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INTRODUCTION

This set of flowcharts was designed for use with the

companion volume, How to Conduct a Workshop, a detailed

guide describing procedures for organizing and managing

an inservice workshop. Based on extensive workshop

experience of the Eastern Regional Institute for Education

(ERIE), these flowcharts are intended to help any educator

who is faced with the task of planning and conducting a

workshop, whatever the size.

Despite the diversity, all workshops bear certain

commonalities. Large or small, the workshop must have an

appropriate site, a well-defined instructional program,

and suitable instructional materials. The planner of

even the most modest workshop needs to be aware of the

full set of workshop planning tasks. Only then can he

intelligently discard the tasks that are impractical or

unnecessary for his situation. In large, complex

workshops, the director will want to assign responsibility

for planning specific workshop components to staff associ-

ates. In this case, each flowchart would serve as a well-

defined set of tasks for the workshop component.

Each workshop component is presented in the flowchart

as a set of behaviorally-stated tasks, arranged in a

numbered sequence to designate the order in which tasks are



to be accomplished. Milestone tasks are presented on the

frames with a heavy double outline.

Among the key features of the flowcharts are the

following:

1. Each task is written in generalized form;
that is, although the ERIE experience
upon which this document is based came in
the form of elementary science workshops,
each task is written so as to be potentially
useful in conducting any workshop, regard-
less of size or content.

2. Each task is written in the form of a be-
havioral action statement. As such, each
statement represents a task to be accom-
plished; it does not attempt to designate
who is to do it.

Science--A Process Approach (1967-69), the
curriculum upon which ERIE's workshop experi-
ence is based, is a program built upon
behaviorally-stated educational objectives.
For that reason, the writers of this document
specify each task in behavioral terms. The
verb of each statement has been capitalized
for emphasis. To the greatest extent possible,
use of verbs is restricted to the AAAS list
of "action words."*

3. Each workshop task is enclosed within a rec-
tangle. References between flowcharts are
made by directional symbols as follows:

LEAD OUT REFERENCE LEAD IN REFERENCE

The direction in which the symbol points
relative to its frame indicates whether it
is a "lead out" or "lead in" item.

*See AAAS Guide for Inservice Instruction (pp. 32-45).
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The two letters written inside the symbol
indicate the related flowchart, according
to the following key:

KEY FOR INTER-FLOWCHART REFERENCES

Symbol Flowchart

IP Instructional Program

FC Funding and Costs

ST Staffing

MA Materials

SC Scheduling

SL Site Logistics

MT Micro-Teaching

PR Publicity and Registration

CC College Credit Procedures

NI Non-Instructional Activitiet

EV Evaluation

Thus, the symbol

[15)18

indicates a "lead-in" to the task in question
FROM the Scheduling Flowchart, Item 18.

On the other hand, the designation,

indicates a "lead-out" reference., The reader
should REFER TO the Funding and Cost Flowchart,
Item 2.
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IPINSTRUCTIONAL PROGRAM

Enter

411/11w
1. IDENTIFY the need to hold
a workshop, and STATE the pur-
pose(s) it is to fulfill.

2. IDENTIFY and STATE the
general instructional goals
of the workshop program.

3. IDENTIFY and NAME the
staff members who are to de-
velop the workshop instruc-
tional plans.

4. IDENTIFY skills the
participants already have
prior to workshops by
(a) use of an advance
testing program and/or
(b) consulting with
others who have con-
ducted similar workshops.

5. STATE the specific behav-
ioral objectives for each
segment of the instructional
program.

6. ORDER the behavioral ob-
jectives in terms of their
complexity and/or their de-
pendency upon each other.

7. IDENTIFY any logistical
assets and/or limitations to
be considered in determining
the instructional procedures
to be used (i.e. videotape
playback/recording equipment,
room sizes, etc.).

K. IDENTIFY and STATE the
overall instructional strate-
gies which are to be employed
(i.e. degree of participant
-active involvement, extent of
reliance on demonstrations,
etc.).

9a. IDENTIFY existing
instructional plans which
might be used intact or
in modified form.

10a. DISTINGUISH between
those "existing" plans
which can be used intact
and those requiring modi-
fication to make them
appropriate for use.

11. CONSTRUCT modifica-
tions of existing instruc-
tional plans which are in
need of change.

9b. IDENTIFY or CONSTRUCT
activities which can be
used to attain the stated
behavioral objectives.

10b. CONSTRUCT instruc-
tional plans which pro-
vide for the attainment
of those behaviors not met
through existing or
modified plans.

12. CONSTRUCT a set of
instructional plans (using
existing, modified and/or
"new" plans) designed to
provide for the attainment'
of the stated behavioral
goals of the workshop.

13. CONSTRUCT for each

instructional session an
"appraisal" which assesses
the acquisition of the
stated behavioral noels.

14. CONSTRUCT a final
copy of each instructional
plan, based upon the
specific behavioral ob-
jectives for each session.

11111
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!TIFY or CONSTRUCT
s which can be
ttain the stated
I objectives.

STRUCT instruc-
ans which pro-
the attainment
behaviors not met
xisting or
plans.

ST
13

3a,b

15a. IDENTIFY and STATE
the sequence in which
the instructional ses-
sions are to be pre-
sented.

15b. IDENTIFY the esti-
mated time necessary for
the instructional pro-
cedures for each work-
shop session.

