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FOREWORD

This handbook ¢.: “State Plan Development and Preparation” has been
prepared to help those persons in each State who have been arsigned the
responsibiiity for preparing the State Plan for Vocational Education. It
outlines a suggested procedure to follow in the development of a State
plan. The emphasis is on a systematic approach to State plan development
at the State, regional, and local levels. This handbook should be helpful to
boards of education, advisory councils, school administrators, vocational
educators, program planning specialists, and others who are concerned with
the development of State plans and with program planning in vocational
education. The involvement of and cooperation with the State Advisory
Council, State Employment Service, and other agencies and organizations is
stressed.

The principlrs and procedures suggested in this handbook can be applied
in any State regardless of size. Those responsible for State plan preparation
must of necessity make the adjustments required to fit the procedures to the
particular situation in their State.

Carl F. Lamar
Assistant Superintendent
for Vocaticnal Education
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Chapter 1
ORIENTATION
Vocational education is that part of the total program of education

which deals with preparation, including vocational gnidance and counseling,
exploration and training, for careers in the world of work below the

" professional level. Vocational education helps to give definite purpose and

meaning to education by rejating training to specific occupational goals. It
is more irclusive than iraining for job skills; it also develops abilities,
understandings, attitudes, work habits, and appreciations which contribute to
a satisfying and productive life. The vocational education program does not
take the place of general acad=mic education; it supplements and enhances
it for students who want training for a chosen cccupation. Programs in both
vocational and academic education are administered by legally constituted
State and local school authorities who recognize their responsibility to provide
opportunities for both forms of education. Vocational education is an
important part of a well-balanced schcol program, ot a singie subject. It is
part of a well-rounded program of studies which provides for developing
competent workers and recognizes that the American worker should also
be competent economically, socially, emotionally, physically, intellectually,
and in a civic sense. Vocational education for adults plays an essential role
in maintaining America’s efficiency in production, distribution, and con-
sumption; and, as a consequence, its high standard of living. Adult workers
in any field, through training in skills and knowledge related to their oc-
cupation, can adapt themselves to technological advances and other develop-
ments in their occupation, become more productive, prepare themselves
for advancement, and iucrease their earning capacity.
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It cuts across all levels of education, extending from the elementary
school through secondary, post-secondary, and adult and continuing
education. The effectiveness of vocational education will depend upon a
sound foundation in basic education at these diffcrent levels. Vocational
education should be planned as an integral cart of a comprzhensive program
at all levels of education.

The emphasis in vocational education is upon the occupational needs of
people rather than upon occupations in need of people, although the need
for reconciling the two 1aust be clearly recognized.

The States must be effective in assessing the needs of the people for
vocetional education and the manpower requiiements of the labor market.
Programs, services, and activitics in vocational education should be broad
enough to meet the needs of people. Effective program planning must be
objective. The evaluation of results of programs, services, and activities
should be stated in terms of their objectives and used as the basis for
continuing State program planning.

The public shonld have an opportunity to voice its opinion about
vocational education and have the opportunity to be heard. Widespread in-
volvement of the people is necessary in spelling cut the things that need
attention in providing vocational education programs, services, and activities.
Those responsible for planning vocational education are expected to make
this possible.

Gevernmenta’ Involvement

Vocational education is the concern of government at all levels. The
Federal Government has given encouragement and support to education
since the early days of its history. Vocational education was one of the first
areas to receive the direct benefits of Federal funds to stimulate its growth
and development. The Smith-Eughes Act of 1917 is usually referred to as the
beginning of the Federal-State relationship with regard to vcocational edu-
cation. Since 1917, a number of Federal laws have been enacted relating to
vocational education. Each of them has added a rew dimension to the pro-
gram and as a whole they have given direction to the development of vo-
cational programs in the States. They have influenced the scope and nature of
vocational education programs, services, and activities in many important
ways.

The Constitution of the United States provides for the general welfare
of the people. It is out of this concern that the Federal Government becomes
involved. The economic well-being of the Nation is a concern of all its
citizen, and effective programs of vocational education contribute to the
economic well-being. A competent and well-trained work force is essential
to the national defense.

8
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The Vocational Education Amendments of 1968 give support aad
direction to vocational education in the States so that persons of all ages in all
communities of the States will have ready access to vocational training or
retraining which is realistic in the light of actual or anticipated opportunities
for gainful employment and which is suited to their needs, interest, and
ability to benefit from the training.

The major responsibility for education rests with ezch individual State.
Educational programs are operated within the State according to State laws
and rules and regulations of the State agency responsible for education.
The State makes a major financial contribution to the support of education
within its boundaries and is resporsible for policies and procedures for
program operation.

Local educational agencies are responsible for planning anG operating
programs of vocationl education to meet the needs of their people. Policies
and procedures relating to State laws and State regulations are adopted
for the operation of educational programs at the local level. Much of the
financial support for education comes from local sources. The local edu-
cational agency is responsible for the kind of educational programs offered.

The role of government at all levels in the developirent of vocational
education might be stated {iusly, the Federal Government gives direction
and financia! support, each State assumes responsibility for formulating
policies and objectives and establishing rules and regulations, and local
educational agencies plan and operate the programs at the local level.

State Plan for Vocational Education
The Vocational Education Amendments of 1968 make it mandatory that
any State expecting to receive Federal funds for the support of its vocational
education program shall prepare and submit to the U. S. Commissioner of
Education a State plan for approval:
Any State desiring to receive the amount for which it
is cligible for any fiscal year pursuant to this titlc
shall submit a State plan . . . Scc. 123(a), P.L. 90-576.

The Federal-State-local relationships will be spelled out in an agreement
between the State and Federal Government which is indicated in a State
plan. This olan, when submitted by the State and approved by the U. S.
Commissioner of Education, is the basis upon which eligibility of the State
for Federal funds is determined. It represents a commitment by the State
as to how the program of vocational education in the State, will be carried
out. This plan includes a general statement of the State program of vocational
education and the policies, methods, and procedures to be followed by
the State Board for Vocational Education in administering the program.
It serves as a basis for administrative decisions.



This plan is based upon the Vocational Education Amendmenis of 1968,
Rules and Regulations, the State Plan Guide prepared by the U. S. Office
of Education, and State laws, rules, and regulations.

Rules and Regulations

The Federal Rules and Regulations are prepared by the U. S. Office of
Educational to interpret the 1968 Vocational Education Amendments and
the intent of Congress in passing this legislation which are revealed in the
congressional hearings. These rules and regulations serve as a legal base for
program development and, when published in the Federal Register, have
the effect of law.

State Plan Guide

Tie State Plan Guide is developed by the U. S. Office of Education to
provide a logical organizational pattern for writting the State Plan. This
has been done to assure that the mandates 0~ he Amendment and Rules and
Regulations are included in each State plan and a sound basis is established
for conducting vocational programs, services, and activities. The State
Plan Guide is an outline which presents the required provisions in an accept-
able format to be used as a pattern by the State staffs in preparing and pre-
senting their State plan for approval. It provides an indexing system which
enables the U. S. Office of Education tc¢ compare State plans from the dif-
ferent States and provides a system of references for the States. Each State
must develop its State plan with cespect to its own vocational education
needs and in accordance with its own laws and rules and regulations. The
State Plan Guide should be used so that all relevant subjects and materials
will be appropriately covered in the agreement in an orderly manner, and
the arrangement will be consistent from State to State,

Administrative Provisions

Part I of the State plan includes the administrative provisions. They
constitute the basis upon which the State establishes eligibility for Federal
funds. When the provisions are approved by the Commissioner of Education,
it becomes a contract between the State and the Federal Government. These
administrative provisions, as agreed upon, are binding upon the State Board
in the administration of vocational education programs, services, and activities.

Program Planning

Parts II and III of the State plan, the long-range and annual plans, are
for the most part estimates and projections which are not intended to be
legally binding upon the State. They should be designed to inform the Com-
missioner of Education of the State Board’s plans and intentions in carrying
out vocational education programs, services, and activities on a long-range
basis and for the year ahead.
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The program planning reflected in Parts II and III represent impcitant
aspects of the State plan. It is in these parts that decisions are described and
procedures are outlined which when carried out will determine the ef-
fectiveness of the vocational education programs, services, and activities in
meeting the vocational educational needs of the people.
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Chapter 2

ORGANIZATION FOR STATE PLAN DEVELOPMENT

The Vocational Education Amendments of 1968 and the Rules and Reg-
ulations are rather specific in stating what shall be included in a State plan.
Emphasis is placed on new approaches, diversity, and flexibility so that the
vocational education programs in the State are responsive to the occupational
education needs of individuals and employment opportunities for youth and
adults. Priority attention is given to programs, services, and activities for
disadvantaged persons; the physically or mentally handicapped; those pre-
paring for occupations requiring post-secondary education; and those students
enrolled in non-public schools. The Vocational Education Amendments
of 1968 require that special consideration be given to economically depressed
areas, areas of high rates of unemployment, areas with high rates of youth
unemployment, and areas of high rates of school dropouts.

Planning at all levels is required. Program planning is a continuous
process, and functional State plans are an outgrowth of this process. State
plan preparation is no easy task. It involves a logical arrangement of
materials, content, and the effective organization of the vocational ¢ducation
staff working with other agencies, organizations, and individuals to develop
a workable plan.

The purpose of this chapter is to help the States in organizing the
resources available to develop a State plan for vocational education.
Organization of the State vocational education staff, identification of tasks
to be performed, and adoption of a time schedule are the initial steps in
State plan development.

118



ERIC

Aruitoxt provided by Eic:

Staff Organization

The State director of vocational education is responsible for organizing
the staff to prepare the State plan. One person should be responsible
for coordinating the development of the document. This may be the
State director of vocational education or someone designated by him. This
person will be reuponsible for assigning the tasks to be performed and
directing the work of the staff which is involved in preparing the State plan.

The effectiveness of the organizational structure in developing and
writing the State plan will depend upon the number and competence of the
State director’s staff. All staff members should be involved in some way.
Usually this task is assigned to the planning section (see Appendix A), and
all other sections or persons on the staff act as consultants or assistants
relative to the part of the plan that involves their area of responsibility or
concern. In the absence of a planning section or a person charged with the
responsibility for planning, this responsibility may be assigned to commitiees
of staff members who shall be charged with developing certain sections of
the State plan. A steering committee, made up of representatives from each
working committee, should pull tugether the work of all committees into
a cohesive document.

In assigning staff duties and responsibilities for preparing the State
plan, it may become evident that the present staff is inadequate in number
or in background and training in certain areas of responsibility to carry
out the administrative and supervisory functions needed. This may result
in a reorganization of the present staff, reassignment of responsibilities,
or the recommendation for additional personnel. These suggested changes
should be reflected in the staff positions and staff organization shown in
the State plan. Appendix B is an example of one State’s staff organization
and illustrates how this State is attempting to organize its staff to carry
out the administrative and supervisory functions of vocational education in
the State.

Representatives from Federal and State agencies, advisory councils,
boards of education, State Department of Education, institutions of higher
education, welfare organizations, employment service, private training in-
stitutions, business and industry, labor groups, chambers of commerce, trade
associations, and other such organizations who have an interest in ard con-
cern for vocational education should be involved, either as consultants or
as members of the committees. The person in charge of State plan develop-
ment needs to solicit the services of a person or persons who have expertise
in writing and in vocational education to help pull together the findings of
all groups into the final document. Before adoption of the State plan, copies
of the tentative document should be present>d to all of thcse who have had
a part in its development for their criticist: and suggestions.

14




Identification of Tasks

The proposed plan should be broken down into its major parts and
assigned to the committees or persons responsible for preparation of the

State plan,

The tasks in State plan development directly relate to:
Identifying the information needed

@eme a0 o

. Determining the sourczs of needed information

Developing instruments to collect the information

. Collecting the necessary information

Analyzing the information

Synthesizing and reporting

Using information for developing criteria, policies, and
procedures for the following:

1.

w N

An analysis of State and Federal laws, rules, and reg-
ulations governing vocational education (legal require-
ments and restrictions)

. An organization of State Board and State Board staff
. Determining the qualification and procedure for profes-

sional improvement of personnel

4. Planning for the development of cooperative arrange-

N ovn

»

10.

11.

12.

13.

14
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ments with other States, other agencies, organizations,
and institutions

Providing foi vocational education under co:tract
Developing construction requirements

Planning for effective use of results of programs and
experiences

Identifying economically depressed, high unemployment,
and school dropout areas, as well as other target areas of
special attention

Developing procedure for fiscal coatrol and firancial
accounting

Developing procedure for allocation of funds to vocational
education purposes and to local educational agencies
Developing procedure for initiating and conducting
vocational programs for the disadvantaged and handi-
capped

Developing procedure for initiating and conducting
programs of vocational education research and personnel
training

Developing procedure for initiating and conducting ex-
emplary programs and projects

Developing procedure for establishing and operating
residental vocational schools

15
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15. Developing procedure for establishing and operating con-
sumer and homemaking education programs
16. Developing procedure for initiating and conducting co-
operative vocational education programs
17. Developing procedure for operating work-study programs
18. Developing a long-range plan (five years) by:
{a) Analysis of manpower needs and job opportunitics
in the State
(b) Analysis of availability of vocational education
(c) Analysis of the State’s population relating to vo-
cational cducation needs
(d) Determining vocational education program needs
(e) Determining vocational education objectives for all
programs, services, and activities
{f) Projecting the State programs, services, and activities
19. Developing an annual plan by:
(a) Allocation of resources
(b) Deveioping programs, services, and activities under
Part B of the Amendment
(c) Developing programs for the disadvantaged
(d) Providing for research and training
(e) Developing exemplary programs and projects
(f) Establishing and operating residential schools
(g) Conducting consumer and homemaking programs
(h) Providing cooperative vocational education pro-
grams
(i) Providing for work-study programs
Each of these tasks may be grouped or broken down still further and
assigned to a committee or a person for completion.

