Se]ect tnose étudentS‘who have good pefsona]i*ies_.

~and are accustomed to work1ng with the pub]ln-
'23“,Provide & program outline for the interviewer and .

the part1c1pants so’ that everyone w1l] be prepaned '

and interesting manner. | o
4. Prepare the scr1pt in tr1p11cate (check with station
'fnr the nn@ber required). The script should be
planned twe\neeks in advance covering questions that
are usually agked by the general public.
‘ A panel discussion offers an excellent opportunity to
include business leaders on your program. In a panel discus-

sion, participants involved will want to know what area of

Panels and interviews .are oth very goods kays to pub]i- .

s \\\\\\“;/, _in advance for the 1nterV1ew | o |
N & ’ , .o ’ i
o 3. Conduct the 1nterv1ew or1pene1 in a caTua1, relaxed s

'
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questioning will be used so they can be prepared ahead of t1me.

Advance notice will g1ve them adequate preparation time°

\ -
' A

Exhibits oot

~s
i

The use of exhibits is another way of 1ett1ng the pub]ic'
~ know what the vocatlonal student organization does and what |
its func§1ons and goa]s are. The effective use of exhibits
Can'bé'the highlight of ah interview, discussion, or show..
The fo]lowing guidelines have been establlshed to serve
- as an ‘aid in developing exh1b1£s' T
1. Use picture compar1sons rather ‘than charts and |
graphs where- gossible. Aud1ences can graSp the
'meaning;éf pictures fasté; than either charfs_or
grabhs. a f‘% R - 'iv-.' i“'h‘ K
2. Avoid comp11cated dlspIays whlch d1scourage people ;
from trying to Figure them»out._ S g |
- 3. Make the disp]ays s1mp]e through the .se of photo- _ °
graphs, co1or, and actldn -
4. Hit the“hrgh]1ghts._ Do not try tOTShow eVery"1iftle
Cdetatl. S
5. 'Do not uéé too many ppbtographs;'this'céusesicgn4
fusion.. The photographs you-do usg should have
meaning Use ﬁhotographs showinﬁ students in action,
proaects accomp11shed, and business persons partici-
pating. ‘ ‘ |
6. Use local advertising clubs, art teachérs;faﬁd graphic

arts groups to help with the exhibitf




7. Use a beokground with good iightino--perhaps .
colored lighting. o | |
8. Secure some hand- out materials to further explain

. o the exh1b1ts. e

9. . Use anxmatlon where pg;s1b1e

{ Lo ’

Copy Preparation for Bul!etin, Brochureé;fBook}ets, Etc.

-, Copy preparatwon for bul]et1ns, brochures, book1ets,,,=
etc , is both time COisumlng and vitally necessary wwthout :
propar p]annlng, the vocat1ona1 student organ1zat1on wi]] not
be " able to produce the top qua11ty materia]s it hopes to use
to pub11c1ze its, organjzat1on and goals. | | )
The fOIIOW1ng gu1delines have been established to assist o ..ﬁ.
'i: - _ the vocational. student organizat1on in the preparation of ef—

‘ “ o

ffect1ve, top- quality bu]let1ns. brochures. booklets, etc.t-

v '”", 1. Determine the audience you ‘want to-reach. ‘
2. Prepare“mail1ng 11sts for distribution of mater1als.
, T8, *Determine the number of copies needed
‘, 4 ‘

. Determ1ne the budget for:
a. - Des1gn '
b; "Photography
c. Artwork _
d. lPrinting (Stocks and Inks, One or More Colors)
e. Distribution Procedures o - "
| 1. By mail--addressing and postage ' | .

2. By hand--stuffing, sealing, stamping
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10.

11.

12.

13.

Hrite the copy

60

Select the subject and identify it clearly.
Outline the message correctly.
Select the -type of prfnted'materia17best suited

to reﬂch.thé redder (brochure, bulletin, booklet,

pamphlet, etc.)vwithin the production'budget.

Make it original.

+

.‘.Capture attentlon with a head11ne or a f1rst

" sentence.

Do not over-write. Keep it 51mple, get to the

v'p01nt, and make it c]ear.'"

Copy must ‘be typed (doub]e spaced and accurate)
before it ‘goes to the prlnter. .Changesdorécorrecﬂ’
tions arebexﬁensive! |

Arrange copy érOund.pigtures~or illustrations.

Id

Pictures or artwork must be simple, dramatic, and
able to deliver & message in themse1ves. For |

photogragps, use only standard 8" X 10" g]sty

pr1nts o X

14,

Check W1th the prlnter to:

a. Select a standard size, if poss1ble, to save

N
~

" costs : o v -,

_‘b.' Determine whether you .can get the effect of a

R .
"color job" by using colored stock and a con-

‘trasting 1nk {_'\‘ %
C. SpeC1fy type for emphasi’s and var1ety in dlsplay

Use under11n1ng capita] letters or 1tal1cs




| for contrast in body type, but use the same

”(“ - fs "fa mlly“ of type throughout fnr'uniformity

" 15. Consu1t two or three prlnters to compare. cost l
eatimates and quality of work. _ ‘

16. Set a dead!ine with the.pxjntgrﬂfgrmdelivery of .the
finished job. Time must bé allowed for typography,
proofreading, préss runs, ahd mailing or othear

distribution®

¢

Additional Ways to Keach the Public

Ir addition to preViousiy;mentioned ways to deve1ob
public relations on the part ox the vocat1onal student organ1-
zation, “he following gu1delanes have been established to

"aid the students in making the public better aware of the
vaocatiohal studenf organization and its -goals and objectiﬁes:
RN Havelstudents distribute'méterials at fugctions
and activities.
2. Allow students to take matericls Lume to parents.
. 3. Hand out materials with speeches and exhibits.
| 4. \Use newsletteys, postefs, printed messages .on bags,
humper sticke}s, etc. -
5.. Use hand-out girmicks such as r%ﬁers, pens, pencils,

etc.

6. lInclude materials in service clubs' monthly mailings.