16a. IDENTIFY and STATE
the total number of in-
structional groups to be
used, based upon (a) the
total number of partici-
pants, (b) special char-
acteristics of partici-
pants, and (c) maximum
number of participants
per any group.

17a. CONSTRUCT a master
schedule which desig-
nates the instructional
sequence which each
group of participants is
to follow.

KEY TO FLOWCHARTS

Symbol Flowchart

IP
FC
ST
MA
SC
SL
MT
PR
CC
NI
EV

Instructional Program
Funding and Costs
Staffing
Materials
Scheduling
Site Logistics
Micro-Teaching
Publicity and Registration
College Credit Procedures
Non-Instructional Activities
Evaluation

15c. STATE the materials
required to teach each
of the instructional
sessions.

25d. NAME instructors
who are to teach each
of the sessions, iden-
tifying each on the
basis of personal
strengths and weak-
nesses, as well as
individual preferences.

16b. CONSTRUCT a suf-
ficient number of cop-
ies of each instruc-
tional plan. (One for
each instructor in
addition to file and
"extra" copies.)

/b. DESCRIBE, at a pre-
workshop meeting, the in-
structional plan for eath
session to those who are
expected to teach it.

18. CONSTRUCT modified
instruction plans ;la
required.

19. Instructors TEACH
from the prepared in-
structional plans.

20. DISTINGUISH between
acceptable and unaccept-
able performance of

tasks by participants
upon administration of
the appraisal activity.

21. CONSTRUCT new in-
structional procedure(s)
for those participants
who, based upon the
appraisal activity
results, require further
instruction.



FCFUNDING AND COSTS

I1. IDENTIFY and NAME
staff member(s) to be
responsible for fund-
ing and costs.

Ester

1Ww

1

2. MEET with staff
member(s) responsible
for each phase of
workshop planning,and
COLLECT "estimated
budget" data.

From all
other

Flowcharts

3. CONSTRUCT a tenta-
tive budget for total
cost of the workshop,
adding 5-10% for un-
forseen contingencies.

4. COMPUTE an esti-
mate of cost per par-
ticipant, based upon
projected enrollment
data.

5. IDENTIFY possible
source(s) of funding
for the workshop.

I15. MAINTAIN appro-
priate financial
records.

6a. If all costs are to
be borne-by the partici-
pants, DECIDE-whether or
not the cost per parti-
cipent is realistic for
encouraging registration

6b. If all costs are to
be borne by the sponso
organization, DECIDE
whether or not the cost
per participant is
acceptable.

16. CONSTRUCT and SUB-
MIT report(s) to any
funding agencies as
required.

ns-71

7a. If cost data are
not acceptable, have
staff SUBMIT reduced
budgets as possible,and
recycle or seek other
sources of funding.

10a. If costs are pro-
hibitive and no outside
funding is available,
CANCEL all workshop
plans.

7b. If cost data are
acceptable, PROCEED
with workshop plans.

9a. NOTIFY staff and

PROVIDE copies of
approved budgets.

6c:

agr

onr

fur

91)

an

ac

ma

Illa. CONSTRUCT appro-
priate accounting pro-
cedures and record
forms.

11b. CONSTRUCT pro-
cedures for making
disbursements, both
"standard" and "petty
cash" types.

I

/12. DESCRIBE in detail
these procedures to the
appropriate staff
member(s).

I13a. CHECK invoices
against materials and
services received.

13b. RECEIVE and
PROCESS requisitions
for materials and
services.



KEY TO FLOWCHARTS

Symbol Flowchart

IP Instructional Program
FC Funding and Costs
ST Staffing
MA Materials
SC Scheduling
SL Site Logistics
MT Micro-Teaching
PR Publicity and Registration
CC College Credit Procedures
NI Non-Instructional Activities
EV Evaluation

1 costs are to
by the sponsor
tion, DECIDE
or not the cost
icipant is
le.

cost data are
le, PROCEED
kshop plans.

TIFY staff and
copies of
d budgets.

6c. If all costs are to
be borne by an "outside"
agency, IDENTIFY and NAME
one or more possible
funding sources.

6d. If costs are to be
divided among (a) spon-
sor organization and
(b) one or more "out-
side agencies," DETER-
MINE the precentage of
budget to be requested.

7c. IDENTIFY and NAME
one or more "outside"
sources of supplemen-
tary funding.

8. CONSTRUCT a proposal
for total or supplemen-
tary funding of the
workshop.

9b. SUBMIT proposal to
an appropriate agency in
accordance with its for-
mat and cindlines.

10b. If funding indicates
workshop will be conducted
NOTIFY staff and PROVIDE
copies of approved budgets

10c. If no tunding
is available, CANCEL
all workshop plans.

ONSTRUCT pro-
for making

ements, both
rd" and "petty
ypes.

11c. CONSTRUCT pro-
cedures for requi-
sitioning materials
and services.

12. DESCRIBE in detail
these procedures to the
appropriate staff
member(s).

lld. CONSTRUCT pro-
cedures for receiving
and recording monies
received.

rCEIVE and
requisitions

erials and
S.

13c. DISBURSE funds
for salaries, mater-
ials, rentals, etc.

13d. ACCEPT and RECORD
pre-registration and
registration monies.

10

14. CONSTRUCT and SEND
invoices to any who
have not paid their
registration fees, etc.



STSTAFFING

Enter

4111111r

1. IDENTIFY the need for
a workshop, and STATE the

purpose(s) it is to ful-
fill.

