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ABSTRACT
The project to examine and improve the use of
advisory committees in vocational education in Michigan produced this
three-part document: a guide for the effective use of advisory
comrittees, a report on the use of advisory committees, and a
vorkshop leaders's guide. The self-instructional guide for the
effective use of educational advisory committees contains three
sections. Section A provides eight structural communication exercises
dealing with the major functions of such committees
(occupation/community surveys, course content advisesent, student
placement, community public relations, equipment and facilities,
program staffing, program review, and community resources). Section B
presents resource materials for educators revolving around these
eight functions. Section C examines methods of assessment and goal
setting and strategies for the development of local action plans. The
report on the use of these committees is divided into six sectioms
covering: problems relating to advisory committees, methodology, the
extent to which committees are used, the relationship between the
current level of involvement and the perceived level of utilization
that advisory committee members project, and comparisons between
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PREFACE

As a result of the ineffective use of advisory committees in Michigan,
Central Michigan University was awarded a $45,903 grant to: 1) systemati-
cally collect data related to the problem, 2) develop self-instructional
modules to adequately prepare vocational educators in the effective use
of advisory committees, 3) provide regionally based in-service programs
for current vocational educators, and 4) serve as a coordinating agent
in a state-wide effort to make advisory committees an integral component
of all vocational education programs in the State.

This Guide was based on data collected in the Needs Assessment on the
Use of Vocational Advisory Committees in Michigan which is available through
the Vocational and Technical Education Service, Michigan Department of Educa-
tion. As one of the components in the materials development phase of the
project, the Guide was designed on a self-instructional basis. Its three
major sections provide: 1) a series of structural communication exercises
designed to assist individuals and/or groups in the development of competen-
cies to more effectively utilize advisory committees, 2) typical examples of
resource materials that are currently being used by individuals in working
with their advisory committees, and 3) guides that may be used to assist
individuals change the current level of usage and effectiveness of advisory
committees.

In addition to these resources, the following materials are also avail-
able from each of the teacher preparation institutions in the State and
the Vocational and Technical Education Service, Michigan Department of Educa-
tion: 1) sound/slide presentation (23 minutes), 2) Filmstrips with tape
cassettes (identical to slide/tape presentation), and 3) workshop guides
and evaluation forms for conducting in-service workshops. Personnel to
provide further assistance may be obtained from either teacher preparation
institutions or the Michigan Department of Education.

The focus of this Guide is to provide ideas as to "procedures" for
seeking solutions to problems commonly encountered by advisory committees.
The intent is not to give answers, but to share perspectives which may
assist individuals in the pursuit of solutions.

Leslie H. Cochran
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Dear Participants:

I want to take this opportunity to compliment you on the professional
commitment you have shown by your participation in this in-service
program on the use of advisory committees. I am well aware of the many
demands placed upon your time by the complexities of our Michigan
Vocational-Technical Education Del.very System. It is, therefore,
especially significant that you have chosen to participate in this
training program since it demonstrates once again the high priority
vocational educators have always placed on the work of advisory com-
mittees.

. This faith in the potential of citizen advisory groups has been amply
rewarded throughout the years. Those of us who have labored in the
occupational education field for some time have seen vocational
education grow and prosper largely due to the quality of the services
we have provided and to the solid public support we have earned. Both
of these factors are due in large measure to our continued professional
dedication to active citizen involvement in our educational programs.

We in vocational education learned long ago that educators alone can
never hope to accomplish as much as educators and lay people working
cooperatively can.

But the accomplishments of the recent past should not blind us to the
challenges of the future. Now that Michigan has taken positive
legislative action to initiate school based career education, the
demands on vocational education will be greatly increased. Not only
will we have to provide occupational preparation programs for a much
larger percentage of our student population, but we will also have to
design new programs in order to prepare students in many more job areas.
In all of this, we will need to rely heavily on the sound council of
our citizen advisory groups. This means that we must increase our
efforts towards making these advisory groups truly effective partners
within the Michigan vocational education enterprise.
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Page Two

This in-service program is one small step toward that goal. I hope that 1
as you go through this training, you will fain new insights and new ‘
techniques which you can take back and use in your local school districts.

If we at the Vocational-Technical Education Service of the Michigan

Department of Education can do our job in supporting your work at the

local level, I am confident that vocational education in Michigan has

a very bright future ahead of 1t.

Sincerely,

D i _44./<¢(;<(€—~

Addison S. Hobbs

State Director

Vocational~Technica.
Education Service

iv
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STRUCTURAL COMMUNICATION EXERCISES

What are Structural Communication Exercises?

Structural communications are means of developing greater under-
standing of a certain topic. In this case the topics are concerned with
the eight major functions of educational advisory committees. This series
of exercises will provide you with a greater awareness and understanding of
the various functions of advisory committees.

How can I use the exercises?

Any of the exercises can be used in either an individual (self-
instructional) format, or a small group discussion format.

Specifically, what will I gain from the exercises?
Each exercise will provide you with a better understanding of:

a) The problems associated with how an advisory committee might
function in an identified role.

b) Some possible alternative approaches to solving the
problems.

c) Some.-new ideas, concepts, or perspectives regarding the potential
implementation of the advisory committee role under discussion.

What is the general procedure for completing a Structural Communication
Exercise? (Begin by selecting ona exercise of interest to you from the
following eight exercise packages and follow the instructions given in

the exer.ize. You should complete at least two (2) exercises to ensure
a broader vaderstanding of advisory committees roles.)

Step 1: Read the INTENTION (Introductory Information)

Step 2: Read the INVESTIGATION (realistic advisorv committee
problem)

Step 3: Select your responses to the INVESTIGATION statement on
the RESPONSE MATRIX. (If the exercise is used in a small

group format, also develop a group response.

Step 4: Review the DIAGNOSTIC and read the appropriate DISCUSSION
COMMENTS

Step 5a: Read the VIEWPOINT for clarification or additional information

and develop a revised response on the RESPONSE MATRIX.
or

Step 5b: Develop a revised response on the RESPONSE MATRIX.

A-1




STRUCTURAL COMMUNICATION EXERCISE DESCRIPTORS

The listings below provide an outline for the structural communication
exercises that follow. These examples illustrate problems commonly faced
by advisory committees. The program areas and levels may be used in their
present form or altered to meet a specific need in your community.

Exercise Program Area Program Level
1, Occupational/Community Health Occupations Senior High School
Surveys
2, Course Content Advise- Automotive Service Community College
ment
3. Student Placement Placement Center Senior High School
4, Community Public Vocational Education Area Vocational Center ‘
Relations
5. Equipment and PFacilities Machine Technology Community College
6. Program Staffing Food Service Area Vocational Center
7. Program Review Vocationa. Education Senior High School
8. Community Resources Career Ejploration Junior High School
A-2
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THE OCCUPATIONAL/CCMUNITY SURVEY FUNCTION OF
EDUCATIONAL ADVISORY COMMITTEES

Structural Communication Exercise 1
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THE OCCUPATIONAL/COMMUNITY SURVEY FUNCTION OF
EDUCATIONAL ADVISORY COMMITTEES
Exercise 1

PURPOSE OF EXERCISE

This exercise is intended to give you an overview of how the advi-
sory committee can assist in the coordinating and conducting of occu-
pational and/or community surves. This exercise is intended to increase
Your general understanding and awareness in this area of advisory com-
mittee activity.

DIRECTIONS
Step 1l:
Step 2:

Step 3:

Step 4:

Step 5:

Step 6:

Read the INTENTION
Read the INVESTIGATION

Record your responses to the INVESTIGATION on the RESPONSE
MATRIX

Review the DIAGNOSTIC, evaluate your responses, and read
the appropriate DISCUSSION COMMENTS

Select one of the following two options:
S5a: Record a revised set of responses on the MATRIX

Sb: Read the VIEWPOINT, then record a revised set of
responses on the MATRIX

Select one of the following three options:

6a. Select and complete another exercise to broaden your
understanding of advisory committee functions

6b. Review the Implementation Resources seztion of the
Guide, Section B

6c. Proceed to Section C of the Guide and begin to
develop the Local Advisory Committee Action Plan

12




STEP 1. THE FOLLOWING SECTION, "INTENTION," IS DESIGNED TO PROVIDE AN
OVERVIEW OF THE NEED FOR AND USE OF ADVISORY COMMITTEES IN CONDUCTING
OCCUPATIONAL/COMMUNITY SURVEYS. THIS SECTION SHOULD BE READ BEFORE PRO-
CEEDING TO STEP 2.

INTENTION

Conducting occupatinnal/community surveys is considered one of eight
major functions in which educational advisory committees can become
involved. The Administrative Guide for Vocational Education states that:

The purpose is to advise in the development and operation of the
total instructional program within that specific occupation. These
committees are generally organized on an individual local educational
agency basis. However, this does not eliminate the development of
such committees on a CEPD basis if determined practical. Such cor-
mittees assist in the work of the general and/or CEPD coordinating
council with respect to the planning, development, and requirements
for establishment of new programs or evaluation and revision of
existing programs.

This function is basic to program planning. The initiation and plan-
ning of any educational program must be solidly based on an identifed
set of needs for that program. In other words, a solid rationale for
"why" a school should offer a particular program, and "what" should be
included in the program is essential for the successful institution of
the program.

Advisory committees can play a major role in the planning and analysis
of survey which attempt to identify program needs. The advisory committee
may become involved in assessing either: 1) community needs, including
special population groups (i.e. disadvantaged, handicapped, minority);

2) occupational needs; or 3) a combination of both of these activities.

The intention of this exercise is to tamiliarize the reader with the
kinds of information collected on surveys of the kind described above.
Through completion of this exercise, it is anticipated that the reader
will develop a greater understanding of the broad spectrum of consider-
ations which must be taken into account in deciding upon the needs for
establishing a new program or updating an ongoing program. More impor-
tantly, the reader will see how the advisory committee can become an inte-
gral part of that key decision.

. .1§§ministrative Guide for Vocational Education, (Lansing, Michidgan:
Michigan Department of Education, 1974), p. M-1l.

13



STEP 2. AFTER READING THE PRECEDING OVERVIEW AND WITH THAT INFORMATION IN
MIND, THE FOLLOWING INVESTIGATION WILL REQUIRE YOU TO APPLY THIS INFORMA-
TION TO A TYPICAL ADVISORY COMMITTEE PROBLEM IN THIS AREA. READ THIS
SECTION CAREFULLY SO YOU CAN RESPOND TO THE STATEMENTS ON THE RESPONSE
MATRIX.

INVESTIGATION

You have been asked to serve on a new advisory committee which has
just recently been established by the school board. The initial charge
of this committee is to oversee a survey or study to determine the
feasibility of adding a Health Occupations cluster to the curriculum in
the high school.

The community of 6,000 people supports several health-related occu-
pations. There is a 130-bed hospital with an extended care facility, an
elderly housing unit which supports a small medical staff, and a family
practice clinic staffed by three doctors, three dentists, and an optome-
trist.

The committee is composed of the high school principal, two parents,
the hospital administrator, ore student, two teachers, and yourself; the
Director of Nurses at the extended care facility.

Through previous discussion, the committee has agreed that it needs
to look critically at both the occupational and community needs. It has
been further decided that parents, students, the Michigan Employment
Security Commission, and all of the local health careers employers will
be surweyed. Separate surveys will be developed for each group. However,
the real question is what kind of basic information/data should be
collected to answer the larger question of should our school district offer
this program?

STEP 3. USING THE RESPONSE MATRIX ON THE FOLLOWING PAGE, CHECK ONLY THOSE
STATEMENTS WHICH YOU FEEL THE COMMITTEE SHOULD CONSIDER AS RELEVANT DATA
TO BE COLLECTED THROUGH SURVEYS TO DETERMINE THE FEASIBILITY OF INCLUDING
A HEALTH OCCUAPTIONS CLUST:.! IN THE HIGH SCHOOL CURRICULUM.

Response Code:
P. R. - Personal Response
P-D R. - Post-DIAGNOSTIC Response

Record your answer for this step on the Personal Response line.

14




RESPONSE MATRIX (Sheet)

Proceed to Step 4 after you have recorded your personal response (P.R,).

Influx of skilled
health occupations
labor to this area

P. R.
P-D. R.

1

Extent of emphasis
given to local
versus state-wide
health occupations
skilled labor needs

P. R.
P-D. R.

Names of students
interested in
health occupations

P. R.
P-D. R.

3

Employment oppor-
tunities based on
anticipated open-
ings in "emerging"
health occupations

P. R.
P-D. R.

4

Number/type of com-
munity resources
for supportive
instruction in
health occupations

P. R.
P-D. R.

5

Proposed annual
growth objectives
for the health occuf
pations

P. R.
P-Do R.

6

Prospective consul-
. tants for planning
+ the facility

P. R.
P-D. R.

7

Willingness of com-
munity to financi-
ally support an

additional program

P. R.

P-D. R.

8

Career study inter-
ests of students

in the high
school

P. R.
P-D. R.

9

Number/type of com-
munity resources
for counseling in
health occupations

P. R.
P-D. R.

10

Extent of health
occupations train-
ing needed for
migration from the
area

P. R.
P-D. R.

1

Parental attitudes
toward all types
of health occupa-
tions

P. R.

P-D. R.

12

Projected employ-
ment opportunities
based on the expan-
sion of health
occupations

P. R.
P-D. R.

13

Number/type of pro-
spective co-op com-
munity work
stations for health
occupations

P. R.
P"Do R.

14

Source/type of
health occupation
training in this
area

P. R.

P-D. R.

15

Parental aspira-
tions for their
children in terms

of health
occupations

P. R.
P-D.

16

R.

Unemployment rate

Projected employ-

Identification of

Names of equipment

for the last five ment opportunities prospective distributors for
years based on the teachers health service
replacement open- facilities
ings in health
occupations
P. R. P. R. P. R. P. R,
P-D. R. 17 P-D. R. 18 P-D. R. 19 P-D. R. 20
! [ ond -
; jl‘) A-7




STEP 4. YOUR NEXT TASK IS TO COMPARE YOUR RESPONSES ON THE MATRIX WITH
THE DIAGNOSTIC SHOWN BELOW AND READ THE APPROPRIATE DISCUSSION COMMENTS.

DIAGNOSTIC & DISCUSSION COMMENTS

If you included 1, 2, 4, 6, 11, 13, 15 or 18 read DISCUSSION COMMENT A

If you included 5, 8, 9, 10, 12, 14 or 16 read DISCUSSION COMMENT B

If you included 3, 7, 19 or 20 read DISCUSSION COMMENT C

If you included 17 read DISCUSSION COMMENT D

If you omitted 6 read DISCUSSION COMMENT E

If you omitted l, 2, 11 or 15 read DISCUSSION COMMENT F

Comment A.

These eight responses reflect the items which would generally be impor-

tant for the occupational demand portion of the survey. These items would

’ enable the decision makers to decide upon the appropriate amount and type of
career preparation or vocational education actually needed in the health
occupations program for this community. Each of these eight areas of data
collection would assist the committee in making recommendations about the
potential for the high school program in terms of the current level of job
availability in the health occupations cluster.

Comment B

This set of responses would support the community needs portion of the
survey. These responses would provide a general overview of how the com-
munity--primarily the students, parents, and businessmen--feel about the
need for the adoption of the health occupations program. These responses,
in addition to the ones identified in Comment A, would constitute the general
scope of the survey described in the investigation.

This set of responses (particularly responses 5, 10, and 14) would also
outline the commitment of the community to support the program if adopted.
Often these surveys can be used to identify supportive community resources,
as well as to assess certain needs. Many times this function is overlooked
by the personnel conducting the survey.

Comment C

These responses outline activities which would usually be undertaken
after a decision to implement the program has been made. Therefore, they are

16




really not considered a part of the actual needs assessment survey which
attempts to determine the basic need for the program.

Comment D

The historical unemployment rate is really inconsequential to the
needs study. Employment trends and unemployment rates tend to be highly-
influenced by the "total" economy. They will likely have only a marginal
effect upon the health occupations field since many health services are
becoming subsidized through private and public insurance programs. The
general unemployment rate does not reflect the public's need for health
services to a large degree.

Comment E

Statement number six should definitely be addressed in the survey for
a variety of reasons. From the occupational demand portion, the survey
should reflect the projected labor needs. Those projected annual needs
would then suggest a growth rate for the program that was consistent with
the projected rate of job openings. If looked at in this perspective, the
program will not flood the market with graduates who are unable to find work.

Projected program growth rate can also be addressed in the community's
needs portion of the survey. 1In this instance, the survey should reflect
projected growth in the community's health services. Such things as a new
ambulance service or a planned addition to the hospital would reflect new
and/or expanded community resources with implications for including those
in the school's health occupations cluster program.

Comment F

These statements should be given reconsideration if they were omitted
from the response. These statements outline concerns for the "existing”
supply of skilled labor for health occupations. Many times educators tend
to look only at the demand or the need for trained personnel without
really looking at the existing supply.

Personnel for the health occupations have traditionally been trained
in a variety of different kinds of private and public supported kinds of
programs. The planners of the survey should carefully consider surveying
each of the area agencies which have the potential for training personnel
in the health occupations field. Programs such as MDTA are the type under
consideration here.

Another concern on the supply portion has to do with the mobility of
the existing manpower supply. Are the salaries being offered attractive
elough to interest trained people from other areas of the state or nation?

Ii° so, then this factor should be acknowledged and investigated in detail.
Cunversely, are there attractive job markets throughout the state which
would attract our graduvates? If so, consideration should be given to
whether or not our students would be mobile enough to pursue these positions.

A-10
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‘ STEP 5. AT THIS POINT YOU SHOULD GO BACK AND BRIEFLY REVIEW THE INVESTI-
GATION STATEMENT AND THE RESPONSES YOU CHECKED IN THE MATRIX. TAKE TIME
TO EVALUATE YOUR RESPONSES BASED ON THE DISCUSSION COMMENTS YOU HAVE JUST
READ AND CHOOSE ONE OF THE FOLLOWING ALTERNATIVES.

STEP 5a. CHECK ANOTHER SET OF RESPONSES WHICH YOU FEEL ARE CORRECT
ON THE POST-DIAGNOSTIC RESPONSE (P-D. R.) LINE IN THE
MATRIX. PROCEED TO STEP 6 WHEN COMPLETED.

OR

STEP 5b. READ THE FOLLOWING VIEWPOINT FOR SOME FURTHER CLARIFICATION
AND ADDITIONAIL, INFORMATION BEFORE RECORDING YOUR REVISED
RESPONSES ON THE POST-DIAGNOSTIC RESPONSE (P-D. R.) LINE
IN THE MATRIX. PROCEED TO STEF 6 WHEN COMPLETED.

VIEWPOINT

Depending upon the nature or type of survey to be considered, advisory
committees can play an integral role in the development of survey instru-
ments and interpretation of the data. As stated in the introduction, two
basic kinds of surveys are under consideration here: 1) the occupational

. assessment survey, and 2) the community assessment survey.

The occupational survey, which has typically been conducted by voca-
tional education personnel with the support of vocational education advi-
sory committees, attempts to focus in on questions relating to the job
market. Since one of the basic purposes of vocational education is to pro-
vide trained manpower, the accurate determination of manpower needs is an
essential part of program planning. "To determine the short-term and near-
term manpower needs in the relevant labor markets across the State and to
place a priority on vocational education programs which best fill those
needs,"? is the basic intention of the occupational survey.

Several decisions need to be carefully considered by an advisory
committee in designing occupational surveys. Questions such as: "What is
the 'relevant' labor market"; "What is short-term and near-term demand"
are extremely important considerations.

These questions are particularly important for the committee's consider-
ation in light of their role in this activity. Since the committee's role
is primarily one of assisting with: 1) the design of the survey, and
interpretation of data (information for conclusions), the committee
must fulfill a leadership-advisory function for the staff actually conduct-
ing the survey.

2yocational Education Local Manpower Planning Handbook, (Lansing, Michigan:
‘ Michigan Department of Education, 1972), p. III-1.
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When discussing the intent or design of the occupational survey, the
committee should first attempt to identify the major questicns to be
answered. The major questions should directly reflect the information
needed to make the necessary decisions for establishing, updating, expand-
ing, or discontinuing the program. The decision-making groups which
usually make these decisions about vocational or career preparation pro-
grams tend to look for comprehensive survey data.

These surveys are generally designed to:obtain the following kinds of
information:

1. The number of people in a geographic area currently employed
in a given occupation, and the additional members needed
currently and through the next (usually) five years.

2. The occupation(s) in greatest demand.
3. The jobs within an occupation in which training is needed.

4. The number of graduates from school r:cupational education
programs who might be accepted for employment in a community.

5. The interest of young people and adults in training for
selected occupations.

6. The need for supplemental training for people already
employed.

7. New areas in which school preparators or updating educa-
tion and training are needed.

8. Which school programs should be expanded, discontinued,
or established.

9. The education and training requirements of the occupation,
job, or industry which can be met by the school program.3

When the committee meets to review and discuss the data from the occu-
pational survey, several topics need to be discussed thoroughly. First of
all, what kinds of general trends are noticeable in the data or information ?
Second, does the data fit into the original framework from which the
question(s) were posed? Does the data provide accurate and adequate informa-
tion for making the necessary decisions? Third, how can the information-
(data) be presented so that it is readily and factually interpretable? Dis~
cussing, interpreting, and sumnarizing the survey results are important
committee activities.

3Samuel M. Burt, Industry and Vocational-Technical Education, (New York:
McGraw-Hill Book Company, 1967), p. 6.

A-12

19




Now that we have reviewed the occupational needs survey, let us turn
our attention to the community needs survey. Although projected occu-
pational demand is a major consideration for establishing new programs or
updating ongoing programs, it is not the only consideration. Other factors
such as student interests, parental expectations, student abilities, com-
munity financial resources, population trends and other concerns must,
also, be given consideration.

Like with the occupational survey, the committee's major responsibilities
here include: 1) assisting with the design of the survey, and 2) reviewing
and interpreting the data/information for conclusions. The design of the
community needs survey should focus on those questions addressed to the
general community: students, parents, businessmen, etc. Information from
these sources will complement the manpower demand information accumulated
through the occupational survey and provide comprehensive information from
all parties served by the educational program.

Again, the major dquestions to be answered by the survey should be
identified by the committee with the specific questions and instruments
formulated by the personnel actually involved in conducting the survey. The
types of questions addressed and the purposes of each survey will differ
from community to community and survey to survey. Some topics which are
generally considered in community needs surveys include:

1. Opinions and attitudes of parents toward proposed program
offerings.

2. Interests of students in new programs.
3. Parental expectations for their children and their education.

4. Willingness of the community to support new and additional
school programs.

5. Identification of community resources for new programming.

6. Type and accessibility of community resources for new program-
ming.

7. Follow-up data of past graduates.

8. Population trends.

9. Student abilities.

This list represents only a few of the basic concerns or questions
which might be included in a community needs survey. Depending upon the data
presently available, the specific purpose and scope of the survey, an§
other locally influenced considerations, the community needs survey will take

on a different appearance.
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Most school boards recognize and appreciate the importance of com-
prehensive survey information as a data base for making decisions regard-
ing program expansion. If advisory committees are involved in the planning
and reviewing of the surveys, they will likely reflect a more accurate
picture of the need for certain changes in existing programs or, perhaps,
new programs. The involvement of advisory committees and community
personnel reflects the positive intentions of educators to general changes

that will truly reflect the needs of the community and thus create relevant
programs for students.

STEP 6. SELECT ONE OF THE FOLLOWING THREE OPTIONS:

STEP 6a. SELECT AND COMPLETE ANOTHER EXERCISE TO BROADEN YOUR
UNDERSTANDING OF ADVISORY COMMITTEE FUNCTIONS.

OR

STEP 6b. REVIEW THE IMPLEMENTATION RESOURCES SECTION OF THE
GUIDE, SECTION B.

OR

STEP 6¢c. PROCEED TO SECTION C OF THE GUIDE AND BEGIN TO DEVELOP
THE LOCAL ADVISORY COMMITTEE ACTION PLAN.
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THE COURSE CONTENT ADVISEMENT FUNCTION OF
EDUCATIONAL ADVISORY COMMITTEES
Exercise 2

PURPOSE OF EXERCISE

This exercise is intended to give you an overview of how the advi-

sory committee can provide course advisement to the instructional program.

This exercise is intended to increase your general understanding and
awareness in this area of advisory committee activities.

DIRECTIONS
Step 1:
Step 2:

Step 3:

Step 4:

Step 5:

Step 6:

Read the INTENTION
Read the INVESTIGATION

Record your responses to the INVESTIGATION on the RESPONSE
MATRIX

Review the DIAGNOSTIC, evaluate your responses, and read
the appropriate DISCUSSION COMMENTS

Select one of the following two options:
5a. Record a revised set of responses on the MATRIX

5b. Read the VIEWPOINT, then record a revised set of
responses on the MATRIX

Select one of the following three options:

6a. Select and complete another exercise to broaden your
understanding of advisory committee functions

6b. Review the Implementation Resources section of the
Guide, Section B

6c. Proceed to Section C of the Guide and begin to
develop the Local Advisory Committee Action Plan




. STEP 1. THE FOLLOWING SECTION, “INTENTION," IS DESIGNED TO PROVIDE YOU
WITH AN OVERVIEW OF THE NEED FOR AND USE OF ADVISORY COMMITTEES IN PRO-
VIDING COURSE ADVISEMENT. THIS SECTION SHOULD BE READ BEFORE PROCEEDING
TO STEP 2.

INTENTION
Providing advisement on course content is one of the eight recognized

functions of educational advisory committees. The Michigan Administrative
Guide for Vocational Education suggests that one

concern of the committee should be the establishment of practices
which will keep instruction practical and functional. Committees
should take an active part in helping to develop goal statements

and assist in determining performance objectives,_ since members have
the essential, specialized knowledge of the work.

A 1969 report on advisory committees from the American Vocational
Association further suggests that:

Representatives of the fields for which instruction is to be pro-

vided must be consulted regarding the skills, instructional

materials, equipment, standards for production work or service

provided, and instructional content. All phases of trainiag

should be reviewed periodically in order to keep them occupationally
‘ oriented and up-to-date.2

The advisory committee can play a variety of _oles in advising on
course content. In terms of procedural roles, the committee can engage in
identifying occupational competencies, developing goal statements for the
program, reviewing course outlines, or Perhaps reviewing the performances
objectives. In terms of the appropriateness of the course content for
students, the committee can engage in assessing the counseling services
provided throughout the course(s), career information included in the
course(s), relationship of the course content to other courses in the
curriculum, or the emphasis given to human relations and safety concepts.
Focus should be placed in this process on counseling services for the
handicapped through utilization of special education resources. In addition,
consideration should be given to disadvantaged groups through use of
support counseling services. If necessary, modifications should be made
in the delivery systems to assure successful completion of the program
by disadvantaged and handicapped students.

ladministrative Guide for Vocational Education, (Lansing, Michigan:
Department of Education, 1974),p. M=-2.

2The Advisory Committee and Vocational Education, (Washington, D.C.:
. American Vocational Association, 1969), pp. 19-20.
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The intention of this exercise is to acquaint you with some of the
considerations an advisory committee should make in reviewing the content
of the instructional program. By completing this exercise you will develop
a greater understanding of some of the fundamental questions relative to
reviewing instructional content, and you will have an opportiunity to apply
this knowledge to a simulated advisory committee activity.

STEP 2. AFTER READING THE PRECEDING OVERVIEW AND WITH THAT INFORMATION IN
MIND, THE FOLLOWING INVESTIGATION WILL REQUIRE YOU TO APPLY THIS INFORMA-
TION TO A TYPICAL ADVISORY COMMITTEE PROBLEM IN THIS AREA. READ THIS
SECTION CAREFULLY SO YOU CAN RESPOND TO THE STATEMENTS ON THE RESPONSE
MATRIX.

INVESTIGATION

You are a member of an occupational advisory committee for a com-
munity college two-year technical program in Automotive Service. The
purpose of the program is to prepare servicemen who inspect, service, and
overhaul hydraulic, mechnical, and electrical componenets and accessories
of automobiles, buses, trucks, tractors, and other powered vehicles.
Graduates of this program are awarded the Associate of Applied Science
Degree.