Time Schedule for Plan Development

To facilitate the work on the State plan, a time schedule should be
developed. This time schedule will apply, both to the development of the
original plan, and to the review and revisions of existing plans. Each person
or group of persons working on the State plan needs to be notified of the
date his work is to be completed. This date should conform to the overall
time schedule for the State plan development., The following chart represents
a suggested time schedule that might be used by a State in the preparation
and revision of its State plan.

16
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Jul
Oct 1

Oct
Nov
Jan
Feb
Mar
Apr

Apr
Apr
May
May
May
Jun

Jun 30

September

Annual

Planning October | E
Cycle C
November | p

February

January

E

Figure
Time Line for State Plan Development

Final Approval of Local Applicants—Due to Local Agencies

State Descriptive, Financial & Stafistical Report {(previous Year)--
Due to U. S. Office of Education

Local Enrollment Report—Due to State Department

Follow-up Report—Due to OE

State Plan Development—Initiate

Tentative Local Applications & Recommendations for Programs,
Services, and Activities for Next Year (Due to State Dept.)

State Advisory Council, Consultation and Formal Review of State
Plan—Due to State Department

State Board of Education Public Hearing of State Plan

State Plan Completed

State Board of Education Approval of State Plan

Tentative Approval of Local Applications—Due to Local Agencies

State Plan—Due to OE

Local Descriptive, Financial & Statistical Report (Previous Year)
—Due to State Department

End of Fiscal Year
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Chapter 3

ADMINISTRATIVE PROVISIONS

Administrative provisions ire presented in Part I of the State plan.
They provide the legal framework for the operation of the State programs
of vocational education. The Federal State Plan Guide is to be foilowed
closely in developing the administrative provisions of the State plan. The
administrative provisions provide procedures for recognizing the need for
management information concerning social and economic conditions, mobility
of the people, and occupational career devclopmer:t. Instructional standards
should be realistic in terms of the vocational objectives of the students.
Instructional time should be only that which is necessary for the students to
acquire the attitudes, knowledge, and basic skills required for entering or
advancing in the labor market.

Each State plan should make provisions for the kinds of programs,
services, and activities that will meet the needs of its people. The plan
will differ from State to State, depending on State laws and the economic
and socia! situation in the respective States.

State Board
Tke first major section dealing with the State Board for Vocational
Education is of a general nature. The Amendment requires that the State
plan:
desiznates the State Board as the sole agency for
administration of the State plan, or for supervision of
the admiaistration thercof by local educational agencics
... Sec. 123 (2) (2), P.L. 90-576.
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The procedure for developing the State Board section can be assigned to
someone who is familiar with the State statutes and has the ability to assemble
the information regarding the legal basis for the State to receive Federal
funds, the State Board’s organization and its authority, and the person
designated as executive officer.

Public Hearing and Public Information

The State Board for Vocational Education has the responsibility to
inform the public and arrange for and conduct a public hearing on the State
plan before it is finally approved by the State Board.

Assurance will be given in the State plan that the public:

has been given reasonable notice, and afforded a
reasonable opportunity for a public hearing . . . Szc.
123 (a) (3) (A), P.L. 90-576.

The procedure for informing the public about a public hearing on the
State plan for vocational education will vary from State to State depending
on what is now being doae in the State. Public announcements ir the news-
paper, television, and radio, or by letters to interested persons, organizations,
or agencies are the most common ways of informing people.

The State Board should establish a definite procedure for disseminating
information to the general public. A mailing list is one of the best ways
of informing the public about vocational education.

Among the agencies, organizations, and groups suggested to be on the
mailing list are:

. Radio and television stations

. Newspapers

Local educational agencies

. Local school administrators

Local boards of education

School libraries

. Public libraries

. College and university libraries

Chambers of commerce

State agencies concerned with manpower development and training
. Civic groups

Other groups interested in vocational education

Provision must be made at the hearing for recording the suggestions
and criticisms which are to be considered by the State Board before final
adoption of tbe State plan.

ol L I W R

Personnel Qualifications and Improvement
The State Board for Vocational Education has the responsibitily for

20



deciding on the kind and number of personnel needed to administer, supervise,
and conduct programs of vocational education under the Amendment and for
improvement of the competencies of personnel.

The Admendment requires that the State plan:

provides minimum qualifications for teachers, teacher-
trainees, supervisors, directors, and other personnel
having responsibilities for vocatioaal education in the
State and the policics and procedures developeda to im-
prove the qualifications of such personnel and to insure
that such qualifications continue to reflect a direct rela-
tionship with the need for personnel in vocational educa-
tion programs carried out under the State Plan . . . Sec.
123 (a) (7), P.L. 90-576.

The State program of vocational education must be carefully analyzed
to determine the kind, number, and qualifications of persons needed to
operate it. Consideration is to be given to their training and experience in
Tight of the jobs to be done and qualifications written in the State plan for
persons to fill each of these positions. In determining the qualifications of
vocational education personnel consideration should be given to:

a. General education required

b. Technical knowledge and training

c. Professional education preparation

d. Work experience

e. Professional experience, where applicable

The qualifications of personnel listed in the State plan should be such
that will give reasonable assurance that needed personnel can be found
and that they will be able to provide a quality program of vocational edu-
cation. The difficulty of securing qualified personnel may make it necessary
sometimes to employ persons who have less than the full qualifications.
Provision should be made in the State plan for assuring that these people
will be brought up to full qualifications as rapidly as possible.

Under Title II of the Vocational Education Act and Part C, D, and F
of the Professiona! Development Act of the Higher Education Act of 1965
(EDPA), provisions are made to provide for the training and upgrading
of the professional personnel in vocational education. It is recommended that
consideration be given to this phase of the Amendment in developing the
State plan.

Program Evaluation

the State board shall be responsible for assuring that
State and local programs, services, and activities carried
out under the State plan will be periodically evaluated

21
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with sufficient extensiveness and frequency to enable the
State board to effectively carry out its functions under the
State plan and fulfill the purposes of the Act . . . Rules
and Regulation Sec. 102, 36 (), Federal Register.

Persons responsible for program development and supervision are also
concerned with evaluation and need to be involved in setting up the criteria
and procedures to be used in the evaluation of vocational programs, services,
and activities in terms of their objectives. The person or persons assigned
the responsibility for developing this section of the State plan should use
the knowledge and expertise of all persons concerned with program develop-
ment in formulating the evaluation procedures.

It is advisable that provision be made to use the evaluations conducted
by the State Advisory Council (see Appendix C), studies by the Research
Coordinating Unit, and cvaluations of vocational programs made by other
State agencies and organizations. The msthod and procedure for evaluation
are to be set forth in the State plan.

In providing for the evaluation of vocaticnal education, attention must
be given to the areas of vocational education to be evaluated and to the
frequency of such evaluation. Criteria relating to objectives are to be de-
veloped for evaluating progrims, services, and activities. Some States and
educational research centers have developed or are developing such criteria
to assist in evaluating vocational programs. The Center for Vocational and
Tcchnical Education, Ohio State University and the Center for Occupational
Education, North Caroliia State University, among others, are in the process
of developing a systems approach that may be of assistance in evaluating
programs of vocational education.

Records and Reports

A procedure for maintaining accurate records that give a picture of
what is being done and making necessary reports, must be a part of the State
plan which:

provides for making such reports in such form and con-
taining such information as the Commissioner may rea-
sonably require to carry out his functions under this title,
and for keeping such records and for affording such ac-
cess thereto as the Commissioner may find necessary to
assure the correctness and verification of such reports;
and . .. Sec. 123(a) (17), P.L. 90-576.

Statistical and financial information which is reliable and gives the
picture of the programs of vocational educaticn in the State are necessary
for program planning and reporting. The procedure for securing this infor-
mation will vary from State to State, depending upon the system used in the
State for securing, recording, and disseminating such information. The State
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plan should spell out the kind of information needed, how it is to be collected,
and who is responsible for collecting and recording it. The plan for
securing and recording this information may be reflected in the staff
organization chart for vocational education.

Cooperative Aigreements

Many agencies and organizations, both public and private, have re-
sponsibilities related to occupational education. In order to coordinate the
efforts of all agencies and organizations concerned with occupational edu-
cation, the State agency for vocational education is authorized to develop

cooperative agreements with them. It is mandatory that the State plan:
provides for entering into cooperative arrangement

with the system of public employment office in the State
... Sec. 123 (a) (7) and Cooperative arrangements with
other agencies, organizations, and institutions concerned
with manpower needs and job opportunities . . . Sec.
123(a) (9), P.L. 90-576.

The kind of cooperative agreements needed and the procedure for
developing them are to be included in the State plan. The agreements in a
given State will depend upon the agencies and organizations in the State in-
volved in occupational education. The Rules and Regulations require copies
of cooperative agreements to be included as a part of the State plan.

In developing cooperative agreements, State staffs in vocational edu-
cation need to meet with the staffs of agencies or organizations concerned so
as to develop essential understandings and make clear the responsibilities of
each agency. These staffs will develop the agreement for approval by their
respective agency. It is necessary that meetings between the staffs of the
agencies involved be held from time to time to review the agreement and
working relations and to keep them up to date.

Tlustrations of suggested cooperative agreements are listed in the
Appendix. These examples are not intended tc be models for States to use.
They need to be revised to satisfy particular situations.

Appendix D. Cooperative agreement between Public Employment
Office and State Board for Vocational Education

Appendix E. Memorandum of Understanding Among Bureau of
Vocational Fducation, Eureau of Vocational Rehabilitation Serv-
ices and Bureau of Instruction, Division of Special Education

Appendix F. Cooperative agreement between State Department of
Corrections and Bureau of Vocational Education.

Appendix G, Cooperative agreement between the State Department of
Child Welfare and Bureau of Vocational Education

Appendix H, Cooperative agreement between the State Department of
Mental Health and the Bureau of Vocational Education.
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Vocational Education under Contract

Sometimes it is economical and feasible for the State agency to
contract for vocational instruction with private institutions. This may
be for the total instruction toward an occupational objective, or for only
one part or phase of the instruction leading toward the obiective. The

State plan shall make: . .
provision of vocational training through arrangements

with private vocational training institutions where such
privatc institutions can make a sigaificant contribution
to attaining the objectives of the State plan, and can
provide substantially equivalent training at a lesser cost,
or can provide cquipment or services not availatle in
public institutions; . . . Sce. 122 (a) (7), P.L. 90-576.

Any contractual agreements for the use of vocational funds; with a private
institution for vocational instruction will be in accordance with the State laws
governing the use of public vocational funds. The State plan should cite the
legal basis for making such contracts. The procedures and criteria for con-
tracting with private agencies or institutions are to be specific and give duties
and responsibilities of each of the contracting parties. The contract shall in-
corporate standards and requirements of instruction set forth in the Rules and
Regulations and the State plan. Such contracts shail be reviewed at least an-
nually. Provision should also be made for the procedures to be used by the
State staff in the follow-up of the instruction to see that the agreement is
being carried out and that the instruction under contract is being conducted
as a part of the vocationa! education program of the State and contributes a
reasonable and prudent use of available funds.

Construction
The procedure for planning the construction of area vocational school

facilities is to be carefully outlined in the State plan which:
provides assurance that the requirements . . . will be

complied with on all construction projects in the State
... Sec. 123(a) (14), P.L. 90-576.

Federal and State laws and regulations goveraing construction of facilities
are to be followed and cited in the State plan.

A procedure for awarding construction contracts, acquiring land and
buildings, purchasing initial equipment, and contracting for architectural
services is to be included. The method and procedure for checking compliance
with contracts, State and Federal laws and rules and regulations ate also to
be included. The person who has the responsibility for planning and super-
vising construction will be designated in the State plan. This responsibility
may be assigned to the staff of the State agency for vocational education, or
it may be done through a cooperative arrangement with other State agency
personnel.

24




Fiscal Control and Fund Accounting
The Amendment requires that the State plan:
sets forth such fiscal control and fund accounting
procedures as may be necessary to assure proper dis-
bursement of, and accounting for, Federal funds paid to
the State (including such funds paid by the State to local
educational agencies) under this title . . . Sec. 123(a) (12),

P.L.90-576.
The fiscal control and fund accounting procedure for Federal vocational

education funds must conform to Federal and State laws and procedures for
fiscal accounting. The plan will include procedures for giving assurance
that the funds will be expended for the purpose for which they were ap-
propriated and a procedure developed for the non-commingling of funds
where required.

The person or persons responsible for the development of the fiscal
accounting prucedures for the use of Federal funds for vocational education
will relate to other State personmel or agencies who have responsibility in
this area. The relationship to those responsible for the fiscal accounting
and use of educational funds and the relationship to the State’s general
financial and accounting personnel will te shown. All persons responsible
for fiscal accounting in the State should be involved either in the act of
writing of the policies and procedures for fund accounting or in a con-
sultative capacity.

Allocation of Resources
The Amendment states that:

from the sums made available for grants under this
part pursuant to sections 10? and 103, the Commissioner
is authorized to make grancs to States to assist them in
conducting vocational education programs for persons
of all ages in all communitics of the Statcs, which are
designed to insurc that cducation and training programs
for carcer vocations arc available to all individuals who
desire and need such education and training . . . Sec. 121,
P.L. 90-576.