2. IDENTIFY and STATE
the general instruc-
tional goals of the
workshop program.

3a. IDENTIFY AND DESCRIBE
the characteristics each
potential staff member is
to possess--staff assigned
to produce the instruc-
tional program.

IP
15d

36. IDENTIFY and DESCRIBE
the characteristics each
potential staff member is
to possess--instructional

and supportive staff who
are to conduct the work-
shop.

I4. CONSULT with others
who have conducted simile
workshops to have them
suggest pOtential per-
sonnel.

14a. At least three
months prior to the
workshop, CONSTRUCT
a list of possible
staff members--
instructional per-
sonnel.

146. At least 3
months prior to
workshop, CON-
STRUCT a list of
possible staff--
supportive
personnel.

15a. IDENTIFY frcz
among those named on
the "possible staff"
list, any key persons
who might be able to
suggest additional
possible staff mem-
ber(s).

16. IDENTIFY and NAME
those persons consid-
ered to be best quali-
fied to serve as staff
members during the
workshop.

17. Once staff needs
become better defined,
MAKE the initial per-
sonnel contacts--
preferably in person,
or at least by phone.

15b. If and when
workshop registra-
tion warrants addi-
tional staff, have
"key" persons help
to IDENTIFY and
NAME others who
might be helpful.

18a. NEGOTIATE a firm
commitment from those
candidates who are
known definitely to be
needed.

KEY TO FLOWCHARTS

Symbol Flowchart

IP Instructional Program
FC Funding and Costs
ST Staffing
MA Materials
SC Scheduling
SL Site Logistics
MT Micro-Teaching
PR Publicity and Registration
CC College Credit Procedures
NI Non-Instructional Activities
EV Evaluation

186. NEGOTIATE a tenta-
tive agreement (subject
to later confirmation)
from those who probably
will also be needed.

19a. If workshop
registration warrants,
IDENTIFY and NAME
appropriate addition-
al staff from among
those who tentatively
agreed to serve.

11

196. If workshop
registration does

not warrant addi-
tional staff, NOTIFY
any tentative candi-
dates at the earliest
possible date.

20.

of

ing

ly

as

21.

who
COM
(6)

qui

sig

27a. Depending upon the
length of the workshop
and/or the complexity of
its instructional compo-
nents, CONDUCT one or more
staff meetings to discuss
special problems as they
may arise.
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20. CONSTRUCT letters
of contract for mail-
ing to those definite-
ly commited to serve
as staff members.

21. Have candidates
who accept positions
COMPLETE (a) tax forms,
(b) data re housing re-
quirements, and (c)
signed contract.

22a. IDENTIFY and STATE
housing requirements,
etc. for the workshop
staff.

22b MAKE preliminary
arrangements for two
staff social events:
(a) pre-workshop and
(b) at end of the

workshop.

22c. SEND "advance"
copies of instructional
plans and a workshop
schedule to teaching
staff under contract.

23. Have the instruc-
tors IDENTIFY and STATE
any problems they note
in the pre-mailed in-
structional plans.
(Must submit to workshop
director at least two
weeks in advance any
major changes they wish
to suggest.

24. CONDUCT a pre-
workshop briefing ses-
sion for instructors.
(i.e. the day before
the workshop convenes.)

L1111111111,
25. DESCRIBE to the in-
structional staff their
responsibilities, in-
luding use of instruc-

tional plans, teaching
schedules, any antici-
pated non-teaching duties

I26. CONDUCT a social
event which will enable
the staff to become
better acquainted.

27a. Depending upon the
length of the workshop
and/or the complexity of
its instructional compo-
nents, CONDUCT one or more
staff meetings to discuss
special problems as they
may arise.

27b. Depending upon the
extent of the non-teach-
ing staff available, NAME
instructors to such 'duties

as (a) registration, (b)
distribution of teaching
hardware, and (c) collec-
tion, storage of same.

28. CONDUCT a concluding social
event (i.e. luncheon), at which
time: (a) distribute pay checks,

(b) staff complete evaluative
questionaires, (c) staff discusses
"triumphs & tragedies" of the
workshop.

I5. IDENTIFY possible
staff who are to pre-
pare the instructional
plans for workshop.

1

6. NAME staff mem-
ber(s) who are to be
responsible for pre-
paring "rough draft"
copies of specific
instructional plans.

7. At staff meeting(s),
DISTINGUISH between "best-
choice" plans and those
requiring replacement or
modification.

....--1

8a. ACCEPT for final
typing those plans which
are designated "best-
choice" for workshop.

(--

I

8b. STATE modifications
which are needed for
instructional plans.

I1

i

9. NAME staff member(s)
responsible for preparing
"second draft" copies of
specific instructional
plans or parts thereof.

I11. STATEmodifi -
cations which are
needed for plans not
in final form.

J10. At stet- meet-
ing(s), DISTINGUISH
between "best-choice"
plans and those re-
quiring further
dification%

12

12. "RECYCLE" within
this subsequence as
necessary in order to
produce a final draft
of each instructional
plan.

13. NAME staff mem-
ber(s) responsible for
CONSTRUCTING final
typed copies by an
assigned deadline.



MAMATERIALS

Eder

la. STATEthe number of
participants to be in-
volved in each instruc-
tional segment. Include
concurrent sessions,
which increase materials
requirements.

lb. IDENTIFY and NAME
staff member(s) responsi-
ble for the workshop in-
structional materials.

4

lc. STATE the instruc-
tional materials re-
quired to teach each of
the workshop sessions.