The next advisory committee meeting is to be devoted entirely to a
content review of the Automotive Service courses in the curriculum. As
the ccmmittee chairman, it is your responsibility to prepare the agenda
for the meeting. You have decided that the agenda will be in the form of
a series of questions you feel should be considered.

STEP 3. USING THE RESPONSE MATRIX ON THE FOLLOWING PAGE, SELECT THOSE
QUESTIONS YOU INTEND TO INCLUDE IN THE AGENDA WHICH WILL DIRECT THE COM-
MITTEE IN THE REVIEWING THE CONTENT OF THE COURSES INCLUDED IN THE AUTOMOTIVE

SERVICE CURRICULUM.

Response Code:
P.R. - Personal Response
P-D.R. - Post-DIAGNOSTIC Response

Record your answer for this step on the Personal Response line.
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RESPONSE MATRIX

(Sheet)

Proceed to Step 4 after you have recorded your personal response (P.R.).

Are the appropriate
employability
gkills reflected in
the performance
goals?

__P. R
__P-D. R. 1

How is the student's
level of skill
development evalu-
ated?

__P. R
___P-D. R. 2

Are the catalog
descriptions of the
courses up-to-date?

__P.R.
—— P.D. R. 3

What support coun-
seling services are
available to the
handicapped and dis-
advantaged students
in the program?

P. R.

__P=D. R. 4

Coffee Break

——— P. R.
—m—— P-Do Ro 5

What are the major
performance goals of
the Automotive
Service program?

__P.R.
___P-D. R. 6

Are the appropriate
Automotive Service
skill areas
reflected in each
course?

__P. R
——— P.D. R. 7

What cooperative
vork experiences
are provided for
in the course
sequence?

anno—— P. n.
___P-D. R. 8

Do we have enough
courses?

__P.R.
___P-D. R. q

Is occupational in-
formation regarding
Automotive Service
careers reflected
in the performance
goals?

P. R.
P-Do Ro

10

What placement
services are avail-
able?

P. R.
P=-D. R.

1

Is information
regarding continu-
ing education
included in the
performance goals?

P. R.
P-Do R.

12

Is the relation-
ship and sequence
of the Automotive
Service courses
appropriate and
consistent with
the performance
goals?

P. R.
P-D. Ro

13

What new Automotive
Service innovations
should be added to
the program?

P. R.
P-D. R.

14

What instructional
materials, informa-
tion, experiences,
or ideas can the
advisory committee
contribute to
update the course
content?

P. R.
P-D. R.

15

Reminder to cherk
the Tiger's score

P‘ R‘
P"Do Ro

16

What new 3-speed
transmissions are
on the market?

P * R.
P-D. R.

Are the appropriate
Automotive Service

skills reflected in
the specific course
objectives?

P. R.
P-D. R.

18

Is career counsei-
ing provided forthe
Automotive Service
courses?

PO RO
P-D. R.

Is the instructic..all
staff effective ?
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STEP 4. YOUR NEXT TASK IS TO COMPARE YOUR RESPONSES ON THE MATRIX WITH
THE DIAGMOSTIC SHOWN BELOW AND READ THE APPROPRIATE DISCUSSION COMMENTS.

DIAGNOSTIC & DISCUSSION COMMENTS

If you omitted 5 or 16 read DISCUSSION COMMENT A
If you omitted 3, 9 or 20 read DISCUSSION COMMENT B
If you included 2, 6, 7, 14 or 18 read DISCUSSION COMMENT C

If you included 1, 4, 8, 10, 11, 12, 13 or 19 read DISCUSSION COMMENT D

If you included 15 read DISCUSSION COMMENT E
If you included 17 read DISCUSSION COMMENT F
Comment A

You should have included these responses for several reasons. A com-
mittee meeting about course content should definitely include a coffee
‘ break. This is usually an involved topic and will probably take up a full
two to threes hour evening meeting. Checking the Tiger .core would be a
good excuse for taking a break, if you really need one.

Comment B

These are really administrative functions and will probably not become
the responsibility of the advisory committee, and therefore should be
omitted from the response. If they are taken up by the committee, it would
be during an evsluation of the total prugram, rather than at a meeting
dealing with course advisement.

Comment C

This is definitely a set of responses which should be included. Tiese
questions reflect the direct concerns for what is being taught and the
appropriateness of the course content.

These questions raise the concerns for course content in relation to
whether or not they are reflected in the major performance goals of the
Automotive Service program. Since this is a community college course, the
committee is concerned with the series of Automotive Service cour.es and
the related curriculum for the two-year program.




The major course content advisement concerns, as included in this set
of responses, includes (in this preferred sequence):

® What are the major student performance goals?

® Are the appropriate skills included to support the performance
goals?

® Are the appropriate specific skills also reflected in the specific
Automotive Service course objectives?

® Are these skills evaluated in a realistic manner?

® What new innovations from the industry should be added?

This series of five questions, if completely énswered, should provide
the committee with an excellent basis for providing course content advise-
ment. As these questions are framed and discussed by the committee, the
function of course content advisement is indeed happening.

Comment D

This set of responses represant a secondary level of concern for
course advisement. They could be included in the meeting's agenda in what-
ever context will perpetuate their review.

These responses represent the components of a comprehensive occu-
pational program. To some degree, each of these qQuestions can be addressed
in their relationship to the instructional program. As supplemental com-
ponents to the skill development portion of the curriculu they deserve
equal consideration. As suggested in the initial reading ior this exercise,
the course content should go beyond the specifics of skill development and
focus upon the total educational development of the individual.

As the committee begins to discuss goals of the program which relate
to concerns other than specific skill development, these questions will
undoubtedly arise. Most advisory committees spend as much time discussing
these general concerns as they do discussing the needed job skills.

Commeat E

This question should appear as the last item on the committee meeting
agenda. Once the committee has thoroughly discussed the status of the
course content, the question of where Ao we go from here has to be addressed.
This is a good question for tying the previous discussion together and moving
to some definite input.

If presented in the appropriate manner, this question will generate

a series of positive ideas and information as to how the course content can
be improved, updated, or expanded.
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Comment F

This question is reaily phrased out of context here. If the question
can be rephrased in terms of how it relates to the performance goals for
the program, it may have some relevancy. The question would have to be
rephrased so that the committce can consider a new 3-speed transmission
in terms of new performance objectives that should be written. If it
cannot be rewritten, it should be omitted from the agenda.

STEP 5. AT THIS POINT YOU SHOULD GO BACK AND BRIEFLY REVIEW THE INVESTI-
GATION STATEMENT AND THE RESPONSES YOU CHECKED IN THE MATRIX. TAKE TIME

TO EVALUATE YOUR RESPONSES BASED ON THE DISCUSSION COMMENTS YOU HAVE JUST
READ AND CHOOSE ONE OF THE FOLLOWING ALTERNATIVES.

STEP Sa. CHECK ANOTHER SET OF RESPONSES WHICH YOU FEEL ARE CORRECT
ON THE POST-DIAGNOSTIC RESPONSE (P-D. R.) LINE IN THE
MATR1X. PROCEED TO STEP 6 WHEN COMPLETED.

OR

STEP Sb. READ THE FOLLOWING VIEWPOINT FOR SOME FURTHER CLARIFICATION
AND ADDITIONAL INFORMATION BEFORE RECORDING YOUR REVISED
RESPONSES ON THE POST-DIAGNOSTIC RESPONSE (P-D. R.) LINE
IN THE MATRIX. PROCEED TO STEP 6 WHEN COMPLFTED.

VIEWPOINT

When advising on. course content, the advisory committee can perform
a variety of procedural functious. The committee can engage in identifying
occupational competencles, developing goal statements for the program,
reviewing the topical outlines for the course, or reviewing the performance
objectives of the program. Each of these activities could conceivably
constitute course content advisement. The focus of some of these activities
would appear to be the technical relevancy of the instruction.

Course content advisement can also be viewed in the context of its
applicability to students. Does the course content provide the student with
an entry-level job skill? Does it provide an adequate basis for further
education? Questions of technical relevancy are definitely an important
part of course content advisement, but rather it would appear that these
questions should be considered in regard to what they mean to the students

in the program.

Course content advisement viewed in this context would include the
broader areas of 1) counseling services provided throughout the course,
2) occupational information included in the course, 3) employability skills
(i.e. job interviewing techniques) included in the course, 4) tutorial
services/content provided in the course, 5) inclusion of information on
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further education, 6) emphasis given to human relations concepts, 7) the
relationship of the course content to other courses in the curriculum,
8) emphasis given to teaching respect for tools/equipment/facilities,

9) the level of skill development, and 10) evaluation of the student's
experience in the course.

The committee should first determine what are the major performance
goals of the program. In general performance terminology, what does the
committee expect a graduate of this program to be able to do? The com-
mittee will likely find that these goals are not just skill-oriented,
but attempt to influence the knowledge, attitudes, and skills in relation
to the student's total education. Once the major performance goals of
the course are identified, the committee can provide input as to how
the teacher can more effectively assist students in attaining those goals.
The advisement may include a variety of different suggestions. Committee
members may have access to industry-produced instructional materials or
preograms which provide an overview of some new innovation in the industry,
or outline a company's job interviewing procedure.

The specific course advisement provided by the committee or requested
by the teacher should be considered in terms of which goal it is intended
to influence. By assuming that the program goals are designed to provide
for the total educational development of the student, the committee can

provide invaluable input for developing programs which serve all of a
student's needs--not just that need to develop a job skill.

STEP 6. SELECT ONE OF THE FOLLOWING THREE OPTIONS:

STEP 6a. SELECT AND COMPLETE ANOTHER EXERCISE TO BROADEN YOUR
UNDERSTANDING OF ADVISORY COMMITTEE FUNCTIONS.

OR

STEP 6b. REVIEW THE IMPLEMENTATION RESOURCES SECTION OF THE
GUIDE, SECTION B,

OR

STEP 6c. PROCEED TO SECTION C OF THE GUIDE AND BEGIN TO DEVELOP
THE LOCAL ADVISORY COMMITTEE ACTION PLAN.
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THE STUDENT PLACEMENT FUNCTION OF
EDUCATIONAL ADVISORY COMMITTEES
Exercise 3
PURPOSE OF EXERCISE
The purpose of this exercise is to illustrate a series of roles the
advisory committee can play in assisting with the placement of students.

By completing this exercise you will, hopefully, increase your general
understanding of this area of advisory committee activity.

DIRECTIONS
Step 1: Read the INTENTION
Step 2: Read the INVESTIGATION

Step 3: Record your responses to the INVESTIGATION on the RESPONSE
MATRIX

Step 4: Review the DIAGNOSTIC, evaluate your responses, and read
the appropriate DISCUSSION COMMENTS

Step 5: Select one of the following two options:
Sa. Record a revised set of responses on the MATRIX

5b. Read the VIEWPOINT, then record a revised set of
responses on the MATRIX

Step 6: Select one of the following three options:

6a. Select and complete another exercise to broaden your
understanding of advisory committee functions

6b. Review the Implementation Resources section of the
Guide, Section B

6c. Proceed to Section C of the Guide and begin to
develop the Local Advisory Committee Action Plan
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STEP 1. THE FOLLOWING SECTION, "INTENTION," IS DESIGNED TO PROVIDE YOU
WITH AN INTRODUCTION TO THE ROLE OF THE ADVISORY COMMITTEE IN ASSISTING
WITH STUDENT PLACEMENT. CAREFULLY READ THIS SECTION BEFORE FROCEEDING
TO STEP 2.

INTENTION

Student Placement is considered one of the eight major functions of
educational advisory committees. There are a variety of activities which
the committee can assist in placing students in full or part-time em-
ployment. In addition to cther activities, the committee can 1) organize
employer/student conferences, 2) notify the teachers or school placement
personnel of job openings, 3) assist in writing recommendation letters for
students, 4) review follow-up studies, 5) coordinate placement services
with MESC, 6) coordinate placement services with special education and
vocational rehabilitation, and 7) employ co-op students and graduates.

In a society where accountability is an often discussed concept and
more frequently being used in budgetary considerations,

. . .the success of the school should be measured in terms

of the performance capability of its students, particularly
with respect to the manner in which they conduct themselves in
roles outside the school and the way in which they are capaci-
tated to perform their several life roles.l

To, in part, respond to this concern the Michigan State Advisory Council
for Vocational Education recommended ir its Fourth Annual Report (1972-73)
that:

1. A state-wide assessment of job placement needs should be
undertaken.

2. Support of state-wide job placement programs at the secondary
and post-secondary levels is urged.

3. Programs presently operable and successful should be considered
for implementation in other school di stricts.2

Placement has become a highly discussed component of occupational or voca-

tional education programe. New staff positions have been created entitled

"placement Director" or "Placement Counselor." Both secondary programs and
community colleges are beginning to establish placement centers to provide

comprehensive services.

lyeith Golchammer and Robert Taylor, Career Education: Perspective
and Promise, (Columbus: Chas. Merrill Publishing Company, 1972), p. 28l.

2Fourth Annual Report of the Michigan State Advisory Council for
Vocational Education, (Lansing, Michigan: Michigan Department of Educa-

tion, 1973), p.7.
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This exercise will enable you to view how the committee can develop
a proposal for a Placement Center.

STEP 2. AFTER READING THE PRECEDING SECITION AND WITH THAT INFORMATION IN
MIND, THE FOLLOWING INVESTIGATION STATEMENT WILL REQUIRE YOU TO APPLY
THIS INFORMATION TO THE TASK OF DEVELOPING A COMMITTEE PROPOSAL FOR A
PLACEMENT CENTER. READ THIS SECTION CAREFULLY SO YOU CAN RESPOND TO THE
STATEMENTS ON THE RESPONSE MATRIX.

INVESTIGATION

You are a member of the general advisory committee which has been
asked to look into the placement of graduates and non-graduates of the
high school program. Upon completion of a needs assessment of the current
placement function, the committee has decided to recommend the establish-
ment of a Placement Center within the comprehensive high school serving
1,200 students in grades ten through twelve.

The Center should include placement services for graduates, non-
graduates, co-op students, and students seeking part-time and summer employ-
ment.

STEP 3. USING THE RESPONSE MATRIX ON THE FOLLOWING PAGE, SELECT THOSE
CONSIDERATIONS AND RECOMMENDATIONS WHICH THE COMMITTEE SHOULD INCLUDE IN

ITS PROPOSAL TO DESCRIBE THE PROPOSED PLACEMENT CENTER AND IT'S ACTIVITIES.

Response Code:
P. R. - Personal Response
P D. R. - Post-DIAGNOSTIC Response

Record your answer for this step on the Personal Response line.
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RESPONSE MATRIX

(Sheet)

Proceed to Step 4 after you have recorded your personal responses (P.R.).

Recommend Place-
ment Center staff
conduct annual
surveys

P P. R.
t—— P-D. R. l

Placement and
special education
staff coordinate
placement of handi-
capped students.

_P.R.
__P=-D. R. )

Outline Placement
Center staff needs
and necessary
qualifications

——— P' R.
___P-D. R. 3

Sponsor employer-
student conferences

__P.R.
___P-D. R. 4

Placement Center
assist in conduct-
ing occupational
demand surveys

__P. R
— P-D. R. 5

Recommend placement
staff serve on advi-
sory committees

_P.R.
___P-D. R. 6

Collect in-depth
follow-up of

‘students enrolling

in post-secondary
programs

__P. R
— P-D. R. 7

Recammend the pur-
chase of a large
coffee pot and coke
machine for the
Piacement Center

__P.R.
__PD. R. 8

Establish a central

clearing board to
post all current
job openings

— P. R'
___P-D. R. q

Assist students in
writing or updating
resumes

P. R.

—__P-D. R. 10

Placement Center
staff to provide
in-class seminars
on “"How to apply
for a job"

__P.R
P-D. R.

1

Establish a compre=-
hensive library of
information on all
available post-
secondary education
programs

P. R.
bP-D. R.

12

Recommend that a
central credential
file be set up and
maintained for
each student
desiring one

P. R.
P-D. R.

13

Establishment of
facilities in Center
to enable employers
to interview
students

P. R.

~__P-D. R. 14

Recommend all
students go through
the Placement Center
for an exit inter-
view

P. R.
P-D. R.

15

Provisions for in-
service training
for Placement
Center staff

P. R.
P-D. R.

16

Establishment of a
comprehensive occuq
pational/career
information
library

Collect individual-
ized instructional
materials focusing
on employment
skills (i.e. job
interviewing)

_P. R
—_P-D. R. 18

Follow-up school
dropouts for poten-
tial enrollment in
special needs pro-
gram

I'. R.
P-D. R.

19

Coordinate informa-
tion and services
with other public
agencies also pro-
viding placement
services

P. R.
_ P-D. R.

2




STEP 4. YOUR NEXT ACTIVITY IS TO COMPARE YOUR RESPONSES ON THE MATRIX
WITH THE DIAGNOSTIC SHOWN BELOW AND READ THE APPROPRIATE DISCUSSION
COMMENTS .

DIAGNOSTIC & DISCUSSION COMMENTS

If you included l, Sor 7 read DISCUSSION COMMENT A

If you included 9, 10, 12, 13, 15, 17 or 19 read DISCUSSION COMMENT B

If you included 4, 11 or 18 read DISCUSSION COMMENT C
If you included 2, 3, 6 or 16 read DISCUSSION COMMENT D
If you included 20 read DISCUSSION COMMENT E
If you included 8 or 14 read DISCUSSION COMMENT F

Comment A

If you included these responses in your answer you have gathered the
appropriate impression that the Placement Center should be involved in pro-
viding support for, or conducting surveys. The existence of a Placement
Center readily facilitates contact with employers of all types; thus,
the Center staff will have ready access to labor market demand information,
as well as follow-up information on past graduates.

In order to effectively place students as they exit a program, the
staff needs to collect and review graduate follow-up information. As
this invaluable information is summarized, it can be passed along to the
instructional staff and the school administration.

These follow-up surveys should be conducted on graduates and non-
graduates as well. An extensive follow-up of those students entering
post-secondary institutions will provide a comprehensive data base for
review by the total faculty and staff of the high school as they attempt
to upgrade all areas of the school curriculum.

Comment B

These responses should definitely be included in the proposal since
they outline the specific student services to be offered by the Center.
Personnel of the Center would be able to provide such direct services
as assisting students with writing resumes and preparing their credentials,
handling credentials for students, posting job openings on a central
clearing board or in a regularly circulated publication, and maintaining
a comprehensive librery of in-depth occupational/career information and
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post-secondary e@ucation opportunities. Students should also be afforded ‘
the opportunity of an exit placement interview.

Another dimension of the Placement Center would focus on non-graduates.
A specific effort should be made through the Placement Center to follow up
dropouts and attempt to reinterest them in school. Perhaps special needs
funding could be sought for this "recovery" program.

Comment C

Another function of the Center would be to provide instructional
support services. Responses 4, 11, and 18 outline activities of an
instructional nature which could be sponsored by the Center staff. The
instructional program generally focuses on the content of the course
with little regard for "how" students apply for a job where they will
apply their knowledges and skills or "how" they apply for admission to
advanced educational programs. The Placement Center staff can effec-
tively present this information to students through seminars or self-
instructional systems. Employers (through employer/student conferences)

can also provide this information to students in an effective manner.
Comment D

The proposal should also include a description of the proposed
Placement Center staff and their responsibilities. The actual makeup ‘
of the staff would depend upon the goals and purposes of the Center. 1In
some instances, the staff might be composed of vocational counselors; in
other instances it might include co-op coordinators or teachers; or any
combination of individuals with these backgrounds.

The placement staff should definitely be involved with advisory com-
mittees because of the typical committee's interest in placement.

Since co~op placement is usually considered part of placement, the
staff may be directly involved in this activity, or at least have same
responsibilities for coordinating the activity.

Provisions shouid be made for regular in-service sessions to keep
the staff abreast of current developments and needs in the placement
function. :

COMMENT E

This is an absolutely essential component of the proposal. With the
numbers of agencies currently offering job placement services (both
public and private), the proposal must outline an acceptable strategy for

inter-agency cooperation, so as to avoid a "duplication of effort charge"
which might endanger your entire proposal.
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‘l' Comment F

If you included response number 8 in yeur answer, you should reassess
your rationale for "why" you actually need a Placement Center.

Response number 14 may be important. It really depends on the size
of the community and whether or not employers are actually going to
"recruit" through the Center. In most instances on the secondary level,
students go to the employer's place of business for the intexview.

STEP £. AT THIS POINT YOU SHOULD GO BACK AND BRIEFLY REVIEW THE INVESTI-
GATION STATEMENT AND THE RESPONSES YOU CHECKED IN THE MATRIX. TAKE TIME
TO EVALUATE YOUR RESPONSES BASED ON THE DISCUSSION COMMENTS YOU HAVE JUST
READ AND CHOOSE ONE OF THE FOLLOWING ALTERNATIVES.

STEP Sa. CHECK ANOTHER SET OF RESPONSES WHICH YOU FEEL ARE CORRECT
ON THE POST-DIAGNOSTIC RESPONSE (P-D. R.) LINE IN THE
MATRIX. PROCEED TO STEP 6 WHEN COMPLETED.

OR

STEP S5b. READ TiIE FOLLOWING VIEWPOINT FOR SOME FURTHER CLARIFICATION
AND ADDITIONAL INFORMATION EEFORE RECORDING YOUR REVISED
. RESPONSES ON THE POST-~DIAGNOSTIC RESPONSE (P-D. R.) LINE
IN THE MATRIX. PROCEED TO STEP 6 WHEN COMPLETED.

VIEWPOINT

Contrary to the believe of many persons, current follow-up studies
generally suggest that high school graduates do not go on to college. In
fact, generally the largest percentage of graduates are classed as "work-
ing" (full or part-time) one year after graduation. Significant numbers
also attend either four or two-year universities or colleges. Still
others enter the apprentice trades, attend business school, or technical
school. Others enlist in the armed forces or become housewives. The
point to be made here is twofold.

First, a majority of graduates generally find some type of placement
shortly after graduation. Through some assistance from school personnel,
perhaps, they at least make a physical traisition fram school to work or
some form of continuing education. It would appear then that placement
of all students should become an important focus of the school; not just
the successful entry of students into four-year university programs as
has typically been the case.

Second, a lesser emphasis on the role of the academic counselor
seems to be in order. Effective counseling, guidance, and placement
activities should focus on all possible entry routes into the world of
work and/or further education. These activities must reinforce the
. notion that all forms of work can be meaningful, satisfying, and important.
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As information from follow-up studies becomes widely disseminated
to the public, the importance of placement for all students (bcth
graduates and non-graduates alike) will become an important concern. As
the Advisory Council for Vocational Education in Michigan stated:

Council members are acutely aware of the need for more effective
and efficient counseling, guidance, and placement activites.

One of the major objectives of career education is to provide
citizens with options which lead to salable skills. Unfortunately,
these skills are useless unless they are properly developed and
reach the labor market.

School counselors must receive more intense and more relevant in-

rvice training; experimental placement programs must be
encouraged and the service - of agencies outside of educational
institutions must be utilized.

Further, the Council maintains that employment-bound youth do
not receive adequate employment counseling. There is little
question but that most guidance counselors devote a dis-
proportionate share of their energy to the college bound. The
council suggests that since approximately 70% of the high
school population does not graduate from college, that gquidance
and counseling personnel devote a greater share of their
efforts to employment-bound youth,

A key element in a career education system is the placement
function. If the educational system is to be responsive to
the needs of all individuals, it must provide a placement
mechanism for ail individuals, not just the college bound.
This placement service or program must provide placement
for all those who desire to be placed, either on the job or
in a career-related work setting, in the next appropriate
educational setting consistent with the individual's career
goals, or with some special service agency. The placement
function must be closely articulated with the guidance pro-
gram of the school, anda both must be functionally related
to the curriculum of the school.

3"Career Education in Michigan," (Lansing, Michigan: Michigan
Advisory Council for Vocational Education, 1971).

4Aaron J. Miller, "Career Education Tenents," a paper presented at
the Sixth Annual National Vocational and Technical Teacher Education
Seminar, October 23-26, 1972.

A-34

Fad




STEP 6a.

STEP 6b.

STEP 6cC.

STEP 6. SELECT ONE OF THE FOLLOWING THREE OPTIONS:

SELECT AND COMPLETE ANOTHER EXERCISE TO BROADEN YOUR
UNDERSTANDING OF ADVISORY COMMITTEE FUNCTIONS.

OR

REVIEW THE IMPLEMENTATION RESOURCES SECTION OF THE
GUIDE, SECTION B.

OR

PROCEED TO SECTION C OF THE GUIDE AND BEGIN TO DEVELOP
THE LOCAL ADVISORY COMMITTEE ACTION PLAN.
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THE COMMUNITY PUBLIC RELATIONS FUNCTION OF
EDUCATIORAL ADVISORY COMMITTEES

Structural Communication Exercise 4
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THE COMMUNITY PUBLIC RELATIONS FUNCTION OF
EDUCATIONAL ADVISORY COMMITTEES
Exercise 4

PURPOSE OF EXERCISE

This exercise is intended to provide some insight regarding the
possible areas of involvement for advisory committees in the area of
Community Public Relations.

DIRECTIONS
Step 1:
Step 2:

Step 3:

Step 4:

Step 5:

Step 6:

Read the INTENTION
Read the INVESTIGATION

Record your responses to the INVESTIGATION on the RESPONSE
MATRIX

Review the DIAGNOSTIC, evaluate your responses, and read
the appropriate DISCUSSION COMMENTS

Select one of the following two options:
5a. Record a revised set of responses on the MATRIX

Sb. Read the VIEWPOINT, then record a revised set of
responses on the MATRIX

Select one of the following three options:

6a. Select and complete another exercise to broaden your
understanding of advisory committee functions

6b. Review the Implementation Resources section of the
Guide, Section B

6c. Proceed to Section C of the Guide and begin to
develop the Local Advisory Committee Action Plan
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STEP 1. IN THE FOLLOWING SECTION, YOU WILL BE PROVIDED WITH A GENERAL
OVERVIEW OF THE IMPORTANCE OF THE COMMUNITY PUBLIC RELATIONS FUNCTION OF
AN ADVISORY COMMITTEE. READ THIS SECTION CAREFULLY BEFORE PROCEEDING TO
STEP 2.

INTENTION

Another of the primary functions for vocational advisory committees
is that of Community Public Relations. The Administrative Guide for Voca-
tional Education indicates that the advisory committee can aid by means
of 1) speaking to civic groups, 2) input at public funding activities,
3) input at board meetings, 4) promotion by means of media, 5) develop-
ment of promotional materials, and 6) feedback to special population groups,
such as disadvantaged, handicapped, and minority, within the local com-
munity.l

Each of these is a critical function that may have a significant
1mpact on the degree to which individuals in the community evalute the
quality of the program. The success of the staff in presenting programs,
student activities, and overall quality are an important measure (from
the public standpoint) of the overall effectiveness of the program.

It is hoped that this exercise will demonstrate means by which the
advisory committee may become involved with this function.

ladministrative Guide for Vocational Education, (Lansing Michigan:
Department of Education, 1974).
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STEP 2. THE FOLLOWING ADVISORY COMMITTEE TASKS W.LL REQUIRE THAT YOU APPLY Q
YOUR INSIGHT TO DEVELOP A PLAN FOR IMPROVING COMMUNITY PUBLIC RELATIONS FOR

THE PROGRAMS INVOLVED. READ THIS SECTION CAREFULLY SO YOU CAN RESPOND TO

THE STATEMENTS ON THE RESPONSE MATRIX.

INVESTIGATION

As the chairman of the advisory committee for the drafting program, you
have been selected to serve on the general vocational advisory committee
for the area vocational center in your community. The general advisory com-
mittee is composed of the chairman of the thirteen programs at the center,
which serves nine high schools in an intermediate district of 18,000 high
school students.

The general advisory committee has been asked to submit possible alterna-
tive strategies for the promotion of the programs at the center.