The policies and procedures developed in the State plan for the alloca-
tion of funds for programs, services, and activities must take into considera-
tion the eight purposes listed in the Amendment for which funds can be used
and the allocation of funds for these purposes. These include;

. Programs of vocational education for high school students

. Programs of vocational education for post-secondary students

. Programs of vocaiional education for adults

. Programs of vocational education for disadvantaged and handi-
capped

an o
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Construction of area vocational school facilities

Vocational guidance and counseling

. Arrangements with private vocational trainirg institutions

. Ancillary services and activities, including teacher training and
supervision, program evdluation, special demonstration and ex-
perimental programs, development of instructional materials, and
improved State administration and leadership

The Amendment specifies that at least 15 percent of each State’s allo-
cation undsr Part B shall be used for post-secondary students, 15 percent for
the disadvantaged, and 10 percent for the handicapped.

The Amendent, also, under Section 123 (a) (16), r"kes it mandatory
that the State give attention to the allocation of funds to areas of high con-
centration of youth unemployment and school dropouts and make provisions
for students enrolled in non-profit private schools, who have vocational edu-
cation needs.

The State plan includes a rational basis for making allocations of
such resources; first, to the eight purposes for which funds can be used, and,
second, to agencies withiz: the State for these purposes.

Appendix I is an example of how one State allocates fumils to each
of the purposes of the Amendment.

Appendix § is an example where a mathemavica®! formula is used by
one State for the allocation of funds to educational agencies.

Some of the purposes of the Amendment can best be achieved on a
pooled area basis rather than by any single educational agency, and it may
become necessary to combine resources of a number of agencies to perform
the services necessary for a given area. Provisions should be made to permit
the pooling of resources to provide for vocational education needs.

The allocation of funds to districts or agencies is made on the basis
of an application which takes into consideration the allocation procedures
under the law and policies of the State Board for Vocational Education.
The application should show each program to be offered with its needs and
objectives costed. Attention should be given, in making the application, to
the total needs for programs, services, and activities to be operated by the
agency with priorities given to each program. A program application used
in one State is shown in Appendix K as an example.

5 o

Hearing on Local Applications
The Amendment makes it mandawry that the State plan:
provides that any local educational agency dissatisfied
with the final action with respect to any application for
funds under this title shall be given reasonable notice and
opportunity for a hearing . . . Sec. 123 (a) (13), P.L.
90-576.



The procedure for requesting a hearing by the local educational agency
is to be spelled out in the plan. Provision will also be made for holding
this heaiing and providing a written record thereof and of informing the
local educational agencies in writing of the decisions and the reasons therefor.
A procedure should also be provided for the local educational agency to
appeal the decision to the United States Courts for review it they so desire.

Effective Use of Results of Programs and Experiences
The Amendment makes it necessary that the State plan:
provides that effective use will be made of the rcsults
and experience of programs and projects assisted under
other parts of this title . . . Sec. 123 (a) (10), P.L. 90-576.

The State: plan will include procedures for making use of the results of
programs and experiences under Parts C through: I of the Amendment. The
procedure for gathering and disseminating information on these programs
should be described and the use to be made of this information explained in
changing existing programs or developing new oncs to meet the vocational
education needs of people. It is important that this information. be employed
as the basis for bringing about needed changes in vocatiopal education.

Special Programs and Activities

In order to assure that attention will be given to new approaches to
vocational education and to be sure that vocational education is responsive
to the employment and job opportunity needs of youth and adults, the
Amendment requires that special attention bz given to specific areas desig-
nated in the Amendment. The State plan must spell out the procedures to
follow in carrying out:

. Vocational education programs for the disadvantaged

. Vocational education research and personnel training

. Exemplary programs and projects

. Establishment and construction of res! -~tial vocational edu-
cation schools

e. Consumer and homemaking education

f. Cooperative vocational education programs

g. Work study programs for vocational education students

oo o

Some of these areas may have separate funding. The State plan is to describe
the financial support to be given to these programs. This support may be
provided under Part B purposes and in the separate parts or in both.

The procedure to be used in funding must conform to the Amendment
and to the Rules and Regulations which pertain to the part for which pro-
cedures are being developed.
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The State plan should provide the procedures for:

a.
b,
c
d,
e

Submission, review, and action on applications

Establishment and operation of programs

Allocation of funds

Noncommingling of funds where required

Participation of students in nonprofit private schools, for the dis-
advantaged and handicapped, and in cooperative education
programs

Establishment and operation of a State Research Coordinating
Unit

. Other activities not consistent with the programs, services. and

activities under Part B of the Amendment



Chapter 4

A SYSTEMS APPROACH TO PLANNING

The purpose of this chapter is to provide the planning concepts and proc-
ess guidelines necessary to carry out the planning functions at the State and
local levels in the preparation of a State plan for vocational education with
emphasis on long-range and annual planning.

Need

Planning has become an integral part of the executive branch of the
Federal Government. On the morning of August 25, 1965, President
Lyndon B. Johnson made the following statement:

I am asking each of them (Cabinet members and
agency heads) to immediately begin to introduce a very
new and a very revolutionary system of planning and
programming and budgeting throughout the vast Federal
Government, so that through the tools of modern man-
agement the full promise of a finer life can be brought to
every American at the lowest possible cost. (Presidential
quote from the Public Papers of the President of the
United States, Lyndon B. Johnson, 1965. Book II)

This same requirement for systematic planning was recently stated at
the Governor’s Conference on State Planning:
Every Governor understands that we must develop
more sophisticated ways of storing facts, of facing issues,
of opening options, to make better decisions if we, as




States, are to continue as effective partaers in our
Federal system. We must have means to survey where we
are, what the gaps in our efforts are, what our goals
should be, what the alternative mcans and wzys to these
goals are, what the costs and benefits are, what the
relative priority between various goals is. The list is
well known, but for some reason, these questions have
never excited the imagination. (U. S. Senate. Criteria
for Evaluation in Planning State and Local Programs,
A Study, Committee on Government Operations, Sub-
committee on In*cr-governmental Relations, 90th Con-
gress, st Session, July 21, 1967.)

In addition to the recognition of planning and mandating the prepa-
ration of a State plan, the 1968 Amendments to the Vocational Education
Act of 1963 specify the legal base which serves to outline the requisite
clements in planning for vocational education.

The need for planning vocational education programs is evidenced by

a. Legal requirements and restrictions of the law — Federal, State,
regional, and local
b. Scope and complexity of present vocationial education programs
and program needs
¢. Demand for public justification of resource allocation to vo-
cational education
d. Necessity for unified programs to solve problems facing vocational
education
e. Realization of the active competition. of vocational education with
other sectors of the economy. (military, welfare, transportation,
space program, etc.) as well as within the field of education
(higher education, general education, basic adult, etc.) for limited
resources
f. Urgency for public accountability (zvaluation) of vocational edu-
cation programs, services, and activities
g. Requirement for valid and timely irformation for decision-making
by vocational educators at all levels of vocational education
h. Requirement for priorities among raultiple objectives in vocational
education
Systematic planning must become an insegral part of all vocational edu-
tvation efforts, if it is to achieve the mandated mission of meeting the voca-
tional needs of all the people. Planning is the development of a set of decisions
which will be put into action in the future to achieve desired goals through
optimal activities. Planning is a continuous, cyclical, and dynamic process;
and as a process, planning reyuires:
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. Large amounts of information

Time

Resources

. Staff with specialized competencies

. Operational communications (horizontal and vertical)
Functional relationships (internal and external)

g- Systematic approach

Mo o o

Systems Approach

Complexity, scope, sophistication, diversity, and decentralization of
vocational education programs, services, and activities make a systems
approach to planning desirable. The problem of limited resources and ex-~
panding demands in light of social, economic, and political considerations
necessitates a formalized systematic planning effort.

A systems approach to program planning is a rational and logical
procedure which allows problem solving techniques to be applied to indi-
vidual aspects of the total problem area. A system 1s a set of elements which
are interrelated and interdependent and are goal-oriented within a specific
context.

Systems approach to program planning it vocational education is
directed toward the elements of vocational education, including programs,
services, activities, budgets, facilities, and personnel, and their relationships
with each other and the environment in which they operate, as they attempt
to attain specified vocational objectives. The systems approach to planning as
developed in this chapter focuses upon:

a. Establishment of desired cbjectives

b. Formulation and development of officient and effective alter-
native means of attaining desired objectives

c. Allocation of resources to optimal means required to achieve the
desired objectives

The purpose of a systems app.uach to program planninz is to employ
a methodology which systematically transforms relevant data in such a man-
ner as to provide an improved information base upon which decisions can be
made on how to allocate resources.

The systems approach to prograr planning is designed to:

a. Provide the decision-maker with more relevant and specific
information

b. Provide for developing a sct of goals and objectives to meet the
vocational needs of the people

¢. Assist in the design of possible altermative programs, services, and
activities

d. Analyze systematically and present for review, established
priorities
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e. Evaluate all inherent costs and degree of effectiveness of each
alternative

f. Insure a time dimension to ascertain the full impact of expendi-
tures and accomplishments in the form of multi-year program bud-
fiet (output based)

g. Review goals, priorities, and alternatives and conduct a program-
matic analysis (cvaluation) on a continuing scheduled basis to
provide essential feedback tc the systems planning process

“A System Approach to Vocational Technical Education Planning at
the Local Level” by Cleveland L. Dennard and “Vocational Education
Program Planning at the State Level” by Walter M. Amnold provide additional
systems strategies and tactics to be employed in the preparation of a State
Plan for Vocational Education.! Each of these papers provides specific
planning tools and methods with helpful illustrations and examples of useful
data collection and process techniques.

Pianning Process

The systems approach to the planning process centers around the as-
sembling and using of information. This process involves these major
components — identification, coilection, exchange, analysis, synthesis, de-
cision-making, and dissemination of information. This planning process en-
compasses several principal participating sources of information. These
somces of information and their relationships to each other are shown in
Figure il

The State Board for Vocational Education, in consultation with the
State Advisory Council for Vocational Education, forms the legal basis for
the preparation of the State plan. However, all of the elements identified in
Figure II are involved in the planning process. The local agencies are the
action agents. The local base where instructional programs, services, and
activities were operated is the primary source of planning information.
Valid and relevant information is the vehicle necessary for State plan
preparation and decision~making at all levels.

The planning efforts at all levels focus upon the balance of three basic
variables. The variables are time, cast, and level of performance. It is
wii the consideration of these variables, in terms of desired goals and
possible programs, services, and activities, that the systems approach to
planning can direct, unify, and coordirate the preparation of a State plan
for vocational education.

1l.amar, Carl F., and Hillon, E. P., The National Vocational Education
Conference on Methods and Strategies for State Plan Development in Ac-
cordance with the Provisions of the Vocational Education Amendments of
1968, Frankfort, Kenturky: Final Report, Project No. 9-7009, Grant No.
OEG-0-9-277009-2802(085), State Department of Education, June, 1969.
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Time, cost, levels of performance, and related information are basic
considerations at all levels of planning and provide the common basis for
the development of local applications and the State plan for vocational edu-
cation. The systems approach to planning at all levels will insure compatible
and mutually upportive program planning efforts.

A Program Planning Model

The systems approach to planning is developed in the form of a
planning model as presented in Figure III. The model incorporates the
systems approach to planning, identifies the necessary elements in the
planning process, shows the interrelationships and interdependencies between
and among planning elements, and portrays the flow of information inherent
i a systematic planning effort. The model may also serve as the basis for
planning organization, task assignments, and employment of other manage-
ment and analytical tools. The intent of the model is to serve as a guide
to a sysiems approach to program planning which is applicable to planning
at any level.

This systems approach 1o planning and the planning model for the
preparation of a Stzte plan presented in this handbook provide one viable
means to solve the problem of explicit planning and preparation of a
State plan. The allocation of scarce resources to human efforts to achieve
desirable goals necessitates a logical, rationzl, and systematic application
of planning efforts. To zssist the planner in the implementation of the
planning model, a check list in outline form is presented in Appendix L
as aa example of a planning tool which can provide guidance to the
planning effort. The systems approach to planning described in this handbool:
will serve as a valuable tool for the State and local agencies in their efforts
to prepare a comprehensive State plan for vocational education.
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Chapter 5

LONG-RANGE AND ANNUAL PLAMNING

The labor force in all Stater is becoming more diversified and its
needs are becoming more clearly identified. The philosophy and practices
of vocational education have broadened to incorporate the growing demands
for jobs :a agriculture, gainful occupations involving home economics skills,
technician occupations, health occupations, trade and industry, sales and
service, and business and office. There has been increased participation
at the Federal, State, ard local levels in vocational education. Occupational
training programs of all kinds, public and private, are growing rapidly
in all States. This is especially true in public education. The demand for
funds to finance the construction of vocational education facilities and opera-
tion of new and expanding programs is increasing at a rapid rate. Other edu-
cational institutions and training agencies are also seeking various forms of
increased public financial support. All of these must be considcred if the
vocational education needs of the people are to be met and the trained man-
power demand by business and industry is to be satisfied. This requires plan-
ning of a long-range nature. Some kind of systems approach to planning is
necessary if it is to be consistent, logical, economical, and provide for the
continuity of programs, services, and activities necessary to meet the voca-
tional education needs of people.