- T T R
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NORTH DAKOTA CABLE TELEVISION COMPANIES

Area Code ‘)
City and Address | .Phone No.
— Bismarck-Mandan Cable TV | 223-4000
318 E. Broadway | |
Bismarck-Mandan Cable TV - 663-65%5
507 NE First, Mandan ~ |
G-F Cable TV Inc. | '772-55ﬁ9
~ 414 N. Washington \ ]
Grand Forks \ - / :
Cable TV of Minot Inc. o 862-0376 ) . -
1919 SE Second [ L
,//
l/l
/!’
/ '
/

3
G
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( ©* NORTH DAKOTA TELEVISION STATIONS
] L , . -

N
A

o~ . : : | ' Area Code |
. | : . (701) ,
City and Address L : Station Phone No,
Bismarck, BoxxﬁZ}B ‘ KFYR . 223-0900“
Bisma?ck; Box 1617 L | KXMB | 22349497_'
¥ ' Dickinson, Box 1368. . < kIX 226-5133
Fargzp 4500 S. University Ave. - KFME *  232-8921
Fargo, Box 1878 f~ KTHI , 237-5211
‘Fargo, Box 2926 L KXJB  282-0444
Fargo, 207 N. Fiftﬁ Street , WDAY 237-6500
v gging3gork§)~ Devils Lake o WAz 775-2511
‘Minot, Box 1686 | o KVMC | 838-2104
Williston, Box 1287 ) KUMV 875-4311 -

* Grand Forks KGFE-Prairie Public Television Company
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NORTH DAKOTA DAILY NEWSPAPERS -- DATA

"""""
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et /‘I."

\

-

Vi ‘
. 4/ Area Code
Circu- (701) '
City and Zip Code Newspaper lation Issne Days Phone No.
*Bismarck 58501 Bismarck Tribune . 26,987 Daily except l 223-2500
| . X ' Sunday
Devils Lake 58301 Devils Lake Daily 5,760 ./ﬁon. thry - 662-2127
, Journal / Friday
Dickinson 5860] Dickinson Press 7,520 7 Tues. thru. 22581
‘ ' J : Sunsuimorﬂ“T ~
~ Fargo 58102 The Forum 62,436 ~ M&E&S  235-731
Grand Forks 58201 Grand Forks Herald 36,955 Eve. & Sun. 375~4211_" .
Jamestown 58401 Jamestown Sun 9,670 Mon. thru 252-3120
) Saturday
Minot 58701 Minot Daily News 32,555 Daily except 838-3341
. Sunday 3
Valley City 58072 Valley City Times 3,520 Mon. thru 845-0463
: RFcord - .« Friday
S N\ ,
Hahpeton 58075 ‘The Daily News 7,161 Mon. thru 642-8585
Friday, o
Williston 58801 Williston Herald 7,598 Mon. thyru 572-2165
C Friday
S
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Area Code

-Cify and Zip Code. 'Newspaper g;gﬁg; lssué Day§ égg;g'No.'
Adams 58210 @ Standard 584 Thursday 229-3641
Aneta 58212 Aneta Star 464 Friday 229_3641
Ashley 58413 . . Ashley Tribune - 2,120 Tuesday  288-353].
Beach 58621 - '6olden Valley News. 2,040 Thursday 872-4111
Berthold 58718 ~ Berthold Tribune 503 Thursday '_“453f7515“
Bewlah 68523 geulah Beachn - 2,017 Thursday ' 873-438]
Bottineau 88318 Bottineau Cqurant' 4,260 Wednesday 228-2224
Bowpells 58721 Burke County Tribune 1,750 ‘ Wednesday 377-2626
Bowman 58623 " Bowman County 2,300 | Tuesday 523-5234
. Pioneer - , :

Cando 58324 - Towner County Record 2,677 Thursday 968-3223
] Herald )

Carrington 58421 Foster County 2,815 Wednesday 652-3181

Independent ’ '
Carson 58529 Carson Press 806 Thursday 584-2900 .