STEP 3. USING THE RESPONSE MATRIX ON THE FOLLOWING PAGE, DEVELOP AN OUTLINE
FOR ACTIVITIES THAT COULD BE USED TO PROMOTE GREATER COMMUNITY SUPPORT FOR
AND INVOLVEMENT IN THE PROGRAM.

Response Code:
P. R. - Personal Response .
P-D. R. - Post-DIAGNOSTIC Response

Record your answer for this step on the Personal Response line.
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RESPONSE MATRIX

(Sheet)

Proceed to Ster 4 after you have recorded your personal responses (P.R.),

Solicit the local
merchants for
sponsorship of
baseball team

—— P. R.
___P-D. R. 1

Involve entire
faculty/student
body on fund rais-
ing projects for
community use

—— P. Rl
__P-D. R, 2

Develop a time line
for public rela-
tions releases to
news media

___P. R,
___P-D. R. 3

Approach the
community in
regards to sponsor-
ing awards program
for outstanding
students

__P. R
-__P_D- R. q

Only publicize
p. ogram at feeder
high schools

__P. R,
___P-D. R. 5

Require each voca-
tional teacher to
join local commun-
ity service group

__P. R.
__P-D. R. 6

Development feed-

‘back information

system to special
community projects

__P.R.
__P-D. R. 7

Recommend a possi-
ble format for
newspaper releases

P. R,

___P-D. R. 8

Suggest formation
of student chapters
of professionally
affiliated orgzn~
izations

__P.R.
___P-D. R. q

Suggest an advisory
committee member
speak on local
television talk
shows

P. R.

___P-D. R. 10

Have general advi-
sory committee
picket board meet-
ing to attract
attention

P. R.

____P-D. R. 1

Aid in design of
promotional adver-
tising for buses
and billbc ards

P. R.

—__p-D. R. 12

Promote student/
parent activities

P. R.

—__p-D. R, 13

Develop a listing
of media contact
persons

P. R.

___P-D. R. 14

Offer suggestions
regarding the
development of
short radio/tv spot
announcements

P. R.

___P-D. R. 15

Recommend possi-
bility of having an
open house at the
vocational center

__P.R.

—__p-D.R. 16

Require each advi-

visory committee
member to speak
at local civic
club meeting

P. R.

__vD. R |7

Development of
follow-up storaies
regarding former
students for news
release

__P.R.
___P-D. R. 18

Sponsor student
displays at local
shopping center

__P. R

___P-D. R. 19

Suggest students
work only on pro-
jects for state
competition

P. ER.

~__p-D. R. 20
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STEP 4. YOUR NEXT TASK IS TO COMPARE YOUR RESPONSES ON THE MATRIX WITH
THE DIAGNOSTIC SHOWN BELOW AND READ THE APPROPRIATE DISCUSSION COMMENTS.

DIAGNOSTIC & DISCUSSION COMMENTS

If you included 4, 7, 8, 9, 12, 13, 14, 15, 16, 18 or 19 read DISSCUSSION
COMMENT A

If you included 5 or 20 read DISCUSSION
COMMENT B

If you included 2, 3 or 10 read DISCUSSION
COMMENT C

If you included 6 or 17 read DISCUSSION
COMMENT D

If you included 1l or 11 read DISCUSSION
COMMENT E

Comment A

These are some of the areas that input by the advisory commiitee member
can offer some assistance. However, be careful not to overburden the advi-
sory committee members. If the positive aspects of vocational education
can reach the community through new releases, television/radio spots, and
community involvement, vocational education will be viewed more positively
by individuals in the community.

Comment B

Including response 5 would tend to isolate the nature of the promotion
and development of the concept of the area center. It would be hoped that
an awareness and understanding of the area center concept would be developed
by all members of the community; that is, students at all grade levels,
parents and community members alike.

Including response 20, again, tends to isolate promotion, but in this
case it would tend to have the student concentrate on completing a project
that might not develop competency in an area he or she might need in
preparation for the "world of work."

comment C

Inclusion of these items would be excellent supportive elements to the
development of the main thrust for the community public relations concept.

The development of a time line for community public relations could be
premature, and having the element of freshness of news would probably have
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some advantages. In a number of cases, to force a story is worse than no
story at all.

In regard to response 10, make certain that the total team at your
school is certain about the capability and knowledge of the program that
an individual has before he or she appears before a large audience.

Comment D

To require anyone to perform a function, especially those individuals
who may consider the requirement not part of their responsibilities, will
definitely cause an overabundance of hostility toward the individual
giving out the directive.

Just as important is the fact that the local community groups provide
excellent avenues for communications with the community. As in response 10,
it would be advisable to ask an advisory committee member who has a good
comprehension of the vocational programs to be the representative for such
groups.

Comment E

These are not bad methods, but could be considered somewhat extreme.
Moreover, response 11 may cause more negative reactions than you may want.

STEP 5. AT THIS POINT YOU SHOULD GO BACK AND BRIEFLY REVIEW THE INVESTI-
GATION STATEMENT AND THE RESPONSES YOU CHECKED IN THE MATRIX. TAKE TIME
TO EVALUATE YOUR RESPONSES BASED ON THE DISCUSSION COMMENTS YOU HAVE JUST
READ AND CHOOSE ONE OF THE FOLLOWING ALTERNATIVES.

STEP 5a. CHECK ANOTHER SET OF RESPONSES WHICH YOU FEEL ARE CORRECT
ON THE POST-DIAGNOSTIC RESPONSE (P-~D. R) LINE IN THE
MATRIX. PROCEED TO STEP 6 WHEN COMPLETED.

OR

STEP 5b. READ THE FOLLOWING VIEWPOINT FOR SOME FURTHER CLARIFICATION
AND ADDITIONAL INFORMATION BEFORE RECORDING YOUR REVISED
RESPONSES ON THE POST-DIAGNOSTIC RESPONSE (P-D. R.) LINE
IN THE MATRIX. PROCEED TO STEP 6 WHEN COMPLETED.

VIEWPOINT

In the typical school setting, individuals in the community tend to
hear nothing about the school or receive negative comments concerning the
school system. Fcr example, the agonizing call of the teachers during
negotiations for more money, or thediscipline problem encountered by many
teachers in the classroom, or the renewed Plea for additional funds to keep

schools in operation are common means in which the public receive information
and lmpressions about the school.
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Traditionally, schools have attempted to alter these comments about three
weeks prior to a millage election. This is not what is meant by community
public relations.

The public relations function of the advisory committee refers to a
continuous line of communication between the school and the community.
Moreover, this relationship can be utilized to develop community awareness
as well as being the stimulus to interest other individuals in vocational
education.

Some possible methods of effectively utilizing the advisory committee
regarding community public relations are to 1) develop a community aware-
ness of the facility and its equipment by means of an annual community
open house; 2) generate interest in student professional societies such
as the American Society of Tool and Manufacturing Engineers, American
Society of Body Engineers, American Institute of Architects, and the
American Nursing Association; 3) have members of the vocational team speak
before civic and service clubs in the conxunity; 4) develop a format to
promote the programs through newspapers, radio, television and other forms
of the media; and 5) establish an awards programs for outstanding student
performance. These are but a few ways of keeping the public informed as
to the effectiveness and direction of the program.

STEP 6. SELECT ONE OF THE FOLLOWING THREE OPTIONS:

STEP 6a. SELECT AND COMPLETE ANOTHER EXERCISE TO BRC DEN YOUR
UNDERSTANDING OF ADVISORY COMMITTEE FUNCT .S.

OR

STEP 6b. REVIEW THE IMPLEMENTATION RESOURCES SECTION OF THE
GUIDE, SECTION B.

OR

STEP 6c. PROCEED TO SECTION C OF THE GUIDE AND BEGIN TO D/T/ELOP
THE LOCAL ADVISORY COMMITTEE ACTION PLAN.




THE EQUIPMENT AND FACILITIES FUNCTION OF
EDUCATIONAL ADVISORY COMMITTEES

Structural Communication Exercise S
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PURPOSE OF EXERCISE

The purpose of this exercise is to provide you with an overview of
the role of advisory committees in performing various roles reiated to
equipment and facilities.

DIRECTIONS
Step 1:
Step 2:

Step 3:

Step 4:

Step 5:

Step 6:

Kead the INTENTION
Read the INVESTIGATION

Recoxrd your responses to the INVESTIGATION on the RESPONSE
MATRIX

Review the DIAGNOSTIC, evaluate your responses, and read
the appropriate DISCUSSION COMMENTS

Select one of the following two options:
5a. Record a revised set of responses on the MATRIX

5b. Read the VIEWPOINT, then record a revised set of
responses on the MATRIX

Select one of the following three options:

6a. Select and complete another exercise to broaden your
understanding of advisory committee functions

6b. Review the lmplementation Resources section of the
Guide, Section B

6c. Proceed to Section  of the Guide and begin to
develop the Local Advisory Committee Action Plan

A-48

S0



. STEP 1. IN THE FOLLOWING SECTION, YOU WILL BE PROVIDED A BRIEF OVERVIEW
OF THE ROLE OF THE ADVISORY COMMITTEE IN REVIEWING EQUIPMENT AND FACILITY
NEEDS. READ THIS SECTION COMPLETELY BEFORE PROCEEDING TO STEP 2.

INTENTION

One of the most important functions that can be offered by an advisory
committee is that of its recommendation regarding equipment and facility
planning. These recommendations can be in regard to a new facility or to
renovating an existing facility. The Administrative Guide for Vocational
Education indicates that committee members "can offer professional advice
concerning the selection of instructional equipment. Their experience in
their areas of specialization is extremely valuable when equipment specifi-
cations are being prepared."’

The advisory committee may be involved with the function through 1) re-
viewing present equipment and facilities, 2) surveying equipment in industryz,
3) assuring that facilities / 'd equipment allow for participation of handi-
capped students, 4) suggesting replacement of equipment, 5) aiding in the
calculation of equipment depreciation allowances, 6) suggesting equipment and
facility bidding procedures, and 7) seeking equipment donations.

‘ The intention of this exercise is to help you undrrstand a logical com-
mittee procedure for formulating suggestions for the improvement of educa-
tional programs. Through this exercise it is anticipated that you will
experience the realistic problems and concerns which confront advisory com-
mittees as they attempt to express and formulate program recommendations
which will, if adopted, improve the educational program for students.

lpdministrative Guide for Vocational Education, (Lansing, Michigan:
Michigan D.partment of Education, 1974), p. M-2.
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STEP 2. AFTER READING THE INTENTION, YOUR NEXT STEP IS TO APPLY SOME OF

THIS BASIC INFORMATION TO A TYPICAL ADVISORY COMMITTEE PROBLEM RELATED TO
REVIEWING EQUIPMANT AND FACILITIES. READ THIS SECTION CAREFULLY SO YOU ‘
CAN CHECK THE APPROPRIATE ANSWERS IN THE RESPONSE MATRIX.

INVESTIGATION

You are a member of a new community college occupational advisory committee
for the Machine Technology Program. The advisory committee is composed of
seven members and a secretary/recorder, who is the vocational instructor for
that program. The thrust for the development of the program was gained through
a recently conducted community needs survey.

The community college program will be one of seventeen occupational pro-
grams in operation at the college. The community college is located in a
city cf 200,000 people and has been in existence since 1935. The vocational~
technical division was not instituted into the structure of the community
college until 1959, and, at that time, a facility was designed and constructed
to serve the sixteen vocational-te~hnical programs.

The composition of the or tupational committee you serve on is as follows:

2 members - Owners of small machine shops with less than fifty employees.

1l member -~ President of the local union that represents all tool and die
shops in the community. 1In addition, this individual is a journeyman in ‘
his trade.

1 member - Machine operator at local machine shop--usually operates Elox
machines.

1 member - Machine operator of numerically controlled lathes and milling
machines.

1 student - He has expressed interest in participating in a machine shop
program.

Secretary/Recorder - The vocational teacher for the program. The indivi-
dual has eight years of related industrial experience beforc becoming a

teacher, and prior to excepting this new teaching position, was a machine
shop teacher for a community college located in another part of the State.

STEP 3. USING THE RESPONSE MATRIX ON THE FOLLOWING PAGE, CHECK THOSE RESPONSES
WHICH CONSTITUTE AN APPROPRIATE PLAN OF ATTACK FOR THE COMMITTEE IN REVIEWING THE
PLANNING OF THE FACILITY AND RECOMMENDING EQUIPMENT PURCHASES.

Response Code:

P. R. - Personal Response

P-D. R. -~ Post-DIAGNOSTIC Respronse ‘
Record your answer for this step on the Personal Response line.
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RESPONSE MATRIX

(Sheet)

Proceed to Step 4 after you have recorded your personal responses (P.R.).

Order two numeri-
cally controlled
milling machines

P. R.
P-D. R.

1

Survey committee to
see if any dona-
tions of equipment
can be solicited

P. R.
P-D. R.

2

Pursue avenues to
determine possible
funding sources

P. R.
P-D. R.

3

Have a sales repre-
sentative for large
educational aquip-
ment manufacturer
write equipment
specifications

P. R.

P-D. R.

Review assessment
study

Let the instructor
for the program
order all the

Develop an equip-
ment priority list-
ing

Analvze accesss-
ability of facility
for handicapped

equipment students

P. R. P. R. P. R. P. R.

P-D. R. 5 P-D. R. 6 P-D. R. 7 P-D. R. 8
Conduct a survey of| Recommend a faculty] Review of curricu- | Order three Elox
industrial/business| committee be lum materials as machines
equipment organized to estab-| proposed by instrucH

lish criteria for tor
planning

P. R. P. R. P. R. P. R.

P-D. R. 9 P-D. R. 10 P-D. R. 1 P-D. R. 12
Survey other com- Recommend architect ] Determine types of | Recommend
parable programs and builder be con-| equipment necessary | possible equipment
for equipment and tracted to build to meet performance | gpecifications
facility utiliza- new machine shop in| objectives
tion addition to exist-

ing facility
P. R. P. R. P. R. P. R.
P-D. R. 13| __Pp-p. R 14 P-D. R. 15 P-D. R. 16

Determine
budgetary require-
ments for both
facility and
equipment

P. R.
. c— P—D. Rl

v

Review OSHA stand-
ards for equipment
and facilities

bal
& e

R,
—— P-D. R.

18

Survey community to
identify adequate
existing facility

PQ "{.

pP-D. R.

15

Determine ccnpeten-
cies required of
students

P. R.
P-D. R.

20
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STEP 4. YOUR NEXT TASK IS TO EVALUATE YOUR RESPONSES USING THE DIAGNGSTIC
SHOWN BELOW AND READ THE APPROPRIATE DISCUSSION COMMENTS.
DIAGNOSTIC & DISCUSSION COMMENTS

If you included 7, 8, 10, 11, 13, 15, 18, 19 or 20 read DISCUSSION
COMMENT A

If you included 2 read DISCUSSION
COMMENT B

If you included 1, 3, 4, 5, 6, 9, 12, 14, 16, or 17 read DISCUSSION
COMMENT C

Comment A

The basic approach to the problem of developing recommendations for
equipment and facilities can be summarized by approaching the problem from
a practical planning stdndpoint. The possibilities that have been selected
for this a.e part of a sensible decision-making process on the part of the
vocational staff or the school in regards to offering a "first rate" program
in machine tech ology.

Of the responses included in this DISCUSSION COMMENTS, (8, 10, 18, 19
and 20) could be broadly classified as part of the research of equipment
and facility planning. Responses 7, 11, 13 and 15, could be con-
sidered as the developmental elements of that function. Basically, the
research elements indicate what is needed and the development elements
indicate methods of obtaining those objectives.

The final phase would be that of analyzing the committee recommendations
and utilizing that input to develop a facility that can at least simulate
the atmosphere and equipment a student may encounter in industry.

Comment B

A major role of advisory committee members is not what equipment donations
they can make to the prograr. They are an important part of the foundation
of any type of program. Moreover, some of the equipment they may be able to
donate may not reflect the type of skills needed by the students one or
yecrs down the road. However, do not dismiss the donation possibility com-
pletely for some of the equipment might fit the pr~gram needs.

A-53

34




Comment C

The development of equipment specifications, the actual ordering
of equipment, and the determination of equipment size are administrative
responsibilities. These should be based on previous input of the
occupational advisory committee. The analysis of information gathered
through formal assessments and effurts of other committees, as well
as the determination of possible fuiding sources for facility and equip-
ment are the responsiblity of the educational agency.

The teacher, because of his or her lack of recent industrial ex-
perince, may not be familiar with the types of equipment necessary to pro-
vide support for the objectives of this program. Further, some of the
views of the teacher may reflect attitudes from the competencies needed
in another part of the State. These, of course, are only two negative

possibilities. The teachers in-put can also be quite helpful in the develop-
ment of the program.

The types of specialized equipment may be too expensive and too special-
ized to consider for purchases. However, cooperative education work
stations may be considered in the community that have this equipment.
Finally, the types of equipment ordered through an educational equipment manu-
facturer may not reflect the needs of industry, and the advice of the ‘
salesperson should be considered carefully and cautiously.

STEP 5. AT THIS POINT YOU SHOULD GO BACK AND BRIEFLY REVIEW THE INVESTI-
GATION STATEMENT AND THE RESPONSES YOU CHECKED IN THE MATRIX. TAKE TIME
TO EVALUATE YOUR RESPONSES BASED ON THE DISCUSSION COMMENTS YOU HAVE JUST
READ AND CHOOSE ONE OF THE FOLLOWING ALTERNATIVES.

Step 5. CHECK ANOTHER SET OF RESPONSES WHICH YOU FEEL ARE CORRECT
ON THE POST-DIAGNOSTIC RESPONSE (P-D. R) LINE IN THE
MATRIX. PROCEED TO STEP 6 WHEN COMPLETED.

OR
Step 5b. READ THE FOLLOWING VIEWPOINT FOR SOME FURTHER CLAR1+ICATION
AND ADDITIONAL INFORMATION BEFNRE RECORDING YOUR REVISED

RESPONSES ON THE POST-DIAGNOSTIC RESPONSE (P-D. R.) LINE
IN THE MATRIX. PROCEED TO STEP 6 WHEN COMPLETED.
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VIEWPOINT

One of the biggest problems in vocational education is the concern over
the obsolesence of equipment and facilities. It takes a team effort of
vocational administrator, vocational teacher, and advisory committee members
to provide the type of leadership necessary to secure the equipment and
facilities that reflect the needs of the students and of the industrial com-
munity. Some possible approaches to the overall function of equipment and
facility planning are to: 1) Request the advisory committee to review the
present equipment and facilities. 2) Determine from advisory committee
members current and projected industrial trends in regard to egquipment
utilization. 3) Follow through with recommendations for equipping and
facility renovation to the board of education or board of trustees.

The critical role of equipment and facilities in the program mandates
effective advisory committee action in this area. The best possible solutions
must be found to fully utilize the resourccs of the community and school in
providing students with a learning environment that will adequately prepare
them for the world of work.

Some options are available if equipment or facilities are too costly
to purchase. For example, some expensive equipment or pieces that have
limited use, might be utilized on a cooperative basis. Work stations could
be sought for students with the obje:ztive of providing experiences not
available in the school setting.

Another option that could be explored is that of leasing of equipment,
as well as the facilities to house prcgrams. While not the most desirable
solution, this might be a viable alternative for it provides the student
with an opportunity to learn under more real conditions.

STEP 6. SELECT ONE O™ THE FOLLOWING THREE OPTIONS:

Step 6a. SELECT AND COMPLETE ANOTHER EXERCISE TO BROADEN YOUR
UNDERSTANDING OF ADVISORY COMMITTEE FUNCTIONS.

OR

STEP 6b. REVIEW THE IMPLEMENTATION RESOURCES SECTION OF THE
GUIDE, SECTION BE.

OR

STEP 6c. PROCEED TO SECTION C OF THE GUIDE AND BEGIN TO DEVELOP
THE LOCAL ADVISORY COMMITTEE ACTION PLAN.
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THE PROGRAM STAFFING FUNCTION OF
EDUCATIONAL ADVISORY COMMITTEES
Exercise 6

PURPOSE OF THE EXERCISE

This exercise is intended to provide the reader with an overview of
the advisory committee's role in the staffing of an educational program.
The exercise will expand the reader's awareness regarding some of the pro-

blems and potential problem solutions associated with this advisory com-~
mittee activity.

DIRECTIONS
Step 1:
Step 2:

Step 3:

Step 4:

Step 5:

Step 6:

Read the INTENTION
Read the INVESTIGATION

Record your responses to the INVESTIGATION on the RESPONSE
MATRIX

Review the DIAGNOSTIC, evaluate your responses, and read
the appropriate DISCUSSION COMMENTS

Select one of the following two options:
S5a. Record a revised set of responses on the MATRIX

5b. Read the VIEWPOINT, then record a revised set of
responses on the MATRIX

Select one of the following three options:

6a. Select and complete another exercise to broaden your
understanding of advisory committee functions

6b. Review the Implementation Resources section of the
Guide, Section B

6c. Proceed to Section C of the Gu.de and begin to
develop the Local Advisory Committee Action Plan
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STEP 1. THE FOLLOWING SECTION IS DESIGNED TO PROVIDE YOU WITH AN OVERVIEW
OF THE ADVISORY COMMITTEE'S ROLE IN PROGRAM STAFFING. READ THIS SECTION
COMPLETELY BEFORE PROCEEDING TO STEP 2.

INTENTION

Program staffing is considered one of eight major functions of educa-
tional advisory committees. The administrative function of locating and
hiring qualified instructional staff can be directly supported in several
areas by an effective advisory committee.

The committee can engage in 1) reviewing teacher selection criteria,
2) suggesting recruitment policies, 3) recommending potential candidates,
2) reviewing teaching applicants, and 5) sujgesting and recommending
availability of paraprofessional support staff for special needs programs.
This exercise will provide you with some ideas which illustrate how the
committee can support this administrative function by engaging in the
activities outlined above.
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STEP 2. READ THE FOLLOWING SECTION CAREFULLY SO THAT YOU CAN RESPOND TO
THE STATEMENTS ON THE RESPONSE MATRIX.

INVESTIGATION

The Food Service Program at the Freeport Area Vocational Center is
expanding to include a dining room and a baking/pastry program. The facil-
ity renovation/expansion will be completed for the upcoming school year
and will necessitate hiring additional instructional staff. Last year the
Food Preparation Program at the Center operated a full commercial kitchen
with a cafeteria-style serving line. The average class size last year for
this existing 1,500 sq. ft. facility was 32 students. The program was
staffed with two half-time teachers and one full-time paraprofessional.

As the occupational advisory committee for that program, you have been
asked to submit a memo to the administration with your recommendations for
additional staff.

STEP 3. USING THE RESPONSE MATRIX ON THE FOLLOWING PAGE, SELECT A LIST OF
STATEMENTS WHICH OUTLINE THE CONCERNS WHICH YOU FEEL SHOULD BE EXPRESSED IN

THIS MEMO.
Response Code:
P. R. - Personal ResHonse
P-D. R. - Post-DIAGNOSTIC Response

Record your answer for this step on the Personal Response line.
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S

RESPONSE MATRIX

(Sheet)

Proceed to Step 4 after you have recorded your personal response (P.R.).

Offer advisory com-
mittee representa-
tion on interview
committee

__P.R.
___P-D. R. 1

Intent of the com-
mittee to interview
all applicants

__P.R.
___P-D. R. 2

Descrip=-ion of
instructional staff
needs

__P.R.
___P-D. R. 3

Proposed deadline

data for hiring

P. R.
P-D. R.

b

Names of "friends
f the committee”

___P.R.
___P-D. R. 5

Names or relatives
of the committee
currently unemploy-
ed

P. R.
P-D. R. 6

Vocational teacher
certification
requirements

P. R.

P-D.

R. 7

Committee offer to
assist in reviewing

applications

P. R.

P-D. R.

8

Criteria for selec-
tion of instruc-
tional staff

__P.R.
__P-D. R. 9

List of "preferred"
college placement
offices

P. R.
P-D. R.

10

Detailed list of
recruitment policie%

P. R.

P-D. R.

1

Statement of addi-
tional supportive
staff needs due to
program expansion

P. R.

P-D. R.

iV

Statement of intent
to have a committee
member screen all
applications

P. R.
P-D. R.

13

Description of aide/
paraprofessional
staff needs to
provide support for
special needs stu-
dents

P. R.
P-D. R.

14

Criteria for selec-
tion of parapro-
fessional staff

P. R.
P-D. R.

15

Complete timetable
screening, inter-
viewing, and hiring

of staff

P. R.

P-D. R.

16

Reference to a pro-

Some reference to

Teaching certifica-

Develop your own

fessional code of recruitment policy tion required of statement
ethics new staff
P. R. P. R. P. R. P. R.
P-D. R. 7 P-D. R. 18 P-D. R. 19 P-D. R. 20
T
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‘ STEP 4. THE NEXT STEP IS TO COMPARE YOUR RESPONSES ON THE MATRIX WITH THE
DIAGNOSTIC SHOWN BELOW AND READ THE APPROPRIATE DISCUSSION COMMENTS.

DIAGNOSTIC & DISCUSSION COMMENTS

If you omitted 5 OR 6 read DISCUSSION COMMENT A
If you included 3, 12 or 14 read DISCUSSION COMMENT B
If you included 9, 15 or 19 read DISCUSSION COMMENT C
If you included l, 4, € or 18 read DISCUSSION CCMMENT D
If you included 2, 7, 10, 11, 13, 16 or 17 read DISCUSSION COMMENT E
If you included 20 read DISCUSSION COMMENT F
Comment A

It is positive to note that the reader recognizes the role of the advi-

sory committee in program staffing is "not" to find jobs for friends, rela-
. tives, and other individuals who may be acquaintances of the committee

members. At best, the committee's responsibility is to outline the qualifi-
cations and recommend potential sources of qualified applicants. If the
practice of prrmoting friends or relatives through the advisory committee
is perpetuated, the existance of the committee will likely be placed in
jeopardy.

Comment B

This set of responses should definitely be included in the memo. The
fundamental purpose of the memo is to describe the staffing needs as a
result of the proposed program expansion. In all likelihood, the staff
needs will include both instructional (teaching) staff and paraprofessionals
or aides. The current staffing patterns at area vocational schools include
both teachers and aides for specific occupational programs.

Response number 12 should also be included. The addition of staff
should be considered in terms of the impact upon the existing staff. If,
for instance, the addition of a new program rcjuires additional counseling
personnel or special needs staff, this situation should definitely be
addressed by the advisory committee.

Comment

These responses should definitely be included in the memo. 1In addition
to identifying the additional staffing needs, the memo should also outline
‘ the qualifications and certifications needed by the new staff. Identifying
teacher selection criteria is perhaps the most frequent activity of the
committee in program staffing.
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Comment D

The degree to which an advisory committee actually becomes involved
in the program staffing function is highly dependent upon the policy of the
administration. If the administration views the advisory committee as an
essential part of the staffing function, there are numerous activities in
which the committee could be engaged. These four responses represent
possible ideas to be included in the memc if the administration is receptive
to advisory committee input.

Response number 18 would include "suggestions" for the administration
to consider in the way of where and how to recruit. If this is included
in the memo, it should be carefully worded so as not to infer dictation.

It may be that the school district, community college, or institution
already has an established recruitment policy. In this instance, the com-
mittee may find a need to review the policy and recommend possible policy
exceptions for the situation at hand, if it is necessary.

The committee may also wish to recommend or support a proposed date
for hiring. This will help to ensure any oversights in the application,
screening, and interviewing process which may create roadblocks in the
start of the new program.

Comment E

This set of responses, in most instances, will not be included in the
memo. First, the committee cannot "tell" the administration that they intend
tr, review all applications or interview all applicants, as suggested by
responses 2 and 13. They may "offer" to provide these services, but not
"dictate" their involvement in these activities. Second, the administra-
tion will likely have a lot of the information intended to be included in
the memo. They will undoubtedly be familiar with the certification reguire-
ments (response 7), the school-authorized recruitment policy statement
(response 11), and an authorized code of ethics to follow (response 17).
Lastly, the committee will probably not be in a position to recommend any
"preferred" college placement offices (response 10) unless they are an alumnus
of the college and are familiar with degree programs which produce teachers.
The probability of this occurrence is very small.