2. CONSTRU(
list indica
required mn
(b) quantiri
item which

i3a. IDENTIFY and STATE
those materials which are
to be acquired from out-
side source(s).

4a. IDENTIFY and SrATE
materials which may be
borrowed for "no-cost"
use.

5. CONTACT persons
from whom "no-cost"
items may be borrow-
ed. DESCRIBE to
them the proposed
use of each item.

6. NEGOTIATE con-

ditions under which
items are to be re-
ceived, used, and
returned.

I7. RECEIVE "no-cost"
items and CHECK their
working condition.

4b. IDENTIFY andSTATE
materials which the
workshop participants
are to bring to the
workshop.

B. NOTIFY participants
of their need to bring
item(s) with them to

the workshop.

I20. DISSEMINATE and
USE materials in the
workshop instruc-
tional sessions.

21. At conclusion of
workshop, COLLECT,
CLASSIFY, and/or PACK-
AGE materials as to
those which are to be
(a) stored, or (b) re-
turned.

22a. CHECK the working
order of all borrowed ma-1
terial prior to returning
them.

23. RETURN the materl-
els which had been
(a) rented, or (b) bor-
rowed.

24. CONSTRUCT and SEND

letters of appreciation
to those persons and/or
agencies which have
loaned materials.

22b. PLACE in storage
the materials which were
previously owned, and

those which were pur-
chased or produced.



2. CONSTRUCT a master
list indicating (a) all
required materials, and
(b) quantity of each
item which is needed.

3a. IDENTIFY and STATE

those materials which are
to be acquired from out-
'side source(s).

3b. IDENTIFY and STATE
those materials which
are already on hand.

KEY TO FLOWCHARTS

Symbol Flowchart

IP Instructional Program
FC Funding and Costs
ST Staffing
MA Materials
SC Scheduling
SL Site Logistics
MT Micro-Teaching
PR Publicity and Registration
CC College Credit Procedures
NI Non-Instructional Activities
EV Evaluation

4b. IDENTIFY andSTATE
materials which the

workshop participants
are to bring to the
workshop.

8. NOTIFY participants
of their need to bring
item(s) with them to
the workshop.

4c. IDENTIFY andSTATE
materials which must
be purchased.

9. IDENTIFY and NAME
possible vendors from
whom materiala may be
purchased.

10. CONSULT cata-
logues in order to
CONSTRUCT a purchase
list, by vendor, which
indicates item prices.

20. DISSEMINATE and
USE materials in the
workshop instruc-
tional sessions.

21. At conclusion of
workshop, COLLECT,
CLASSIFY, and/or PACK-
AGE materials as to
those which are to be
(a) stored, or (b) re-
turned.

22b. PLACE in storage
the materials which were
previously owned, and

those which were pur-
chased or produced./

4d. IDENTIFY and STATE
materials which are
to be rented.

11. IDENTIFY and NAME
agencies from whom
materials can be

rented.

12. CONSTRUCT a rent-
al list which includes
all rental cost in-
formation.

I4e. IDENTIFY and
STATE materials
which must be
specially produced
for workshop use.

13.STAW the
probable costs
of materials to
be prepared by
the staff.

14. CONSTRUCT a bud-
get estimate for items
to be purchased, rent-
ed, or produced by
staff.

15. CONSTRUCT and SUB-
MIT requisitions for
items to be purchased
or rented.

18. Upon receipt of
items, CHECK them for
quantity, condition,
and/or adequacy.

16. SCHEDULE the
production of ma-
terials which
must be prepared,
and NAME staff
member(s) who are
to produce them.

19a. CLASSIFY ma-
terials for con-
venient dissemi-
nation and use.

17. CONSTRUCT
materials which
need to be pre-
pared by staff.

19b. IDENTIFY
storage space(s)
for materials to
be used at the
workshop.

4



SCSCHEDULING

Enter

I1. IDENTIFY and STATE
the total number of in-
structional sessions to
be employed in the
workshop.

2. DISTINGUISH between
those instructional ses-
sions which must appear
in an ordered sequence

and those for which this
is of lesser tmportance.

3a. CONSTRUCT an order-
ed sequence for those
instructional sessions
which must be ordered.

36. 8TATEthose instruc-
tional sessions for which
ordered sequencing is of
little or no importance.

4. IDENTIFY and STATE
the estimated time
needed for the instruc-
tional procedures of
each workshop session.

5. CONSTRUCT a tenta-
tive "model" schedule
which a group might
follow through the
total workshop.

3c. IDENTIFY and SUM
any workshop sessions
which lend themselves
to large-group tech-
niques.

3d. IDENTIFY and STATE
any "total workshop"
presentations.

6a. IDENTIFY and NAME
any "coffee break"
times to be built into
the workshop schedule.

66. IDENTIFY and 7. IDENTIFY and
NAME the meal OWE any schedul-
times to be in- ing restrictions
eluded in the imposed by limi-
schedule. tations of

equipment.

1

14a. DISTINGUISH among 146. DIST'

participants, employing participat

"Grouping Criterion A" "Grouping

(i.e. the participant's (i.e. dist

grade level taught). groups, be

ticipant i

Ila. STATF

number of
to be ass!
instructif

8. IDENTIFY and
rooms which are
able for worksh(

9. CONSTRUCT a
of the rooms av
upon (a) size,
special equipmet
ability of tabl(

10. IDENTIFY the
number of rooms
type which are ei

for use at any g
time.