Casselton 58012 Cass County Reporter 3,746 Thursday +347-4493
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. . Circu- ' (701)
City and Zip Code Newspaperf . lation _Issue Dgys Phone\No;
Cavalier 58220 Cavalier Chronicle 3,100 Thursday | 265-8844
Center 58530 Center Republican 600 Thurstlay .843-7567
Cooperstown- 58245 Gr%ggs County | 1,957 ~ Wednesday 797~33£1'
h .. Sentinel-Courier . 3
Crosby 58730 Divide County 3,550 Wednesday - 965-6088 -
. Journal A
Devils Lake.5§301 | Devils Lake wof1d 1,665 Wednesday 662~2414
Drayton 58225 Drayton Express 975 Thursday 454-3411
Edgeley 58435 | Edgeley Mail 1,332 Thursday 493-2261
Edmore 58330 Harold - 442 Thursday 229-364%
Elgin 58533 Grant County News 1,423 Thursday 584.-2900
Ellendate 58436 Dickey County Leader 2,300 Thursday 349-3222 -
Enderlin 58436 Enderlin Iﬁdependent 1,725 Thursday 437-3131
Fairmount 58030 Fairmount News 395‘ ‘Thursday 242-7696 |
Fessenden 58438 Wells County Free 1,900 Thursday 547-3924
Press ' &
Pinley 58230 Steele County Press 1,520 ‘Wednesday 524-1640
Fordville, 58231 Tri-County Sun 765 Thursday 229-3641
|
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City and Zip Code Néwspaper ?22?38' Issue Dayéf gzgil No.
Fredonia 58440 Die Welt Post und. 1,739 Friday” (402)
. | Der Staats Anzeiger ' 533-7890
Gackle 58442 Pioneer Press .. 1,095 Wednesday 485-3550 .
Garrison 58540 MclLean County 4,077 Thursday 463-2201.‘
: Independent s .
Glen U114n 58631 Glen Ullin Times 750 ‘Thursday . 348-3325
Grafton The Grafton Record 6,150 Saturday & §52~0640l
' ' wednesday . .
Hankinson 58041 Hankinson News 1,400 Thursday 242-7696
Harvey 58341 Harvey Herald 3,709 Thursday 3244646
Hatton 58240 Fg;é %réss | 1,323 Thursday 543-3372
Hazen 58545 Hazen star 2,062 Thursday 748-2255
Hebron 58638 / Hebron Herald 1,330 Wednesday 878-4494-
‘Hettinger 58639  Adams County Record 2,489 Wednesday 5672424
Hillsboro 58045 Hill1sboro Banner 2,450 Thursday 436-4241
Kenmare 58746 Kenmare News 2,150 Wednesday 385-4275
Ki11déer 58640 Killdeer Herald 1,245 Wednesday 764-5312
Kulm 58456 1,150 Thursday 657-2411
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. - . Area Code
o . Cirou- . (""’"r (701)
City and Zip Code Newspaper lation \Issue Days Phore No.
Lakota 58344 Lakota American | 1,385 wedgésday 247-2482
LaMoure gB@SSf 4 LaMoure Chronicle E 1,450 - Thursday 883-5393
Langdon 58249 ~Langdon Republican - '.3,800. " Thursdéy 256-5311
Larimorg 58251 Lar;more,Leader 850 Wednesday - 229-364i
Larimore 58251 The Larimore Pioneer 1,142 Thursday 343-2464
Lidgerwood 58053 Lidgerwood Monitor 1,345 Thursday 538?4363
Linton 58552 Emmons County Record 3,717 . Wednesday 254-4537
Lisbon 58054 Ransom County 4,000: Thursday ~ - 683-4128
o Gazette o - '
‘Litchv111é 58461 Litchville Bu11et{n 1,800 Wednesday 762-426§
Mandan 58554 “Mandan News 12,535 Sunday . 663-6823
Marmarth 58643 Slope Mc.senger 1,005 Wednesday 579-4530
Mayville 58257 Traill County 2,712 Wednesday 786-3281
| Tribune ' .
McClusky 58463 McClusky Gazette 1,565 Wednesday 363-2492
Medofa.58645 Billings County 800 Thursday 872-4111
_ Pioneer '
Michigan 58259 Nelson County-Arena’ 930 Friday 229-3641.
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Tee—  Area Code
| . Cireu- e (701) :
'j‘City and Zip Code Newspaper 1q§ion Issue.Days ~ ~~—Phone No.

| Milnor 58060 The Teller 2,380 Mednesday - 827-9472"
;} ﬁinpewaukan 58351 Benson County 3,836 Thursday _473?5436 :
- Farmers Press ' )
8 Moho11 58761 Renville County 1,801 Wednesday ' 756-6363-
k ' Farmer /
Mott 58646 Mott Pioneer Press 1,500 Wednesday 824-29%512
Napoleon 58561 Napoleon Homestead 2,597 " Wednesday 754-2212
New England 58647 Hettinger County 1,060 Wednesday 579-4530
| o ‘Herald —— -
8 New Rockford New Rockford 2,300 Wednesday 947-2417
. 58356 Transcript .
§ New Salem.58563 New Salem Journal 1,432 Wednesday '_843-7567
New Town 58763 New Town News ' 1,294 —-Thursday 627-4829
dl Northwood 58267 The Gleaner, The 3,546 Thursday 587-7741
k McVille Journal
R Oakes 58474 Oakes Times 1,750 Thursday 742-236]
| Park River §8270 Walsh County Press 3,000 ‘Wednesday 284-6333
Parshall 58770 Mountrail County 1,080 - Wednesday 862-3515
. : Record . -
Pembina 58271  Pembina New Era 930 Tuesday ‘' 229-364
1
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| | | Circu- - (701)
City and Zip Code Newspaper lation Issue Days Phone No.
a58367—_____Tirtle Mountain Star 3,788 Thursday 477-3182 °
'Rugﬁy 58368 Pierce‘E6;;;5ﬁf??ﬁﬁﬁ@‘“‘376¥5;&;\\\ﬂggﬂggday . 176-5252
Selfridge‘58568 Selfridge Journal ‘683 ThuksJ;;M\N ”122551513~-
Stanley 58784 /Mountrai1 County 2,650' Wednesday 628?2333
. o Promoter\ - ‘
Steele 58482 Steele Ozone Press 1,818 Wednesday 475-2513
‘Tioga 58852 Tioga Tribune 2,100 Wednesday 664-2222
.Townér 58788 ‘Mouse River Farmers 2,100 ThUréda& 537-5610
s . Press ' ‘
Tyrtle Lake :85}5 . McLean County Journal 1,456 Thursday 448-2649
nderwood 58576 Underwood News 1,100 Thursday 442-5535
Velva 58790 McHenry County 2,300 Thursday 338-4211
‘ Journal ‘Register. | S . "
‘Nalhalla 58282 Walhalla Mountaféber 1,700 Tuesday 549~25801-
Washburn 58577 Washburn Leader 1,648 Thursémy 462-3561 - -
Watford City = McKenzie County 2,400 Thursday 842-2351
58854 Farmer : =
:hgst Fargs 58078 West Fargo Pioneer 2,725 Nednesday 282.2443
- | |
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Aféa Code

, : . : Circu- ' (701)
City and Zip Code Newspaper lation Issue Days Phone No.f
Westhope 58793 Westhope Standard 1,401 Thursday 245-6461
Williston 58801 Williston Plains 3,967 ﬁeﬁnesday 572-6311
h Reporter ', n .
i1ton 58579 Wilton News 1,125 Thursday 462-3561
Wishek 58479 Wishek Star 1,465 Thursday 452-2331
Wyndmere 58081 Wyndmere Missile | -Nhiﬁ“”i““Thursday: ” . 439-222)
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NORTH DAKOTA RADIO STATIONS

~ Area C0dé4;