Comment F
If you have taken the initiative to develop a legitimate statement to

be included in the memo, you have developed a comprehensive understanding of
this topic.
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STEP 5. AT THIS POINT YOU SHOULD GO BACK AND BRIEFLY REVIEW THE INVESTI-
GATION STATEMENT AND THE RESPONSFS YOU CHECKED IN THE MATRIX. TAKE TIME
TO EVALUATE YOUR RESPCNSES BASED ON THE DISCUSSION COMMENTS YOU HAVE JUST
READ AND CHOOSE ONE OF THE FOLLOWING ALTERNATIVES.

STEP 5a. CHECK ANOTHER SET OF RESPONSES WHICH YOU FEEL ARE CORRENT
ON THE POST-DIAGNOSTIC RESPONSE (P-D. R.) LINE IN THE
MATRIX. PROCEED TO STEP 6 WHEN CCMPLETED.

OR

STEP S5b. READ THE FOLLOWING VIEWPOINT FOR SOME FURTHER CLARIFICATION
AND ADDITIONAL INFORMATION BEFORE RECORDING YOUR REVISED
RESPONSES ON THE POST-DIAGNOSTIC RESPONSE (P-D. R.) LINE
IN THE MATRIX. PROCEED TO STEP 6 WHEN COMPLETED.

VIEWPOINT

How can the advisory committee assist with the staffing of the instruc-
tional program? This, like other questions related to advisory committee
activities, is not easily answered. Depending upon the specific type of
staffing needs, the administrative structure, and othesr related institutional
conditions, the advisory committee plays several roles. It must be remem-
. bered that the staffing function is primarily an administrative function.

The involvement of an advisory committee is an attempt for an outside group
to collectively review certain concerns and criteria and make recommendations.
The final decision as to what are the recruitment policies, criteria for
hiring, or conditions for selection of an individual to fill a position

still rests with the recognized administrative official(s).

Program staffing involves total staffing in many instances. When a new
facility opens, the committee will likely be concerned with activities related
to the selection and hiring of administrators, counselors, teachers, aides,
instructional support staff, secretarial/clerical assistants, and other
personnel. On the other !.iad, the committee m#y simply be concerned with
£il1ling or adding a single position. Occupational advisory committees tend
to become involved in the l:c:tter, while school-wide committees may be formed
to handled a total staffing activity. As suggested in the introduction, the
program staffing activity could involve reviewing teacher selection criteria,
suggesting recruitment policies, recommending potential candidates, and
re-riewing teaching applicants.

The activity of "reviewing teacher selection criteria" may involve the
committee in looking at the general criteria for the hiring of instructional
personnel at a given school. It may alsc involve reviewing the administra-
tion's description for a specific position that needs to be filled. In either
case, the committee may react to such general selection criterion as:




1. The quality and/or quantity of experience necessary to
adequately fulfill a certain positio:.(s)

® Occupational work experience
e General work experience

2. The education necessary to adequately fulfill a certain
position(s)

3. The necessary teaching certification(s)
4. The number/type of references required

5. The compliance of the criteria to recruitment and/or
hiring policies, such as affirmative action or equal
opportunity employment policies

6. Other similar criterion which would be applicable to
different situations

For "suggesting recruitment policies," the committee may wish to
consider such issues as:

1. Policy compliance with the local contract

2. Availability of and services offered by different types
of college placement agencies

3. Ethics related to recruitment policies
4. Additional issues pertinent to specific policy positions

When "recommending potential candidates" the committee should be
extremely careful, in light of the implications which may develop. The com-
mittee should be more concerned with the criteria for a specific position
and possible leads for locating applicants, rather than bringing names of
interest>d or "qualified" persons to the attention of the administration.

Of the four identified program staffing activities, this should probably be
considered as only modestly important.

"Reviewing teaching applicants" is another touchy tisk. The committee
is only involved in this activity to the degree requested by the administra-
tion. Considerations for committee activities in this area should include:

1. The proposed time line (schedule) for posting of the job.

acceptance of the applications, screening of applications,

interviewing candidates, and hiring

2. Offering to assist with screening and/or interviewing of applicants
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3. Specific teaching certifications required
4. Applied interpretation of the selection criteria
5. Other procedural concerns inherent in the specific situation

When additional staff are being hired for expanding a given program,
two additional considerations should be made. First of all, to what degree
does the proposed addition of staff affect the supportive services avail-
able to the students. For instance, if additional programs are offered to
greater numbers of students, do we also need to increase the counseling
staff? Second, what are the anticipated working relationships of the
new staff and the existing staff? Will they be asked to share facilities,
equipment, or instructional materials?

If the committee feels that the addition of new staff directly influ-
ences these conditions, then a statement of position should be developed.
This statement should outline the specific concerns in the given situation,
such as the committee could actually become involved in staffing activities
if it was so requested by the administration. However, most committees do
not get involved much beyond what has been described abcive.

A recent study entitled Needs Assessment on the Use of Vocational
Advisory Committees in Michigan ® reflected some interes!ing opinions of
advisory committee members on the staffing fuiction. Thv program adminis-
trators felt that this area was largely their responsibility, and they did
not want to take up the committee's tirz with discussion of staffing pro-
blems. The sample of fifty-two teachers indicated that this was an adminis-
trative function and that businessmen were reluctant to become involved.
The sample of twenty-eight advisory committee members from business,
industry, and labor expressed a general lack of confidence in their ability
to select teachers. Also, their feelings were that staffing is basically
an administrative function. From this, one would surmise that at the
present time program staffing is not a frequent consideration of the advi-
sory committee.

It must be pointed out, however, that the teacher and the other per-
sonnel involved in educational programs directly influence the operation of
that program, and hence formulate the quality of educational experiences
for students. If advisory committees exist for the purpose of improving
educational programs for students, then perhaps the staffing of the pro-
gram with well-qualified personnel at all levels should be given serious
consideration by advisory committees.

lreslie H. Cochran, L. Allen Phelps, and Joseph F. Skupin, Needs
Assessment on the Use of Vocational Advisory Committees in.Michigan, (Mt.
Pleasant, Michigan: Centcal Michigar University, 1974).
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STEP 6. SELECT ONE OF THE FOLLOWING THREE OPTIONS:

STEP 6a.

STEP 6b.

STEP 6cC.

SELECT AND COMPLETE ANOTHER EXERCISE TO BROADEN YOUR

OR

|
|
|
|
|
|
|
UNDERSTANDING OF ADVISORY COMMITTEE FUNCTIONS.

REVIEW THE IMPLEMENTATION RESOURCES SECTION OF THE
GUIDE, SECTION B.

OR

PROCEED TO SECTION C OF THE GUIDE AND BEGIN TO DEVELOP
THE LOCAL ADVISORY COMMITTEE ACTION PLAN,
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THE PROGRAM REVIEW FUNCTION OF
EDUCATIONAL ADVISORY COMMITTEES

PURPOSE OF EXERCISE

The purpose of this exercise is to provide you with an overview of
"how" the advisory committee can participate in review and evaluation of

the program.

The exercise is intended to increase your general under-

standing and awareness in this area of advisory committee activity.

DIRECTIONS
Step 1:
Step 2:

Step 3:

Step 4:

Step 5:

Step 6:

Read the INTENTION
Read the TNVESTIGATION

Record your responses to the INVESTIGATION on the RESPONSE
MATRIX

Review the DIAGNOSTIC, evaluate your responses, and read
the appropriate DISCUSSION COMMENTS

Select one of the following two options:
5a. Record a revised set of responses on the MATRIX

5b. Read the VIEWPOINT, then record a revised set of
responses on the MATRIX

Select one of the following three options:

6a. Select and complete another exercise to broaden your
understanding of advisory committee functions

6b. Review the Implementation Resources section of the
Guide, Section B

6c. Proceed to Section C of the Guide and begin to
develop the Local Advisory Committee Action Plan
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STEP 1. 1IN THE FOLLOWING SECTION, "INTENTION,"” YOU WILL BE PROVIDED A
SHCRT OVERVIEW OF Thi. ROLE OF THE ADVISORY COMMITTEE IN CONDUC™ING A PRO-
GRAM REVIEW. READ THIS SECTION COMPLETELY BEFORE PROCEEDING TOU 5.%P 2.

INTENTION

Program review is considered one of eight major functions of educa-
tional advisory committees. In one context, program review can be con-
sidered as part of program evaluation. In another sense, it is not
the sole responsibility of an advisory committee to handle the complete
ongoing evaluation of an educational program.

The advisory committee may be involved in a wide array of program
review activities which contribute, in part, to the comprehensive evalu-
ation of a program. These activities might include 1) completi.g the
State Department's Annual Review Questionnaire for Advisory Committees,

2) evaluating student performance, 3) evaluat ng teacher performance,

4) comparing accomplishments with stated program objectives, 5) making
periodic reports to the administration, 6) formulating suggestions for
-program improvement, and other similar activities. Under the program
review function, the advisory committee can and should perform those func-
tions which lend themselves to a critical review of all dimensions of pro-
gram operation, including a review of the program to assure the needs of
disadvantaged and handicapped students are met and that the facilities and
equipment provide for adequate accessability by the handicapped population.

A recent survey of advisory committee members has shown that most
members feel that program review function is a critical part of effective
advisory committee utilization. More specifically, the respondents felt
that the activity of "providing suggestions for program improvement"” was
the most important review function.l

The intention of this exercise is to help you understand a rationmal,
logical committee procedure for formulating suggestions for the improve-
ment of educational programs. Through this exercise it is anticipated
that you will experience the realistic problems and concerns which con-
front advisory committees as they attempt to formulate program recommenda-
tions which will, if adopted, improve the educational program for students.

lreslie H. Cochran, L. Allen Phelps, and Joseph F. Skupin, Needs Assess-
ment on the Use of Vocatioral Advisory Committees in Michigan, (Mt. Pleasant
Michigan: Central Michigan University, 1974).
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STEP 2. THE FOLLOWING TYPICAL ADVISORY COMMITTEE PROBLEM WILL REQUIRE THAT
YOU APPLY SOME OF THE FOREGOING INFORMATION, AS WELL AS YOUR EXISTING
KNOWLEDGE, TO THE RESOLUTION OF A PROGRAM REVIEW PROBLEM. READ THIS SECTION

CAREFULLY SO YOU CAN RESPOND TO THE STATEMENTS ON THE RESPONSE MATRIX.

INVESTIGATION

Your advisory committee is a general advisory committee composed of
the chairmen of six occupational advisory committees. The program areas
include: agricultural mechanics, nurses' aide, food service, automotive
mechanics, and office and distributive occupations.

The six programs serve a total of 325 students in a comprehensive
high school setting. The community population is 12,000, primarily com-
posted of: agricultural, agri-business, and small industrial economic
concerns.

It is the responsibility of your advisory committee to prepare a
series of recommendations or suggestions for program improvement based
upon a Program Review Report (evaluation) recently completed by your com-
mittee. The first step appears to be to determine a "procedure for
formulating the suggestions."”

STEP 3. USING THE RESPONSE MATRIX ON THE FOLLOWING PAGE, COMPOSE A LIST
OF STATEMENTS WHICH OUTLINE A RATIONAL, LOGICAL PROCEDURE FOR SUGGESTING
PROGRAM IMPROVEMENTS BASED ON THE DATA AND INFORMATION IN THE PROGRAM
REVIEW REPORT.

Response Code:
P. R. ~ Personal Response
P-D. R. - Post-DIAGNOSTIC Response

Record your answer for this step ¢ 1 the Personal Response line.
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RESPONSE MATRIX (Sheet)

Proceed to Step 4 alter you have recorded your personal responses (P.R.).

Appoint a subcom-
mittee to develop
a set of sugges-

tions

__P.R.
___P-D. R. 1

Present the sugges-
tions in writing to
the program direc-
tor, school board,
and superintendent

__P.R.
___P-D. R. 2

Designate one com-
mittee member to
write the final
draft of sugges-
tions

__P.R.
__P-D. R. 3

Committee chairman
available to
discuss the sugges-
tions report with
decision-making
groups

—c— P. R'
___P-D. R. L

Review and approve
the final draft of
suggestions

__P.R.
____P-D. R. 5

Recall the school
board

P. R.
___P-D. R. 6

Assess general
validity of the
the Program Review
Report data

___P. R
___P-D. R. 7

Hire consultants to
supplement the Pro-
gram Review Report

P. R.

___P-D. R. 8

Discuss general --
cormittee concerns
for program
improvement

__P.R.
__P-D. R. 9

Formulate a final
set of committee
suggestions (total
commi ttee)

___P.R.
____P=D. R. 10

Develop access-
ability of equip-
ment and facilities
for handicapped
students

__P.R.
____P-D. R. 1

Determine the role
of the program
review in the
annual program
evaluation

__P.R.
__P-D. R. 12

Read and review
the data from the
Program Review
Report question-
naire

P. R.

___P-D. R. 13

Develop a goal free
evaluation design
for foimulating
suggestions

__P. R
__P=D. R. 1!

Discuss the first
draft; tentative
suggestions (total
committee)

___P.R.
__P-D. R. 15

Review the program
goals

P. R.
~ p-D. R. 16

Formulate tenta-
tive suggestions
for each goal area
(by subcommittees)

P. R.

—__P-D. R. 17

Solicit suggestions
from outside groups

__P. R
____P-D. R. 18

Consider the final
report as the
established school
policy

¥. R
___P-D. R.

19{___P-D. R.

Rework the Program
Review Report

P. R.

2|

: ?ZE:
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STEP 4. YOUR NEXT TASK Is TO COMPARE YOUR RESPONSES ON THE RESPONSE MA.RIX
WITH THE DIAGNOSTIC SHOWN BELOW AND READ THE APPROPRIATE DISCUSSION COMMENTS.

DIAGNOSTIC & DISCUSSION COMMENTS

If you included 2, 5, 7, 9, 10, 11,12,13.15.16 or 17 read DISCUSSION COMMENT

If you included 19 read DISCUSSION COMMENT
If you included l, 8 or 18 read DISCUSSION COMMENT
If you included 3or 4 read DISCUSSION COMMENT
If you included 14 read DISCUSSION COMMENT
If you included 6 or 20 read DISCUSSION COMMENT
Comment A

If you included in your answer the sequence shown in the DIAGNOSTIC, you
have an acceptable degree of understanding of how to organize and conduct a
comprehensive program review effort. There may be several sequences in which
these responses may be arranged, but there must be some general sequential
agreement as stated earlier.

Perhaps another way to look at this procedure would be to view it in more
general phases. The first phase would be that of planning and/or organizing
the review and determining exactly what kinds of concerns or questions are to
be dealt with. The second phase would involve a review of all previously
written documents and data sources regarding this program component. A third
phase would involve the collection of the necessary information or data. A
fourth phase would be the analysis or "looking at” of the information or data
collected. The final phase would involve summarizing, interpreting, writing,
and reporting the information as it pertains to the specific area of the pro-
gram being reviewed.

Comment B

Remember that advisory committtees do not serve as policy-making com-
mittees. They perform an advisory function only, as the name implies. The
degree to which the policy-making body accepts the recommendations of the
advisory committee depends upon the respect it has developed for the work of

the committee. This is, in turn, reflective of the committee's effective,
comprehensive manner.
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Comment C

The appointing of a subcommittee is not considered a realis*ic
approach. The advisory committee is central to the program review func-
tion, thus, it should be the overall responsibility of the tota. committee
to conduct reviews and formulate reports on the program review efforts.

However, this is not to say that subcommittees should not be involved
in the writing or carrying out of specific sections of the program review
activity once the entire committee has agreed upon what is to be done and
how it is to be done.

Comment D

These responses should be included in "procedurally" formulating the
suggestion report. One committee member's writing style will add con-
tinuity to the report. Second, arrangement should be made to have the

chairman available to discuss the report with the appropriate decision-
making groups.

Although these two factors are not a part of the operational pro-
cedure, they represent considerations which are helpful.

Comment E

This response doesn't fit with a procedure for formulating suggestions.
Formal or informal evaluation designs are really usad in conducting
sophisticated evaluation studies.

Comment F

Of course, these two responses really serve no purpose as feasible
answers to the problem statement.

STEP 5. AT THIS POINT YOU SHOULD GO BACK AND BRIEFLY REVIEW THE INVESTI-
GATION STATEMENT AND THE RESPONSES YOU CHECKED IN THE MATRIX. TAKE TIME
TO EVALUATE YOUR RESPONSES BASED ON THE DISCUSSION COMMENTS YOU HAVE JUST
READ AND CHOOSE ONE OF THE FOLLOWING ALTERNATIVES.

STEP 5a. CHECK ANOTHER SET OF RESPONSES WHICH YOU FEEL ARE CORRECT
ON THE POST-DIAGNOSTIC RESPONSE (P-D. R.) LINE IN THE
MATRIX. PROCEED TO STEP 6 WHEN COMPLETED.
OR

STEP 5b. READ THE FOLLOWING VIEWPOINT FOR SOME FURTHER CLARIFICATION
AND ADDITIONAL INFORMATION BEFORE RECORDING YOUR REVISED

RESPONSES ON THE POST-DIAGNOSTIC RESPONSE (P-D. R.) LINE
IN THE MATRIX. PROCEED TO STEP 6 WHEN COMPLETED.

A-76

'74




VIEWPOINT

As suggested in the introduction, there are a variety of activities
in the program review area in which the advisory committee could possibly
involve itself. Indeed, much of the literature suggests that the basic
rationale for having advisory committees is the establishment of a dialogue
between the community and the educational system. The basic purpose or
function of this dialogue becomes one of evaluating or reviewing the program
or needed improvements.

Most citizens do evaluate the community educational programs in some
manner or fashion, but an advisory committee provides the vehicle for doing
so in a formal or systematic manner.

Communications from citizens provide information about interests
and felt needs of students and employers' needs and opinions.

This information should be of help in formulating the overall
objectives of each phase of the program, and the purpose and
practices involved in program review or evaluation efforts. Com-
munications are also necessary to citizens so that they may know
what is transpiring within their schools. Likewise, the school
needs to know what outcomes people are desirous of being attained.

Advisory committees have no administrative or legal authority. Their
role is advisory only. Their recommendations fall into the category

of suggestions tc the administration and board of education.l

Once the appropriate advisory committee has been established for an
educacional program and has functioned for a period of time, it will undoubt-
edly attemp. to review or evaluate the program in some way. It may be that
this activity is the only or singular function of the advisory committee.

Most people believe, however, that this is an umbrella function which takes in
several other committee functions, such as course content advisement and
community public relations.

Nonetheless, it is extremely importan* that the committee seriously con-
sider their responsibilities for program review. In looking at the pro-
gram review function several questions come to the forefront. What parts of
the program are to be reviewed? How should the committee organize and con-
duct the program review? What actually does the program review? Who should
prepare the report? Should outside consultants be hired? How should the
results be presented so that they are likely to be accepted by the school
board? All of these questions raise some corcerns about the "process" of
conducting a program review. It would appear that once a logical, rational
"process" can be identified, the actual committee task of "doing" the review
will fall into place.

lHarold Byram, Locally Directed Evaluation of Local Vocaticnal Education
Programs, (Danville, Illinois: Interstate Publishers and Printers, 1971),
p. III-3.
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As stated earlier, a variety of different activities may be undertaken

as program review fuactions. Although many different kinds of activities
may be undertaken, a similar "process" may be used in completing each
activity. A systematic, organized procedure for organizing, collecting,

and summarizing information of a program review nature will greatly increase
the comprehensiveness and efficiency of the program review activity. If

the outcome of this process (a report or memo) reflects a comprehersive

and exhaustive effort on the part of the committee, it will, more likely,

be accepted as a legitimate information base for the decision-making person
or agency to which it is presented.

Several components should make up this "logical, rational process" for
conducting program review. First, the committee should determine
what is the role of the program review effort they are about to undertake
in relation to other program evaluation efforts or the ongoing evaluation
of the program? In other words, the committee should put this program review
question into proper context with other review or evaluation activities
being carried out. Second, the committee needs to review all current and
past documents which shed light on the concerns, questions, information, or
program component being reviewed. Previously written local reports are the
most important consideration here. Third, another activity involves identi-
fying exactly what the goals of the program are for the component of the
program being reviewed. If these are not already written down written in an
acceptable form, the committee must make an effort to have them clearly
identified before beginning the review. Throughout this process the com-
mittee should continually discuss, as a group or individv *ly, their concerns
or questions which they feel should be answered by this review. Fourth,
another activity in this general sequence is to formulate or develop a
data collection instrument which focuses on the specific questions
being asked. This may not be necessary if the information or data for
answering the questions is already available in a report or can be obtained
simply by interviewing or talking with selected people.

From this point on the committee should go through a series of sub-
processes such as drafting a tentative report, reviewing the report, formu-
lating a final report, and approving the final report. A large part of the
writing of specific sections of the report can be handled by two or three

members forming a subcommittee and writing one section. The rewriting or final

editing should be handled by one person so the report has continuity. The
final draft should always be approved and signed by the chairman and committee
members, if possible. The final steps include submitting the report to the
official policy or decision-making agency or person to which it is addressed.
The chairman or members of the committee should be available to present and/or
discuss the contents and results to the groups reviewing the report.

A solid, comprehensive effort in designing, conducting, and reporting,
different program review activities is essential to bring about the changes
the committee feels are necessary to improve the program for students.
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‘ STEP 6. SELECT ONE OF THE FOLLOWING THREE OPTIONS:

STEP 6a.

STEP 6b.

STEP 6c.

SELECT AND COMPLETE ANOTHER EXERCISE TO BROADEN YOUR
UNDERSTANDING OF ADVISORY COMMITTEE FUNCTIONS.

OR

REVIEW THE IMPLEMENTATION RESOURCES SECTION OF THE
GUIDE, SECTION B,

OR

PROCEED TO SECTION C OF THE GUIDE AND BEGIN TO DEVELOP
THE LOCAL ADVISORY COMMITTEE ACTION PLAN.
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THE COMMUNITY RESOURCES IDENTIFICATICN FUNCTION OF
EDUCATIONAL ADVISORY COMMITTEES

Structural Communication Exercise 8

Table of Contents

PURPOSE & DIRECTIONS..ccccceectcaccscssscscssassscns A-82‘
INTENTION. . ccceeeceecscccaaaccccncacsaccccscccssees A=B3
INVESTIGATION . cccececcccccscccscsssscssscascsceassss A=B4
RESPONSE MATRIX.:eccecesoccecccsancasasancccncessee A=85
DIAGNOSTIC & DISCUSSION COMMENTS......ccccceeeeee.. A=87

VIEWPOINT. .ccccaececccccscscascsasseccsccaccccccaasses A=89

A-81

78




THE COMMUNITY RESOURCES IDENTIFICATION FUNCTION OF
EDUCATIONAL ADVISORY COMMITTEES

Exercise 8
PURPOSE OF EXERCISE
This exercise is intended to broaden your understanding of the
advisory committee's role in identifying community resources for educa-

tional programs. The exercise is intended to increase your ability to
provide leadership in this area.

DIRECTIONS
Step 1: Read the INTENTION
Step 2: Read the INVESTIGATION

Step 3: Record your responses to the INVESTIGATION on the RESPONSE
MATRIX

Step 4: Review the DIAGNOSTIC, evaluate your responses, and read
the appropriate DISCUSSION COMMENTS

Step 5: Select one of the following two options:
5a. Record a revised set of responses - the MATRIX

5b. Read the VIEWPOINT, then record a revised set of
responses on the MATRIX

Step 6: Select one of the following three options:

6a. Select and complete another exercise to broaden your
understanding of advisory committee functions

6b. Review the Implemrntation Resources section of the
Guide, Section B

6c. aceed *o Section C of the Guide and begin to
elop the Local Advisory Committee Action Plan
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STEP 1. THE FOLLOWING SECTION, "INTENTION," IS DESIGNED TO PROVIDE AN
OVERVIEW OF THE RCLE OF THE ADVISORY COMMITTEE IN THE COMMUNITY RESOURCES
IDENTIFICATION FOR THE PROGRAM. READ THIS SECTION CAREFULLY BEFORE PROCEDING
TO STEP 2.

INTENTION

The passage of the Michigan Career Education Act and the adoption of
career educational resolutions by local school districts has.stimulated a
great deal of new activity among educators and the community. Career educa-
tion as defined in the legislaticn means:

. « « programs for k-12 students designed to create career aware-
ness, orientation, exploration, planning, preparation, and place-
ment to maximize career options available, and to provide
comprehensive career development.1

The legislatiorn established an advisory commission and local planning district

councils to support the implementation of the career education concept.

Vocational education advisory committees have been traditionally involved

in utilizing community resources to support the instructional program. Field
trips have often times been arranged throuch the advisory committee or advi-
sory committee contacts. Numerous other resources have been integrated into
vocational programs over the years as a direct result of the advisory com-
mittee dialogue.

These are two areas of community resource utilization. Further reading
will introduce the specifics of how advisory committees can identify and
access community resources, as well as provide an opportunity to apply this
knowledge to an actual problemn.

This exercise will provide you with an overview of how an advisory com-
mittee can become involved in identifying and accessing community resources
to support educational programs. The utilization of community resources
has received a great deal of attention with the recent emphasis given to the
career education concept. This exerrise will iliustrate how an advisory
committee can become actively involved in supporting a comprehensive program
by identifying community resources.

1"Michigan Career Education Act of 1974," Enrolled House Bill No. 4422,
State of Michigan, 77th Legislature, Regular Sessior of 1974.



STEP 2. THE FOLLOWING INVESTIGATION STATEMENT WILL REQUIRE YOU TO APPLY

THE PRECEDING INFORMATION AND YOUR EXISTING KNOWLEDGE TO A TYPICAL ADVI-

SORY COMMITTEE ACTIVITY IN THIS AREA. READ THIS SECTION CAREFULLY SO YOU
CAN RESPOND TO THE STATEMENTS ON THE RESPONSE MATRIX.

INVESTIGATION

You have been appointed to an ad hoc career education council for the
local junior high school. This council has been asked to formulate -
survey which will identify the community resources to support the junior
high school (grades 7, 8, and 9) ccreer exploration program. The major
goal of the career exploration program is to provide each student
with exploratory experiences in three to five of the fifteen career
clusters identified by the U.S. Office of Education. (See the Implementa-
tion Resources section for a list of the cluster titles).

STEP 3. SELECT FROM THE RESPONSE MATRIX ON THE FOLLOWING PAGE, A LIST OF
GENERAL ITEMS OR INFORMATION TO BE INCLUDED IN A COMMUNITY RESOURCE SURVEY.
THIS SURVEY WILL IDENTIFY AND DESCRIBE THE EXISTING COMMUNITY RESOURCES FOR
THE JUNIOR HIGH SCHOOL CAREER EXPLORATION PROGRAM.

Response Code:
P. R. - Personal Response
P-D. R. - Post-DIAGNOSTIC Response

Record your answer for this step on the Personal Response line.
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RESPONSE MATRiX (Sheet)

Proceed to Step 4 after you have recorded your personal responses (P.R.).

Name, address,
phone number, and
employer of the
person responding

Questions address-
ing the opinions of
the respondent
toward education

Statement of pur-
pose of the survey

Question focusing o]
the respondent's
preference for work-
ing with individuals

to survey or groups from the
school
____B.R. P. R. P. R. P. R.

P-D. R. 1 P-D. R. 2 P-D. R. 3 P-C. R. ]
Possible resources | A question asking Possible field Career/occupation
the survey respon- the respondent's - trips for students of the survey
dent might provide | definition of respondent
to school adminis- "career education"
trators

P. R. P. R. P. R. P. R.

P-D. R. 5 P-D. R. 6 P-D. R. 7 P=-D. R. 8

Questions identi-
fying consultants
for classroom in-
struction (per-
sonnel from in-
dustry/business/
management-labor)

__P. R
__P-D. R. 9

Short-~-term work
experience stations
for students

P. R.
P-D. R.

10

Possible field
trips for educators

P. R.
P-D. R.

1

Contact repre-
sentatives from

such agencies as
counsel for Ex-
ceptional child-
ren and Neigh-
borhood Youth Corp.