The systems approach to planning outlined in Chapter 4 of this publica-
tion and shown in Figure III, is used in developing the procedures in long-
range planning in this chapter. This is only one of many systems that may
be used in program planning.
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Long-range Plan

Steps in Progiam Planning

The systems approach model used in this document invoives a number
of steps that must be followed in developing an effective long-range plan of
vocational education. They are:

2. An assessment of the situation which includes (1) an analysis
of manpower needs and job opportunities, (2) the availability of
vocational cducation, and (3) the State’s population relating to
vocational education needs in the State

b. A determination of vocational education program needs which

are to receive priority attention in terms of the target population,
target areas, and program emphasis

. A statement of vocational education objectives

. A survey of alternative vccational programs, services, and activities

e. A plan for implementation of vocational programs, services, and
activities in terms of the requirements for pcople, resources,
facilities, equipment, materials, and other services

f. Preparation of a budget including the accounting, distributing,
and auditing procedures

g. Evaluation of vocational education programs, services, and
activities, and provision for feedback of evaluation results into
program planning

oo

Commitment

A commitment to a systems approach to State program planning is the
beginning of the planning phase. Al futher activity is predicated upon this
commitment. Withovt a commitment tc vocational education by leaders in
local communities and by leaders at the State level, who are responsible
for State plan preparation, adequate plans to mect the vocational edu-
cation needs of the people and the proper allocation of resources are not
likely to evolve.

Assessment

The assessment of vocational education in the State calls for the
collection and compiling of information. The responsibility for collecting
this information is a staff function and should be assigned to some person
or group of persons on the staff. This may be the Research Coordinating
Unit or the statistical section of the staff in vocationai education, or it
may be nccessary to establish a position or positions on the staff for this
purpose.

Consideration should be given to the establishment of an information
systeam and data collecting precedures which will provide information relevant

a8
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to the solution of problems in vocational education planning. The informatica
system needs focus upon identification, collection, analysis, synthLesis, and
interpretation of data. The most common methods of obtaining data arc
surveys, including questionnaires and check lists; interviews, analysis of
publications; and committee resports. Some of the sources of information
are provided in Appendix M.

Analysis of Manpower Needs and Job Opportunities
State plan preparation requires:
that due consideration will be given to the resnlls of

periodic evaluations of State and ltocal veeational edu-

cation programs, services, and activities in the light of

information regarding current and projected manpaower

needs and job opportunitics, particularly new and emerg-

ing neceds and opportunities on the local, State and

national levels, . . . Sec. 123 (6) (A), P.L. 90-576.
The analysis of the manpower needs and job opportunities will vary from
State to State, depending upon the information available within each State.
The Amendment provides for the State Employment Service, through
agrcement with the State Board for Vocational Education, to provide some
of this information The information secured from the employment service
should be supplemented with information from other agencies and organi-
zations coacerned with manpower needs and job opportunities. The State
Board must show the present manpowcr nceds and job opportunities and
project these needs to the future.

The suggested elements of necessary information for analyzing man-
power needs are:
. Nature of jobs by categories -~ supply and demand
. Job entry requirements
. Reyuirements for job advancement
. Projection for job opportunities
Trends in the lzbor market
New and emerging jobs
. Location of job opportunities
. Types of related job opportunities in similar or related cccupations

5t L0 o

The following sources of information may be considered in asscssing the
manpower needs and job opportunities in any State:
a. Employment Service —- Reports and Statistics
b. Manpower Reports of the President transmitted to Congress by
the U. S. Department of Labor annually
c. U. S. Census of Population, Burcau of the Census, Department of
Commerce
d. Comprehensive Area Manpower Planning Systems Reports
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e. Manpower surveys made by organizations and agencies within the
State

f. State Departments of Government; such as, State Department of
Labor, Interior, Commerce, industrial Developmesi, or other
departments concerned with economic growth of the State

g. Reports from State Department of Education

h. Vital Statistics Report, State Department of Health

i. State and Federal Licensing Boards

j. Advisory and Trade Committees

Available Vocational Education Programs

The assessment of vocational education must include what is now
being done in providing for the manpower needs and the preparation for
job opportunities, This assessment must include information of what is
being done in providing for the manpower needs and the preparation for job
opportunities. This assessment must include information of what is being
done in the public schools, privaic schools, military, and by business and
industry and other users of manpower.

The information on what is being done in public schools can usually
be obtained from public school records. In most States this information
is available in the State Department of Education. It is not always easy to
get the informatior. from private schools, since in many states, they do not
report to any State agency. In States where private schools are licensed,
this information is wusually available from the licensing agency. The
securing of informaticn from business and industry and other agencies, such
as, governmental agencies including the Armed Forces, is not so easy to
obtain. Vocational advisory committees or councils may have representatives
from these organizations and agencies who could be used to help secure
this information.

The staff charged with assembling this information must consider the
vecational training done by business and industry, governmental agencies,
and others who have manpower training programs. The Federal State Plan
Guide is the format for compiling this information.

The types of information in determining the availability of vocational
education programs include the:

a. Nature and location of educational programs, services, and
activities, including general education, public and private vo-
cational education, business and industry, and governmental edu-
cation, including the military

b. Availability and allocation of resources including manpower and
funds

c. Nature of the population served — this would include age, sex,
educational and cultural backgrounds
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d. Organizational structure of availeble educational programs and
general operational policies and practices

e. Status of available facilities, equipment, and material for vo-
cational programs

These types of information should focus uipon the following elements
of information necessary to prepare graphic or chart presentations of edu-
cation resources:

Student

. Faculty

Administration and Supervision

. Organization

Programs, services, and activities
Nature, type, and number of offerings
. Nature and extent of student groups being served
. Vocational education outcomes
Resources and its distribution
Teacher preparation

. Planning and controlling efforts
Evaluation activities

In addition to the sources of information described in the previous
section, which are in general applicable to most information requirements,
the sources below appear to be relative to educational resources:
a. U. S. Department of Health, Education, and Welfare
b. Advisory commiitees

Parents

. Community agencies

Educational institutions (private and public)

Professional organizations

. Educational Resources Information Center

. Other State and regional studies

ERee T e Al R
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Analysis of the State's Population Relating to Vocational Education Needs
Emphasis is placed on meeting the vocational education needs of all

the people. This necessitates the securing of information on the vocational
needs of all groups of people. This includes those in the secondary and post-
secondary schools and adults who have left regular school program and who
need additional education to upgrade them in their present job or to
retrain for changing or new jobs. The types of information on human
resources needed are their:

a. Interest, nzads, and aspirations

b. Educational background

c. Population characteristics, (ability, attitudes, and aptitudes)

d. Ethnic or cultural background
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e. Mobility pattern

f. Per capita or family income (economic status vs. cost of living)
g. Relief and welfare trends

The sources for sccuring information on the vecational education needs
which may include those cited above are:
Social Security Administration
. Public school records
State Employment Service records and reports
- U. S. Depart: .2nt of Labor Manpower reports
Bureau of Labor statistics
Credit union and banks
Management and labor associations
. Chamber of Commerce studies and reports
Insurance and real estate companies
Public health organiz.ations
- Reports from other State and Federal agencies dealing with human
resources and population characteristics
1. U. 8. Department of Housing and Urban Development

The Amendment makes it mandatory that consideration be given to
determining the vocational education necds of the people, relative to eco-
nomically depressed areas, arcas with high rates of general unem, loyment,
high rates of unemployment of youth, and high rates of school dropouts.
The procedure for securing information on determining the extent of these
areas will differ from State to State. Sonic of the possible methods are:

a. Economically depressed arcas
1. The measurc used in identifying depressed arcas under the
Elcmentary and Sccondary Education Act
2. Certain regions or areas of States have becn designated as
ecodomically depressed areas by certain governmental agencies
(such as Education Professions Developmernt Act, Model Cities,
Appalachian Commission)
b. High rates of general unemployment
The Employment Service of the Department of Economic Security
or the State agency responsible for welfare and unemployment
benefits of the State is usually the best source of information on
the rates of unemployment. This information is usually available
by counties. Employment surveys, if available from any reliable
source, should be used.
c. High rates of youth unemployment
The rates of youth unemployment are difficult to secure. These
statistics may be available in the State Employment Service office
or in the office of some other agency. Nationally, the rate for
youth unemployment is considered to be about twice that of the

FLUSDG e od ot

42



E

RIC

O

Aruitoxt provided by Eic:

general unemployment rate. Where the rates of youth unemploy-
ment in a State are not available, the national ratio of general
unemployment to the youth unemployment may be applied in the
State.
d. High rates of school dropouts

The school dropout record can be secured from the school records.
These records are usually available in the State Department of
Education or may be sccured from the local educational agency’s
records.

Vocational Education Program Needs
Programs in vocational education are to be designed to insure education
and training programs for career vocdations. This make it necessary that
the vocational education staff, in their planning, match programs with
manpower needs and ;.b opportunities and plan for any new or emerging
occupation which may be anticipated in the State. The total of existing
programs, regardless of where offered or by whom, must be considered.
Plans should be made to provide programs vwhere they do not now exist
tu meet the vocational education needs of persons of all ages.
Vocational education is to be made available to people in all parts of
the State. The target areas to receive priority are:
a. Areas that do not now have vocational programs
b. Arcas of high unemployment
¢. Economically depressed areas
d. High mobility or migratory areas
e. Seasonal employment areas

These target areas needs are to be considered in term:s of the popula-
tions to be served by vocational education programs, services, and activities.
These populations include:

a. Disadvantaged
b. Handicapped
¢. Secondary

d. Post-secondary
e. Adult

Existing programs 1aust be evaluated in terms of meeting the vocational
education needs of the people and a priority determined on the basis of these
needs and existing constraints. This may mean the discorntinuance of some
existing programs and starting new ones which have a higher priority. The
input of advisory councils, business and industry, and the: results from
student evaluations of existing programs should be a part of the criteria

in determining the need for vocational education programs in a State.

Needs for vocationai education must also be reflected in the nature of
program emphases. Program emphases focus upon the economic consideration
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growing out of the assessment and the educational concerns evolving from the
analysis of the people to be served. Economic considerations in vocational
program needs should deal with the job opportunities, the emerging skills,
retooling or retraining for job mobility, and upgrading of present knowledge
and skill in the form of continuing education. The development of vo-
cational education program needs must also center upon the specific kinds
of knowledge, skills, and attitudes needed to fully develop the student and
meet occupational requirements. The eXxamination of economic considerations
and educational concerns will assist in the statement of more real and
meaningful vocational education program needs.

Vocational Education Objectives

Perhaps the most critical step in program planning is to determine what
the State should do in vocational education. State and Federal laws give
direction, but the State staff with the assistance of all concerned with
vecational education must chart the course and determine how to accomplish
the purpose of vocational education. This is best done through the problem
solving procedure with well defined objectives for programs, services, and
activities, The Amendment requires that the State pian:

sets forth a program of vocational education objectives
which affords satisfactory assurance of substantial prog-
ress 1oward meeting the vocational nceds of the potential
students in the State; . . . Sec. 123(a) (4) (D), P.L. 90-
576.

The development and statement of vocational objectives is one of the
most important tasks facing vocational education planners. Vocational
objectives must tell what we are trying to do and where we are trying to go.
They must be specific and measurable.

Objectives, missions, and goals are often used interchangeably. In
this publization objectives are treated in three major groups:

The Ultimate Objective or Program Mission
Long-Range Objectives or (GGoals
Short-Range or Annual Objectives

Ultimate Objectives

The ultimate objective, or program mission as called by some, is a
broad objective stating the purpose of vocational education. This purpose
is declared by Congress in Title I, Part A, Sectioa 101 of the 1968
Amendments to the Vocational Education Act of 1963.

The ultimate objective is derived from legislation and policies of the
State. Each State should have an objective statement which has been
developed by the vocetional education staff with the help of others who
have an interest in and concern for vocational education. Because legislaticn
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and State policies change frequently, the ultimate objective or mission
statement should be reviewed and revised frequently in terms of what the
State intends to do.

Long-Range Objectives

Long-range objectives or goals are statements of anticipated accomplish-
ments over a number of years, specifically five years, in Part II of the
State plan. These objectives must be realistic in terms of the evaluation
of existing programs as they relate to the vocational education needs of the
people, plus an analysis of economic developments and the manpower re-
quirements of the labor market.

Long-range objectives should:
. Relate to the ultimate objective or mission of vocational education
. Point the direction for future program development
. Indicate the trend of vocational education in the State
. Be based upon the need for vocational programs
. Be broad in scope
Be ranked on the basis of priorities (a result of balancing needs
and constraints)

O A0 T

These objectives should be developed in consultation with the State
Advisory Council, State Employment Service, and other State agencies
and non-State agencies who have a part in occupational education. An
example of a long-range objective might be to “develop a comprehensive
program of vocational education in the State to serve 50 percent of the
students in secondary school in the State.”

Annual Objectives

Annual program objectives are statements of measurable output or
accomplishments to be attained within the year covered by Part III of the
State Plan — the Annual Plan.

The annual program objectives implement the long-range objectives
and serve as the basis upon which the annual plan is developed. They
project what the State will do during the year and in a way which can
be measured at the end of the year. It is suggested that each State have
specific objectives including objectives on:

a. Occupational and special programs to be made available to
students

b. The number of adults to be served

¢. The extent to which the vocational education program prepares
workers for the labor market

d. Reconciliation of student’s interest and aspirations to the man-
power reeds and job opportunities

e. The development of cooperative education programs
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f. The relevance of existing programs in terms of students’ vo-
cational needs and job opportunities
g. The need for expansion cf existing programs and the development
of new programs
h. The necd for special programs, services, and activities for the
handicapped and the disadvantaged
The annual objectives should:
. Relate to the attainment of the long-range objectives
. Indicate the degree of achievement
. Be short-range and specific
. Be observable and measurable
. Have a time frame
Be ranked on the basis of priorities (revised in light of current
situations)

Basically, to prepare a meqningfully stated objective that will succeed
in communicating intent and serve as a basis for evaluation, they should
answer the following questions:

a. What will the observable outcuome be?

b. What are the important conditions under which the outcome is
to occur?