City ami”Address étakfoﬁ” é;g;g No.
Belcourt, Box 190 . KEYA (FM) 4775686
Bismarck, Box 1377 ; KBOW 663-6411
Bismarck, Box 1233 KBMR 255-1234
Bismarck, Box 1738 .kFYR 2?3-0900>
o Bismarck, Box 1233 QDY (FM) 255-1234
Carriﬁgton, 859 Main Street  KDAK - 652-3152
Devils Lake, Box 190 KDLR 622-2161
Dickinson, Box 1368 KDIX 225-5133
Fargo, NDSU KDSU (FM) 237-8321
Fargo, 405 S. Seventh. Street KFGO 237-5245
Fargo, Box 2983 , KQUB 236-7900
Fargo, 207 N. Fifth Street - WDAY 237-6500
Grafton, Box 312 KXPO 3520431
Grand Forks, UND KFaM 777-2577
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Area Code

| ~ R (701) -

- City and Address _Station - _Phone No.
Grand Forks, Box 997 KKYL 72556575t
Grand Forks, Box 1638 KNOX 77554611, ‘
Hetyinger, Box 151 KNDC 567-2421
Jamestown, Box 1170 ) KEYJ 262-2160
Jamestown, Box 600 KSJ8B 252-3570
Jamestown, Box 600, - | KSJIM 252-3570
Langdon ‘§ ' KNpK 256-2]4§
Mayville, Box 29 ' KMAV 786-2706
Minot, Box 1686 kcop . 8380361
Minot, Box 1210 KHRT 838-5111"

" Minot, Box 10 . KLPM © 852-0145
Minot, Box 1118 KMOT 8524101
Minot, Box 637 KTYN 838-02"1
Oakes, Box 411 KDDR 242-2187
Rugby, Box 31 KGCA 776-5254
Tioga, Box 456 l KTGO 664-3322

Valley City, Box 1146 KOV C 845-1490 - -
Williston, Box 1367 KEYZ 572-3911
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SECTION 1V
LEADERSHIP DEVELOPMENT

The vocational student nrganization coordinator may

assis+ in the traininy of state officers in the planningg
deve1op1na, anﬂ carrying out of all act1V1ties and administra~ '
cive detaias'for the respective student organ1zat10ns state

officer workshops. The coordinator ¢hou1d prepare a comp031te

“calenddr for all student groups showing the year's activities,

The coordinator should supervwse, train, and coordinate the
respective s*ate offwcbrs by assisting them in carrying out
their program of work. o

Mogt of the vpcational student organi;ations'have'offfcer
and student handbooks that'éonﬁain literature on characteristics.
of a good Teader and the duties and resgonsibilities of each
officer and member of an organizatign. The intent of this

Y
section is not to duplicate these materials. Rather, certain

activities and materfals are included thch ar. appropriate o

for all orgarnizations. These materials should be dissemwnated
and discussed at leadership training sessions. These handbooksl
geﬁeralkg wili 1nc1ude information about 'pianhing meeting
agenvas and pa%11amentary procedures The FFA and DECA hand-
books contain very good 1nformation on these two ‘areas as we]l
as social communication and leﬁder>n1p skills.

« gy

¢

BT T




‘ o
I

f' EL/ | ‘ | | 75

The cbjectives of an officer training workshbp should

\ »

provide the partizipants with: . A
v i. The :eadership strategies that~the participaht
) | can utilize in the operation of the up-coming year,. '1

2. A usable knowledge of pan1t@mentafy pﬁocedﬁres. to
make the state officer meetings operate smoothly and
accomplish objectives.

B - 3. An undarstanding of the importance of numan relatiors

and how vital it is. ‘ ' ¢

4.. Basic  public speaking fundamentals to make Speeches

to civic groups, etc., efféctively.
5. The understanding of the importance of operating the

state association activities by a yearly program.of'
’ N .

work.

Program of Work

s

A program of work is a set of selected activities designedt
to attain desired objectives which relate to student drganizan |
tion goals conducted'over a\definite time perioh. A system |
designed to help students achieve theséaobjentive{\is the manég;x\ "
ment by objectives (ﬂBO) approach to ppanning, exeéﬁtin , and "\

, evaluating a program of work which c@dtributes to the»géa1s of

*the vocational stddéntworganization program. The emphqsis is

on: h : ; - \
1. Where the orgagization is gofng.
i 2. tht is to be accomplished.
3. When it is to be accompliished by,
4. How the organization plans to accomplish its

objectives (3>g., activities)
Q , ' . 8 (:f \\‘\
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5, WhO‘is.responéib1e. )

6. MWhat resources are necessary.
A How progress will be monztored,

8. How results will be evaTuated and cgmmunicated

The fo]]owing is a descr1ption of how to 1mp1ement an MBO
system at a leadersh1p workshop N

X
1. The-management by objegtives system is explained to

| \\part{cipants. ' S | 3
2. The vocational student organization coordinatdf, along
Lo ﬁ " with selected past offlcers, condUcts a leadership
| training conference covering the fo]iowinq itemS'
.\\ a. Stu@y past purposes (mission statements),
\ - . goals, objectives, activities, budgets, and
management philosophy.
" b. Study\the presént envdronmeét-—internal aﬁd'
external--in which the organization will operate.

C. Study various 1eadersh1p ahd group membev sk11Ls.'

d. Learn the duties of officers and comm1ttee chair~ o

*

_ people. o e S

e. Become tréjped inall asgects-df MBO.

f.‘ peye1§n\?‘mytua11y agreeable statement on bﬁggqii?
zation purposes: ' |

gl Develop a mutually“aéreeabie statement on how the
organiiation is goine to opepate-ja managémenir

v philosophy. !