IP

17.
18. CONSTRUCT a master
schedule which includes
the sequence for each
workshop group.

19. N room assign-
ments for each workshop
session.

20. CONSTRUCT a separate
schedule for each of the
workshop groups.

21. CONSTRUCT copies of
each group schedule, in
quantity. (Copies for
participants, instructors,
certain non-teaching staff
file copies, etc.

22. Should appraisal result

so warrant, SCHEDULE addi-
tional isntruction as
deemed necessary.



:ATE

md
dul-

ons
mi-

Ila. STATEmaximum
number of participants
to be assigned to any
instructional group.

11b. CONSTRUCT a participant
registration file (or lists)
to include: (a) name, (b) home
address, telephone, (c) affil-
iation, (d) grade or level,
(e) sex, and (f) notation of
any physical handicaps.

12. CONSTRUCT a tally of the
number of participants in each
of the various categories (i.e.
grade level, school, etc.).

/13. STATE the number of instruc-
tional groups of each type
which are to be employed.

I

114a. DISTINGUISH among 4b. DISTINGUISH among

participants, employing participants, employing

"Grouping Criterion A" "Grouping Criterion B"

(i.e. the participant's (i.e. dispersion among

grade level taught), groups, based upon par-
ticipant affiliation).

14c. DISTINGUISH among
participants, employing
"Grouping Criterion C"
(i.e. presence of some
physical handicap).

I14d. DISTINGUISH among
participants, employing
any other grouping
criteria.

8. IDENTIFY and NAME the
rooms which are to be avail-
able for workshop use.

9. CONSTRUCT a classification
of the rooms available, based
upon (a) size, (b) non-movable
Lmecial equipment, (c) avail-
ability of tables, etc.

10. IDENTIFY the maximum
number of rooms of each
type which are available
for use at any given
time.

7

15. NAME participants
who are assigned to
each of the instruc-
tional groups.

16. NAME a coded desig-
nation for each of the
instructional groups.

17. IDENTIFY and
STATE any scheduling
restrictions imposed
by limitations in
numbers and/or
strengths of instruc-
tional staff.

2. Should appraisal result

0 warrant, SCHEDULE addi-
ional isntruction as
eemed necessary.

.r:77
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SLSITE LOGISTICS

Eder

'411111/1v

1. Tentatively IDENTIFY and

STATEthe site requirements
of the proposed workshop.
(6-8 months prior to the
workshop.)

2. DECIDE which type of site
is to be employed, based upon
tentative site requirements-
a campus site or building?

3a. IDENTIFY one or more
possible campus sites,
centrally located.11ll

r=:.7

3b. IDENTIFY one or more
possible building sites,
conveniently located.

4a, DISTINGUISH among
possible sites, using
"Criterion A" (i.e.
available classroom
space, size,facili-
ties for AV equipment,

auditorium, etc.).

1

46. DISTINGUISH among
possible sites, using
"Criterion B" (i.e.
dining facilities
appropriate to serve
everyone).

1

4c. DISTINGUISH among
possible sites, using
"Criterion C" (i.e.
ample parking space).

Symbol

IP
FC
ST
MA
SC
SL
MT
PR
CC
NI
EV
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i4d. DISTINGUISH
among possible
sites, using
"Criterion D"
(i.e. probable
workshop dates)

/4e. DISTINGUISH
among possible
sites, using
"Criterion E"
(i.e. housing
conveniently
located).

/4f. DISTINGUISH
among possible
sites, using
"Criterion F"
(i.e. cost of
meals,housing,
use of site,etc.).



4a. DISTINGUISH among
possible sites, using
"Criterion A" (i.e.
available classroom
space, size,facili-
ties for AV equipment,

auditorium, etc.).

4b. DISTINGUISH among
possible sites, using
"Criterion B" (i.e.
dining facilities
appropriate to serve
everyone).

4c. DISTINGUISH among
possible sites, using
"Criterion C" (i.e.
ample parking space).

4d. DISTINGUISH
among possible
sites, using
"Criterion D"
(i.e. probable
workshop dates)

4e. DISTINGUISH
among possible
sites, using
"Criterion E"
(i.e. housing
conveniently
located).

4f. DISTINGUISH
among possible
sites, using
"Criterion F"
(i.e. cost of
meals,housing,
use of site,etc.).

I5. At least 6 months prior to
workshop, CONTACT persons in
charge of site and ARRANGE TO
INSPECT best choices for site.

6. DISTINGUISH among the
possible sites by obser-
vation and discussion,re-
applying Criteria A-F.

7. NAME workshop site.

8a. NOTIFY sites not
selected and thank
officials for their
assistance.

8b. NOTIFY site officials
of intent to use their
facilities for the work-
shop.

9. CONSTRUCT a letter of
joint agreement, and re-
view its stipulations.

10. CONSTRUCT a master
list of rooms available,
which itemizes specific
room characteristics.

11. CONTACT site officials
4-6 weeks prior to work-
shop and REVIEW agreements.

12. REVIEW workshop needs

periodically with site
officials.

13. During the workshop,
MAINTAIN working relation-
ships with site officials.

C-;

14. At conclusion of work-
shop, MEET with site offi-
cials to NEGOTIATE mutual
agreement regarding costs
to be billed to sponsors.