P. R.
P-D. R.

12

’

Possible co-op work
stations for the
vocational educa-
tion program

P. R.
P-D. R.

13

Questions identify-
ing consultants for
career counseling
(personnel from

Work experience
posii:icne for edu-
cators

industry/business/
management-labor)
P. R. . P. R.
P-D. R. i} p-p. R. 15

Goals of the career
exploration program

___P.R.
P-D.

16

R.

Previous services
offered by the
survey respondent

Listing of current
job openings in the
respondent's busi-
ness

Field trips for
elementary classes

Description of the
survey respondent's
"-rea of expertise"

___P.R. ___P.R. ___P. R __P.R.
___P-D. R. {7 | __ p-D. R. 18 | — E-D. R. 18{ _ Pp-D. R. 20
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STEP 4. COMPARE YOUR RESPONSES ON THE MATRIX WITH THE DIAGNOSTIC SHOWN
BELOW AND EVALUATE YOUR ANSWER. PROCEED BY READING THE APPROPRIATL
DISCUSSION COMMENTS .

DIAGNOSTIC & DISCUSSION COMMENTS

If you included 1, 3, 8, or 16 read DISCUSSION COMMENT A
If you included 7, 9, 10, 12, or 14 read DISCUSSION _OMMENT B
If you included 11 or 15 read DISCUSSION COMMENT C
If you included 2, 6, 13, 18 or 19 read DISCUSSION COMMENT D
If you included 4, 5, 17 or 20 read DISCUSSTON COMMENT E
Comment A

7his set of responses should be included in the survey for the purpouse
of collecting basic information from the respondent and describing the
purpose of the survey. A description of the goals of the exploration pro-
gram will enable the respondents to clearly understand the purpose of the
survey and thus enable them to be specific in their responses.

The occupation of the survey respondent will enable the educator to
determine which of the fifteen clusters the potential resources will support.

The survey should also reflect any costs to be incurred through use
of the resources identified on the survey. Potential costs could include
tutoring or consultation fees, costs for printed materials, transportation,
or other similar expenditures.

Comment B

The identification of community resources for classroom and field
experiences is a major purpose of the survey; therefore, these items will
definitely be included.

This survey should address cach of the areas of possible field trips,
potential work experience stations for studerts, and consultants
“for instruction and counseling in terms of the potential resources for the
career exploration program at the local junior high school.
Comment C

Identification of community resources for educators is another major

purpose of the survey, consequently, these items should definitely be
included in the survey. Not only do students benefit from the utilization
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of community resources, but experiences and educational programs for educa- ‘
tors can also be facilitated. On occasion businessmen have sponsored

special training programs for educators. In still other instances, teachers

at all levels (including junior high school) have had opportunities to

visit with employers, tour facilities, attend seminars, and gain significant
experiences through structural or specialized work experiences.

Comment D

This response would suggest that you probably should consider reading
the VIEWPOINT in the next section. A community needs survey is not intended
to assess the opinions of the community regarding educational programs, nor
is it intended to develop a community definition for "career education”
(response nurber 6).

Since the survey is directed at identifying resources for the Jjunior
high school programs, responses 13 and 19 would not likely be included.
These items relate to potential resources which would be utilized in the

lementary and high school programs. A community resource survey which
is comprehensive in nature would likely survey the community's resources
in terms of their total applicability for all educational programs within
the school district.

priate item for the survey. Community manpower needs are assessed through
occupatioral surveys which are typically conducted by personnel from the
vocational education program.

Finally, a listing of job openings would not be considered an appro- I

Comment E

This set of responses represents items which could be included, depend-
ing upon the specific intent of the survey. A description of the respon-
dent's "area of expertise® will further describe those services, resources,
or information the individual can contribute to the program. An accurate
description of the resources identified will enable the committee to develop
a comprehensive roster of community resources. This item should probably be
included as ar open-ended resvonse if it can be added without making the
survey instrument too long.

In certain instances, the resources uncovered by surveys have reflected
potential management services for school administrators. This item may be
included in ti.e survey if the committee feels it is important. (See the
Implementatioa Resources section for a '‘sting of potential school management
services) Responses 4 and 17 may be included if the committee is concerned
about the respondent’'s preferences for contributing his or her resources
to the school's prograrm.
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STEP 5. AT THIS POINT YOU SHOULD GO BACK AND BRIEFLY REVIEW THE INVESTI-
GATION STATEMENT AND THE RESPONSES YOU CHECKED IN THE MATRIX. TAKE TIME
TO EVALUATE YOUR RESPONSES BASED ON THE DISCUSSION COMMENTS YOU HAVE J 3T
READ AND CHOOSE ONE OF THE FOLLOWING ALTERNATIVES.

STEP Sa. CHECK ANOTHER SET OF RESPONSES WHICH YOU FEEL ARE CORRECT
ON THE POST-DIAGNOSTIC RESPONSE (P-D. R.) LINE IN THE
MATRIX. PROCEED TO STEP 6 WHEN COMPLETED.

OR

STEP 5b. READ THE FOLLOWING VIEWPOINT FOR SOME FURTHER CLARIFICATION
AND ADDITIONAL INFORMATION BEFORE RECORDING YOUR REVISED
RESPONSES ON THE POST-DIAGNOSTIC RESPONSE (P-D. R.) LINE
IN THE MATRIX. PROCEED TO STEP 6 WHEN COMPLETED.

VIEWPO1..T

Practically all educational advisory commnittees attempt to identify and
access community resources in support of the educational program. Most of
the literature on advisory committees suggest that advisory committees are
considered a community resource for the educational program in and of them-—
selves. To some degree this is true, but advisory committee members are
typically not selected specifically for what they as invidivuals can con-
tribute to the program. Usually they are selected to engage their expertise
in providing course content advisement and evaluating the program.

There are several functions the committee can undertake in identifying
community resources. The committee member, acting individually or as a con-
tact fo—~ cther individuals in their respective busir~ss or industry, can
provide input for arranging field trips. As occupational/career practi-
tioners, the committee members are well qualified to recommend potential
co—-op or general work experience stations. Committee members can also iden-
tify personnel from business or industry who can provide classroom present-
ations on a variety of subjects and current practices. The committee can
also identify personnel and in-service programs which would serve to update
the instructor's knowledge base. Perhaps a closer examination of each of
these, and some other committee activities for accessing community resources,
will be enlightening.

Field trips can be arranged through the advisory cummittee contacts for
both educators and students. Open discussior. of the purroses of field trips
will often times illustrate that all participants appear to benef.. in some
way. The teacher more clearly uaderstands the implications of his knowledge
and influence on the preparation of students for satisfying careers. The
students develop an instantaneous awareness of what is involved in the careers
being viewed. The businessman develops a greatzr understanding of the educa-
tional process, hopefully, and perceives a role which he can fulfill in that

process.
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Actual work experience can be a beneficial experience for both students ‘
and teachers in career and/or vocational education programs. The committee-
arranged cooperative work experience program can provide a variety of
different kinds of experiences for studeats. It can provide opportunities
for students to go to work for a day, a few weeks, or a semester depending
upon the purpose of the program. Many times industry is willing to also
sponsor work experience programs for teachers. The arrangement of these
cooperative experiences between school and industry tend to flow from advi-
sory committee meetings.

Resources for in-school instruction and counseling can also be readily
accessed through advisory committees. Many committee members and/or their
representatives are generally more than happy to come to school and conduct
lectures, seminars, demonstrations, and other types of instruction and
counseling services. These kinds of activities have usually proven to be
highly beneficial to students in both group sessions and individualized
situations.

In many cases, professiont’ associations representing businessmen
produce quality instructional materials to be used in industry or company
training programs. These effective instructional materials can often be
obtained through contacts with advisory committee members.

Numerous community resources can be accessed for the purpose of pro-
viding consultation and information for teachers. CFften times teachers .
are invited to industrial training programs or seminars through the advisory
comuittee meetings. Advisory committee members are usually willing to
assist the teacher in cathering additional information or experiences if
a sincere interest is expressed by the teacher.

The different community resources previously described are appropriate
for teachers to use at all levels. Vocational and technical perscnnel have
been involved in accessing these resources for several years, but with
the onset of career education similar experiences are as pertinent for ele-
mentary teachers as they are for university professors. The accessing and
utilization of community resources brings realistic experiences and informa-
tion to the educational program wnich students immediately relate to with
meaning. As outline~ in this presentation, advisory committees can be a
a significant force for identifying and accessing community resources
for educaticnal purposes.

A-90

ERIC

Aruitoxt provided by Eic:




STEP 6. SELECT ONE OF THE FOLLOWING THREE OPTIONS:

STEP 6a.

SELECT AND COMPLETE ANOTHER EXERCISE TO BROADEN YCUR
UNDERSTANDING OF ADVISORY COMMITTEE FUNCTIONS.

OR

REVIEW THE IMPLEMENTATION RESOURCES SECTION OF THE
GUIDE, SECTION B,

OR

PROCEED TO SECTION C OF THE GUIDE AND BEGIN TO DEVELOP
THE LOCAL ADVISORY COMMITTEE ACTION PLAN.
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IMPLEMENTATION RESOURCES

Section B
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IMPLEMENTATION RESOURCES

What are Implemer:tation Resources?

This section contains a series of resource materials for
teachers and administrators to utilize in working with or establish-
ing Advisory Committees. You will fird included in this section
examples of: committee evaluation checklists, meeting minutes,
school koard endorsements, surveys, organizational forms, apprecia-
tion acknowlcdgements, tips for handling meetings, letters of
invitation and numberous other helpful materials.

How can I use these resource materials?

Each of these examples presented are for your review and potential
use. You may find that some of these resource materials are immed-
iately useable in your program, while others may need modification be-
fore they meet your needs. Users of this Guide are encouraged to readily
use the resource materials in this section.

How were the Implementation Resources developed?

The examples contained in this section have been contributed by
individuals, school districts, and@ state agencies, ali of whom have
had what they considered to be successful advisory committees. Each
contributor has acknowledged that a large part of his/her success is
attributable to the basic ideas, organizational concepcs, and materials
you will find in this section.




IMPLEMENTATION RESOURCES
FOR
CONDUCTING OCCUPATIONAL/COMMUNITY
SURVEYS

The materials for the entire portion of tlis section of the Guide
have been collected to support the function of advisory committees
concerning "Conducting of Occupational and Community Surveys."

Included in this section are:

1. Overview of the Local Manpower Planning Hundbook.

2. Sample-Survey of Manpower Needs.

3. Cverview of Occupational Outlook Handbook.

4. Summary of a State Wide Study To Determine The Needs of
Advisory Committees.

Resources for this section of the Guide were contributed by:

Vocational and Technical =ducation Service

Mi

chigan Department of Education

Lansing, Michigan

G.S. Department of Labor
Washington, D.C.

Charles Bruning Company
Chicago, Illinois

Vocational Education Advisoiry Committee Project
Central Michigan University
Mt. Pleasant, Michigan

NOTE:

The information in this section may serve as resource
material for Structur.® Communication Exercise 1,

pp A-3 to A-14. In addition, Exercise 1 illustrates
"how" these resources may berutilized in meeting the
specific needs of the adviscry committee as it deals
with this function.




OVERVIEW OF THE VOCATIONAL EDUCATION LOCAL MANPOWER PLANNING HANDBOOK

The Vocational Education Local Manpower Planning Handbook is a local
planning document which was developed in 1972 by Touche Ross and Campany
under contract with the Vocational and Technical Education Service of
the Michigan Department of Education. This Handbook has been disseminated
to vocational personnel throughout the State to be utilized in providing
manpower information for the planning of vocational education programs.
More specifically, this document will assist local planning groups (which
may involve advisory committees) in assessing the training needs of their
area in light of the local manpower situation.

Chapter titles included in this Handbook are as follows:
' The Art of Planning Local Vocational Education Programs
@ Understanding the Scope of the Problem
‘ Identifying and Analyzing Pertinent Secondary Data
o Developing and Verifying Hypotheses

6 . Defining and Justifying the Action Program
Numerous tables of state-wide manpower data are presented in the
appendices along with a set of instruments and procedures for conducting

an occupational demand survey.

Information concerning the Vocational Education Local Manpower Plan-
ning Handbcok can be obtained from:

Vocational and Technical Education Service
Michigan Department of Education
Lansing, Michigan




(Letterhead)

EXAMPLE OF A SURVEY OF NEEDS FOR (NAME OF OCCUPATION)
l. At your firwm, how many individuals are employed in (name of occupation)?

2. How many individuals at your firm would be considered at an entry level
position for (name of occupation)?

3. How many individuals at the entry level capacity for (name of occupation)
do you expect to hire in (year) at your firm?

4., Among these new hires, approximately how many will be replacements?
5. During the next five years (197 _ to 197 ) do you expect growth in your

occupational area?

Yes No Remain about the same

6. Of the entry level new hires for your firm, how well equipped were they '
to complete simple tasks? (Check one)

Outstanding Good Acceptable Poor Extremely Bad

7. How would you rate the basic skills of these newly hired individuals?
(Cneck one)
Outstanding Good Acceptable Poor Extremely Bad

8. Of the basic skills required of your new hires, which would you consider
the most important?

9. Of the basic skills required of your new hires, which apparently are not
well covered in the training of these individuals?




OVERVIEW OF THE OCCUPATIONAL OUTLOOK HANDBOOK

The current edition of the Occupational Outlook Handbook, which is
published every other year by the Bureau of Labor Statistics of the
U.S. Department of Labor, provides accurate occupational information
for more than 800 occupations and 30 major industries. 1In the past,
the Handbook has been widely used by educators as a ready source of
occupational and career information. Comprehensive information con-
tained in the Handbook covers what workers do in various occupations,
training and educational requirements, advancement possibilities,
working conditions, and the occupational outlook for a given occupation.

The 1974-75 edition of the Occupational Outlook Handbook can be
ordered irom:

Superintendent of Documents
U.S. Government Printing Office
Washington, D.C. 20402

Bulletin 1785
Cost: $6.85
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SUMMARY OF A STATE WIDE STUDY
TOC
DETERMINE THE NEEDS OF ADVISORY COMMITTEES ‘

Needs Assessment Study

The needs assessment study was not designed to answer all questions
related to the use of advisory committees, but focused on specific areas of
concern in an attempt to provide a research base for the development of
self-instructional modules. Questions that were asked included: What is the
current use of, degree of commitment to, and the perceived utilization of
vocational advisory committees? What are the significant roles, responsi-
bilities, characteristics, procedures, and techniques required to effectively
maintain a vocational advisory committee. These questions, along with earlier
cited pitfalls, provide direction for the collection of data.

Based on purposes of the study, the population to be served, and the
methodology to be employed, a Needs Analyst and Needs Consultant prepared draft
copies of the data collection instruments. In concert with the Project Steering
Committee and State Department personnel, the project staff collected various
comments, critiqued the materials, and developed the final instruments. This
was supplemented by informal interwviews and discussions with other individuals
associated with advisory committee activities in the State. Six packages were
developed as the primary data collection sources and were sent to the fol-
lowing groups:

Number Number

Respondent Mailed Returned Percentage ‘
School Superintendent 78 54 69.3
School Board Members 78 33 42.3
Community College Presidents 30 18 61.4
Board of Trustees Members 30 14 46.7
Secondary Vocational EdQucation Programs
Director 103 56 54.4
Teachers on non-effective advisory
committees 48 21 43.8
Teachers on effect .ve advisory
committees 45 22 48.9
Advisory Committee member from labor 50 12 24.0
Advisory Committee member from
business and industry 53 8 15.1
Post-Secondary Vocational Education
Programs Occupational Cean 30 13 43.3
Teachers on non-effective advisory
committees 15 5 33.3
Teachers on effective advisory
committees 15 4 26.6
Advisory Committee member from
business and labor 15 4 26.6
Advisory Committee member from
industry 35 4 26.6
Direct Mailings 241 141 58.5 ’
Indirect Distribution 364 127 34.9




Each of the instruments contained eight major functions which were expanded
into forty-one sub-activities that were commonly performed.

' The members of the sample were asked to rate the forty-one activ.ties
according to their level and projected level of usage using three
categories--"Never," "Infreguently," and "Frequently."

Degree of Commitment to Major Advisory Committee Functions. In
summary, the degree of frequent involvement in the eight major functions
by members in the sample were estimated at the following levels:

Functions Percent Involvement
Occupational Survzys 20-30

Course Content Advisement 40-60

Student Placement 15-25
Community Public Relations 10-15
Equipment and Facilities 50-60
Program Staffing 0-5

Program Review 25-35
Community Resources 30-50

Comparison Between Existing and Suggested Levels of Utilization. A

second method used to assess the degree of commitment toward advisory committees

was to compare existing levels of importance with the suggested operational levels.

The basic assumption for this basis of analysis was that if there was a high

degree of commitment, the current and suggested levels of involvement would be
’ parallel. At the secondary level, several inconsistencies were identified and the

number of shifts suggested in the forty-one sub-activities were: Moderate change

(12), Important Change (3), and Signiticant Change (3). 3ome of the important

and significant areas of increased emphasis were the notification of job openings,

development and promotional materials, participation in public activities, and

obtaining personnel for classroom presentations.

At the post-secondary level, the number of projected changes in the
forty-one sub-activities were: Moderate Change (8), Important Change (7), and
Significant Change (3). Some of the important and significant areas of increased
emphasis were the identification of occupational competencies, participation in
follow-up studies, development of promotional materials, participation in public
activities, reviewing teaching applicants, making periodic reports to the
administration, and identifying community resources.

Commitment to Advisory Committees as Perceived by Administrators. There
were 119 responses from school superintendents (54), community college presi-
dents (18!, board members (33), and trustees (14). Part of their commitment
can be measured by the fact that eighty-five or 71.8 percent of respondents
indicated that their programs were served by some form of vocational education
advisory committee. Twenty-three of thirty board members from both local
schools and community colleges-indicated that some form of recognition was
given to advisory committee members for their efforts. Fifty-six or 67.5
percent of the responden’3 indicated that reports were received from the com-
mittee on a regular basis (monthly, quarterly, or annually). The respondents
were also asked to respond to the extent of use and the effectiveness of

. advisory committees by rating each of the eight major functions. In general,
their views may be summarized that advisory committees were involved at the
60 to 70 percent level on most of the functions, while their very effeccive
level ranged between 10 to 30 percent, with the exception of program staffing
which was at the three percent level.

‘ lr . B-8




IMPLEMENTATION RESOURCES
FOR
COURSE CONTENT ADVISEMENT

The materials that have been identified with this section of the
Guide are:
1. An agenda for Course hdvisement Meeting

2. Program Evaluation checklist.

Resources for this section of the Guide were contributed by:

James Brown

Vot ational Director
Lenawee County
Adrian, Michigan

NOTE: The information in this section may serve as resource
material for Structural Communication Exercise 2,
pp A-15--A-24. 1In addition, Exercise 2 illustrates
"how" these resources may be utilized in meeting the
specific needs of the advisory committee as it deals
with this function.

B-10
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SAMPLE AGENDA FCR A COURSE CONTENT ADVISEMENT MEETING
AGENDA ITEMS FOR
AUTOMOTIVE TECHNOLOGY ADVISORY COMMITTEE MEETING

Local Communits College

Meeting Call to Order

Approved minutes from last meeting

Presentation of course content and
performance goals of Automotive Tech-
nology program sinstructor(s)

Discussion questions Chairman

what dgeneral areas do these goals cover?
Specific job s¥ills
Occupational information
Human relations skills
Employability skiils
Basic skills
Mathematical/comf itational skills
Career decision-making skills
Continuing education

Check list evaluation of course content and per-
formance goals by committee Chairman

Evaluation discussion questions

Is the course content in the above areas current?

® what specifically needs to be added and/or
deleted from the course content?

@ Are there more recent instructional materials
or references that might be us2d?

® Wwhat new field trips or co-op work experiences
should be added to the course?

® Should the criteria for svaluation of student
performances by instructors or participating em-
ployers be changed?
How can the course content be more effectively
coordinated with the community college and
area vocational school locally?

Adjournment




EXAMPLE OF PROGRAM EVALUATION CHECKLIST

DATE
VOCATIONAL PROGRAM EVALUATION

EVALUATION BY OCCUPATIONAL ADVISORY COMMITTERS
INDIVIDUAL COURSE SUMMARIES

Total Number Contacted:
Questionnaires Received: KEY:

I. CURRICULUM

l. 1Is the curriculum staying abreast with
industry and technology?

2. Does the curriculum meet your company's
needs?

3. Does the curriculum need improvement?

4. 1Is the curriculum long enough to train
students?

5. 1Is it flexible enough to train all kinds of
students?

6. Is the course content and instruction adequate?
7. Has communication been provided for evaluation?

8. Have business and industry been involved in
determining performance goals?

9. Does the curriculum provide opportunity to
exglore the student's career and enable him to
gain most ircm training recieved?

10. As employers do you think that a vocational
curriculum better prepares the students for
job entrance?

1ll. As employers are you seeking employees with
specific training over general requirements?

12. 1Is the present curriculum able to reflect a

change in occupational and employment trends
both local and national?

Continued next page




VOCATIONAL PROGRAM EVALUATION
EVALUATION BY OCCUPATIONAL ADVISORY COMMITTEES
INDIVIDUAL COURSE SUMMARIES

PHYSICAL PACILITIES

1.

Are facilities well planned and used?

2. Are the current physical facilities adequate
to meet the needs of the (name of school)?

Has the Committee been kept informed on issues?
4. Has the Committee offered suggestions?

5. 1Is proper preventive maintenance followed?

III. EQUIPMENT (Abbreviated)
l. 1Is the present equipment entirely adequate?
2. Have business and industry been cooperative
‘ in the use and loan of certain equipment to
the (name of school)?

3. Have recommendations been made to the com-
mittee by the (name of school) to acquire
new equipment?

IV. SAFETY

1. Is safety education carried out?

2. 1Is supervision given by the instructional
staff when students engage in hazardous

activities?

3. From information by the staff, have
students observed safety regulations?

4. Have suggestion« been exchanged with you
regarding such topics as:

a. Location of fire extinguishers?

b. Exhaust equipment?

B-14 Continued next page



VI.

VOCATIONAL PROGRAM EVALUATION
EVALUATION BY OCCUPATIONAL ADVISORY COMMITTEES
INDIVIDUAL COURSE SUMMARIES

c. Fire lanes?
d. Emergency Exits?

e. Replacing outdated safety regulations
with new ones?

f. Posting safety regulations so they are
visible in hazardous activities?

5. As an Occupational Advisory Committee member,

what suggestions can you offer for improvement
of safety at (name of school)?

DESIRABLE STUDENT ATTITUDES & HARITS

1. What characteristics of the (name of school)
contribute mostly to desireable student
attitudes and habits?

2. What characteristics most likely interfere with
the above?

3. As an employer, what advice would you offer to
the (name of school) to improve student attitudes
and habits?

4. Do you recoynize the Vocational Certiticate of

Achievement issued by (name of school) when former
students seek employment?

ADULT EDUCATION

1. Have suggestions been received or sought from the
Occupational Advisory Committee regarding the
(name of school) Adult Education Program?

2. Suggestions for Adult Education Ccurses:

E



IMPLEMENTATION RESOURCES

FOR
STUDENT PLACEMENT

This section of the Guide provides support information for Structural
Communication Exercise 3--"Student Placement." Included in this section
are:

1. Solicitation Guidelines for Area Placement Services
of Secondary Students

2. Follow-up survey of Graduates

3. Inclusion of Handicapped Persons into Area Placement
Services

Contributors to this sectio. were:

Murray O. Batten

. Vocational and Technical Education Service
State Department of Education
Lansing, Michigan

Joseph McGarvey

Vocational and Technical Education Service
State Department of Education

Lansing, Michigan

NOTE: The information in this section may serve as resource
material for Structural Communication Exercise 3,
pp A-25 to A-35. 1In addition, Exercise 3 illustrates
"how" these resources may be utilized in meeting the
specific needs of the advisory committee as it deals
with this function.




SOLICITATION GUIDELINES FOR AREA
‘ PLACEMENT SERVICES FOR SECONDARY STUDFNTS

1.0 Introduction

1.1 Goal of Placement Services

The ultimate goal of school-based , .acement as a component of career
education is that every student exiting from an educational agency
in Michigan regardless of race, creed, color, sex, socio-economic
status, handicapping condition, or school program, will have access
to effective and comprehensive placement services to assist the stu-
dent in implementing the next phase of his or her career plan.

1.2 Description of School-Based Placement Services

School-based placement would encompass the entire range of assistance
given a student by a school in helping that student to develop and
implement his or her career plan. In the transition from school to
the next career goal choice, school-based placement would provide
students with both general and specific services to enable them to
choose and successfully reach a goal consistent with their interests
and aptitudes. These services would be comprehensive in the sense that
they would cover:

‘ a. Goal choices or combinations of choices in employment (full-time,
part-time, permanent, and temporary), the military, continued
education in two or four year college programs, vocational techni-
cal training, and apprenticeship programs.

b. Whatever direct or indirect assistance would be necessary to
enable the student to reach the point of successful implementa-
tion of his or her next chosen career goal.

in building comprehensive school-based placement, presently existing
services would be incorporated into a total plan. The final measure
of the success of school-based placement will be the satisfaction of
the student that these services did indeed meet his/her immediate
career aspirations needs and/or represent the best choice, given
available alternatives.

1.3 Need for School-Based Placement Services

Evidence of a need for school-based placement services has arisen from a
variety of sources, both nationally and locally, which, among others,
include:

a. The findings of the School to Work Project conducted by the National
Advisory Council on Vocational Education:*

lschool to Work Project, "Findings, Recommendations, and Project Summary",

‘ Business, Labor, Education Relations Committee, National Advisory
Council on Vocational Education, March 1974.
B-22
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"Phase I of the School-to-Work Project of the National Advisory

Council on Vocational Education, corducted for the Office of ‘
Economic Opportunity (OEA) and the Office of Education (OE), has

produced a series of findings and recommendations for the expan-

sion and improvement of school-based, job placement programs, e.g.,

a school system's formal efforts to provide job development, job
counseling and job placement services to students..."

"The School-to-Work Project confirms the policy of Congress, and

the National Advisory Council on Vocational Education that schools
should provide placement services to all students as a means of
dealing with the related concerns for educational reform, and youth
unemployment. In school systems where explicitly structured place-
ment programs operate, more students got jobs than before and they
generally earned more money. These schools were also characterized
by their increased efforts to implement career education programs..."

"When the commitment to providing job placement services is put into
practice by a school, there is a reduction in youth unemployment
which provides the community with concrete evidence of the school's
worth..."

"Placement - in a job or in further schooling - should be included
within state and federal legislation as a valid educational objec-
tive intended for all students with funding directed to this purpose..."

"Supoort for school placement programs is growing and program success
has been demonstrated in many school systems. But there is a need for
increased national leadership to help gain wider acceptance among
educators and leaders within the emplcyment sector..."

b. Data from the 3ase-Year Survey of the National Longitudinal Study of
the High Schocl Class of 1972 conducted by the U. S. Office of
Education which show:2

1. Seventy-seven percent of those surveyed agreed that "Schools should
nelp students find jobs when they leave school."

2. "Of those who did rate their schools over one-half marked 'cood'
or 'exce’lent' on 9 of the 10 items. The characteristic that
received the lowest rating by far was 'job placement of graduates'.
Only 29 percent of those expressing an opinion rated their schools
as 'gooc' or 'excellent' in this regard.

c. The findings and recommendations of the Michigan Career Development
Study (1973) conducted in response to Section 380 of Act 364 {Public
Acts of 1972) which state:3

National Longitudinal Study of the High School Class of 1972. A Capsule
Description of High School Seniors, Base-Year Survey, DHEW Publication
NO. (OE) 74-11116.