3. Student Teaders formulate goals and ofjectives

\
1
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. |
a, Officers and committee memb#rs formulate organi-

L

zation goals. They obtain ﬂnput from the advisor,

past officers, members, staﬁ@ advisors, and

possibly the State Advisoryaﬁommittee. A1l goals
must relate to the purpose. | I -1
b. Officers define their job fungtions--key responsi-
bility areas--and 1dentify pegformance obaect1ves !
for each qrea, Each objective must be priority |
ranked, bé méasurab1e, and desdribé what 15/QOing
to be accomplished and b; when. The officers'are
to submit in writing to the vo;atfona] student
-lorganization coordinator theif objéctives and pro-
gréms of action for each re;pons1b111ty/area
They should set target dates, costs béﬁgets), and
results expected. . lr_- / |
.- The vocational student organization coorh1nator and
student leaders meet to reV1 W, negot1ate, and agree
on goals, objectives, pr1d¢:iy.nank1ngs, activ1t1est
tgrget dates, methods o?'measurfng, and budget.
Periodic reV1ews-~progress charts~~shou1d be he1d
betweén the student leaders qnd 'the vocaf1ona1 student
. Opganization coordinator in order‘to:

d%scqgé with and appraise the cqgrdipafor of

efféétiveness of plans and methods being used to e
meet'bbjec}ives, | "

b.  Enable student 1eaders te 1ea::ﬂwheré they stand

in relation to target dates. A | ' )

N /,A
¢. Review the budget. o
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d. Identify: inservice tralning needs of students.
i e¢. Obtain new input' for possib1y redef1n1ng some

objectives and discard1ng others which &re inap-

‘propr1ate

6. Performance reviews will be written at the end of the

ear. T}e student leaders and coordinator would nrite
’bnief report on each obaective The report should

4

specify the re§u1ts, reasons ‘for accomp11shment or
lack thereof methods, potent1a] of programs, recom-

N M
mendat1ons for next year, and review of the budget 4

The\fealow1ng forms and list of action verbs are necessary components .

of ‘the MBO system It 1s recommended that these mater1a1s be expiained to

bhe students v1a transparenc1es A gﬁbup pnact1ce and discuss1on sess1on

1nvo1v1ng the wr1t1ng of several: obJect1Ves would a351st students in better

understand1ng the system. -

4 Management by ObJect1ves~-A Chapter Management

System for Vocational Student Organizations. Graphic Communi~-
cations, Staples, Minnésota. o .

U T T

A




OBJECTIVE(S)

(To/Actlon Verb/Resu]ts/$Cost/T1me/Who is Responsib]e)

'STUDENT PLANNING WORKSHOP (

otudent Name:

-

: | s | o COMPLETION
ACTIVITY STAFFING RESOURCES NEEDED COORDINATION EVALUATION ('DATE '
(Steps in com- (Who is (What materials, | (From whom is | (How will (By what date

pleting..the objec-
tive)

responsible?
Who does it?)

/

suypplies, equip-

ment, et¢. are
needed? .
How much will it

cost?)

permission or

cooperation

‘asked?)

progress be
evaluated?)

does the step
have to be
completed?)

659
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STUDENT PLANNING WORKSHOP

OBJECTIVE(S) - P ° . :
- (To/Action Verb/Results/$Cost/Time/Who is Responsible) Student Nare:
, | COMPLETION
ACTIVITY . STAFFING | . RESOURCES NEEDED | - COORDINATION EVALUATION DATE
/
/ /
SN
\ N
N
91
-~
o)
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to
to

to
to
to
1o

to

to
to
to
to

to
to
to
to
to
to
to
to

“Action Vgrbs
define |
re?ognize
develop -
idantify \
know w
prepare -
explain
demonstrate by example ,
see imp]ications,_effects
and consequences |
indicate),_~ |
apply
employ
use
relate
analyze
categorize J ”
choose
discover
select
create
propose

integrate

plan Ty

-

to
to
“ to
to
to
to
to

to

to

to‘

to
to
to
to

’ to
to
to
to
to
to
to
to
to

to

design

fdﬁmu1ate
perceive .
organize
compile
incorporate
visualize
assess

(2

judge

\

comp.arfe:': ™
éppra%ses i |
decide‘
deyermine
announce
ciriilate
9oi1eét,
record

secure

sell 'o

submit

teéch

tell

traip

approve
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~ This section of the manual will contain informatiom on
activi;{és that co.ld take place at a leadership training‘workf
shop for officers and/or members. | |

1. dﬁfentation of-workshop and exblahation of the voca-
tional student.organization (what can it do for yéu?}.\
2. The"importance and the role of officers in an orgadim-

~ zation.

‘Developing a program of work in an organization.

What is leadership--types of leaders.

Followship roles--the art of tistenjné.

Sr N S W

Committees and how they_function~-resbonsibilities of
committee members. | o " |
7. ‘Parliamentary prééedures.

8. ConstitUtion; bylaws, and policies'

9. Conference p1ann1ng and participatiocn.
10 #’Pub]1c speak1ng and communlcat1on~um1crophone speaking
i]. Phb]xcaty and public. relat1ons ™

'/12. Group dynqm1cs aqd group mot1vation.. L

t

/“, Suggegtég Activities for Leadership Development: Workshop

The following types of activities can be ‘included in leader-
ship development wdﬁkshops to obtain participation and involvement

1. Icebreakers. Icebréakers are designed to be used at the

beginnfng of a session to break the barrier of uncertainty and

relax the students. .

2. Decision Making. Decision making includes exerdises

designed at giving the students. an opportunity to work together in
making decisions\affecting'the group and themselves.

.83
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3. Communications. Commupnications stress the importance

"of effective oral and written communications.

4. Leader Follower Competencies are directed toward

building leadership sk1|ls whi]e stressing the point that a
Teader must also be able to accept responsibility from someone
else and thus be a follower. |

5. Group Cooperation and Prob]em Solving act1v1t1es are

done to expose students to situations where group consensus is
cruc1a1 and students are requ1red to g1ve and take for the

oetterment of the group.

6. Mind Probers 1s the sect1on des1gnated for use in

Taading dascu551on after the exerﬁises have been completed.sl

. . Icebreakers

&

. This is a good'openfng event in a workshop. It serves well

" as an icebreaker, providing a non~threatening activity which is

usually noisy and fun. Members also obtain-an initial acquadin-

[

tance with one another's style of group participation.
1. Groups of 10-12 participants should be seated around

tables. Place a. box of Tinker Toys or Building Logs~

./~ on'each table.