¢. What standard of performance will be employed to evaluate the
outcome?

An example of an annual objective might be to “construct four area
vocational schools during the year” or “graduate and place in employment
200 welders during the year.” The annual objectives may be refined to the
level of teaching objectives in behavioral terms.
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Alternate Programs, Services, and Activities
Usually there are a number of ways of accomplishing or attaining a
given objective. Although not required in the State Plan Guide, the
planning process requires that these ways or alternatives be cxplored in
order to arrive at the “best” possible means of achieving or reaching the
objective. These alternatives may result from:
a. An innovation which is an outgrowth of imagination, ingenuity,
and creativity
b. An adoption of previously existing programs, services, and
activities
¢. An adaption or modification of existing programs, services, and
activities
The analysis of each alternative does not take place in isolation. It
must be considered in rclation to other alternatives. Some of the factors
that must be considered in making a decision on the alternative to be
selected are:
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a. Cost-cffectiveness cf each alternative
b. The resources needed in terms of manpower and financial support
c. Evaluation of each of the alternatives in terms of the objectives

Cost-effectiveness analysis is applied to each alternative to determine
its effectiveiess and efficiency. Costs are estimated and effectiveness is
obtained from subjecting the alternatives to real operational conditions
through the use of models or simulation. Cost-effectivencss analysis nceds
to include those factors which are direct and indirect, current and future,
as well as actual and estimated. Cost factors are always estimations based
upon anticipated expenditures over a five year period. Cost factors also
include maintenance considerations in addition to procurement and operation.
Eftectiveness is a matter of degree and is never absolute. It also includes
intangible as well as tangible outcomes and implications.

Judgments are also made concerning each alternative based upon
past experiences and expertise in light of real political, financial, a..d
conomic factors. These judgments will provide statements of feasibility,
impact, and worth of each alternative.

Each analyzed alternative is then compared and evaluated against
each of the other alternatives in relation to the objectives, priorities, and
criterion measures. They are then ranked according to desirability and utility.

Finally a selection is made as to the alternative or set of alternatives
to be developed and implemented. As the decision is made, justification for
the choice is developed to support the selection.

Implementation Plan for Programs, Services, and Activities
While this section of the long-range plan is not included in the State
Plan Guide, it is a necessary part of program planning to insure the
attainment of stated objectives. The plan for projecting programs over a
long-range period of at least five years makes it necessary that attention be
given in each year of the plan to the:
a. Estimated enrollment by programs and by groups to be served
b. Number of schools or agencies offering vocational education of
all types
¢. Personnel requirements for programs, services, and activities, in-
cluding numbers to be trained
d. Facilities and equipment needed, including new facitities and new
equipment
e. Allocation of present or anticipated resources
f. Time necessary to develop and put into operation revised or new
programs, services, and activities

The ultimate objective in vocational education or the program mission
should guide the State in planning programs of vocational education.
Certain constraints, such as, lack of financial support, inadequate facilities,

o 47

S ———




or lack of trained personnel, must be considered especially in the earlier
years of long-range plan. However, the planners should consider what
is needed in the State to accomplish the ultimate objective and plan to
progressively implement vocational programs to meet these objectives.
What, Why, How, Who, When, and Where kinds of questions must be
answered before the selected set of alternatives can be put in operation.
Effective implementation must be planned. The State plan will be integrated
into on-going vocational education programs which will necessitate varying
degrees of changs and development. Procedures employed to implement
the annual phase of the long-range plan should consider two fundamental
approaches:
a. A form of field testing to include:
1. Testing — a trail-run of new and revised programs, services,
and activities
2. Revision -—— to correct error or modify for improvement (pilot
situation or simulation)
3. Retest — to check out the effects of the revision if necessary
b. A sequence of implementing activities including:
1. Dissemination — to describe and inform the user
2. Demonstration — to show and train the user
3. Integration — to place into the school and incorporate into on-
going programs of vocational education

This complex operation necessitates the development and employment
of a management plan This includes provision for continuous planning,
organizing, directing, and controlling.

The implementation plan has also to give consideration to operationa!
concerns which will vary depending upon situation’s characteristics; however,
some examples of operational concerns would be:

a. Occupational categories — programs need to be compatible with

*  occupational references in business and industry.

b. Educational levels -— Programs, services, and activities will be
influenced by the educational level at which they are offered and
the stedents to whom they are offered.

¢. Geographic location — factors of space, transportation, support,
and others enter inio planning for implementation.

d. Educational subdivisions — a functional and logical breakdown
of content and skill development needs to be made in order to
structure programs and courses.

e. Ancil'ary services— courses do not stand alone, they depend
upon an extensive supportive system which must be inherent in a
plan for inplementation.

The first year of the long-range plan can be specific since the resources
and constraints are known. The implementation plans for the other years are
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based upon anticipations in terms of the objectives. It should be assumed
that if the objectives are valid and the commitment to vocational education
strong enough, any constraints, such as, lack of funds, personnel, or any
laws or regulations restricting vocational education, wiill be removed. The
need for vocational programs to implement the long-range objectives is
one of the best ways to secure the necessary support for vocational education
and for removing any restraints which may be present.

Budget Preparation

The estimated funding statcment is a plan for the allocation of financial
resources to vocational programs, services, and activities. The long-range
(5 year) funding statement is based upon the stated needs and is formulated
without the consideration of constraints. This document identifies the
sources of funds needed and indicates how they are to be expended. The
annual budget is a fiscal statement of anticipated expenditures based upon
actual resources available. The budget docnment is a plan which is product-
oriented and enables ifie decision-maker to cost the achievement of stated
objectives.

The budget for the first year of the long-range plan is a plan for
actual expenditures for the coming year bascd on actual financial resources
available. It is specific and reflects the planned expenditures for each
program, service, and activity. The estimated expenditures for the other
year in the plan arc based upon the needs for funds from all sources —
Federal, State, and local — to support the necded vocational programs to
meet the long-range objectives. If an effective and realistic job has been done
in determining the long-range vocational objectives and planning programs
to mect them, the task of allocating resources for those years is relatively
simple. It merely consists of computing the estimate cost of each program,
service, and activity and then arriving at a total cost for each year in the
plan. The amount of funds anticipated from each source may be estimated
on the basis of Federal and State laws authorizing appropriations, antici-
pated changes in these laws, and anticipated availability of funds from State
and local sources. Planners should expect that if the need is great enough,
the financial resources will be forthcoming.

An allocation plan is a part of the budget plan which describes and
justifies the distribution of resources. Distribution procedures and allocation
formula are major components of the allocation plan. An example is shown
in Appendix, I and J.

Accounting practices and auditing policies are established to insure
noncommingling of funds and provide for the control of expenditures as
planned. Line item entrics serve as the basis for this part of the budget plan.

All budgeted expenditures must be time phased because of the annual
funding policies of the Federal Government. In addition, this timing of
expenditures will provide greate. control and improved management.
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Need for Evaluation of Programs, Services, and Activities in Planning

Each program should be evaluted in terms of its objectives. Once an
evaluation has bcen made, the results are to be considered in determining
the changes tc be made in the objectives and programs, services, and
activities to meet stated needs. The evaluation results are used to determine
essential program changes by indicating the programs that should be ex-
panded, droppcd, or adjusted in order to attain the vocational objective.

A procedure for providing a feedback of the information on the
evaluation of vocational education programs to program planners should be
developed. This feedtack of information is a very important source of
informaiion and is to be given consideration in any change of long-range
objectives or change in vocational programs, services, and activities. Planners
will have reliable information for reviewing, analyzing, and revising the State
plan for the coming year once they have received the necessary feedback on
the evaluation of currcnt pregrazs, services, and activities.

Annual Plan

The annual program plan is an essential part of the State plan which
describes the program of vocational education for the coming year. It
describes what is to be done in the State during the year and how it is to be
done. The annual program plan is based on the first year of the long-range
plan. If the first year cf the long-range plan is realistic and the right
objectives have been selecied and properly stated, the writing of the annual
plan will be much less difficult.

In writing the State plan, it is important that attention be given to the
analysis of the annual objectives in terms of meeting the vocational needs
of the people; the development of programs, services, and activities to meet
the objectives, and the allocation of available funds.

Analysis of Objectives

The annual program plan is based on the annual and short-range
objectives. If these objectives are well stated and based on the vocational
education needs of people and are developed from current and reliable
information, a sound framework has been established for developing the
annual pian.

The evaluation of the objectives should be continuous throughout the
year as a basis for the next year’s annual program plan. This evaluation
::ons1sts of an analysis of these objectives in ierms of:

a. Relationship to the lopg-range objectives

b. Comprehensiveness in terms of meeting the total needs for vo-
cational education programs, services, and activities

c. Probable attainment during the year

d. Their measurabiliity

e. Priority rank
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Development of Programs, Services, and Activities
Programs, services, and activities are developed to attsin the objectives.

The annual program plan spells out in tabular and narrative form the fol-

Jowing:

. Instructional programs planned by occupations

. Number of programs

. Location of programs

. Number and kind of persoznel to be employed

Estimated enrollment

Estimated number expected to complete training

. Groups to serve; such as, secondary, post-secondary, adult, dis-

advantaged, and handicapped

h. Construction of area vocational school facilities

i. Provision of ancillary services; such as, administration and super-
vision, evaluation, teacher education and professional improve-
ment, research and demostration projects, and curriculum
development

@@ moe D P

The vocational programs, services, and activities selected are subject
to certain constraints which must be considered. These include, but are not
limited to:

a. Federal and State laws
b. Rules, regulations, and policies of the Stat. agency
. Avuilable financial resources
. Availability of qualified personnel
. Availability of facilities
Attitude of local educational agencies
g Willir: 3ss of business and industry to cooperate

0o a6

Allocation of Available Funds

The allocation of funds to vocational education programs, services, and
activities is an important task in annual program planning. It is the re-
sponsibility of the State Board for Vocational Education and its staff to
make such allocations. It requires wise decisions on the use of available
funds to get the maximum benefits from them. Constraints sometimes limit
decisions on their use. The Federal Amendment and Rules and Regulations
specify how the Federal vocational funds may be used. State laws and the
State’s budgets for vocational education may place restrictions on the use of
State funds. Local agencies usually must consider priorities in the use of
funds available to them from lecal sources. All these must be considered in
the allocation of funds for vocational education purposes. The annual plan
shows iue allocation of funds and their sources wunder the 1968 Amendments
for the following:

a. Programs, services, and activities for Part B purposes
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. Research and training for Part C

. Exemplary programs and projects for Part D

. Residential schools for Part E

. Consumer and Homemaking programs for Part F
Cooperative Vocational Education programs for Part G
. Work Study programs for Part H

gQ "o o0 o

Local Agency Applications

The development of the State’s annual plan depends on reliable data
and on the intentions of local educational agencies in conducting programs of
vocational education. Local educational agencies include local boards of
education, area vocational schools, community colleges, institutions of
higher education, and other public institutions offering vocational educa-
tion programs eligible for financial support under the State plan. The ap-
plications from local education agencies for vocational programs, services,
and activities are one of the important sources of information for developing
the State program plan. These applications are based on local needs for vo-
cational education programs.

The procedures used in developing the State’s annual plan should be
used by the local agency in devcloping its application. The format for
developing local applications is outlined in the application form supplied by
the State (Appendix K is an example).

Many smali local educational agencies do not have all the information
needed for preparing their application and must depend on the State agency
for help.

The local application is the local educational agency’s annual plan for
vocational education and shows what is to be done and the allocation of
resources te it.

Careful review cf local applications for vocational programs by the
State staff is required to see that these programs contribute to the State’s
annual objectives and that all phases of vocational education are being
considered. It might be necessary for the State program planners to stimulate
and encourage local agencies to expand programs or develop new ones to
meet the vocational education needs on the local and State level.

Ancillary Services
The State program planners for vocational education must, in addition

to the programs proposed in the applications from local agencies, provide in
the annual program plan the ancillary services needed to carry out an effec-
tive and efficient program of vocational education in the State. The ancillary
services which must be provided include:

a. Necessary administration and supervision

b. Provision for teacher education and professional improvement
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c. Research, development, training, demonstration, and dissemination
efforts

d. Guidance services

e. Curriculum development and preparation of instructional materials

f. Evaluation of programs, services, and activities

The provisions for the necessary ancillary services include the provisions
for necessary staff at all levels and in all services, arrangements for facilitics,
equipment and supplies, and allocation of adequate funds for these services.
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Appendix A

Planning Unit

Planning is a specialized endeavor requiring technical competencies.
Planning is recognized as an indispensable activity in the management of
vocational education program dcvelopment. Planning does not occur by
chance, it has to be an intended activity. It consumes time and resources and
has an identifiable level of attainment. However, if planning as proposed in
this handbook is to be comprehensive and systematic, it will require special-
ized capabilities. Therefore, attention should be given to the establishment of
a planning unit to mect the specific needs of the planning effort. The plan-
ning unit would:

a. Coordinating interagency planning
education efforts
b. Coordinate the development of plans for vocational education

C. Assist in the conduct of evaluation and operation of information
systems

The unit could be composed of interdisciplinary and systems-oriented
professional staff. This staff would serve as the core of the planning and

.reporting efforts within the State.