Report of the Michigan Department of Education to the State of Michigan, ‘
77th Legislature, Regular Session of 1973.
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“A major deficiency reported concerns placement, a career develop-
ment activity vital to educational accountability to students. The
report indicates that placement activities serve too few students
in too few agencies and tend to be inadequate in serving botn stu-
dents who are prepared for jobs and those prepared for further
education..."

"(The data) suggest that (1) a significant proportion of students

in Michigan are not receiving [ lacement services and (2) if place-
ment services do exist, there is an app-rent bias toward providing
placement services for further education as opposed to job placement
services."

d. The Kruger analysis of new entrants into the Michigan labor force
from educational institutions (1972-1980) shows a demand for new
jobs exceeding the supply created by death and retirement by
approximately 100,000 jobs annually.4

e. In the Program Policy Guidelines for fiscal year 1975-76, the Governor
indicates that these guidelines "...identify actions that must be
taken to realize the objective of more effective and efficient govern-
ment". Recognizing placement needs in education, the guidelines state:

"The Department of Education should analyze the implications of
modifying the second objective of the State Plan for Vocational
Education to incorporate the job placement dimension. The restate-
ment of the objective might read--to educate students to learn
salable skills and to successfully place them in occupations that
will enable them to contribute to the State's productivity and to
improve their personal and job satisfaction."

f. The Michigan State Plan for Vocational Education (1974-75) states as
a goal at the secondary level that "All students will be provided
job or continuing education placement services upon graduation or
prior to graduation from high school." In order to achieve this
goal the State Plan lists as objectives:

a. "To increase the number of K-12 districts providing placement
and follow-up services for all students."

b. "To increase the number of area vocational education centers
providing placement and follow-up services for all students."

Considering the need for placement services in schools and their present
relative unavailability, it is important that immediate steps be taken to
begin the process of reaching the goal of comprehensive placement services
in the most efficient and effective way possible.

While the ultimate goal is to provide schooi-based placement services that
cover a range of career options, the most immediate need is to meet the
demand for job placement. Seventy-two percent of all those responding in

4 An_Analysis of New Entrants into the Michigan Labor Force from Educational
Institutions 1972-1980, Daniel H. Kruger, Ph. D and John Kessler, School
of Labor and Industrial Relations, Michigan State University.
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1.4

1.5

1.6

the 1973 Michigan survey of secondary graduates manifested a need for

either full or part-time job placement. The demand for job placement ‘
was almost 80 percent in the case of vocatiunal education graduates.

These job placement needs, especially in the case of part-time or tem-

porary employment, often coexist with a simultaneous need for placement

in higher education programs. The emphasis placed in these guidelines on

job placement should not be construed as limiting placement services to

job placement.

Relationship of Job Placement to Post-Secondary Educational Placement

Generally speaking, schools have better served the needs of students
looking for post-secondary educational placement than the needs of stu-
dents looking for employment. This is nct surprising since both teachers &
and counselors are themselves products of the post-secondary educational
process and consequently have knowledge of the requirements and procedures
necessary to gain admission to such programs. While it is true that
teachers and counselors have traditionally done some job placement as
well, by and large both the extent and quality of job placemeni services
are not commensurate with educational placement services. However, these
tasks are not incompatible or mutually exclusive. If the placement needs
of all students are to be met, comprehensive school-based placement
services would have to involve an interface among teachers, counselors

and job placement coordinators, especially in the areas of information
exchange and coordination of effort. In order to provide for this inter-
face, appropriate structures should be devised at the local level.

Relationship among Job Placement Programs and other Job Placemegt Agencies .

In addition to the efforts of individual teachers and counselors within

the school community to provide placement services to students, there are
programs, such as co-op programs, and programs for the disadvantaged and
handicapped that are specifically charged with providing job placement

to the students in those programs. In addition, there are community agencies,
such as MESC, CETA, and Vocational Rehabilitation Services, that deal with
the job placement needs of students. In order to establish efficient and
effective comprehensive, school-based placement services for all students,
it is essential that inter-program and inter-agency cooperation be planned,
developed and maintained in order to minimize duplication of effort and
overlap in delivery systems.

Rationale for Area Placement

Were there uniformity of need, resources, and circumstances, the task of
delivering comprehensive placement services to all students would still
not be an easy one. Such uniformity does not exist. If the ultimate
goal of comprehensive placement services for all exiting studants is to
be reached, existing commonalities and diversities in both area labor
markets and area school programs must be recognized and respected in any
effective plan for providing school-based placement services.

9
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Considering the complexity of differing local situations, no single
plan could be effectively utilized with statewide uniformity. There-
fore, the major aim of these guidelines is to present uniformity of
purpose in terms of assumptions and objectives that underlie and lead
toward accomplishment of the goal of comprehensive placement services,
A further aim is to allow for flexibility in the plan used to reach
that goal.

How the placement needs of the greatest number of people in a given area
can be met most effectively and in the shortest possible time will depend
on an assessment of the varied needs and resources of that area and the
development of a planned, coordinated response to those needs.

The most efficient way to develop that response seems to be through
area coordination of local placement effort. The choice of area
coerdination of local placement as the preferred route to reach the
goal of comprehensive placement services for all students in the State
is based in part on the success of both area and local aspects in local
and State funded exemplary placement programs.

While it might seem advantageous for a highly successful local program to
remain presently on its own, the wisdom of such a choice would be highly
questicnable as placement programs proliferate in the not too distant
future. The interests of all would be best served by area coordination
of planning and information from the outset. At no point is it conceived
that area placement would replace or assume the operational role of local
placement. Rather, area placement would provide coordination and support
to assist local placement in meeting the needs of students, employers,
and the community as a whole in the most effective way possible.

An area placement program would provide the following advantages to local
placement programs:

1. Coordinate job development efforts so that local placement programs
would be able to cover the employment market without duplication of
effort and possible inconvenience to employers.

Coordinate exchange of information on job openings so that local
placement programs would have access to a wider range of job opeu-
ing information than they could generate by local effort aione.

Enable local placement programs to meet the needs of employers by
making available a broader range of students for placement.

Provide assistance and support for local educational agencies in
starting local placement programs.

Provide on-going inservice training programs that would enable an
exchange and update of information on placement.

Provide local placement programs with current and accurate area
career information that would enable students to make knowledgeable
career decisions.

Provide placemen: services in the most cost-effective fashion consis-
tent with the achievement of the objectives of the placement program.




1.7 Relationship of Area Placement to Local Placement

Under an area placement plan, the inter-relationship of the area
placement office and the local placement office would include the

following:
Phase I - Planning
OBJECTIVE AREA ACTIVITY LOCAL ACTIVITY
1. Assess Area Placement Survey area in terms of:
Needs and Resources. a. student population
b. existing school-based
placement services
c. present student place-
ment patterns
d. existing community/non- Input local
educational placement information to
services area survey
e. labor market
f. projected placement
needs
g. available resources for
placement

2. Establish Boundaries Analyze survey data and ssist in deter-
of Placement Area. determine are. boundaries. mination of area

boundaries.

3. Plan Area/lLocal Develop area/local place- Input to develop-
Placement Service ment plans using local ment and adoption
Program input. of area/local

placement plans.
Phase Il - Operationa

OBJECTIVE AREA ACTIVITY LOCAL ACTIVITY

1. Initiate Area Cooperatively determine Cooperatively
Placement Service area placement office determine

site. Choose area area placevent
placement staff office site.

2. Initiate Placement [Tonduct inservice pro- Participate in
inservice Program gram for area/local inservice program

staff
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UBJECTIVE

3.

Select Placement
Advisory Committee

Establish Career
Information System

Establish a Man-
power Information
System

Establish a Job
Placement System

AREA ACTIVITY

Select membership of
Placement Advisory
Committee on basis of
broad representation.
Coordinate roles

and responsibilities.

LOCAL ACTIVITY

Recomend member-
ship of Placement
Advisory Committee

Select local place- |
ment representative
on Placement
Advisory Committee

Establish ¢ "2a system

to collect, manage and
disseminate career
information. Coordinate
with existing career
information sources.

Input on desired
career information

Coordinate area/local
responsibilities for
contacting employers and

identifying job openings.

Participate in
coordinated
system for con-
tacting employers
and identifying
job openings.

Coordinate area/local
referral system for
Jjob openings.

Assist in establishing
local placement services
for schools not large
enough to require an
individual 1ocal
placement office.

Identify student
job interests/
needs. Inform
student concer-
ning specific

job openings,
requirements,
work conditions,
wages, etc.
Contact employer
to arrange inter-
views monitor
intervi v out-
come. .r not
placement,

refer another
applicant.
Reprocess

initial applicant.

Monitor referrals and
placements. Redirect
unfilled job openings
to other locel offices.,
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OBJECTIVE

Phase 111

AREA_ACTIVITY

LOCAL ACTIVITY

Offer immediate
follow-up
service to stu-
dent, employer
and school staff
for information
and job adjust-
ment.

Collect and maintain
data on area/local

referrals and placements

- Evaluation and Modification

Collect and main-
tain data on
local referrals
and placements.

7. Establish a Place-
ment Follow-Up
System

0BJECTIVE

1. Evaluate Placement
Process

2. Modify Placement

Program

AREA ACTIVITY

Analyze and evaluate area/

LOCAL ACTIVITY

local follow-up data in
terms of area placement
profile.

Evaluate all components

Input to area/
local evaluation.

of area/local placement
F-ocess.

Convey evaluation informa-
tion to appropriate pro-
| grams and agencies.

Analyze and
evaluate local
follow-up data
in terms of
placement
effectiveness.

Assess area placement

program as evaluated.

Coordinate area/local
assessments.

Assess local
placement pro-
gram as evaluated.

Plan expansion or reduc-
tion of area program in

population and/or
services.

Plan expansion
or reduction

of local program
in population
and/or services.

Redesign area program
components as indicated

by modification plan.
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2.0
2.1

2.2

2.3

2.4

The primarv considerations involved in determining a viable placement
area would be:

1. The labor market natural to the area as indicated by existing
placement patterns.

The number of employers in the area.

The number of job openings.

The number of educational facilities in the area.

The existence of local placement services.

The potential for the development of local placement services.
The number of students seeking employment.

SNOGOBEWN

The process of determining a specific placement area would involve:

Input from local educational agencies with a CEPD.

Input from community/non-educational placement agencies.

Input from other CEPDs if the area were projected as including
more than one CEPD.

4. Endorsement of the definition of the area by concerned parties.

W —

Grants for Area Placement

Funds Available

At the present time some funds are available for area placement. However,
these funds will not be enough to fund sufficient area placement agencies
to serve the total State at this time. Up to 10 percent of added cost
funds can be utilized to support placement efforts. Federal funds, due
to Federal regulations, cannot be used to replace local or State effort.

Grant Frocess

A process of competitive solicitation of proposals is being followed.
These funds can be utilized to initiate or expand area placement services.

Number of Projects

The number of projects funded in the initial solicitation will be dependent
upon the amount of funds requested in the selected proposals. Maximum
levels of funding for an area will not exceed $40,000 for the area program.
Not more than one grant per CEPD or combination of CEPDs will be given at
this time. With existing funds, it is anticipated that approximately a
dozen proposals will be able to be funded at this time.

Target Population

The initial target population in providing placement services would be
secondary vocational education students. However, as the program develops
other populations such as non-vecational education graduates, drop-outs,
and adult students should be included.
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1.8 Relationship of Area and Local Placement Offices to Local Educational

1

.9

.10

Agencies

In such locations as area vocational education centers and comprehensive
high <chools, where the student population is large, the local placement
office would probably be located within the school. In other locations,
where the student population of individual schools is relatively small,
the local placement office would probably be a central office serving
the placement needs of two or more schools. It is quite possible that
the area placement office would be housed in the same location as a
local placement office, or that in a given region a local placement
agency would be designated to carry out the responsibilities of an area
placement agency. In such cases the distinction between the area office
and the local office would be one of function rather than of separate
agency. However, the distinction would be an important one to maintain
because of the separate roles involved.

Implementation of Area Placement

The step presently being taken is a final test of the area placement model

in a variety of circumstances. As placement services develop in schools
across the State, this model will serve as a plan to coordinate those
services in a way that will allow for efficient and orderly growth. The
primary pcpulation served by these placement services is secondary voca-
tional education graduates. However, as placement services are expanded
to include other populations, area placement could be a key part of the
coordination of that expansion.

An important determinant of success in the implementation of any plan for

placement services will be the degree of interpersonal relationship pro-
vided for in the plan. While technological aids in the gathering,

correlating, and dispensing of information may be extremely useful tools,
they do not eliminate the need for constant interpersonal exchange among

placement personnel, students, school staff, employers, advisory committee

members, and the staffs of other agencies. This dimension of placement
activity may not be always clearly evident in the guidelines, but is
critical to the successful planning, coordination, and delivery of place-
ment services.

Determination of a Placement Area

The determination of what constitutes a placement area will depend on
the conditions of a given area. Generally speaking, such determination

will be along presently existing Career Education Planning District lines.

However, it is possible that two or more CEPDs could unite to provide an
area placement program.

In CEPDs where population density is heavy, an effective area placement

program may require the subdivision of a CEPD for area placement purposes.
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Duration of Funding

Initia! funding will be for a period of twelve months. Depending on
the evaluation of the project during the funded period and the avail-
ability of further funds for placement, the project would be funded up
to an additional 24 months.

2.6 Funding Period

The projected initial funding period is from February 1, 1975 to January 31,
1976.

2.7 Funding Levels

Federal funds at 80 percent of the approved project amount will be

provided for calendar 1975. If funds are available, the State administered
amount provided for the projects could be decreased annually by 25 percent
and/or local effort could be increased over the two additional funding
cycles. Match is a cash match of expenditures for the area center which
can include local funds or State added cost funds.

2.8 Eligible Expenditures

1. Salaries, Wages and Fringe Benefits

2. Contractual Services, Supplies and Materials
3. Travel

4. Communications

5.

Local Workshops and Inservice

2.9 Proposal Submission Date

Proposals will be accepted by the Michigan Department of Education, Voca-
tional-Technical Education Service, up to 5:00 p.m., Friday, January 10, 1975,

2.10 Notification Date

Proposals will be rated according to the criteria listed in 3.3 and letters
of notification of acceptance or rejection will be mailed not later than
January 31, 1975.
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3.0
3.1

3.2

Preparation of Your Area Placement Proposal

Purpose of the Solicitation Guidelines

The Solicitation Guidelines are intended to assist you in preparing

a proposal that will enable you to present the components of your plan
for area placement in as concise and objective a manner as possible.
In evaluating the proposals, primary emphasis will be placed on con-
tent rather than style. C(Clear, accurate and concise statements are
preferred to lengthy narratives.

How to Use the Solicitation Guidelines

The Introduction to the Solicitation Guidelines (Section 1.0) is intended
to give you a general overview of Area Placement, how it is related to
other components of the placement effort, and how it is related to the
ultimate goal of comprehensive placement as a component of career education.

As stated in the Introduction, the Solicitation Guidelines aim to present
uniformity of purpose in terms of a goal and the assumptions and obiec-
tives that underlie and lead toward the accomplishment of that goal. A
further aim is to allow for flexibility in the plan devised by an indivi-
dual area to provide its students with comprehensiva placement services.

The Solicitation Guidelines are not intended to provide a ready made plan
for any area. Therefore, it will be necessary to assess the placement
situation in a CEPD from a variety of view points, define a viable place-
ment area, and then plan how area placement services will be delivered

to the students in that area. The information that must be available to
make the determination of what constitutes a viable placement area and

how the available resources of that area will be coordinated and supported
to deliver comprehensive placement services to students within a given time
period will be the core of the plan laid out by you in making your proposal
for a grant at this time for area placement. Therefore, the following
steps are recommended in gathering the information necessary to put together
your proposal:

1. Upon receipt of these guidelines, make an initial projection of what
could constitute a placement area for your CEPD.

2. Establish contact with other CEPDs if your initial projection would
include more than your own CEPD.

3. Establish contact with LEA representatives within the projected area
and gather necessary local input on determination of the area.

4. Obtain information on the number of area students seeking employment
and the placement pattern of area students.

5. Obtain information on area labor market.

6. Obtain LEA and CEPD council endorsement of placement service area.
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‘ 7. In conjunction with representatives of local educational agencies,
including existing local placement services, (school graduate
placement programs, Co-op, Disadvantaged, Special Education and
Vocational Rehabilitation programs) and existing community place-
ment services, establish area placement goals as well as plans and
timelines to achieve those goals.

8. Obtain commitinent from existing placement services to participate
in area placement plan.

9. Request CEPD council approval for area placement plan.
10. Within the proposal framework indicated in the Table of Contents
of the Proposal, set forth your definition of a placement area and

your plan to provide comprehensive placement designation services
to the students of your area.

3.3 Selection Criteria for Rating Proposals

A. Determination of Placement Area

The described area is viable in terms of an area placement program
as shown by:

. 1. Demonstrated need for placement services

2. Rationale for Placement Area.

3. Extent of local input in determination of area

4. Extent of local school-based placement program participation
in area placement program

5. Extent of community non-educational placement program
participation in area placement program

6. Extent to which student placement patterns within and without

the defined area are explained
7. Employment potential of the area.

B. Area Placement Plan

The proposed plan for area placement meets the following standards:

1. The overall plan provides for harmonious interaction among
area and local placement components {including community/non-
educational placement agencies) and is consistent with the
program objectives.
The plan was developed with a high degree of local input.
The proposed area placement staff is adequate to achieve the
program objectives in terms of number of staff members and
time commitment.

4. The area placement office is housed in a site with adequate

facilities and convenient access.

8. The proposed inservice program is appropriate for meeting

‘ objectives of the program.

[FS N ]
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6. The Placement Advisory Committee membership exhibits a .
sufficiently broad range of representation and has been
designated clearly defined roles and responsibilities in
accomplishing the objectives of the program.

7. The plan provides for systematic and coordinated collection,
management and dissemination of career information adequate
to meet area needs.

8. The plan provides for systematic and coordinated job develop-
ment and sharing of manpower information among cooperating
programs and agencies.

9. The plan provides for a referral system that coordinates the
efforts of area and local programs meeting the placement
objectives of the program.

10. Provision is made in the plan for both informal and formal
follow-up on referrals and placements and appropriate dissemina-
tion of such information.

11. The plan includes adequate provision for evaluation of the
placement process based on analysis of follow-up data.

12. The plan includes adequate provision for modification of the
placement process based on evaluation of the process.

Timelines for Implementation of Area Placement Plan

The proposed timeline is consistent with the sequence of objectives in
the plan and the accomplishment of the program goals.

Evidence of Involvement in Area Placement

The evidence provided gives adequate assurance that appropriate
educational/non-educational agencies within the area accept the
area placement plan and will cooperatively participate in the plan.

Evidence of Commitment to Continuing Effort

Tne evidence provided demonstrates a commitment to a continuing
effort. A resolution of support by the CEPD council or local
districts or a statement of intent to continue beyond the duration
of the supplementary funding is desirable.




A SUGGESTED QUESTIONNAIRE FOR CARRYING OUT A

FOLLOW-UP STUDY OF FORMER VOCATIONAI. EDUCATION STUDENTS

Attention former students: Read all of the questions below before an-
swering any. Place a check mark ONLY IN THE
BLANKS WHICH DESCRIBE YOUR PRESENT SITUATION.

1. I am in or am going immediately into the Armed Forces
2. I am enrolled in school full-time
3. I am not in school and I am not é&mployed

4. I am employed full-time in the occupation for which I was
trained in vocational education

5. I am enployed full-time in an occupation related to my
vocational education training

‘ 6. I am employed full-time in an occupation not related to
my vocational training

7. I am employed part-time for wages
8. I am unemployed but I am looking for employment
9. I left school befcre completing my vocational education

training but am now employed in an occupation related to
the training I had
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APPENDIX I

MICHIGAN DEPARTMENT OF EDUCATION
Special Education Services
Lansing, Michigan

MEMORANDUM

T0: Superintendents of Schools, C.E.P.D. and Special
Education Directors
.
FROM: Murray 0. Batten J.[b
DATE : October 21, 1974

SUBJECT: Inclusion of Handicapped Persons into Comprehensive
Area Career Placement Services

This memo is to support the concept for the inclusion of handicapped
persons in the population to be considered for services under the

Area Career Placement Services according to the area plans, submitted
to Vocational-Technical Education Service, Michigan Department of
Education, i.e.: "Solicitation Guidelines for Area Placement Services
for Secondary Students."

Please keep in mind that the delivery of placement services to the handi-
capped must be in accordance with the "State Special Education Code," the
"Guidelines for Special Education Programs and Services in Michigan," and
the supportive document, "Educational Services to the Handicapped Under
the Provisiens of the Mandatory Special Education Legislation," as devel-
oped cooperatively by Vocational Education, Special Education, ar.i Voca-
tional Rehabilitation Services, Michigan Department of Education.

Special education reimbursed personnel are urged to cooperate and partic-
ipate in job development activities which will lead to a central registry
or job bank for all students so long as:

1. Job development activities are incidental to the regular special
education assignment.

2. Special education staff provide direct service (job placement,
supervision, etc.) only to special education eligible students.

MOB:mf
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IMPLEMENTATION RESOURCES
FOR
COMMUNITY PUBLIC RELATIONS

This section of the Guide is intended to provide resource
information regarding the suggested advisory committee function
of "Community Public Relations." It includes:

1. Sample News Release

Resources for this section of the Guide were contributed by:

Arizona State Department of Vocational Education
Phoenix, Arizona

The information in this section may serve as resource
material for Structural Communication Exercise 4,

pp A-37--A-45, In addition, Exercise 4 illustrates
"how" these resources may be utilized in meeting the
specific needs of the advisory committee as it deals
with this function.




SAMPLE NEWS RELEASE

Contact: NEWS MEDIA
(Indicate FOR MEDIATE RELEASE OR DATE OF RELEASE)

VOCATIONAL PROGRAM GETS GO~AHEAD

(Name), the Vocational Education Advisory Committee Chairman
at (School), conducted the monthly meeting of the school year on
(date).

Eighteen of the twenty regular members representing the in-
dustries of (town or city) were present.

It has been agreed that a Vocational Education program be
initiated in the fall. Both the school administrators and committee
members unanimously agreed that there is an outlet for students
through this program, and industry will counsel in the curriculum
construction and help in the placement after graduation.

(Name), State Superintendent of Public Instruction, and (Name), the
State Director of Vocational Education, agreed to give their full support

to assure successful organization and operation of this program.
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IMPLEMENTATION RESOURCES
FOR
EQUIPMENT AND FACILITIES

In order to provide resource materials for the advisory committee
function dealing with "Equipment and Facilities" the following in-
formation has been included in this section:

1. Vocational and Technical Education Service Definition
of Instructional Equipment

2. Vocational and Technical Education Service Procedure
for acquisition of equipment for Secondary and Post-
Secondary Programs

3. Vocational and Technical Education Service Guidelines for
Occupational Facilities

4. Planning Occupational Facilities

Resources from this section were extracted from:

Administrative Guide for Vocational and Technical
Education, 1974-1975

Michigan Departmer.t of Education °

Lansing, Michigan

NOTE: The information in this section may serve as resource
material for Structural Communication Exercise 5,
pp A-47--A-55. In addition, Exercise 5 illustrates
"how" these resources may be utilized in meeting the
specific needs of the advisory committee as it deals
' with this function.
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1.

INSTRUCTIONAL EQUIPMENT

Definition

An equipment item is a movable or fixed unit of furniture or furmishings,
an instrument, a machine, an apparatus, kit or a set of articles which
meets all of the following conditions:

(1) It retains its original shape and appearance with use.

(2) It is non-expendable; that is, if tne article is damaged or
some of its parts are lost or worn out, it is usually more
feasible to repair it rather than replace it with an entirely
new unit.

(3) It represents an investment of money which makes it feasible
and advisable to capitalize the item.

(4) It does not lose its identity through incorporation into a
different or more complex unit or substance.

“Instructional Equipment" - Equipment used for instruction in vocational
programs by teachers and/or students.

“Unit" - A piece or complex of apparatus used to perform a particular
function. Components needed to operate such units may be included
in the unit description.

"Kit or Set" - A number of parts of the same kind that belong together
or are used together. A kit or set of equipment to qualify for fund-
ing must be ordered from the same supplier, identifiable by catalog or
catalog number.

Acquisition of Fquipment

Federal and/or :tate funds may be used to acquire equipment needed for
approved vocational education programs. The acquisition of such equipment
must be in accordance with the bid-letting policies and procedures established
by the governing body of the local educational agency. Only those items of
equipment approved and purchased during the Tiscal year for which application
is effective, will be eligible for reimbursement with Vocational Education
funds.

Generai Criteria:

(1) Equipment applications will be judged according to general reimburse-
ment criteria outlined under the basic grant of the Vocational Educa-
tion Amendments of 1968 and the priorities as established in Section B
of the Guide.
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(2) Minimum/Maximum 1ists of eligible equipment have been developed ‘
by VTES in consultation with local advisory groups. These 1ists
are available at your educational agency and may be included in
Section "N" as a supplement, thereby having complete information
on equipment in a single reference source.

b. Specific Criteria for Determining Equipment Eligibility:

(1) Equipment will be funded on a 50% federal and 50% local match
basis. Other federal or state sources of funds such as Upper
Great Lakes may decrease local match requirements.

(2) The vocational education instructional program for which equip-
ment is being requested is approved.

(3) Minimum cost of $50 per unit.

(4) Items of equipment are directly related to objectives of the
program.

(5) Matching funds are available or on hand at time equipment is
encumbered.

(6) The vocational education program in which the equipment is
used will be in operation and equivalent to a full-time @
vocational technical teacher load for that local educational
agency. This time usage factor criterion does not apply to
programs for persons with special needs.

(7) The application for equipment will establish a date when new
equipment will be in use. If not in use by this date, the
Vocational-Technical Education Service will be promptly noti-
fied as to the reason or reasons for the delay.

(8) Cost of installatic:, freight and handling will te eligible
for funding provided such costs are included in the unit
price and billed or invoiced by the manufacturer or supplier.

(9) Only kits and sets that are identified by catalog name and
number which are over $5.) in cost will be approvable.

(10) Ineligible regular instructional equipment items which will
not be reimbursed from federal funds include these items:

(a) Movie projectors, movie screens, projectors including
the software materials such as tapes, filmstrips and
transparencies. and standard (non-electric) typewriters.

*(b) File cabinets, teachers desks and chairs, and general
storage cabinets.

*Specialized classroom furniture, specialized storage cabinets unique to the
equipping cf the laboratory and audio-tutorial equipment is eligible, such as
secretarial desks, drafting tables and film storaje cabinets.

s B-53
= s




. *(c) General purpose classroom equipment.

(d) Supply items - any supply item as classified in Bulletin
1022, "Financial Accounting for Michigan School Districts"
is ineligible as an equipment item.

(11) Accessories to basic equipment car be included in unit cost price
provided that the unit can be identified by a catalog name and
number and is normally sold in this manner.

¢. Rental or Lease of Equipment:

(1) In certain instances, it may be more efficient or expedient to
rent or lease rather than purchase equipment. Rentals or leases
must satisfy the same criteria as are required for purchased
equipment. The rental or lease of equipment from educational
agencies is prohibited. Flat rate service contracts on rented
or leased equipment will be considered as part of the rental or
lease fee.

(2) Any educational agency requesting equipment rental or lease must
present to the Vocational-Technical Education Service a rationale
which thoroughly justifies the decision to rent or lease rather
than purchase.

. (3) Lease/purchase of equipment will be considered and will be
judged on the merits as indicated from the justificat’.n submitted
to the Department.

(4) Approved and reimbursed lease agreements must be resubmitted to
the Vocational-Technical Education Service annually. Approval
for one fiscal year does not constitute a commitment for more
than one year.

d. Inventories:
The agency must maintain an inventory of all equipment in which there
is a state or federal interest. Items shall be maintained in inventory
until their disposition.