15. At conclusion of work-
shop, CONSTRUCT and SEND
letters of,appreciation to
appropriate site officials.



MT-MICRO-TEACHING

1. IDENTIFY the need for
and STATEthe objectives of
workshop micko-teaching.

2. IDENTIFY and STATE which
groups of participants are
to engage in micro-teaching.

I3a. STATE the amount of in-
structional materials to be
made available for micro-
teaching.

36. STATE the amount of room
space to be made available
for micro-teaching.

4. STATEthe total number
of participants who will
be micro-teaching con-
currently.

5. IDENTIFY and STATE (a)
the number, and (6) the
grade level(s) of the
pupils required for micro-
teaching, based upon the
number and type of work-
shop participants.
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ATEthe total number
rticipants who will
cro-teaching con-
ntly.

NTIFY and STATE (a)

imber, and (b) the
level(s) of the

a required for micro-
ing, based upon the
and type of work-

articipants.

I6. IDENTIFY the number of
staff members needed for
pupil management and
control.

7. CONSTRUCT a list of
staff assignments, includ-
ing personnel to (a) meet
the children upon arrival
at workshop site, (b) pro-
vide children with snacks
and/or recreation, and (c)
maintain pupil records.

/8. CONSTRUCT an organiza-
tional plan for the workshop
micro-teaching experience.

10. IDENTIFY and NAME schools
which might become sources for
children needed for micro-
teaching. Schools should (a)
be nearby, (b) have appro-
priate numbers of children
available, and (c) he willing
to cooperate with workshop
staff.

I12. NAME school(s) which are to
provide the children for micro-
teaching.

11. MEET with school officials
to discuss the possible use of
their pupils for micro-teaching.

9. IDENTIFY and STATEthe
facilities needed for micro-
teaching, based upon (a) the
organizational plan selected
and (b) the numbers and age
level(s) of the children in-
volved.

13. MEET with school officials
and DESCRIBE in detail to them
the workshop plans for the use
of children.

14. Cooperatively with the school,
CONSTRUCT a letter to parents,
explaining the need for and pro-
posed use of children in the
workshop.

15. Have school personnel CON-
STRUCT a list which indicates
names, ages, home addresses and
grade levels of children whose
parents indicate interest in
workshop participation.

16. CONSTRUCT and HAIL a letter
to parents which (a) expresses
appreciation, (b) confirms date
regarding time, place, etc. for
workshop. (2 weeks prior to the
workshop.)

17. Just prior to the opening of
workshop, SEND reminders to the

parents.

18. After the workshop has con-
cluded, CONSTRUCT and MAIL letters
of appreciation to the parents.

7



PRPUBLICITY AND REGISTRATION

Enter

411111w

1. IDENTIFY and NAME
staff member(s) re-
sponsible for work-
shop publicity and
registration.

2a. CONSTRUCT pre-
liminary plans for
workshop registra-
tion procedures.

,1

I25. IDENTIFY and NAME
staff member(s) re-
sponsible for produc-
ing a Post-workshop
journal report.

26. IDENTIFY and NAME
one or more journals
appropriate for report
re workshop

27. Request that these
journals DESCRIBE their
requirements re arti-
cles submitted for pub-
lication.

28. IDENTIFY and NAME
photographer to take
workshop photos: (a)
low-cost prints of
group photos for par-
ticipants, and (b).
photos for a post-
workshop Iournal re-
port.

29. CONSTRUCT a sched-
ule for photographer,
indicating apparent
"best-choice" photo
situations.

I30. Have photographer
CONSTRUCT group and
"action" photos during
the workshop.

2h. CONSTRUCT pre-
liminary plans for
the workshop pub-
licity program.

3a. CONSTRUCT bud-
get of estimated
costs for workshop
registration pro-
cedure:

3b. CONSTRUCT bud-
get of estimated
costs for proposed
publicity program.

7. CONSTRUCT copy for
press advertisement
designed to publicize
the workshop. (Ad to

include a reply coupon
for information
xequests.)

8. SUBMIT advertise-
ment copy to the ap-
propriate journal(s)
to enable ad to ap-
pear at least 2,but
no more than 3,months
prior to workshop.

4. IDENTIFY andSTATE
the deadline for sub-
mitting all registra-
tion materials (about
6 weeks prior to
workshop.)

9. CONSTRUCT copy
for an informational
letter to interested
persons. (Include
response cards for
requests for further
information.

10. IDENTIFY and NAME
persons to whom to
address informational
letters. CONSULT var-
ious mailing lists, as
available.

11. SEND informational
letter to persons NAMED
on mailing list. (i.e.
chief school officers,
department heads, con-
sultants, etc.) approx-
imately 15 weeks prior
to the workshop.

13. CONSTRUCT a news
release for local
newspapers.

14. SEND copy for
a personalized
press release to
registrant's local
newspaper approx-
imately 2 weeks
prior to workshop.

53. CONSTRUCT .
of materials" t
mailed to regi:
Include maps,

regarding hous:

tion, items tr
the workshop, c

--/5b. CONSTRUCT 1

istration card !

and/or other rt

istration meter
per plans.

]5c. CONSTRUCT
Sheet" regardln
Include (a) loc
(b) dates, (c)
requirements, (

of workshop, (e
involved, and (

for registratlo

--131a. Allow photog-

rapher to make low
cost prints avail-
able to partici-
pants. (Photogra-
pher to be respon-
sible for money.)

-I

31b. IDENTIFY some
of the best "action"
photos for possible
use in journal re-
port of workshop.

I32. CONSTRUCT post-
workshop journal
report and SUBMIT to
appropriate Iournal.
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NTIFY andSTATE
adline for sub-
g all registra-
nterials (about
s prior to
op.)