A planning unit can focus upon major concerns related to all levels of
vocational educatioii activity. Their concerns include:
a. Recognition of scope of planning needs
b. Achievement of comprehensive pianning activities and Statewide
integrated planning efforts
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The organization of a planning unit should focus on a core of specialists
interacting with functional or service area specialists to form viable task
forces to execute planning endeavors. The planning unit should be oriented
to the decision-making function of the agency.

The unit should address its operation to:

Q0o
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. Coordinating interagency

. Developing of master plans

. Liaisoning with all levels of planning with the State

. Relating to external planning enterprises (other States, U. S.

Office of Education, etc.)

. Conducting training of planning specialist

Cooperating in the operation of management information systems
(MIS)

a planning unit to be effective, it must be directly relaiod to

the chief decision-maker and have clear lines of communications and re-
sponsibilities with major administrative units. Planning must be viewed as
an integral aspect of all administrative activity at the State level. The
planning unit needs to relate directly to and with all vocational education
organizations within the State.

Some suggested sources of information dealing with planning units are:

Bernar S. Fuse, Project Director

Seven-State Project, Comprehensive Planning
in State Education Agencies

1400 University Club Building

Salt Lake City, Utah 84111

Hal E. Hagen, Director

Institute for State Educational Planners

Mankoto State Coliege

Mankoto, Min. csota
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Appendix B
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Horre Economica Education H State Program Evalostion
Technical Educstion Supervisor of H
Teade snd Industrial Education Reglonal Vocatiocnal Educatica Programs, '
Specist Programs Setvices and Activities see -
(e ||
Coontinators of
Vocationat frograme. Services, snd Activitiss
e - -
! [ ! ;
Y fron ¢ | Collegen and
Schaole Schacls Schoofs Schouls Coflegen { institures Univirsities
b
*includes: Disadv d, Handi Work-Study.

**ncludes; E Protesians D Exchange Program for
Vocations) Cooparative Program for Teacher Education
***Inciudes: Vocational Education Region which includes one or more Economic Development Districts




Appendix C

ORGANIZATION AND USE OF THE STATE
ADVISORY COUNCIL FOR VOCATIONAL EDUCATION

Provision
The Amendment states that:
“any State which desires to receive a grant under this
title for any fiscal year shall establish a State advisory
council, . . .” Part A. Section 104 (b) (1), P.L. 90-57<.
Certification of the establishment and membership of the State advisory
council must be submitted to the Commissioner of Education not less than
ninety days prior to the beginning of any fiscal year ending after June 30,
1969, in which the State d:sired to receive a grant under this title. (Part A,
Section 104, (b) (7))

Membership

Appointment. The State advicory council shall be appointed by the
Governor or, in the case of States in which the members of the State board
are elected, by such board. (Part A, Section 104 (b) (1))

Representation. The State advisory council shall include as members
a person or persons who ate representative of certain institutions, organi-
zations, or agencies, or who are familiar with the needs for and programs of
vocational education in the State. Specific requiremr~nts for membership are
found in Part A, Section 104 (b) (1) (A) of the Ar.cndment.

Size. The State advisory council should have an adequate number
of persons to meet the representation requirements of the Amendment, yet a
small enough number of members to function efficiently. Generally, a
group of twenty persons can meet both of these criteria effectively.
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Term of Office. The term of membership on the State advisory council
is left to the discretion of the appointing authority. However, thc provision
for the National Advisory Council on Vocational Education, set forth in Part
A, Section 104 (a) (1) of the Amendment, may serve as a guideline. Mem-
bers of the National Advisory Council serve for three years, with one-third
of the total membership being appointed each year.

Responsibilities
Function. The State advisory council shall;
(B) “advisc the State board on the development of

and policy matters arising in the administration of the
State Plan submitted pursuant to part B of this title,
including the preparation of long-range and annual pro-
gram plans pursuant to paragraphs (4) and (5) of scction
123 (a);

(C) evaluate vocational cducation programs, scrvices,
and activities assisted under this title, and publish and
distribute the results thereof; and

() prepare and submit through the State Board to the
Commissioner and to the National Council an annual
evaluation report;, . . .” Part A, Section 104 (b) (1),
P.L. 90-576. :

Of \hese functions, the one which is most likely to be significant is
the annu:l evaluation. report. This report must evaluate the effectiveness
of vocatioaal education in terms of the annual and long-range plans for
vocational education ‘in the State. In addition, it will recommend changes
in progran.s, services, and activities which seem to be called for as a result
of the evaluation.

The Coagress has provided each State advisory council the right to
employ a staff and to contract for services needed in' meeting its re-
sponsibilities. As much as 150 thousand dollars per year would be available
for the Statc advisory council in some States to carry out these activities
if full appropriations are provided. These funds would permit the Statc
advisory council in a large State to budget for items, such as, executive
secretary, a vocational education specialist, a labor economist, a secretarial
and clerical staff, office expenses, expenses for meeting of State Advisory
Council, and a budget for contractual services, such as, collection of data,
analysis, report writing, and publication.

A State advisory council which can d:vote its attention to policy
formation and a council staff which can concentrate on evaluation can ac-
complish very much. The financial assistance provided the State advisory
council will aid greatly in conducting the functions specified.

The annual evaluation report which must be submitted by the State
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advisory council should cover a period from approximately June 15 of one
year to the same date the year following, and should be completed by ap-
proximately Uctober 1. If the State Board of Education could consider this
report and pass it on to the National Council within a month, recom-
mendations could be made to the Congress near the beginning of its new term
at the start of the calencar year.

The State advisory councils are an essential scurce of new expertise
on the development of new vocational programs and the more effective re-
direction of existing programs to greater relevancy. The councils should
be independent evaluators of the effectiveness of programs within the
States and independent commentators on the advisability of the provisions
of the State plans. This independence, especially from State department of
education, is essential it the councils are to make sound objective judgments.
In order to insure this independence, State directors of vocational edu-
cation and other State department of education personnel should be excluded
from membership on the councils. Funds apprecpriated for the councils
should go directly to the councils from the U. S. Office of Education to
be used at the sole discretion of the councils for the employment of staff,
evaluation, and other studies.

Liaison should be maintained with the Research Coordinating Uuit
in each State to insure that longitudinal follow-up studies of a sample of
students are carried out regularly. In collection of data, it is to be hoped
that information wi'l be obtained regarding every type of occupational edu-
cation rather than just those programs funded under the Vocational Eda-
cation Amendments of 1968. Intelligent evaluation or planning cannot
be accomplished without information about private industry programs,
private school training, non-reimbursed occupational cducation in the public
schools, and the who'e host of Federally supported manpower development
programs.

The Commissioner of Education is authorized by Federal legislation
to pay each State advisory council those reasonable amounts which have
been expended in the performance of its duties.

Accountability in education is just be;inning. The mandatory annual
evaluations of vocational and technical education in a State should provide
a rationale and a variety of techniques which will be useful in evaluating
all of education. Moreover, if it appears that benefits accure from such
evaluation, adoption of evaluation for other fields of education is likely ta
be hastened.

To carry out the functions specified in the Amendment and to be ef-
fective in their operation, the State advisory counci! must establish and
maintaip sound relationships with the State. Board of Education and the State
Department of Vocational Education. The advisory and reporting procedures
of the State advisory council must be establiished in conjunction with the
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State Board of Education. Open communication must cxist between the mem-
bers of the State advisory council, the council staff, the State Board
of Education, and the members of the State Department of Vocationai Edu-
cation. The State advisory council must be made aware of the emerging
problems and issues confroriing the State Department of Vocationa! Edu-
cation if they are to be most effective in accomplishing their task.

Meetings ancl Organization

“Each State Advisory Council shall meet within thirty
days after certification has been accepted by the Com-
missioner and sclect from among its membership a chair-
man. The time, place, and manner of meeting shall be as
provided by the rules of the State Advisory Council,
except that such rules must provide for not less than one
public meeting each year at which at which the public is
given opportunity to express views concerning vocational
cducation.” Part A, Sec. 104 (b) (3), P.L. 90-576.
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Appendix D

COOPERATIVE AGREEMENT
between Public Employment Office
and State Board for Vocatior.ii Educalion

In order to provide vccational training and retraining for persons of all
ages n all communities of the state which is realistic in the light of actual or
anticipated opportunities for gainful employment, the State Public Employ-
ment Service and the State Board for Vocational Education hereby agree to
the following:

Public employment offices shall provide the State Board for Vocational
Education and local boards of education available information dealing
with {a) job opportunities in the community and elsewhere, (b) information
regarding job requirements of occupations, (¢) aptitude tests and other
assessment instruments, and (d) such other information as may advance the
mutual interest of the program.

Boards of education will provide information to the public employment
offices on the type of courses available, where given, length, starting dates,
and other factors necessary in counseling and in referring applicants to
local vocational education programs.

Public employment offices shall arrange for referral of applicants from
their files to the public vocational education program for training consistent
with their interest and aptitudes.

Boards of education will arrange for the referral of school dropouts and
graduates (for whom placement has not already been arranged) to the public
employment offices for counseling ard placement services. In addition,
pertinent information about individuals seeking employment will be provided.
Public employment offices shall arrange for counseling, testing, and place-
ment services to school dropouts, those who have completed training, and
others needing training and retraining to assist them in obtaining suitable
employment.

Superintendent of Commissioner

Public Instruction Economic Security

State Director for Trector

Vocational Education State Employment Service
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Appendix E

MEMORANDUM OF UNDERSTANDING
among
Bureau of Vocational Education
Bureau of Rehabilitation Services
Bureau of Instruction, Division of Special Education
of the State Department of Education

This memorandum of understanding is made for the purpose of assuring
coordination and re-enforcement of team effoit among the units involved
to the end that effective programs, services, and activities shall be assured
for the handicapped. It is understood that this effort will be made in the
following ways:
1) Annnal review of provisions in the State Plan for the vocational edu-
cation of the handicapped;
2) Planning and development of appropriate programs, projects, «ad/or
services to meet the vocational needs of the handicapped;
3) Review of applications for programs, projects, and/or services provid-
ing benefits to handicapped persons;
4) Development of appropriate inservice training for staffs, counselors,
and teachers for the handicapped; and
5) Provision for adequate communication to facilitatc program planning,
development, implementation, and evaluation.
This understanding is entered into this 1st day of July, 1969, and will remain
in force until it is terminated, revised, or amended by mutual consent.

Superiziendent of Public Instruction  State Director for Vocational
Education

Assistant Superiatendent for Assistant Superintendent for
Rehabilitation Services Instruction
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Appendix F

COOPERATIVE AGREEMENT
between State Department of Corrections
and Bureau of Vocational Education

The Bureau of Vocational Education agrees to cooperate with the Depart-
ment of Corrections in providing vocational education progran for inmates
in correctional institutions and to parolees and probationers who are v der
the supervision of the Department of Corrections.

It is understood by the agencies that vocational education programs,
services, and activities “or those in correctional institutions, parolees, and
probationers may be developed as the needs and eligibility are identified
and as funds wce available for them. Further, vocational education ancillary
services will be utilized to assure that these will be quality programs. Such
services include teacher training, research, curriculum development, cur-
riculum materials, guidance and counseling, and program evaluation. The
Department of Corrc:tions will provide whatever supportive services that
may be required for the establishment and operation of the programs.
Personnel of both agencies will cooperate at all levels of program planning,
development, aud implementation in making meaningful vocational ex-
periences available to these disadvantaged persons to the end that effective
programs, services, and activities will be assured.

This agreement will remain in force until it is terminated, revised, or
amended by mutual agreement.

Signature of Superintendent of Public  State Director for Vocational
Instructor Education

Commissioner
Department of Corrections
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Appendix G

COOPERATIVE AGREEMENT
between State Department of Child Welfare
and Bureau of Vocational Education

It is agreed that:

{. The Department of Education, Burcau of Vocational Education, and the

Departiment of Child Welfare, through their exezcutive heads, and tne

various divisions and burcaus of cach organization, will seck to cstablish

and maintain a high degree of cooperation in ail matters of mutual con-
cern for the bencfit of disadvantaged und handicapped youth.

Each of the departments will frecly exchange information about subject

youngsters, their special nceds, and any resources that are, or may be,

made available to meet those needs. This would include identivication
and assessment of individual nceds.

3. Cooperative planning and development of approprmtc jomt vocational
education programs, projccts, and/or services will be undertaken which
will include development, implementation, and evaluation.

-}, Joint participation in rescarch activities as part of innovative and ex-
emplary programs will be undertaken.

5. Appropriate inservice training for staffs, counselors, and tcachers will
be developed.

6. Jointly the two departments will prepare and/or review applications for
funding appropriate programs, projects, and/or services. Separately the
departments will devote such revenues as are available to cach which are
legaily applicable to mutuaily sclected programs.

7. In addition to this gencral agrcement to seck cooperative solutions to
common problems, specific smendments to this agrecment will be written
for ongoing joint programs, projects, or services as well as for such under-
takings that may be attempted in the future.

This declaration of intent is made on September 2, 1969, and will remain

in force until it is terminated, revised, or amended by mutual consent.

[

Supermtendent of Public Instruction Dlrc.ctor, Division of Instltutlonal

I Services

State Director for Vocational e
Education Dm,ctor, Dwmon of Commumty

e S Services

Commissioner, Dept. of Child Weifarce
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Appendix H

COOPERATIVE AGREEMENT
between State Department of Mental Health
and Bureau of Vocational Education

Purpose:

The purpose of this agreement is to assure continuing cooperation be-
tween the two azencies in implementation, carrying out of planning, and other
necessary steps i1 providing vocatioral education which is of high quality for
mentally and seriously emotionally handicapped youths and adults.