3. Disposition of Equipment

a. Equipment Sold or No Longer Used:

Whenever items of equipment, each initially costing $200 or mor2 per
unit, in which the federal government has participated, are sold or

no longer used for the purpose permitted under “The Act", the federa’
government shall be credited with its proportionate share of the value
of such equipment at that time, the value being determined on the basis
of the sale price in the case of a bona fide sale or on the fair market
price.

*Specialized classroom furniture, specialized storage cabinets unique to the
equipping cf the laboratory and audio-tutorial equipment is eligible, such as
secretarial aesks, drafting tables and film storage cabinets.
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b. Trade-In Equipment Procedure:

Items of equipment previously approved, funded and appearing on
equipment inventory may be used as trade-ins on additional, new
and approved equipment purchases. In such cases, the traded-in
equipment must clearly be identified and the amount of credit
for the trade-in must be recorded on proper vocational education
equipment inventory record forms.

c. Stolen or Broken Items of Equipment:

It shall be the responsibility of the local board of education or
board of trustees to replace any stolen or broken items that have
been reimbursed by vocational education funds.

d. Transfer of Equipment:

Items of equipment which have been reimbursed by vocational educa-
tion funds may not be transferred to other education programs or
buildings without prior approval from the Vocational-Technical
Education Service. However, transfer of equipment from one site
to another for the purpose of maximizing facilities and to avoid
duplication of programming iS encouraged.

e. Maintenance and Repair of Reimbursed Equipment:

Maintenance and repair of reimbursed equipment must be paid by the
local educational agency.

Procedure for Applying for Instructional Equipment

Programs for which instructional equipment is requested for 1975-76 will
be based upon established 1ists developed by the Vocational-Technical
Education Service in cooperation with local advisory groups. These equip-
ment lists specify:

Minimum-maximur dollar cost per program, and

Equipment items appropriate for the vocational-technical
programs offered.

The following timelines and procedures apply with regard to the purchase
of instructional equipment.

a. Secondary Programs
The items of equipment identified by program on the equipment 1list

are considered as eligible for approval by the Vocational-Technical
Education Service.
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Any item of equipment not identified on the 1ist, but which the
local advisory committee deems critical for the operation of the
program, may be requested and should be listed on the VE-4001
application form. An item eligibility determination will be made
by the Vocational-Technical Education Service.

A local education agency may request more units of any quantity ot
an item on the list, provided that such a request is listed on the
VE 4001 application form. An item eligibility determination will
be made by the Vocational-Technical Education Service.

Thg jtems referred to above will not result in an increase of the
original approval amount.

A local education agency may request less of any quantity of an item
on the list based upon local situations.

NOTE: Equipment items encumbered (issue purchase orders) before
July 1, 1975 are ineligible for reimbursement in 1975-76.

b. Community College Programs

Items not identified on the lists and which the community college
deems appropriate to achieve the program objectives may be requested
and should be listed on the form. An item eligibility determination
will be made by the Vocational-Technical Education Service. The
Instructional Equipment Section states the criteria applicable to all
items for which reimbursement is requested.

New Programs

The application for Occupational Education equipment

(form VE 4185 - Part 3) of the New Occupational Pro-

grams for 1975-76 School Year (Part 2) is to be filed

with the Vocational-Technical Education Service by

August, 1974 (Dr. Addison S. Hobbs' letter dated May 25th).

New program applications and equipment requests are
reviewed by the Vocational-Technical Education Service.
Following the review, recommendations are presented to
the State Board for Public Community and Junior Colleges
and the State Board of Education.

Community colleges will be notified of the action taken
by the State Board of Education.

On-Going Programs
in March of 1975, community colleges will be notified as
to the amount of federal vocational education funds
available to purchase instructional equipment.
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NOTE:

Colleges shall notify the Vocational-Technical Education
Service of its commitment to match the grant by April of
1975.

Grant requests will be acted upon by the State Board for
Public Community and Junior Colleges and the State Board
of Education in June of 1975.

The colleges will be notified as to the action taken by
the State Board of Education.

Equipment items encumbered (issue purchase order) before
July 1, 1974 are ineligible for reimbursement in 1975-76.




OCCUPATIONAL EDUCATION FACILITIES

The Michigan Department of Education, Vocational-Technical Education
Service provides consultant assistance to local educational agencies that
are developing new or expanded occupational education facilities. This
consultant assistance is available during all phases of planning
including: determination of program offerings, development of
educational specifications, and reviewing schematic, preliminary, and
final drawings.

1. Factors to Consider In Dev: lopment Facilities

The following points should be considered when occupational education
facilities are being developed:

a. Facilities should be designed according to the objectives of
the local program, number of students to be served, existing
facilities, and community needs.

b. Facilities should provide the best educational environment
possible for the program of instruction.

‘ c. Facilities should be equipped to provide students with experi-
ences that are applicable to the occupational area.

d. Facilities should be flexible, functional and provide for
foreseeable needs of the area.

e. Facility design should consider adequate exchange of air,
heating, lighting, equipment arrangement, storage, safety
and needs of handicapped persons.

f. Facilities should be located for easy access.

g. All entrances, approaches, doorways, etc., must provide for
the handicapped person.

2. Publications To Assist In Planning

a. "Guidelines for Planning Occupational Education Facilities"
(Bulletin 412 Supplement)

b. "School Plant Planning Handbook", (Bulletin 412)

c. "Making Facilities Accessible for the Physically Handicapped",
(P.A. NO. 1, 1966)
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d. "Handbook for Educational Agencies Constructing Area Vocational-
Technical Education Facilities Under the Vocational Education Act
of 1963", Parts I and II, 1968.

In addition, publications which will provide supplementarv information
are available from the agencies listed below.

From the Center for Vocational and Technical Education, The Ohio State
University, 1900 Kenny Road, Columbus, Ohio 43210:

a. "A Guide for Planning Facilities for Occupational Preparation
Programs In Automotive Service".

b. "A Guide for Planning Facilities for Occupational Preparation
Programs In Laboratory Animal Science Technology".

c. "A Guide for Planning Facilities for Occupational Preparation
Programs In Data Processing".

d. "A Guide for Planning Facilities for Home Economics Occupational
Preparation Programs".

e. "A Guide for Planning Facilities for Occupational Preparation In
the Machine Trade".

From Michigan Department of Education, Vocational-Technical Education
Service, P.0. Box 928, Lansing, Michigan 48904:

a. "Industrial Education Facilities".
b. "Planning Together for Better School Buildings".

C. "Suggested Physical Facilities for Teaching Floriculture, Landscape
Gardening, Nursery Production and Related Occupations".

d. "Suggestions for the Development of Rooms and Facilities for
Vocational Agriculture".

From addresses as indicated.

a. The American Institute of Architects, "Your Building and Your
Architect", Washington, D.C.

b. Lenawee Area Vocational-Technical Education Center, "Educational and
Architectural Considerations", Lenawee Intermediate School District,
Adrian, Michigan.

c. Flint Community Schools, "Educational Specifications", Flint,
Michigan 48507, 1966.

d. Towa Department of Public Instruction, "Area Community College,
Area Vocational School Construction Guide", Des Moines, Iowa
1966.
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e. New Jersey Department of Education, "Planning Guides for Vocational
and Technical Education Facilities", Trenton, New Jersey
1969.

f. Pennsylvania Department of Public Instruction, "Building Facilities",
Harrisburg, Pennsylvania 1966.

g. MWisconsin Board of Vocational, Technical and Adult Education,

"Guidelines for Realistic Facility Planning for Schools of Vocational,
Technical and Adult Education", Madison, Wisconsin.
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PLANNING
OCCUPATIONAL
EDUCATION
FACILITIES

Supplement To
School Plant Planning Handbook
Bulletin 412 (Rev.)
October, 1973
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FORWARD

This document is designed as a supplement to the "School
Plant Planning Handbook, Bulletin #412", published by the
Michigan Department of Education. Its primary purpose is to
provide resources in the form of rules of thumb for those
actively involved in the planning of facilities which are to
house occupational education programs. The data in these
guidelines are the result of a review and synthesis of existing
construction guides established by those states who are
actively providing occupational education. They should not
be interpreted as absolute, but merely an attempt to fill a
void which seems to exist between those who develop the educa-
tional specifications and those responsible for providing

the graphic solutions.
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DEFINITIONS *

' Acoustical Clouds

Panels designed to absorb and/or redirect sound. These panels are suspended
below the surface of the ceiling and may be slightly inclined to improve
their effectiveness.

Ancillary Space

Any space within the facility which is devoted to activities other than
instructional activities, e.g. general storage, hallways, rest rooms,
mechanical space, etc. NOTE: Laboratory storage is not to be considered
ancillary space.

Building Systems **

An assembly of building sub-systems and components, and the rules for putting
them together in a building. Normally, these components are mass-produced
and used for specific generic projects in a construction program.

Closed Building System **

A building system whose sub-systems are restricted to that one building

‘ system. It is produced through a single manufacturer or a commercial
association of manufacturers or through bidding conditions requiring that
sub-systems be compatible with only one manufacturer's sub-system at each
interface.

Compatibility **

The ability to integrate two or more different building sub-systems (e.g.,
structure and air-conditioning) at their interfaces.

I~dustrialized Building System **

A building system organized to convert raw materials by capital-intensive
activities such as mechanization and automation. Non-industrialized building
is a labor-intensive activity.

* Some of the terms defined are not used in the immediate text, however, they
are popular in the profession and have, therefore, been included to further
facilitate communication.

** Griffin, C.W., Jr., Systems: An Approach to School Construction, 1st ed.
Library of Congress, 1971.
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Instructional Area

Classroom - An area specifically designed for lecture/discussion purposes. ‘

Extra Heavy Laboratory - An area similar in nature to an automotive laboratory,
diesel laboratory, or farm and industrial equipment laboratory, in that the
live models with which the students work (cars, trucks, tractors, etc.)

demand large spaces and the physical circulation of both student and equip-
ment is heavy.

Heavy Laboratory - An area similar in nature to a machine shkep or commercial
foods in that the equipment is relatively heavy (lathes, milling machines,
kitchen equipment, etc.) and the physical circulation is heavy.

gight Laboratory - An area similar to a drafting room, or simulated office
in which the equipment is 1ight (desks, drawing tables, thermal, etc.) and
the physical circulation is generally held at a minimum.

Medium Laboratory - An area similar to a health occupations laboratory, a
distributive education laboratory, or possibly a welding laboratory, in
which the physical circulation is heavy, but the equipment requirements
remaig relatively light (or equipment is heavy and physical circulation is
light).

Interface **

A common boundary, or connection between two sub-systems, e.g., bolted clamps
anchoring relocatable partitions to 1ighting coffer frames at the ceiling
plane.

Module **

A basic dimensional unit, normally set by the size of the 1ighting coffer,
ceiling panel, structural unit, or other basic sub-system. Room dimensions
are usually multiples of the module, and the module itself, may be a multiple
of some small spatial dimension needed to accommodate some building components,
e.g., lockers.

Open Building System **

A building system whose sub-systems are interchangeable with other sub-systems.
Open systems are usually produced in response to bidding conditions requiring
each sub-system to be compatible with two or more sub-systems at each inter-
face (thus assuring virtually universal interchangeability).

** Griffin, C.W., Jr., Systems: An Approach to School Construction, 1st ed.
Library of Congress, 1971.
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Performance Criteria **

Technical requirements for sub-systems specifying what they must do instead
of what they must look like or be made of, e.g., that they must meet certain
standards of strength, fire resistance, durability, insulating quality.
Performance bidding is one way of retaining maximum freedom for bidders to
select materials and fabrication and installation methods.

Sending End

The sending or source end of a classroom is the end most commonly used by
the instructor when presenting a lecture.

Sub-System **

Part of a building system defined for a specific function, and comprising
components and materials needed to fulfill that function, e.g., the air-
conditioning sub-system and its chillers, fans, pumps, ducts, temperature
and humidity controls, etc.

Systems Building **

A process for building construction, featuring (1) study of user requirements,
(2) establishment of performance criteria, (3) integration of sub-systems
into a coordinated whole, and (4) testing (or certification) of sub-systems.

User Requirements **

Stated criteria, sometimes in technical terms, designed to satisfy teachers'’
and students' needs. For example the general user requirements of a
comfortable thermal environment may be translated into specific user require-
ments, e.g., 72° F temperature, with a tolerance of 2° F, when outside
temperature exceeds 90° F. This user requirement would later be incorporated
into the performance criteria of the air-conditioning sub-system.

** Griffin, C.W., Jr., Systems: An Approach to School Construction, 1st ed.
Library of Congress, 1971.




GENERAL DESIGN CONSIDERATIONS

The housing of occupational education programs is the prime function of an
occupational education facility. It is important, therefore, that all of
the program offerings be developed in depth prior to initiating the design
cf the facility. This will insure a building which will complement and not

compromise the activities which take place within it.

There is an old cliche', "Simplicity is the cssence of good design." This

is particularly true in the design c: occupational education facilities. An
attempt should be made to maintain clean, simple lines without sacrificing
the aesthetic quality of the structure. Extremes in buildings which, on

one hand incorporate a high degree of ornamentation, and on the other tend to
become very spartan in appearance should be avoided. The facility should be

designed to blend with its surroundings.
PROVISIONS FGR THE DISADVANTAGED AND PHYSICALLY AND/OR MENTALLY HANGIiCAPPED

The design of the facility must be such that it promotes disadvantaged and
physically and/or mentally handicapped into the main stream of occupational
education. (Refer to Publi. Act I of 1966, "Making Facilities Accessible for
the Physically Handicapped.") This document is available upon request from
the State of Michigan, Department of Education, Office of the Supervisor of
School Organization and Plant Planning Program and the State Building Division.
In addition to the information contained in this document, tie following
provisions should be considered.

1. Provide access for the handicapped at the primary entrance of the
facility.
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2. Provision for one automatic door opener at a primary entrance of
the facility (manually operable also).

3. Provision for parking for the physically handicapped which is located
within fifty feet of the primary entrance.

CONSTRUCTION SYSTEMS

One of the primary efforts in the construction of occupational education
facilities should be the improvement of the quality-cost ratio. In the
past, labor-intensive, bricks and mortar, non-industrialized approaches to
construction have commonly been employed. However, as we consider today's
economic climate, it becomes apparent that a streamlining of the process is

essential.

There are two approaches which should be explored, building systems, and

system building. These may be employed individually or in concert.

In situations in which building systems are employed, the owner should be
aware of the fact that there are both open buiiding systems and closed
building systems. And, that while on the surface the closed system seems
logically to be the most economical, the built-in flexibility which is
inherent in the open building systems, in many cases negates this line of

reasoning.

Regardless of the approach which is taken, provision must be made for expan-
sion. Some of the facilities will be constructed in stages, others will
require additions due to the increase in student population. Initial units
should, therefore, be designed within the guidelines of & carefully defined

long-range plan.
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Some general rules for expandibility are:

a. The mechanical systems should “e designed to adapt to future plans. ‘

b. Access to heating lines, water lines, electrical service, clocks,
air-conditioning, and put “ic address systems shculd be provided
for future expansion.

c. Corridors should be planned to permit other units to be added.

d. Consideration should be given to the availability of materials |
used in the initial construction for future expansion. |

SPACE ALLOCATION

The following “ranges” for instructional areas should be considered "rules
of thumb", for determmining square footage requirements for the instruction !

areas which are to be housed in the proposed facility.

SQUARE FOOT RANGES FOR INSTRUCTIONAL AREAS ON A PER STUDENT BASIS

SQ. FT./STUDENT RANGE .

TYPE OF INSTRUCTIONAL AREA * (INCLUDING STORAGE)
MINIMUM  OPTIMUM
Classroom 25 to 30
Light Laboratory 50 to 65
Medium Laboratory 80 to 100
Heavy Laboratory 130 to 150
Extra Hdeavy Laboratory 180 to 200

NOTE: As an initial estimate of the total square footage of the project,
the following formula can be used: Maximum single shift enrollment

X 170 square feet.

* See Definitions.
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. Circulation:

The area assigned to circulation, (corridors, lobbies, etc.) may range from
7% to 12% of the total square footage of the structure. (In all cases,

circulation should be held to an absolute minimum.)

Ancillary Space (Excluding Circulation):

The area assigned to ancillary space should range from 10% to 15% of the

total square footage of the structure.

Offices:

Offices are of two basic types, general and administrative. Their number
and location will vary greatly depending upon the philosophy upon which the
facility is developed. For example, in some situations it may be desirable .
to group the general offices for staff in an area close to the administrative
offices while in other situations the general offices may be scattered
throughout the building or even non-existent. The primary factor that will
affect the size and number of offices within a facility is that the space
allotted must be included as part of the 10% to 15% of the total square
footage of the structure which is identified as ancillary space. As a
general rule, 100 square feet per general office, and 150 square feet per

administrative office is adequate.

Recommended Ceiling Height:

To reduce constructicn costs variations in rcof height should be held to a

minimum. Ceiling heights, on the other hand, will vary with the laboratory.
Generally, classrooms, offices, and those laboratories which are classified
as light and medium will require 9' - 0" ceilings. The heavy laboratories,

‘ depending on their function, may require 9' - 0" or 12' - 0" ceilings,
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while the extra heavy will nearly always require 16’ - 0" ceilings. ({NOTE: ‘

Minimum ceiling in any facility should be 9' - 0".)

Laboratory Storage:

Storage requirements will vary from laboratory to laboratory, however, it can
usually be broken down into four basic types:

1. Wall and Base Cabinets 3. Portable Storage Cabinets
2. Bench Storage 4. Storage Room

Since 1, 2, and 3 normally fall under the category of special equipment and
are not, therefore, part of the construction package, this document is

primarily concerned with the storage room.

Storage Room:

Whenever possible, the storage room should be located in such a manner that

it does not interrupt the flow of traffic or create projections in the .
laboratory which will impair the utility of the space. (Preferably this

room should be rectangular in shape.) Storage room partitions should be of
material which is appropriate for the specific laboratory. For example,

expanded metal and frame partitions would be applicable for machine shop
requirements or a distributive education storage area. Still, another option

would be light weight masonry block which might serve both areas equallv well.

As a basic rule of thumb, the space allotted to storage within a specific
laboratory should range from 107 to 15 of the total sguare footage of that

laboratory. NOTE: THE ABOVE MENTIONED IS SUBJECT TO THE APPROVAL OF THE

STATE FIRE MARSHAL.




‘ Storage of Volatile Materials:

Storage rooms which are provided for dangerous chemicals or flammable
liquids must be constructed of materials which will provide a one hour fire
rating and be equipped with self-closing "B" label doors at all openings
onto corridors or places of public assembly. In addition, the room should
be vented to the outside and have a blow out door or a blow out wall.
Flammable stor ge regulations require perimeter drain. NOTE: THE ABOVE

MENTIONED IS SUBJECT TO THE APPROVAL OF THE STATE FIRE MARSHAL.
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LEARNING ENVIRONMENT

School facilities, just as any other instructicnal aid, must be designed
with the student's physiological and psychological needs in mind. It is
important to note that the needs do not change as he moves from the English
classroom to the automotive laboratory. As the state of the art increases
in sophistication, it becomes more apparent that the learning environment i3
a prime consideration in the design of school facilities. The following
are factors which must be considered:

1. Acoustical Design
IMumination

Atmospheric Control

& W N

Color Dynamics
ACOUSTICAL DESIGN CONSIDERATIONS

As the design of educational facilities moves toward the "open planning"
concept, sound control becomes increasingly important. There are three
primary surfaces, (1) ceilings, (2) walls, and (3) floors, which must be

considered.

Ceilings:

Ceiling systems in the light to medium laboratories offer little or no
problem. Acoustical tile and ceiling systems are available with a wide
range of absorption coefficients. These are usually installed by one or

two methods, either by suspending a grid or surface mounting.

In the heavier laboratories, however, ceiling materials do tend to present
a problem. Three possible approaches which might be taken are: (1) the use
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‘ of acoustical decking, (2) the use of acoustical clouds which are suspended
from structure, or (3) the use of a combination of both acoustical decking

and acoustical c¢louds.

Regardless of the approach taken, a minimum ceiling absorption of 60%, and
preferably 75% should be maintained in all areas. (Office, classrooms,
1ight laboratories, medium laboratories, heavy laboratories and extra heavy

laboratories.)

Walls:
When selecting interior wall finishes, smooth hard surfaces should be avoided.

The exception to this would be the sending or source end of a classroom.

One of the least expensive and most efficient (acoustically speaking)

. materials which can be used in the construction of walls, is 1ight weight
masonry block. Some other approaches which can be taken to increase sound
control, are wall mounted acoustical panels, heavy gathered draperies and
wall mounted carpet, depending upon the area and the degree of flexibility

desired.

Floors:

Last but not least, probably the most effective means of sound control is
acoustical floor covering (carpet). This tends to control the sound closest
to its source. It is recommended that this type of acoustical treatment

be employed in any area to which lends itself, especially the classroom,
office, light and medium laboratories which have built-in capabilities for
flexibility. (NOTE: Additional considerations may be necessary to control

static electricity in some laboratory situations.)
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The following are some acoustical do's and don't's, as presented by Daniel

S. Briggs, Vincent G. Kling and Associates, Philadelphia, Pennsylvania,

and Lyle F. Yerges, Consulting Engineer, Downers Grove, I1linois in the

sixth edition of Arhictectural Graphic Standards.

CONSIDERATIONS FOR THE ACOUSTICAL DESIGN OF SPACES

D0'S

Do use absorptive materials

on surfaces which might other-
wise cause objectionable
reflections.

Do use diffuse, convex surfaces
designed to distribute sound to
listening areas.

Do keep the "sending" or source
end of a room hard and reflec-
tive.

Do maintain the integrity of
walls and enclosing surfaces,
seal all holes and openings.

Do consider the mechanical and
electrical equipment as an inte-
gral part of the building's
acoustical design.

Do use qualified professional
advice on any space with acous-
tically critical requirements.

Do avoid noise problems by
choosing quict equipment, acous-
tically adequate constructions,
choose all materials for their
acoustical properties as well

as for their other characteris-
tics.

DON'T'S

Don't «ssume that acoustical
desig:n :eans covering the
entire ceiling with acous-
tical tile.

Don't use "pure" geometric
shapes. Concave, circular,
or elliptical surfaces,
cubical rooms, etc. require
special consideration.

Don't surround 1

. acoustical '
"source" with absorbent

materials.

Don't penetrate or pierce
walls, floors, or enclosing
partitions unless absolutely
necessary.

Don't ignore the mechanical
and electrical systems; they
not only generate noise, but
they provide "leaks" and
paths for sound transmission.

Don't assume that sound con-
trol is some form of applied
"treatment" or hardware
accesscry.

Don't choose equipment based
upon initial cost alone, assum-
ing that problems which may
arise can be cheaply corrected
later with acoustical materials.
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ILLUMINATION

Visual comfort and efficiency are achieved where the total environment has

been conditioned and balanced. In other words, a consistently high level

of 1ight should be avoided since this tends to create a sterile hospital like

environment. By varying the light levels, an environment which is not only

physiologically adequate, but also psychologically pleasing can be achieved.

Lighting fixtures should not produce a surface brightness on the fixture or
the ceiling that exceeds ten times the tasks brightness. In no case should
a bare bulb be visible. All areas should have lighting fixtures sufficient

to provide and maintain a minimum amount of footcandle lighting evenly

distributed at the working surface level. (NOTE: The efficiency of lighting

systems will be affected by the color of the floor, ceiling and walls.)

The following are minimum levels of illumination for various tasks as

recommended by the Illumination Engineering Society:

I1lumination Recommendations Based on I.E.S.

Footcandles:
1.5 -- Parking
5 -- Parking - TV Viewing - Construction
10 -- Storage - Rough Stock - Receiving
20 -- Lobbies - Auditorium - Corridor - Stairway - Dining
30 -- Lavatories - Corridors - Conference Rooms - Casual Desk Work -
Cafeterias
50 -- Classrooms - Stores - Reading Rocms - Testin. - Inspection -
Rough Assembly
70 -- Proof Reading - General Assembly - Testing - Inspection
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100 -- Drafting - General Assembly - Testing - Inspection - Counter
Displays

150 -- Fine Drafting - Fine Assembly - Testing - Inspection - Display Lightin’
Sewing - Severe and Prolonged Seeing Tasks - Medium Severe Office
Tasks

200 -- Fine Drafting - Extra Fine Assembly - Testing - Severe Office Tasks -
Sewing

500 -- Color Identification - Minor Surgery - Special Inspection - Testing

Very Severe and Prolonged Visual Tasks
NOTE: Task brightness is based on foot lamberts which, in turn, is derived

from footcandles multiplied by the reflective factor of the working
surface.

ATMOSPHERIC CONTROL

Thermal environment is gaining recognition as a factor in learning, just as
acoustics and lighting have. No longer are the heating, ventilating, and
air-conditioning systems considered only in light of maintaining healthful
conditions, but also as an environmental component which is necessary to ‘
provide for an optimal learning situation. This requires that interior
atmospheric conditions be controlled within relatively close talerances.

Research indicates that the temperature should range from 70-74° F in class-

rooms and light laboratories and 68-70° F in the medium, heavy, and extra

heavy laboratcries. The relative humidity should rznge from 40-60% and the

lineal movement of eir should range from 20-40 fpm (feet per minute). These

tolerances should be maintained throughout the facility (all laboratories

included).

Special Ventilation:

Various areas in the facility create special ventilating problems. Spaces
with large numbers of people assembled should have ample ventilation and

provide at least one and one-half cfm (cubic ieet per minute) per square ‘
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foot, if air-conditioned, and at least 15 cfm per person and at least 2 cfm

per square foot using outside air and mechanical ventilating system.

Toilet rooms, food laboratories, kitchens, and other spaces generating odors

should have positive exhaust ventilating facilities.

Fume hoods in laboratories should have non-corrosive ducts and have a positive

exhaust control.

Drying rooms in the vgcational shops should be provided with separate

mechanical ventilators.

Ventilation:

a. Mechanical power exhaust ventilation should be installed in all
shop facilities in which dust, gases, fumes, or odors might be
produced in sufficient quantity as to be deemed to be prejudicial
to the health and well being of occupants.

b. A built-in mechanical exhaust system must be provided for each

internal combustion engine, heat treating furnace, spray
painting booth, and the outboard motor test tank.

c. Welding areas should be equipped with a mechanical exhaust system
specifically designed for such a purpose.

d. Exhaust collecting hoods should be a minimum of 7' - 6" above
finished floor.

e. Mechanical dust and chip collecting systems are highly recommended
for the woodworking area.

f. Consideration should be given to cleaning and recycling tempered
air in industrial laboratories.

NOTE: A1l information on pages 11-16 was directly taken from:

Considerations for Laboratory Planning, by Dr. George Mehallis
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SERVICE SYSTEMS

Electrical:

As teaching techniques increase in sophistication, electrical installations
become more complex and increasingly important. The following is a check
1ist of electrical considerations:

a. All laboratory facilities should be serviced with at least
three-phase, four wire, 208-220 volt service. Some new
installations carry 480 volts.

b. A1l motors, one-half horsepower or more, should be three-phase
and conform to the Fire Underwriters and N.E.M.A. codes (National
Electric Manufacturer's Association).

c. Emergency cut-off switches preferably with the mushroom type
push buttons, and properly labeled, are required for safety
and should be strategically located on each wall of the laboratory
so that the instructor will always be with reasonable proximity
of such a switch when the class is in session.

d. Power controls should be centralized on a flush mounted, locked
master control panel with a "Power On" pilot light and should
be located near the entrance door inside the laboratory.

e. For greater flexibility, additional grounded type wall outlets
should be provided on approximately 10' - 0" centers along the
wall of the laboratory. Location of equipment in the laboratory
should be planned in advance to enable the architect to establish
the necessary outlets and emergency switciies which must be
included in the preliminary drawings. NOTE: "Power poles" can
add much to the flexibility of some laboratories.

f. In all laboratory or laboratories, every portable and stationary
electrically operated device or motor such as a grinder, heating
oven, portable hand and stand lamps, should have its framework
effectively grounded. All portable electric tools and machinery
should be equipped with ground cornector plugs to fit grounded
receptacles in conformity with national safety regulations.
NOTE: The use of busduct js recommended for power distribution
in heavy shops.

g. Individual pieces of motorized electrizal equipment, except
portable hand tools, should be controlled by a magnetic type
switch or other similar arrangement whereby each piece of equip-
ment must be manually reactivated after current interruption.
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It is necessary that the power requirements, floor area and weight
of all equipment and machinery be obtained from manufacturer's
catalogs and given to the architect so he can have the weight load
distributed and service connections properly located.