)NSTRUCT a news
! for local
3ers.

5a. CONSTRUCT a "packet
of materials" to be
mailed to registrants.
Include maps, information
regarding housing, recrea-
tion, itums to bring to
the workshop, etc.

5b. CONSTRUCT reg-
istration cards
and/or other reg-
istration materials
per plans.

ND copy for
onalized
release to
rant's local
per approx-
y 2 weeks

to workshon.

5c. CONSTRUCT a "Fact
Sheet" regarding workshop.

Include (a) location,
(b) dates, (c) eligibility
requirements, (d) purpose
of workshop, (e) costs
involved, and (f) deadline
for registration.

12. Upon receipt of
response cards/cou-
pons, SEND to each re-
spondent (s) "Fact
Sheet" (b) registra-
tion materials. (Approx-

imately 9 weeks prior to
the workshop.

I15. Upon receipt of regis-
tration materials,CONSTRUCT
list(s) of participants as
deemed useful.

ration
dures
tivities

I6. CONSTRUCT evaluation
items dealing with pub-
licity and/or registra-
tion procedures--for
inclusion on question-
aires, etc.

17. CONSTRUCT a schedule
which indicates the names,
arrival times, etc. for
participants who are to be
met at tenhipal(s).

1

16a. SEND to each reg-
istrant: (a) confirma-
tion of registration,
(b) registrant's pack-
et of materials, (c)
return form for indi-
cating arrival infor-
mation, and (d) any
data requests re pre-
workshop evaluation.

I16b. If partici-
pants are to be
housed on campus,
CONSTRUCT list of
room assignments.
Have room keys
ready for rapid
distribution at
registration time

20a. IDENTIFY and NAME
staff member(s) to be
assigned to the regis-
tration of participants

upon their arrival at
the workshop.

I21a. CONSTRUCT a sched-
ule of staff assign-
ments to registration
tasks.

I22. Have each participant
STAMEhis/her departure
time and nlnce.

18a. NAME staff member(s)
who are to be responsible
for meeting each incoming
group of participants.

19a. CONSTRUCT an "arri-
vals" schedule and assign
staff to meet incoming
participants at terminal.

20b. MEET participants

at terminal(s), and
TRANSPORT them to the
workshop site.

21b. REGISTER all par-
ticipants. ASSIGN to
rooms. DISTRIBUTE name
tag, meal ticket,work-
shop schedule, room
key, information sheet
and other materials.

/18h. HIRE junior staff mem-
bers who are to assist in-
coming participants to move
luggage to their rooms.

I19b. CONSTRUCT a work sched-
ule for staff assigned to
"luggage" responsibilities.

I21c. GUIDE each par-
ticipant to room and
ASSIST with luggage.

23. CONSTRUCT a "depar-
tures" schedule and ASSIGN
staff to take parti-
cipants to terminal(s) at
end of the workshop.

24a. TRANSPORT participants
to termina":) as required.

24b. ASSIST parti-
cipants with their
luggage.



CCCOLLEGE CREDIT PROCEDURES

I1. IDENTIFY and NAME local colleges
and/or any colleges represented by
members of the workshop staff.

Eder

I2. SELECT from among these possi-
bilities, one or more for tentative

negotiations.

3. IDENTIFY and NAVE department chair-
men and/or other college personnel who
are in a position to negotiate credit-
ranting possibilities.

I4. MAKE initial contacts (personal or
telephone pereferred) to begin to ex-
plore credit-granting options.
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4.# 0

5a. STATE such information as
(1) workshop objectives, (2)
number and type of participants
anticipated, (3) instructional
program planned (4) length of
workshop program, and other
data as requested.

5b. Have the college represen-
tative IDENTIFY and STATE (1) any
additional activities required if
credit were to be granted, (2)
the number of credits which would
be offered, (3) the extent of
tuition payment which is to be
required.



.rrrr,

5a. STATE such information as
(1) workshop objectives, (2)
number and type of participants
anticipated, (3) instructional
program planned (4) length of
workshop program, and other
data as requested.

5b. Have the college represen-

tative IDENTIFY and STATE (1) any
additional activities required if
credit were to be granted, (2)
the number of credits which would

-1
be offered, (3) the extent of
tuition payment which is to be
required.

,11
6. If tentative agreement is reached,
CONSTRUCT terms of a formal credit-
granting procedure. The college
should assume major responsibility
for the paper work involved.

7. NOTIFY all workshop participants
(in advance of the workshop) of the
credit-granting option. Include a
general statement indicating what
is to be requiredif this option is
elected.

8. IDENTIFY and NAME the person(s)
responsible for explaining the
credit option to the workshop
participants. The college should
assume this responsibility.

9. CONSTRUCT sufficient sets of
registration materials for use by
the workshop participants. This
should be the responsibility of
the college.

10. STATE to the workshop partici-
pants the credit-granting procedure
which is to be employed, clearly
dilineating what the recipient's
responsibilities are to be. This
should also be done by college
personnel.