It is understond by both agencies that the need for vocational education
programs, serviccs, and activities is to be clearly identified and eligibility
established in order that vocational funds may be available in accordance
with the priorities of the legislation.

Personnel of both agencies will cooperate at all levels in making avail-
able supportive service: neccessary to assure quality vocational education for
the mentally and emotitnally handicapped.

Joint provisions foi: adequate communication to facilitate program plan-
ning, development, imp.ementation, and evaluation will be made.

This agreement will remain in force until it is terminated, revised, or
amended by mutual agreement.

Coordinator State Director for Vocational
Division of Mental Retardation Education

Commissionei ; Superintendent of Public
Department of Mental Health Instruction
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Allocation of Funds for Programs, Serices, and Activities
Federal Funds
{100%)
1. Overall Distribution
(1
) I |
Regular Regular Construction
High School Adults Handicapped of Facilities
26% 12% 10% 10%
(16} l (1M (4} (8} (3} (7}
' Regutar Disadvantagad Vacational Ancillary
Post Seconusry 15% Guidance Services and
15% {10} (5) 2% Activities
! 11%

]
Anciltary Services end Activities

{11%;

2

Administration
and Leadership
4%

Yeacher Educat.

r

Council
1%

)

and Supervision

State Advisory

I 1

Special Demonstration Program Evaluation
and Experimentation and Dissemination
1%

1%
State Plan Instructional Materials
Development Development
13 1%

(3}

Instructional Programs
7%

|

i
Local School Districts
Local Tax Support!
32% total

O
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1
Local Educational Ag
State Supported

456% tote?
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Appendix J

Formula for the Allocation of Funds to lLocal
Educstional Agencies

1) (2) 3) @

District Measure  District Measure  District Measure  District Measure

of Manpower -+ of Vocational + of Reasonable + of Relative Cost

Needs and Job Education Needs Local Tax Effort of Programs,

Opportunities Services, and
Activities

Divided by 4

= (5) District Measure; (then) (6) Add all of the district measures to get a
“Total for the State”; (then)

(7) District Measure == (8) District Apportionment Factor for Part
Total for the State B Purposes (Public Law 90-576)

(a) Equal weight is given to the four elements in the formula.

... .-~ . . . .|
How to Calculate Each Part of the Formula

1. District Measure of Manpower Needs and Job Opportunities

(a) County Measure of __ County Total of Nonprofessional Workers
Job Opportunities " State Total of Nonprofessional Workers
(b) District Share of __ Total District School Population
County Measure " Total County School Population

School population in a county and in a school district within a county
is considered to be a reliable statistic in estimating the total popula-
tion on the basis of “persons per school child.” It is relatively stable
within a county.

68




2.

(c) District Measure of County Measure of District Share of
Job Opportunities == Job Opportunities X County Measure
() I

School dizrict measures summed for all districts within a county will
add to the county measure; county measures summed for «ll coun-
ties within the State wili add to 1, which is the State total.

District Measure of Vocational Education Needs

(a) Steps Involved
(1) Estimate of the High Scheool Student Proportion of High

Need ot High Population in the School Students
Schoci Students = District % Going into
for Vocational Vocations
Education

(2) Estimate of the General Unemploy- Total District Adult
Need of Unem-~ ment Rate for the Populatior,, 20 to 65
ployed Adults == County P4
for Vocational
Education

(3) Estimate of the Youth Unemploy- Total District Youth
Need of Unem- ment Rate for the Population, 15 to 19
ployed Youth = County X
for Vocational
Ecducation

(b) Estimate of the Total Vocational Education Needs for a District ==
2(a)(1) + 2(a)(2) <+ 2(a)(3)

(c} Estimate of the Estimate of the State Median
Adjusted District = Total Vocaticaal % Income
Vocational Fduca- Education iNeeds for man
tion Ngeds the District Income

(d) Add the “estimate of the adjusted district vocational education needs”
for all districts to get the estimate of the State total vocational edu-
cation needs

(e) District Measure of Estimate of the Adjusted District Vocational
the Vocational Edu- —= Education Needs 2(c)

cation Needs Estimate of the State Total of Vocational
Education Nceds 2(d)
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A school district’s measure of the vocational education needs is the
proportion of the tctal State vocationa! education need accruing ‘o it.

District Measure of Reasonable Local Tax Effort

District Mcasure of the District Allotment of Fund: under the
Reasonable Local Tax = Basic Foundation Program Calculation
Effort '

State Allotment of Funds under the Basic
Foundation Program Caiculation

. District Measure of Relative Cost of Programs, Services, and Activities
in Relation .0 Average Daily Attendance
Per Pupil Current
(a) District Equalized District Current Expenses
Current Expenses = Expenses + State Average per
Pupil Current
Expenses
(b) District Measure of District Equalized Current Expenses
Relative Cost of Programs, = State Total Equalized Current

Services, and Activities Expenses



Appendix K

Instructions for Submitting A Local Plan for
Vocational Education

Remove this page before submitting local plan.
Prepare two copies: Keep one; forward one to regional coordinator.

1. Local Application {General Section)

Statement of Assurances — The school administrator must sign this page
after the Iocal plaa has been completed.

Population Information — Most of this information can be secured from
the Appendix of the Handbock. Additional information may be added
from local ¢ urces.

Employment Information — Some of this information may come from the
Handbook; other information may be secured from local sources such as
the employment office.

Educational Information — Although much of this information is sum-
marized in the Handbook, the local educational agency would be the best
source of information.

Analysis of General Information — Identify those communities or agencies
who assisted in analyzing the data. Then briefly summarize the analysis of
this information and the dircection it gives for programs.

Program Objectives — Read Chapter T of the Handbook and answer the
questions in developing a mission statement and long-range goals.
Summary of Instructional Program Information — This one page gives
a summary of schools, teachers, programs, and estimated enrollment and
completions for the entire school district. Complete the summary after
each program plan is completed. '
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Budgst Summary for Schoeol Districts — This one page (or more if there
are more than three high schools in the district) gives a summary of the
requested budget and source of funds. This summary shoula be most
valuable to school administrators in allocating resources to programs and
reviewing priorities of funding.
2. Local Application (Program Plans)

Yrepare a program for cach vocational program arca within each school.
If the program is alrcady in operation, the program plan should be
developed by the vocational tcachers in that program and coordinated with
the total planning committee. Each program plan will be attached to a
budget for that program and included as a part of the total local plan.

3. Budgets
Sce separate sheet for completing budget forms.

LOCAL PLAN I'OR
YOCATIONAL EJUCATION

Fiscal Year. . _ _ ...
FOR

School District. _. County_. . - R
FOR

FISCAL YEAR____

STATEMENT OF ASSURANCES

The applicant hereby assures the State Board of Education of the

tollowing:

1. The local plan for vocational education has been developed in con-
sultation with representatives of the educational and training resources
available to the area to be scrved.

2. Federai funds made available will be used so as to supplement and to
the extent practical, increasec the amount of local funds that would in
the absence of federal funds be made available, and in no case supplant
such local funds.

3. Federal funds wil! not bc used for any programs of vocational edu-
cation (except consumer and homemaking education) which cannot be
demonstrated to (a) prepare students for employment or (b) be neces-
sary to prepare individuals for a successful completion of the vocationai
pregram o (c) be of significant assistance to individuals enrolled in
making an informal and meaningful occupational choice.

4. Adequate facilities and equipment are, or will be, available to conduct
the programs projected.
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5. Tte applicant will make an annual evaluaticn teport and such other
reports as may be reasonably rcquired by the State Board.

CERTIFICATION

I do hereby certify that the abovc assurances will be complied with and
programs, scrviccs, and activities approved will bz conducted in accordance
with the Acts, Regulations, and thc State Plan for Vocational Education.

I further agree that funds will be used as stipulated in the application
and supporting documents for expenditures will be maintained for credit.

I further agree that our local fiscal effort for thc year covered by this
plan will be maintained at a level at least equal to the preceding fiscal year.

I do hercby certify that to the best of my knowledge all information
contained in this application is true and correct.

Local Edncational Agency

Supermtcndcnt

Date

1. General Information Needed for Pianning Local Vocation Educational
Programs?
A. Population Informaticn

1.

2.

3.

W

Is the county population increasing _ ___. or decreasing . _ .7
% change 1560-1970 1970-1975 _.___
What is the estimated county population for 19707 __.

19752

How many people are in the following age oroup"'7 (1970)
15-19 . ;20-24; ;2564 _ __ .
65andover

. What is thc per capita income in the county? ___ __ . ___.
. Is the county designated as an Economic Dcvelopment Arc'\"

Yes No
. Is the county onz of the 49 counties designated as an Appala-
chian county? Yes No

. Use the following space to note any additional popuiation infor-

mation which may be important in developing the local plan:
(Note: Writc-in spacc has been omitted to reduce pages in
handbook.)

B. Employment Information

1.

What is the total work force in the county (1969)? ________

IMost of the information required in this section can be found in the appendix of the
“Handbook for Planning Local Vocational Education Programs.”
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. What is the total employment in the county (1969)? ___
. What is the unemployment rate in the county (1969)?
. How many persons are employed in the following categories?”

(1969)

Agricvlture — Manufacturing

Government ____ _ Other _
5. What employment opportunities are available in the county or
within commuting distance?

For Men No. Needed
1) Occupation 1970-71 1975-76
2 .
€)) —
(C)
(6)) ] —

For Women No. Needed
) Occupation 1970-71 1975-

@ .

3)

4 — _

5)

6. How many workers commute outside the county for employ-
ment? Where do they work?

(Note: Write-in space has been omitted to reduce pages in
handbock.) '

7. Use the following space to note any additional empioyment in-
formation which may be important in developing the local plan:
(Note: Write-in space has been omitted to reduce pages in
handbook.)

C. Educational Information

1. What other agencies arc providing vocational education pro-
grams to persons in the area served by this local educational
agency?
(Note: Write-in space has been omitted to reduce pages in
handbook.)

2. What is the present school enrollment (grades 9-12)? . ...

3. What is the projected enrollment (grades 9-12) for
1975?

4. What is the holding power of the school district?
No. of ninth graders (1965-66) . No. of graduates
(May, 1969) % of ninth graders completing high
school

5. What are the major reasons for students not completing school?

W N
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6. How many 1969 graduates are attending college? In Kentucky?

Out of State . % of graduates at-
tending college __ = % of 1965-66 ninth graders at-
tending college in 1969-70 _____ .

7. Number of high school students from low income family?

% (As identified by Title I criteria)

8. How many high school age handicapped persons are in the school

district? Mentally retarded Crippled .
Cerebral palsied (Spastic) ——_ Cardiac -
Epileptic Blind Partially seeing .
Deaf Hard of hearing Speech defect .
Non-classified ___ Total handicapped

9. Use the following space to note any additional educational infor-
mation which may be important in developing the local plan:
(Note; Write-in space has been omitted to reduce pages in
handbook.)

II. Analysis of General Information

A. What consultants, advisory committees, and/or agencies were con-
tacted for advics in analyzing the data and recommending tie local
program of vocational education?

(Note: Write-in space has been omitted to reduce pages in
handbook.)

B. Summarize pertinent information (population, employment, and ed-
ucation) that points direction for the kind of vocational education
programs needed.

(Note: Write-in space has been omitted to reduce pages in
handbook.)

IIl. Program Object

A. What is the local educational agency’s educational philosophy in-
cluding vocational education? (Mission Statement)

(Note: Write-in space has been omitted to reduce pages ‘n
handbook.)

B. What are the long-range plans for maintaining, extending, and im-
proving existing programs and developing new programs of voca-
tional education? (Long-range Goais.)

(Note: Write-in space has been omitted to reduce pages in
handbook.)
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IV. SUMMARY OF INSTRUCTIONAL
School District . _____ .

e , No. of No. of
Programs Purpose |  Schools , Teachers |~ Reg.
PART B == Regular Programs . | ‘_ - i
i
Agriculture PS | o e
A TV T b
S I —
Business & Office PS
A
(3 i
Distributive Education PS
A
s ——
Healtih Occupations PS
A —
s —
Home Economics (Gainful) PS
A
S
Trade & Industry PS
A
PART B —- Special Programs S ' X
Disadvantaged PS B XXX
A XXX
S XXX
Handicapped PS XXX
A XXX
PART D — Exemplary ]
Exemplary Voc. Program PS
A !
PART F—Consumer & S
Homemaking PS
Home Economics (Useiul) A
PART G — Cooperative S -
Cooperative Voc. Programs PS !
A
S
TOTALS (Unduplicated) PS :
A
Reg. — Regular Students H — Handicapped Students
D — Disadvantaged Students S — Secondary




PROGRAM INFORMATION

~ "“Estimated Enroilmont - ___Estimated Completions
1970-71 1975-76 j 1970-71
. H. Reg. |  D. | H. " Reg. D.__| H
| |
_ |
T T TR XXX T XXX
T XXX XXX XXX
- 1
S S S _._.__.iw_,_ SN R ‘
' -j_ """"" XXX _f)(iii('“"\" XXX
XXX XXX | XXX
o 1 L XX o X
_ | N | B
- ]
XXX XXX XXX
XXX | XXX | ] XXX | XXX XXX
XXX XXy | XXX XXX XXX
XXX X)‘(_)g_____i‘_w_ XXX | XXX XXX XXX
_ XXX X | XXX | ) XXX XXX | XXX
XXX 4| XXX | XXX | XXX XXX | XXX
XXX XXX XXX h.4.4.4 XXX XXX
i TTEXX XXX XXX
XXX XXX XXX
XXX XXX | XX
. C LXK ] OXRX | XXX
- PS — Post Secondary B T
A — Aduit




V. BUDGET SUMMARY

Part B — Regular Programs

Home
Agriculture | Business & | Distributive Health Ecoromics
Office Education (Gainfut)

Salaries

Operating
Expenses

Capital
Outlay

Tntal

Salaries
Operating
Expenses
Capital
Outlay

Total

Salaries |
Operating o
Expenses

Capital
Outlay

Total

Salaries
Operating
Expenses

Capital
Outiay

Total

Salaries

Operating
Totals Expenses

y for Capital
v School Outlay




‘OR SCHOOL DISTRICT

| Part B Part D Part F Part G

! Special Programs
frades & TOTAL Disadvan- Handi- Exemplary | Consumer & |Cooperative || GRAND
Industry taged capped Homemaking TOTAL

O
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A SAMPLE OF A PROGRAM AREA APPLICATION

VOCATIONAL EDUCATION PLAN FOR PROGRAMS AND/OR
SERVICES FOR THE DISADVANTAGED FOR FY.