13

2. Ask the group to work together to create a symbol ot
their‘expectationS'for the workshop. Ask “what‘is”?t
you want and hope to get out of it?"

L

[

<

By ) ! / coa L

‘Clndy J. Saulness and Rebecca H. Strydesky, Leadership

Development and Officer Training Handbook, (Reston, Virginia:
D DECA Related Materials Service, 1976), pp. 23-63.

94
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3. Allow about 30 minutes. ﬁhenéali groups ha;e finished =
~ask eaéhhtp givé an\ihterSFétaf{bn 6fw1t§ symboT* with'
the other groups gathered around for a close ldof?;,: 

_é. Ask phrt{cipant5\£3$fiké“their~sa§j§\gggjn and dis¢u§§

. how they worked together on the task.: This may'be’theif
introduction to process discussion,:

o

Communication

' The goal of this activity is to have participants interpret
fheipurposes of the vocational studen; organization énd_descrfbe" K

’

the functions and'agtiVities ofthg'organization*iq.yariods ‘
situation§ in an impromptu (exﬁbmporo:eous) ménner.' |
| 1. Give an siiuation case to a participant either ora11y

" or written. " | _ |
2. Do not provide the‘partici;ant prepération or rehearsal
time, as she or he §hohld respond immediately in an
impromptu.manner; : o f ‘ )
3. Provide the pa(tic{ﬁaﬁt 3 to 5 minutes to respond to the

situation as.pregented to him or her.

4, Discuss the participants response.

Situation Handling Simulation

¢
»

Situation 1: You are seated at a meeting of school

administrators, teachers, and students. uThé topic of school

organizations has come up and.the following conversatign takes

<

-

place: S
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'

< : ' o
’ ‘

Teacher A: The only problem with the student organizations at

our school is that some students have to miss class

due to some activity connected with the organization. |

. ) L . . L '>
Administra-~

tor A: - You are right, Teacher A. We must set some gutde11nes

whwch will prevent the extra curricular act1v1t1es

from 1nterfering with classroom 1nstruct1on ‘
P?ob]emﬁ _ You are called on to spea& on behalf of your vocat1onal
| student organization. ‘ ‘///

N

" Situation 2: You are eating lunch ané begin tafking to a

student sitting next tq‘you You have never met the stodent

bpefore. The conversatlon gets rolling and the fo]low1ng takes
o 3

.Pnaue:-. | .J //
Stuaent: - What courses are yoyltakﬁng? .
You: (Vocational course) . B
Student:  What is that?‘ |
Problem: what is your response to the students quest1on? ' }”

81tuat1on 3 You dre wear1ng your vocat1ona1 student -

9rgan1zataon attire and someone stops you and asks what the emb]em-

means. N o

Problem:-  What is your answer?’ : ‘

Situation 4: VYou happen to be dsked to speak to a service
organization about your student vocationaliorganitagion.

Prob]em: What is your response? - . ‘

96
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Situation 5: You are speaking at a different school than
your own to a group of students in your organization. You were
asced to speak to the group about your organization by the advisor

at that school. One of the students asks, "Why should I join?

[ am really busy and I don't think its worth the membership fee
QJ y n

and national dues. What do 1 get out of it?

Problem: How do you handle this situation?

Situation 6: You are speaking to members of a chapter

about, various chapter activities and one member states, how can

v2 go to the conferences when our chapter doesn't have any money

in its treasury?

Probiem: What is your response?
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Leader-Follower Competencies

The goal of this activity is to have the participants
solve a problem by helping a group analyze, interpret, and
evaluate facts and information in a ¢given situation.

1. Cases can be used individually at various times through-

out the session or as a block at one time.

2. Pass out a cupy(s) to be used to each participant.

3. Each individual reads the case, and as a group the

participants answer the questions regarding the case.

4. Then the entire session discusses the elements of the

case with the lTeader asking selected groups to express
their opinions.

Case 1: Pete Majka is a vocational student at Widdel High
School and is a senior. Last October, he was elected to the office
of vice president of his local vocational student organization
chapter. As vice president, he works with five other chapter
officers including Mike Stechmann, the chapter president.

Having att-irded a state held officers training conference,
Pete feels he is highly qualified for his office of chapter
vice president. He presents a good personal appearance, thinks
well, and works hard. He has a pleasant personality and always
gets along with his friends.

Pete is also ambitious and wants to get ahead fast. Last

October, he had hoped to be elected president of his local




chapter.  He 15 now disappointed with nis job as vice president
because he feels it has no potential. After a state workshop,
Pete thinks about his office of vice president. He thinks the
pther chapter officers at Widdel High are unqualified for
oftice and they lack drive and ambiticn. He feels Mike Stechmann
s a mediocre individual who has somehow been lucky in being
clected chapter president. After much thought, Pete decided on
his plan. He wiil avoid work on chapier activities except speaking
before professionasl, service, and business organizations. He
w11 speak at all the Chapter and state meetings wherever possible.
This tactic will give him the exposure and speaking experience
he n2eds to become a state officer candidate.

Ca.e 2: Norm Kensrud has always been a natural leader.
In school, he has alweys given advice and direction to his friends
and cltassmates. About a year agoe, Norm suddenly realized he
could get nhis friends to do almost anything he wanted. Since
then, he has become myre dominate. Norm is president of his
chapter of Mattson High School. This is his third nonth in office
and he has learned hi1s duties quickly. WNorm has now started
giving directions to the other chapter officers, but it seems
they are not{ doing what Norm says, though he knows the directions
are right.