11. CONDUCT registration of the
participants who elect to earn
college credits.

12. The college should assume all
credit-granting responsibilities
from this point on.



KEY TO FLOWCHARTS

Symbol Flowchart

IP Instructional Program
FC Funding and Costs
ST Staffing
MA Materials
SC Scheduling
SL Site Logistics
MT Micro-Teaching
PR Publicity and Registration
CC College Credit Procedures
NI Non-Instructional Activities
EV Evaluation

2a. IDENTIFY a
recreational p
which the sele
has to offer t
pants. (i.e. t
riding,bowling
local tours of

3. CONSTRUCT p
materials re t
tional possibi
site (i.e. pos
out sheets, et

4. If tours, e
arranged which
staff particip
TIFY and STATE

I5. If staff ar
tours, etc., C
a schedule of
ments to such



NINON-INSTRUCTIONAL ACTMTIES

Enter

11fr

1

1. MEET with site management
personnel to acquire data re
meal arrangements, recrea-
tional possibilities, etc.

,2a. IDENTIFY and STATE the
,recreational possibilities
which the selected site
'has to offer to partici-
pants. (i.e. tennis,golf,
.riding,bowling,swimming,
local tours of interest.)

3. CONSTRUCT publicizing
materials re the recrea-
tional possibilities of
site (i.e. posters, hand-
;out sheets, etc.).

!

1

it. If tours, etc. are
'arranged which require
'staff participation, 1DEN-
'TIFY and STATE staff needs.

1

5. If staff are needed for
,tours, etc., CONSTRUCT
a schedule of staff assign-
ments to such tasks.

2b. CONSTRUCT a schedule of
meal times in consultation with
the on-site personnel respon-
sible for these arrangements.
Be sure to compare seating

capacities with workshop
enrollment.

2c. IDENTIFY and STATE
one or more group so-
cial events which are
to be made available
to participants. (i.e.
opening-day reception,
barbeque, etc.)

10



EV-EVALUATION

[14
1. Have each instructor
CONSTRUCT a personal pre-
teaching evaluation of
the lesson plan(s) from
which he is to teach.

2. Have each instructor
DESCRIBE his evaluations
of lesson plans either
by (a) mailing comments
to workshop staff, or
(b) reporting at a pre-
workshop conference of
instructors.

3. CONSTRUCT appropriate
revisions of workshop
lesson plans.

4. CONSTRUCT appraisal ac
tivities for each segment
of instruction.

6. CONSTRUCT items de-
signed to IDENTIFY the
workshop expectations
of the participants.

I7. INCLUDE the most ap
propriate pre-workshop
expectation items as
part of the registra-
tion return materials.

8. CONSTRUCT (or OB-
TAIN permission to use
pre-existing) pre- and
post-instructional
test instruments for
administration to par-
ticipants.

9. ADMINISTER formal
pre-test to the work-
shop participants.

5. ADMINISTER appropriate
appraisal activities at
the end of each workshop
instructional segment.

10. ADMINISTER formal
post-test to the work-
shop participants.

11. CONSTRUCT eval-

uative items for an
end-of-workshop in-
structor's ques-
tionaire.

12. Have the workshop
staff mix informally
with participants so
as to encourage a free
exchange of "during
workshop" evaluative
feedback.

13a. CONDUCT a mid-
workshop meeting of
instructional staff

ta eli cit "dur-
ing workshop" eval-
uative feedback.

14. ADMINISTER end-
of-workshop ques-'
tionaire to instruc-
tional staff.

r

22. CONSTRUCT evaluative
items for a post-workshop
participant questionaire,
to be administered 2-6
months after the workshop

21. SCORE all tests and
questionaires, and TABU-
LATE the results of each
into a convenient format.

23. ADMINISTER the post-
workshop questionaire to
all, or to selected par-
ticipants.

24. CONSTRUCT report(s) to
one or more of the follow-
ing: (a) participants,
(b) instructors, (c) spon-
soring agency, (d) funding
agency or agencies.



11. CONSTRUCT eval-
uative items for an
end-of-workshop in-
structor's ques-

tionaire.

12. Have the workshop
staff mix informally
with participants so
as to encourage a free
exchange of "during
workshop" evaluative
feedback.

13a. CONDUCT a mid-
workshop meeting of

instructional staff
to elicit "dur-
ing workshop" eval-
uative feedback.
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14. ADMINISTER end-
of-workshop ques-'
tionaire to instruc-
tional staff.

13b. If the work-
shop participants
can be readily
grouped (i.e. by
school),have them
MEET in mid-work-
shop to discuss
"How to improve
this workshop."

15. CONSTRUCT ap-
propriate revis-
ions of workshop

instructional
plans.

19. CONSTRUCT evaluative
items for an end-of-
workshop participant ques-
tionaire. STRUCTURE the
evaluation to fit the de-
mands of any fund-granting
agencies.

1

20. ADMINISTER end-of-
workshop questionaire to
participants.

16. Have each par-
ticipant CONSTRUCT
a "Dear Director"
letter which DE-
SCRIBES his feel-
inps about the
workshop.

17. CLASSIFY the
participant "Dear
Director" respon-
ses as to their
being (a) nomothet-
ic or (b) idio-
graphic.

18. CLASSIFY the
participant "nomo-
thetic" and "idio-
graphic" responses
as to their being
(a) positive or (b)
negative responses.

iluative
!workshop

Jonaire,
Id 2-6
workshop

,e post-

laire to

t.ed par-

21. SCORE all tests and
questionaires, and TABU-
LATE the results of each
into a convenient format.

24. CONSTRUCT report(s) to
one or more of the follow-
ing: (a) participants,
(b) instructors, (c) spon-
soring agency, (d) funding
agency or agencies.

25. CONSTRUCT appropriate
revision of workshop plans
for use another time, or b
another group.