School
School District or Loca! Educational Agency
Duration: Beginning Date Ending Date

1. Descriptive Title of Program:

2. Statement of Objectives:

These should be sharply definded, stated in performance terms, and
related to program and/or service evaluation

3. Need for Program:

Briefly state the need for program and/or service for the disadvantaged
in your scheol

4, Procedures:

Describe the major elements of the operational plan to include general
design, methods and techniques, and equipment and facilities which, if
incorporated, would be unique for working with disadvantaged persons in
this program and/or service

5. Describe special plans for evaluating the results of the program and/or
service

R
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6. Number and Characteristics of Persons to be Served:

Program or Service

indicate Number in Each Category

Sex

Disadvantaged

Male

Female

Academic
Social
Economic

» Program Level

0
(7]

Totals
(Unduplicated)

PS




Each Program Area

m

Indicale Number of Students
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Instructions for Preparing Budgets
For Vocationat Education

. Prepare the Budget Request Form with the applicable backups for each

vocational program in each high school.

. Prepare two copies of the budget forms; retain one copy in the school

district anc forward the original copy with the program application form

to the r:imbursed coordinator of vocational education.

. For budget purposes, round all figures to the nearest dollar.

. Budget Request -

a. Check only 2ne blcck in the vocational program area. This is to indi-
cate the source of funds o be used to support the vocational education
program. If special program or cooperative money is to be used, but
the program is entirely in one of the vocational program areas, please
specify the program area in the Special Program or Cooperative block.

b. In the Summary of Funds Requested, place the item of expense on the
gppropriate line and in the appropriate column. Summarize totals to
the right side and at the bottom. Each entry on the Summary of Funds
Requested must be identified on one of the five budget backup sheets.

c. Leave Summary of Funds Approved blank. This will be completed by
the Bureau.

. Budget Backups

a. No. 1 — Adult Programs — Use this form oniy for adult vocational
programs. Check the appropriate vocational program area. Complete
all blanks which apply to the particular adult vocational program.

b. No. 2 —Personnel Salaries — Use this form to request personnel
salaries in programs other than the adult programs. THIS SHOULD
NOT INCLUDE SALARIES PAID BY THE FOUNNDATION
PROGRAM. Check the appropriate vocational program area. Supply
the information requested on personnel. Under present policy, this




budget backup should only be used for Part B special programs, Part
D, and Part G.

. No. 3 — Travel — Check the appropriate vocational program arca. Up
to three teachers securing funds urder the same program area may use
this form. Put the totals per teacher at the bottom of the page and the
totals of all teachers to the right side.

. No. 4 — Operating Expenses — Use this budget backup for requesting
funds for operating expenses other than travel. Check the appropriate
vocational program area. Under present operating policies, this budget
backup should only be used for Part B special programs, Part D, and
Part G.

. No. 5 — Capital Outlay — Use this form to request items of equipment
to be used in vocational programs. Check the appropriate vocaticnal
program area. Leave the columns headed “Action” and “Amount
Approved” blank for use by the Bureau.

. Use only those budget backups which are required to justify ex-
penditures on the Budget Request Form. Attach the budget backup
forms to the Budget Request.
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Budget Request
Fiscal Year 19___ ___

BOARD OF EDUCATICN ____ e L

SCHOOL e e
REGION
CHECK APPROPRIATE VOCATIONAL PROGRAM
PART B — REGULAR PROGRAMS
] Distributive Education [] Other (Specify):
[O Agriculture — Full Time [1 Health Occupations
] Agriculture — Young Farmer [J Home Ec. (Gainful)
7 Agriculture — Adult Farmer ] Trade & Industry
[J Business & Office

SUMMARY OF FUNDS REQUESTED

TYPE OF EXPENDITURES Secondary Adult
Costs Costs

SALARIES:
Full-Time Adult Teachers

Part-Time Adult Teachers

Other Personnel

Sub-Total

OPERATING COSTS:
Travel

Teaching Aids & Supplies

Other Operating Costs

Sub-Total

CAPITAL OUTLAY:
Equipment — Sub-Total

TOTALS




VEPIS CODE -
DISTRICTCODE _ ..

Prepare 2 copies for each Vocational Program Area
in each school

AREA (check only one item)

PART B — SPECIAL PROGRAMS | PART F—CONSUMER & HOMEMAKING
i {(J Home Ec.— Full Time Adult
g 3:::;@:;5:" O Home Ec. — Homemaking
[] Other (Specify): PART G — COOPERATIVE
PAKT D — EXEMPLARY [J Cooperative Vocational Programs

[J Exemplary Voe. Program

(Use Budget Backups as needed)

Total Reimbursement
Other Costs Requested Approved

..........
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SUMMARY OF FUNDS APPROVED (LEAVE

Program Level

Salaries (100)

Operating (300)

Secondary

Adult

Other

Totals

88

REQUESTED:

Department Chairman or Teacher

School Principal

Superintendent



BLANK — TO BE USED BY BUREAUV)

Capital (600)

Tota! Funds

Project No.

RECOMMENDED:

Division Director

APPROVED:

Assistant Superintendent for Vocational Education
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Appendix L

Planning Checklist

Accomplishments
Ta Not
Achieved  Progress Considered

Commitment -

A. Awarensss
B. Involvement

Assessment

A. Manpower Requirements
B. Human Resources

C. Educational ResSouices =~
Necds

A. Target Populations

‘B. Target Arcas -

C. Program Emphasis

Objectives

A. Priorities

B. Obijective Hierarchy
C. Criteria

D. Time Frames

Alternatives
A. Programs, Services, and Activities
B. Cost/Effectiveness Analysis

C. Comparison and Evaluation

D. Selection

Implementation Plan
A. Programs, Services, and Activities Development
B. Requirements for Operation

C. Management Plan

D. Operational Consideration

Budget Plan

A. Resource Requirements

B. Output Budget

C. Sources of Funds

D. Allocation Plan and Formula
E. Accounting Procedures

F. Inventory Control

G. Auditing Policies

Accountability Plan
A. Evaluation Schema
B. Evaluation Plan
C. Justification and Change Process
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Appendix M
Sources of Planning Information

Federal Agencies

United States Department of Agriculture. Statistical Reporting Service
Washington, D. C.

Population and rural development. Commodity trends. Occupations,

levels, requirements and salaries. Farm population, employment, and

levels of living. Employment opportunities and competencies needed in
farm and non-farm agricultural occupations. Publications: Agricultural

Statistics and Technical Bull=tins. _

United States Department of Commerce. Economics Develepment Ad-
ministration. Washington, D. C.

Census of population; Education; Race; Parentage; Occupation;

Earnings. Population mobility. Occupational charzcteristics, earnings

and education. School enrollment; Fducation and socio-economic

status. Publications: Growth Patterns in Employment by County;

Economic Development Administration. ’

United States Department of Health, Education and Welfare, Bureau
of Research. Office of Education. Washington, D. C.

Federal programs and activities in the ficld of education. Information

on office planning and action in rescarch, services, and grants. Laws

affecting education. Publications: American Education — Official

Journal, Digest of Educational Statistics, Division of Vocational and

Technical Education of the United States Office of Education: Allo-

cation of Federal funds, State plan standards and regulations. Program

standards. Materials relating to program organization, curriculum
guides in specialized areas, and bulletins and studies in a variety of
vocational education areas.

United States Department of Labor, Employment Service Statistics,
Manpower Administration. Burecau of Employment Security.
Washington D. C.

Labor market projections, reports on technological and occupational

trends, economic studies and forecasts, early warning reports on major

occupational changes. Area trends in employment and unemployment.

Manpower development and training and apprenticeship training

programs. Publications: Occupational Outlook Handbook; Occupational

Outlook Quarterly, and the Dictionary of Occupational Titles.

Regional Development Commissions — Appalachian, New England,
Ozarks, Upper Great Lakes, Coastal Plains, and Four Corners.

Regional development projects on education, manpower, health, in-

dustry, housing, transportation, resources, and environmental improve-

- ment. ;
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State Agencies

State Department of Education. Statistical Information Service.

State educational characteristics: student population, projections, and

patterns. Teacher population by educational service, level, sex, age,

salaries, general and specific projections, demand and supply. Edu-

cational facilities by educational level and area. State and local needs

and development.

State Department of Employment. Employment Security Department.

Manpower development and training act programs. Economic fore-

casts and labor market studies. Occupational placement services trends

and projections.

State Department of Commerce. Economic Development Division.

Status, trends, and projections on industrial development. Manpower

needs by occupations and levels.

State Department of Labor.

Laws affecting workers; legislation applied to young workers. Safety

provision and measures in voational schools and industrial establish-

ments.

State Universities ~— College of Economics, Education and Sociology.

State, regicnal, and local studies on economic, social, and educational

characteristics. Consultative services.

Cooperative Area Manpower Planning System (C.A.M.P.S.) State Co-

ordinating Committee

Inter-agency cooperation and coordination of federally financed man-
power programs. Training priorities and evaluation of training re-

sources.

State Research Corporations.

State and local research findings on industrial development, manpower

needs, and labor force characteristics.

State Research Coordinating Units.

Program evaluation; curriculum experimentation and development;

personnel development; program planning and management; instruc-

tional innovations; employment opportunities and manpower needs;

emerging occupations; and training needs.

State Technical Institute and Regional Vocational Schools.

Student population in vocational education by age, sex, and service

areas. enrollment and graduation ratios. Training programs and levels

within service areas. Physical facilities, equipment, and personnel.

Non-Public Agencies

Chamber of Commerce.
Employers® interest in vocational and technical education. Employers’



requirements for employment; skills, knowledge, and attitudes which
new employees should possess to meet the current and future needs of
industry.

(2) Organized Labor — Labor Unions.
Local demand and supply of labor force. Union rcquirements and
qualifications. State and local apprenticeship programs and spprentices
in each trade. State and iocal salary schedules.

(3) Private Training Institutions.
Student population training programs. Enroliment and graduation
ratios. Tuition and fees.

Legal Documents

1. Public Law 88-210 — Vocational Education Act of 1963. Washington,
D. C.: U. S. Government Printing Office.

2. Public Law 90.576 — Vocational Education Amendments of 1968.
Washington, D. C.: U. S. Government Printing Office.

3. Bureau of Adult, Vocatiorzl and Library Programs. Vecational Edu-
cation Amendments of 1968. Regulations for State Plan Programs.
Washington, D. C.: U. 8. Office of Education.

4. Division of Vocational and Technical Education. Guides for the De~
velopment of a State Plan for the Administration of Vocational Edu~
cation Under the Vocational Education Amendments of 1968.
Washington, D. C.: U. S. Office of Education.

5. State Legislature. State legislation related to the administration of vo-
cational and techanical education programs.

6. State Board of Educaticn. State policy related to the administration of
vocational and technical education.

General Systems Planning Referer:~es

7. Hatry, P. and Cotton, John P., Program Planning for State, Couaty,
City. Washington, D. C.: State-Local Finances Project, the George
Washington University, 1967.

8. , Notes on PPB (Eight pamphlets in
this series). Washington, D. C.: State-Local Finances Project, The
George Washington University, 1967.

9. Hartley, Harry J., Educational Planning-Pregramming-Budgeting: A

Systems Approach. Englewood Cliffs, New Jersey: Prentice-Hall, Inc.,
1968.
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10.

11.

12,

13,

14.

44

McGivney, Joseph H, and Nelson, William C., Volume 1, Planning,
Programming, Budgeting Systems for Educators: An Instructional Out-
line. Columbus, Ohio: The Center for Vocational and Technical Edu-
cation, The Ohio State University, 1969,

Anthony, Planning and Confrol Systems: A Framework for Analysis.
Harvard University, 1965.

Cook, Desmond L., Program Evaluation and Review Techniques: Ap-
plications in Education. Washington, D. C.: Office of Education, OE
12024 Monograph No. 17,

Johnson, Kast, and Rosenzweig, The Theory and Management of Sys»
tems. McGraw-Hill, 1967 (Second Edition)

Lamar, Carl F., and Hiiton, E. P., The National Vocatior:d Education
Conference on Methods and Strategies for State Plan Development in
Accordance with the Provisions of the Vocational Education Amend-
ments of 1968. Frankfort, Kentucky: Final Report, Project No. 9-7009,
Grant No. OEG-0-9-277009-2802(085), State Department of Education,
June, 1969.