Case 3: Susan Scott and Renee Resnow hecame members of the

local chapter at Wilcox High School. They were both in the high

school division, but in different chapters which had different




caapter officers.  Both were elected president of their local
¢hapters.  They made a practice of having lunch together and
were always together during their free time. Susan and Renee
were clnse friends,
several months after meeting and talking during lunch, Renee
sard she was yoing to drop out of the chapter and give up her
oftice. Susan, on the otner hand, said she was very happy being
a member of the chapter and was not going to drop out. After
a long discussion, Susan decided that Renee's reasons for wanting
‘0o drop out of her own chapter were as follows:
1. Renee was fed up with all the emphasis on human relations
and leadership development. Renee felt her habits
and mannerisms were her own business. She didn't like
being counseled on the "right" and "wrong" way to work

with people. ’

g

Renee felt she was being pressured by the other Chapfeﬁ

ofticers to chénge her personality. Why weren't the |

of fFicers happy with her the way she was. If the other

officers and chapter members didn't like her personality,

why had they elected her president in the first place.
Case 4: Bob Schwab has been appointed to a state office

of a North Dakota vocational student organization and has been

given the authority and responsibility of the office of State

roeporter. Bob attended the state officers training conference

and has been a state officer for six months. Recently, the

i)
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v tate president, Marla Heath, has asked Bob to take over the
duties of state historian as well as the duties of state reporter.
| Three months passed and Bob noticed that the State Conference
was just ahead. He had planned to start on the State Scrapbook

two months ago, but he couldn't decide on how to organize it.

Atthough he has reviewed $tate scrapbooks from past years, he
does not fegl he has enough information to Tay out the scrapbook
intelligently, so has not done so. Various chapter meetings are
taking place and Bob has already had requests for showing the
state scrapbook, that he hasn't even started.

Bob, quite worried about his scrapbook problem, talks to
G>il, the North Dakota State secretary. Bob says, "I don't
know why the State advisor doesn't teil us what to put into this
scrapbook, and how to organize it. This scrapbook problem has
me s0 shook up my stomach hurts. The same thing happened this
winter with the news articles. By the time I got the articles

into a usable and interesting format, the submittal deadline

for articles for the magazine had already passed.”




a. Identify the true problem.

e e e -—

b. What are the important facts to be considered in this problem.

c. List several possible solutions (from every point of view).

d. Evaluate the posuible results of each solution.

e. Which solution do you recommend? Why?

19
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Systematic Buzz Phrase

The goal of this activity is to have the participants
appreciate the pressures and requirements placed cn a leader
or officer as evidenced by the ability to think quickly and
respond clearly and logically when presented new or unusual
information or situations.

1. Have participant think of a three-digit number.

2. The leader should then select the corresponding
buzz word from each column. For instance, number 257
produces systematized logistical projection, a phrase
that can be dropped into virtually any report with
the ring of expertise and knowledgeable authority.

3. Write the three-word phrase on the chalkboard or easel
for the participant to observe.

4. The participant should immediately define or describe
the selected three-word phrase as clearly and logically
as he or she can relating it to anyone or anything in
the manner he or she desires. NOTE: The participants

never see the list of buzz words.

Column 1 Column 2 Column 3

0. integrated 0. management 0. options

1. total 1. organizational 1. flexibility
J. systematized 2. monitored 2. capability
3. parallel 3. vreciprocal 3. mobi1ity.
4. functional 4. digital 4. programming
5. responsive 5. logistical 5. concept

6. optional 6. transitional 6. time-phrase
7. synchronized 7. incremental 7. projection
8. compatible 8. third-generation 8. hardware

9. balanced 9., policy 9. contingency

193
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en_Questions
The goal of this activity is to have participants appraise
“and decide for what roles or responsibilities fellow group members
are best suited.
1. Introduce the exercise by making a few comments on the

need to become more aware of how the members of the

group are beginning to perceive one another.

2. MWrite the Ten Questions on a chalkboard, putting them

in viewofall participants.

3. Ask the participants to choose members from their group
for the ten questions, writing down thair choices.

4. While the participants are writing down their answers,
post ten sheets, one for each question, around the

room. Label them "Boss", "Important Missions", etc.

5. As particpants finish, ask each to enter her or his
choices on the posted sheets, listing first their own
name, then drawing an arrow from left to right ¢ d
listing the name of their choice.

6. Allow time for everyone to look at the sheets to see
where his or her own name appears and the patterns that
develop for others in the group.

7. Through an open discussion, analyze the information,

using the following quesitons:

a. What are the bases for certain choices?

b. Why do some names show up more on one 1ist than

others?
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c. Why are some people not chosen at all?

d. Do any mutual choices appear?

e. Is there any attraction of opposites? Of like-minded?

f. How does ones profile in this exercise compare to

the way he or she has been perceived back home, or

in the group s» far?




-

Ten _Juest

WHOM WOULD YOU CHOOSE IN THIS GROUP

1.

‘)
[4

10.

96

ions

-------

for a boss,

to

to

to
to
to
to

to

send on ar important mission.

2.

discuss & new idea with.

a buddy for recreation. |

ask for help if you were in serious trouble.

be maroconed with on a tropical island.

escort your spouse across the country.

fulfill your responsibilities in your absence.
help you plan a farewell party for a good friend.

notify and convey information to your family regarding

yourseif in a situation where you are unable to do so.
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The Numbers Gaie

IThe goal of this activity is to have participants demonstrate

the importance of giving complete and accurate instructions.

1.

Divide the group into four, eight, or twelve groups of
six to eight members in each group. (multiples of four)
Expidain to groups in general that they will be given a
piece of paper shortly with 60 numbers on it. At this
time, you, as leader, will give the groups individual
instructions on what to do with the paper.

Each group will be given instructions individually from
the leader. Starting with group(s) one.

Group 1. Tell them merely that they are to start with
number one and draw lines to connect *he other consecutive
numbers. When the leader calls time, circie the number
reached.

Group 2. Same instructions as above, but in addition,

tell them that there is a logical or rational basis on
which these numbers are distributed on the page.

Group 3. Same as for groups one and two, but in addition,

tell them that the distribution on the page is based on

an odd-even relationship.

Group 4. Tell them everything you have told the other
éroups and that the numbers are distributed by quadrants
on the paper with the odd numbers on the right. Also,
that the numbers alternate from top to bottom in multiples

of six.

[ay
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Hand out the number sheets to each group.

Instruct them to begin and that they have two minutes
to complete the assigrment.

At the end of two minutes, call time and instruct the
groups to circle the number they reached.

Ask all the groups in order (ones first) to share with
the group how far they had reached.

The groups should show improvement as the better
instructional job was done.

Discuss with the group how the instructions were presented
and the reasons why some groups progressed farther than
others.

Discussion on importance of giving complete, concise and

clear instructions the first time should follow.

1ng
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The Johnny Ruccg Problem

The goal of this activity is to have participants reach

« group consensus in a given situation, demonstrating acceptance

of all members views and opinions.

1. Prior to this exercise, select an individual to
be the associate and brief him or her on the activity.
The remainder of the group sho"ld be unaware that
this contact was made.

/. Pass out the case problem as scheduled. Only one
group should have an associate. Otherwise, the
intent will become obvious and ruin the exercise.

3. Instruct the group in the beginning that this 1is
an exercise in group consensus and that the decision
of the groups must be unanimous. The exercise
will be complete when all members of the group
agree.

4. Pass out the case and let the activity run. Watch
the reactions from the members in the group with
the associate. Do they become bitter? hostile?
frustrated?

h. Lead into-discussion when it becomes obvious to all
that one group is never geing to reach consensus.

Start by asking the associate how ke or she felt.
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The Johnny Rucco Problem -- (Summary drawn from his personnel folder)

Johnny is a younyg man with a grim personal backgrourd. He
is the third child in a family of seven. In one talk with the
company counselor, he said, "That blankety blankety foreman fis
just like my old man." It was later learned that he had not
seen his father for many years. In those days, his father used
to come home drunk and beat up every member of the family. "We
all ran when that SOB staggered through the front door.”

Mother, according to Johnny, wacn't much better. She was
irritable and unhappy and she always predicted Johnny would come
to no good. Yet, she worked when her health allowed her to do
so in order to keep the family in food and clothing. She often
asescribed the fact that she was "not able to be the kind of
mother she would like to be."

Johnny quit school in the seventh grade. That was six years
ago. He had great difficulty in conforming to the school roufine,
misbehaving often, acting as a traunt quite frequently and
engaging in numerous fights with schoolmates. On several occa-
sions he was picked up by the police and along with a group of
his shady companions questioned further during a number.of
investigations into cases of both petty and grand larceny. The
police predicted he would soon be a delinquent with a record.

The juvenile officer of the court saw in Johnny some good
qualities that no one else seemed to sense. This man, a Mr.,
0O'Brien, took it upon himself to sort of act as a "big brother"”

to Johnny. He had several long conversations with Johnny during
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which he managed to penetrate to some degree the youths defensive
shell. He represents to Johnny the first person totakea personel
interest in his life.

Now, at 19, Johnny is a stock clerk in a large local indus-
try where you are also employed as a section head. On the whole,
Johnny's work performance has been acceptable, but there have
been glaring exceptions. One involved a rather clear act of
insubordination but on an unimportant matter. (Refusal to take
material to an employee whom he felt had been giving him a rough
time.) In another case, Johnny w~s accused on circumstantial
grounds, of destroying some equipment. Though the investigation
is still open, it now appears that the destruction was accidental
rather than deliberate. He is late a couple of times a month.

He was AWOL for two dcys following the blow-up with his supervisor
over his insubordination. Mr.0'Brien talked him into coming back.
Johnny's boss wants to keep Johnny on for at least a trial

period, but he wants your advise as to the best way of helping
him grow into gréater responsibility. The company counselor
also feels he has possibilities. Of course, much depends on

how Johnny behaves in the next few mo~ths. Naturally his super-
visor must follow personnel policies which are accepted in the
company as a whole. It is important to note that Johnny is not
an attractive young man. He is rather weak and sick]y;and shows
the unmistakable signs of long years of social and physical

neglect.

11
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In the role of the section head turned to by the supervisor
for advice, what will you suggest? Which of the seven courses
of action stated under "Alternatives" will you recommend? (NOTE:
You may not create new choices or combine or change the alter-
natives suggested. You must choose one of the seven and reach

a unanimous decision within your group.)

ALTERNATIVES
(Choose One)

1. Give Johnny alot more friendly attention. Let him
know he can count on your backing. Protect him
closely. Overlook his misbehavior.

2. Give Johnny understanding treatment of both his
personal and his family difficulties. Get help
from the counseling office. Use this diagnosis as
a guide to help you work out a program for Johnny.

3. HelpJdohnny'smother to set up a more wholesome family
iife.

4. Give Johnny impersonal attention and an orderly
routine so that he can learn to stand on his own
feet.

5. Give Johnny a well-organized ¢ hedule of daily
activities with immediate and nnpleasant consequences
for breaking rules.

6. Provide strict control over Johnny's activities on
the job. Discipline him immediately for misbehavior

50 that he will learn adult standards for behavior.

hey
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7. Create strict and strong controls over every aspect

of his 1ife with severe punishment for misbehavior.

Instructions toAssociate

In a Tittle while, I will distribute the "Johnny Rucco
Problem" for the group to discuss in small groups. Ycu are asked
to be a hidden associate with instructions the rest of the group
doosn't know about. What we will try to show is that when there
is a conflict in a group the productivity of the group is higher!

Here is what I would 1ike to have you do in tHe Johnny
“ucco Problem. The problem was written to have\Choice #2 as the
obvious answer.

You should take choice #6 slowly. Don't blurt it out, put

begin to build up toward it only after at least one other person
has begun to clarify his or her position. Start tentatively.

As the discussion develops, becom2 more vigorous. Try to

bring others to your point of view. This can be done by both
supporting your own position and by tr;ing to understand the
other persons point of view and then showing them why their
position is not as scund as yours,

You are not to compromise, but to stick c¢o your position

to the end! They will probably out vote yocu, but stick to your
position. Make a record of the number of arguments they give

you for their choice. I'11 ask you for this later.
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