Overhead recoil type extension cords are recommended for power
mechanics area and other instructional areas utilizing portable
electric equipment. Electrical receptacles extending above the
floor away from the wall are not recommended. Such electrical
outlets limit flexibility and change and present tripping hazards.

Machinery located away from the wall should be serviced through
a junction box with a rigid conduit, securely braced and bracketed,
extending to the electrical controls of the machine.

A waterproof exterior outlet shc.ld be provided outside each overhead
door of any power mechanics or automotive laboratory.

Raceways should be provided in all instructivonal areas for television
antenna and/or closed circuit systems.

The air compressor should be located in such a manner that it can be
acoustically isolated.

A separate conduit should be provided for the fire alarm system.

Regulated pressurized air outlets should be provided at regular
intervals around the walls of machine shops, auto shops, fluid

power mechanics laboratory, and any other heavy or extra heavy

laboratories where air is needed.

Facilities housing commercial food programs should be equipped with
an auxiliary generator to insure the operation of food freezers and
coolers.

General Flumbing:

a.

Auto mechanics laboratories should have, near the outside doors,
a grill covered drainage trough with a pitched bottom and a hose
bib at the highest level for flushing drains.

A water supply should be located in the auto laboratory and near
the outboard motor test tank. A water supply should also be inside
the building, but near the outside door.

Plumbing lines, sumps and traps should be located so they are easily
accessible for maintenance and repair.

Clay interceptor traps should be attached to the sink in any ceramic
arts areas to keep clay, plaster and other solids from clogging the
sewer lines.

When acid or other corrosive chemicals are used, as in electroplating,

etching or photography, acid-resistant sinks, drains, traps and
piping should be installed.
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f. Avoid placing machinery on or extremely cicse to pipes and columns
because noise and vibration will be transmitted needlessly to
other areas.

g. FEach laboratory should have hot and cold running water.

h. A wash station should be provided for each five students in heavy
and extra heavy laboratories. A built-in kitchen type sink is
adequate in the mechanical drawing rvoom and other medium and
light laboratories.

i. Wash stations should be located near corridor entrance and
situated awsy from the electrical control panel.

J. Wall surfaces at wash basins in laboratories should be maintenance
free,

Sanitary Plumbing:

Well located and properly maintained sanitary facilities are essential for
the health and comfort of the school occupants. NOTE: REFER TO P.A. I,
1966, "MAKING FACILITIES ACCESSIBLE FOR THE PHYSICALLY HANDICAPPED".

a. Water Supply - A safe water supply which is capable of providing

30 gallons per day based on single session capacity
of ithe facility.

b. Toilet Rooms - Toilet facilities should be available for both
sexes on each floor of each building.

Floor drains and hose bibs should be provided in
each gang toilet room.

Soap dispensers, waste containers, mirrors, bock
shelves. and hand drying facilities c<aould be
provided in each gang toilet.

Hct and cold water should be provided to all
lavateries.

c. Water Closets,
Urinals,
‘avatories, &
Drinking
Fountains - The following table indicates the ratios of sanitary
fixtures which should be considered minimum.
Based on single session capacity of facility.
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Enrollment Lavatories Drinking
‘ Boys Girls Total WC/Girls WC/Boys Urinals/Boys Boys/Girls Fountains

150 150 300 4 2 4 4 3
200 200 400 5 3 5 5 4
300 300 600 7 4 7 6 5
400 400 800 9 5 9 7 7
500 500 1000 11 6 n 9 8
600 600 1200 13 7 13 1 9
800 800 1600 16 8 16 12 n
1000 1000 2000 18 9 17 13 12

NOTE: Additional information is available in Bulletin 412, Chart VI Health
Standards.

d. Service Sink - A service sink with both hot and cold water should
be provided in each custodian's closet and at
least one custodian's closet should be located
on each floor.

SPECIAL SAFETY CONSIDERATIONS

1. The floor around each power machine should be coated with a non-slip
surface.

. 2. Safety zones, color coded, should be placed around each piece of power
equipment, and wherever else necessary, such as for marking aisles of
travel, or storage areas.

3. Distinct aisles of travel should be provided for free flow of student
traffic between all areas and points of common usage, such as storage
rooms, finishing rooms and common machine areas. Aisles of travel should
not be Tess than three feet in width, and preferably four feet.

4. Saiety and full visibility by the instructor are prime considerations in
the arrangement of work areas and wrrk stations.

5. Fire extinguishers should be a dry chemical type and should be con-
veniently located near points of danger and marked or labeled
conspicuously.

6. Compressed air distribution lines should have a diaphragm type regulating
valve to reduce the pressure to the amount required for safe operation
of equipment.

7. Chip shields in the machine shop and ultra-violet shields in the welding
shops should be used for eye safety.

8. Spacing between benches, machinery, equipment and aisles should be
sufficient for safety and free passage. This is determined by the nature
of the work and the equipment involved, but should be not less than

. three feet and preferably four feet.
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9. Guard rails installed to separate machine arcas from handwork arcas
are generally not recommended, but guard rails are recommended to
separate flywheel machinery from one another and from other work
areas. This would apply to punch presses and printing presses.

10. A first aid cabinet of approved size and content should be provided in
each laboratory.

11.  An approved fire blanket should be provided in any area where grease
and volatile liquids are used. Autc shops, bakery and home economics
rcoms especially need this form of safety equipment.

12. Volatile liquids must be stored in approved safety cans and bulk
storage of such liquids inside the shop is prohibited by insurance
regulations and fire laws.

13. Paints, finishes and thinners must be housed in metal cabinets in the
shop or laboratory.

14. For fire-spread prevention, it is recommended that concrete step-up
and step-down structure between corridor and shops where gasoline and
diesel fuels are used be provided.

15. Increasingly, states are passing laws requiring the wearing of safety
goggles or glasses, even by visitors, in all shops. Accordingly,
there are available eye safety cabine“s with sterilizers for general
use. One of these should be specified for nearly every type of
facility.

16. Provide first aid station with a cot for those who might become i1l
during the school day.

NOTE: ALL CONSIDERATIONS LISTED ABOVE SUBJECT TO FIRE MARSHAL APPROVAL.
SITE

In planning occupational education facilities, just as in any other educa-
tional facilities, site is a prime component. Criteria for the selection
of site can be divided into two areas of major concern, the appropriateness
of the site and the economy of the site. The following lists constitute
considerations which should be made with respect to the above mentioned

concerns.
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Appropriateness of Site:

1.

A <ite should be selected which is close to the population center
of the area which will be served, or which will minimize the

mean distance traveled in commuting from the home school to the
area center.

wWhen possible, a site should be selected which will stimulate and
promote the economic growth and development of the area.

Close proximity to airport approaches, railroads or any other
situation which produces ambient noise of a level which will
detract from the learning process should be avoided.

A site should be selected which is highly accessible to transporta-
tion arteries.

Economy of Site:

1.

Whenever possible a site should be selected which has existing
utilities and service available.

Careful consideration should be given to the soil conditions of
the site to avoid excessive cost of construction due to unique
footing requirements.

Avoid the uneconomic, hazardous, or unnecessary use of flood
plains when selecting a site.

Topography of the area should be such that it does not require
massive and economically excessive alterations to gain optimum
use of the site.
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Valentine, I.E., and Conrad, M.J., Project Coordinators, Progress Report:
Vocational-Technicai Facilities Project, Center for Vocational and
Technical Education, Ohio State University, Columbus, Ohio, 1967.

---------------- » A Comprehensive Concept for Vocational Education Facilities,
Vocational Instructional Materials Laboratory, Department of Vocational-
Technical Education, Indiana State University, Terre Haute, Indiana, 1968.

---------------- » Area Community College/Area Vocational School Construction
Guidelines, State of Iowa, Department of Public Instruction, Des Moines,

[owa, 1966.
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----------------- , Area Vocational-Technical School Construction Guide, Texas

Education Agency, Austin, Texas, 1967.

----------------- , Industrial Education Facilities: Planning Better Shops,

Department of Public Instruction, Division of Vocational Education,
Revised, 1964.

----------------- » Instructional Hardware/A Guide to Architectural Require-
ments, Educational Facilities Laboratories, New York, New York, 1970.

................. » Planning Guide for Construction of High School Vocational

Facilities, Georgia State Department of Education, Atlanta, Georgia.

................. , "Planning Sheets for Various Trades", Commonwealth of
Kentucky, Department of Education, Bureau of Vocational Education,
Frankfort, Kentucky.

----------------- » Recommended Sizes in Square feet for Vocational Trade and

Industrial L.poratories, Department of Education, State of Missouri,
Jefferson City, Missouri.

----------------- , School Plant Planning Handbook, (Bulletin 412}, Michigan
Department of Education, Lansing, Michigan, Revised, 1970.

----------------- , Shop & Laboratory Space Recommendations (Trade, Industrial,
and Technical Education), The University of the State of New York, New
York, 1966.




IMPLEMENTATION RESOURCES
FOR
PROGRAM STAFFING

Structual Communication - Exercise 6 has its focus on Program
Staffing, in order to provide resources for that area, the following
items are included.

1. Memo Outling Areas of Concerns For Program Staffing Needs

NOTE:

The information in this section may serve as resource
material for Structural Communication Exercise 6,

pp A-57--A-68. 1In addition, Exercise 6 illustrates
"how" these resources may be utilized in meeting the
specific needs of the advisory committee as it deals
with this function.




AREA OF CONCERNS FOR PROGRAM STAFFING MEMO

A memo outlining program staffing needs should include some of the
following areas:

A. QUALIFICIATIONS
1. Education - Minimum degree required

2. Experience - Both teaching and/or administrative, and
industrial experiences should be included.

3. Certification Requirements - Whether a teaching degree is
necessary, and whether vocational certification will stand
alone.

B. ANNUAL SALARY

1. 1Include salary range, duration of contract, fringe benefits
and vacation allowance.

C. DUTIES AND RESPONSIBILITIES

D. METHOD OF APPLICATION
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IMPLEMENTATION RESOURCES
FOR
PROGRAM REVIEW

In order to provide support for the advisory committee function

of "Program Review" the following resources have been provided:
g

l. State Department Review Questionnaire for Advisory Committees

2. Certification of Review

3. Schedule for Advisory Committee Review

4. Memo regarding Advisory Committee Review Format

5. Guidelines for Vocational EQucation for the Handicapped

6. Vocational Alternatives Available for the Handicapped

Contributors to this section were:

Vocational and Technical Education Service
State Department of Education
Lansing, Michigan

NOTE: The information in this section may serve as resource
material for Structural Communication Exercise 7,
pp A-69--A-79. 1In addition, Exercise 7 illustrates
"how" these resources may be utilized in meeting the
specific needs of the advisory committee as it deals
with this function.
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REVIEW QUESTIONNAIRE FOR ADVISORY COMMITTEES

Program Name 0.E. Code

Rate each statement on a scale of 1 to 5 as it applies to program quality.
Oone (1) being poorest quality and five (5) being highest quality. If there
is insufficient data, check in column on the right.

Insufficient
1 2 3 4 5 Data Comments|

1. The program provides students
with job entry skills .
required for employment

2. Rate the condition of the
instructional equipment
currently being used.

3. The instructional equip-
ment is representative of
that currently used in the
occupation.

. 4, Provisions have been made
for the updating and
replacing of equipment.

5. Tthe space allocation is
adequate for the program.

6. The safety of the student
is considered in the layout
of the facility.

7. School based job placement
services are available to
all students.

8. The advisory committee is
providing school officials
with information on job
opportunities.
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REVIEW QUESTIONNAIRE FOR ADVISORY COMMITTEES .

Insufficient
1 2 3 4 5 Data Comments
9. Guidance and counseling

services are provided which

make students aware of career

opportunities.

tor k kX k¥ k %k k k¥ kx k k % %k % %
Insufficient
Yes No Data

10. Goal Statements have been defined
for the program.

11. Job o»osportunities currently exist
for students completing the program

12, Steps are being taken to ensure that '
disadvantaged students are enrolled .
in and have the opportunity to
complete the program.

13. Steps are being taken to ensure that
handicapped students are enrolled in
and have the opportunity to complete
the program.

14. Identify major strengths of program:

15. 1Identify major weaknesses of program:
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DIRECTIONS AND CERTIFICATION SHEET

Directions

As you examine the questionnaire, keep in mind that the statements represent only
those items that are considered as a minimum for review by the advisory committee.
Tabulations from the committee review should be compiled and presented to the
proper school administrators, teachers, and others responsible for vocational
education programming. Tabulations should be made for each program being offered
and a composite report should be on file in the district. This review process
involves only occupational training programs and need not include regular consumer
education and home economics.

In some instances it may be desirable to conduct an advisory committee review for
programs less often than on an annual basis. All programs must be reviewed at
least once every three years. All new programs must be reviewed at tne end of
the first year of operation. If the local educational agency does not wish to

conduct an annual review for all programs, a schedule is attached, for your use,
to indicate which year reviews will be conducted for all programs.

CERTIFICATION OF REVIEW
1975
Instructions
On or before July 1, 1975, this certification of review should be returned to
Mr. Philip Bailey, Supervisor, Secondary Unit, Vocational-Technical Education
Service, P. 0. Box 928, Lansing, Michigan 48904.

NOTE: Do not return the completed review questionnaires.

Name of Educational Agency

I certify that occupational advisory committees for the vocational programs under
my jurisdiction have completed their review of program activities as specified
in the Program Standards of Quality.

Date Signature of Superintendent or Authorized Official

Date Signature of Contact Person

Telephone Number of Contact Person
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SCHEDULE FOR ADVISORY COMMITTEE REVIEWS

School District Name

Contact Person

INSTRUCTIONS :

If your school district does not wish to conduct an advisory committee
review for all programs on an annual basis this schedule must be completed.
A1l approved vocational education programs for the district must be

Tisted. Then, indicate by checking the appropriate year when the review
will be conducted. This schedule must be returned with the certification
of review for 1975.

Completed
1974 1975 1976 1977

Program Descriptor 0.E. Code
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STATE OF MICHIGAN

° @ DEPARTMENT OF EDUCATION

Vecutional Gducation and Careor Developmsni Serviess STATE S3OARD OF EDUCATION
DR. GORTON RIETHMILLER

Box 928, Lansing, Michigan 48904 Presiden:
JAMES F O'NEIL
JOHN W PORTER Vice President

Soper o DR MICHAEL J DEER

Publc Instruction y
BARBARA A. DUMOUCHFLLE

Treasurer

MARILYN JEAN KE!1LY

ANNETTA MILLER
WILLIAM A SEDERBURG
EDMUND F VANDETTE

TO: Superintendents of Schools, Directors and OOV. WILLIAM G MILLIKEN
Shared-Time Directors of Vocational Education Ex-Officie
FROM: Addison S. Hobbs, State Director, Vocational-Technical

Education Service
SUBJECT: Occupational Advisory Committee Review Format
DATE: October 15, 1974

The accepted Program Standards of Quality require the involvement of
advisory comnittees in the review of each occupational program. This

. standard is based on the premise that advisory committees serve an
important role in the efforts of local educational agencies to improve
program quality and related services.

The enclosed questionnaire is designed as an aid to advisory committee
members in the review process and focuses on performance Sbjectives,
equipment and facilities, job opportunities, placement and guidance and

- counseling services. It should be noted that this review fsmmat is in
addition to, but need to supplant any locai review or evaluative procedures.
You may wish to add additional items for further review and study by the
advisory committee.

It is suggested that copies of the tabulated report be made available
to school administrators, vocational directors, and instructors of the
school district responsible for the occupational program.

On or before July 1, 1975, you should return the attoched certification
of review to Mr. Philip Bailey, Supervisor, Secondary Unit, Vocational-
Technical Education Service, P. 0. Box 928, Lansing, 48904.

Attachment

o
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GUIDELINES FOR VOCATIONAL EDUCATION

FOR THE HANDICAPPED--PUBLIC ACT 198

‘lany states have a Mandatory Special Education Act. Michigan,
however, is the only state that mandates vocational education for
the tandicapped. As pointed out in the Act, this emphasis must
be implemented.

The following pages illustrate vocational alternatives for the
handicapped. The Vocational-Technical Education Service Special Needs
Unit is prepared to assist and provide leadership in fulfilling this
obligation.

SEC. 613. THE ROARD MAY AUTHORIZE OR ORDER THE SUSPENSION OR EXPULSION
FROM SCHOOL OF A PUPIL GUILTY OF GROSS MISDEMEANOR OR PERSISTENT DIS-
OBEDIENCE WHEN IN ITS JUDGMENT THE . /TERESTS OF THE SCHOOL MAY DEMAND
IT. 1IF THERE IS REASONABLE CAUSE TO BELIEVE THAT THE PUPIL IS HANDI-
CAPPED AND THE LOCAL SCHOOL DISTRICT HAS NOT EVALUATED THE PUPIL IN
3CCORDANCE WITH RULES OF THE STATE BOARD, THE PUPIL SHALL BE EVALUATED
IMMEDIATELY BY THE INTERMEDIATE DISTRICT OF WHICH THE LOCAL SCHOOL DIS-
TRICT IS CONSTITUENT...[P.A. 198 OF 1971]

Graduation f£rom Special Education Programs

Handicapped persons may graduate from the regular education pro-
gram by completing the requirement established by the operating school
district for students in regqular education. This usually includes comi-
pletion of a minimum of 16 units or credits including English, algebra,
history, science and like subjects.

As was mentioned in Chapter VI, the minimum program criteria for
handicapped students whose disability is su h that they cannot complete
the regular graduation criteria are pre-vocational, personal adjust-
ment and vocational education.

Local districts wishing to graduate students from a special educa-
tion program must be authorized to do so in the intermediate plan.
(R 340.1701 Sub-rule 5)

Graduation is considered a change of educaticnal status. As such,
the operating school district is required to call an EPPC prior to grad-
uation in accordance with R 340.1722 and R 340.1723.
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NOTE: Section 10 of P.A. 198 along with R 340.1701, Sub-rule 5,

13 and 15; R 340.1733b, c and e are written in such a way as to
prohibit any school district from graduating a handicapped verson
from a special education program whose disability is such that the
special education student cannot complete an approved vocational
education program. An approved vocational education program is one
approved by Vocational Education Services, Michigan Department of
Education or a special vocational education program approved in the
intermediate School District Plan for Special Education, or an in-
dividual vocational training program if administratively approved by
the intermediate school district. (For more information refer to the
chart in Chapter VI entitled Vocational Alternatives Available for the
Handicapped) .

As a general rule, school districts cannot graduate the severely
impaired, trainable mentally impaired or any other handicapped person
from a special education program who are not capable of completing
vocational training. It is recommended that school districts with
secondary special education programs identify other terminal criteria
and develop a list of terminal competencies so that parents and stu-
dents will be aware of the graduation criteria at the time the stu-
dent enters the secondary special education sequence.

The district of residence must provide or cuntract for special
education programs and/or services through age 25 to handicapped per-
sons who are not capable of completing a regular education program or
a special education program leading to a high school diploma. (Sec.
298c, Sub-section £, Section 771a of P.A. 198 of 1971 and R 340.1701,
Sub-rule 5)

Follow Up

Rule 132. AN INTERMEDIATE SCHOOL DISTRICT PLAN...SHALL...DESCRIBE THE
MEANS BY WHICH THE LOCAL SCHOOL DISTRICT AND THE INTERMEDIATE SCHOOL
DISTRICT WILL DETERMIME THE EFFECTIVENESS OF SPECIAL EDUCATIONAL PRO-
GRAMS AND SERVICES, AND THE EDUCATIONAL PLAN FOR EACH HANDICAPPED P<R-
SON. THE FOLLOW-UP SYSTEM SHALL INCLUDE A PROCEDURE FOR DETERMING THE
SCHOOL-COMMUNITY ADJUSTMENTS OF HANDICAPPED PERSONS FOR NOT LESS THAN
1 YEAR FOLLOWING TERMINATION OF THEIR SPECIAL EDUCATION PROGRAMS AND
SERVICES. [R 340.1832, SECTION 1.5]
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IMPLEMENTATION RESOURCES
FOR
THE IDENTIFICATION OF COMMUNITY RESOURCES

The function of "Identifying Community Resources" is supported
in tnis Guide by the following resources:

1. Proposed Model for Career Education Action Council

2. Sample of Human Resource Roster

3. Public Law 97 - The Michigan Career Education Act

4. HEW Career Education Clusters

5. Occupational Clustering for the Comprehensions Career

Education Model

Contributors to this section include:

Louis Easterling, Manager

Michigan State Chamber of Commerce

Lansing, Michigan 48933

Career Education Planning District #15
Clare, Michigan

United States Office of Education
Washington, D.C.

NOTE: The information in this section may serve as resource
material for Structural Communication Exercise 8,
pp A-8l1--A-91. In addition, Exercise 8 illustrates
"how" these resources may be utilized in meeting the
specific needs of the advisory committee as it deals
with this function.
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A PROPOSED MODEL FOR A CAREER EDUCATION ACTION COUNCIL

—] 1. WORKSHOPS

—41. WORK EXPERIENCE

= ON-THE-JOB TRAINING

BUSINESS INDUSTRY LABOR GOVERNMENT PUBLIC EDUCATION
CAREER EDUCATION
ACTION COUNCIL
EXECUTIVE
DIRECTOR
CLEARINGHOUSE OF
COMMUNITY RESOURCES
INSTRUCTION COUNSELING MANAGEMENT
SERVICES
CAREER AWARENESS IN-SERVICE TRAINING
l. FIELD TRIPS 1. JOB REQUIREMENTS INFORMATION

2. CLASSROOM VISITS

2. OPPORTUNITIES
3. ADVANCEMENTS, ETC

PUBLIC RELATIONS

CAREER EXPLORATION

1. EXPLORATORY WORK
EXPERIENCE

2. RESOURCE PERSONNEL
(a) INFORMATION
(b) DEMONSTRATIONS

RESOURCE FOR SPECIFIC
CAREER COUNSELING

CONSULTING

1. MANAGEMENT
2. OPERATIONS
3. MAINTENANCE

CURRICULUM
1. DEVELOPMENT
2. UPDATING

JOB PLACEMENT

TUTORING

ECONOMIC EDUCATION

2. SEMINARS

FOR EDUCATORS

2

{2 INFORMATION

CAREER PREPARATION
WORK EXPERIENCE

Co-oP
WORK STUDY




A HUMAN RESOURCE ROSTER
FOR. CEPD 15




A HUMAN RESOURCE ROSTER FOR CEPD 15
This roster has been established to assist educators, students, and others who
are interested in human resources.
The roster idea was designed and established through the efforts of all those

listed on the roster, and thirty consultants from CEPD 15.

HOW TO USE THE ROSTER:

1. FIND AN AREA IN WHICH YOU FEEL YOU WOULD LIKE SOME ASSISTANCE i.e. AGRICULTURE.

2. FIND THE SPECIFIC AREA DESIRED i.e. SHORTHORN CATTLE.
3. LOOK TO THE RIGHT COLUMN (RESOURCES BY AREA) FIND A NUMBER i.e. 153

4. TURN TO THE RESOURCES BY NUMBOR SECTION AND LOCATE THE SELECTED NUMBER.

5. CONTACT THE INDIVIDUAL LISTED FOR THE SELECTED NUMBER AND ASSISTANCE DESIRED.
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CAREER EDUCATION PLANNING DISTRICT NO. 15

AREA
AGRICULTURE
ANIIIAL HUSBANDRY
ANINAL TRAINING

ELEVATOR HANAGE!ENT
FARLIIG

FORESTRY
HORTICULTURE
IIATJRAL RESOURCES
SHORTIIORN CATTLE

ART

CARTOONING
CERAMICS

DRAVING

FIGURE PAINTING

IMPRESSIONISH (EUROPEAN TRAVEL)
OTHER ART AREAS

PAINTING

SCULPTURE

VATER COLOR

BUSIIESS
ADVERTISING
AGRICULTURE BUSINESS MANAGEMENT
BOOKK EEPING
BUSINESS MATH
CLERKING (SECRETARY)
CLERKIIIG (STORE)
DISTRIBUTIVE EDUCATION
ECOII0I{ICS
ECONOIICS OF LIVESTOCK
FEDERAL INCOME TAX

HUMAl RESOURCE ROSTER .

RESOURCES BY CODE NUMBER
1

1

a27

164

30, 164, 165, 299
31, 117, 164

164, 165, 275, 288
164

32

33, 118, 166, 260

34

293

2, 120, 121, 260, 280

121 .
107

2

2, 119, .30, 280

119

167

35, 36

34, 330

164

207, 319, 330
319, 330

123, 278, 306
b, b2, 173

36, 171, 308, 330
172, 330

164

95 ‘




RESOURCE BY CODE NUMBER
| ‘coma NAME FHONE TUTOR FREE TIME AVAILABLE

1.  MARILYN GRANT L35-7088 1 or 2 hours Veekly
2. MRS. MARTIE EHINGER L65-2181
3. ARNOLD NUTT 435.9813 X X Evenings
4, JUDY NICHOLS L35~.7771 X X WWeekends & Evenings
5. BEVERLY RISE 435-9350 X X Anytime Except Monday &

Tuesday Nights
6. MARY HUBER 426-5680 X
7. JUDY JOHSTON 435-9558
8. DONNA KLINE 426-9575 X
9. TOM MATTESOHN L26-8236
10. SHARON FRENCH L35.7622 X Depends on VWork
11. ANTHONY CITRIN None
12. JOHN DUNLOP 386-9459 X
13. DICK MERKLE 435-9207
1k, GARY SHELANGOVSKI 435-9688 X
15. JIl FABER 435-9020

' 16. REBECCA PHILLIPS L35-7773 |
17. BILL ASHCROFT 539-9173 |
18. DON HUDSON 426-9397
19. JIMMIE RICE 435-7774
20. CHARLEEN SWAN 386-3220
21. MRS. CHARLES BALLARD None Don't Know
22. GRACE LARBZLL 588-2653
23. ANN SWINGLE 435-7090
24, KATHY BRUBAKER 426-9890
25. FLORENCE PETERSON 435-7060 Anytime
26. SUE MYERS 435-9259
27. PEGGY BRUSHABER 435-9984
28. VIRGINIA PRESIDIO 435-7090
29. TOM PORTER Lgs-4521
30. GBORGE BRADLEY 386-2516 X
31. WAYNE PATTERSON 386-7u423 X  School & Non School Time
32. REV. CHARLES HILLIARD 385-9198 X  Would Take Time
' 33. LUCILLE SMITH 386-9251 9 a.m.-12 noon Monday-
Friday
B-126
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Act No. 97
Public Acts of 1974
Approved by Covernor
May 7, 1974

STATE OF MICHIGAN
77TH LEGISLATURE
REGULAR SESSION OF 1974

Introduced by Reps. Dively, Nelson, McCollough, Smart, Geerlings, Kildee, Bennett, Hellman, Vaughn,
Smith, Bryant, Mowat, F. Robert Edwards, Engler, Kehres, Crim, Montgomery, Elliott, Smit and
Jowett
Reps. McNeely, Keith and Stackable named as co-sponsors

ENROLLED HOUSE BILL No. 4422

AN ACT to promote the planning and development of career education programs; to create a state
career education advisory commission and local career education planning district councils and to
preseribe their powers and duties; and to prescribe the powers and duties of certain state departments and
ALCNCIeS.

The People of the State of Michigan enact:
See. L This act shall be known and may be cited as the “career education act".

See 2. As used in this act:

(a) "Career education” means programs for K-12 students designed to create career awireness.
onientation, eaploration, planning, preparation, and placement, to maximize career options available. and
to provide comprehensive career development. In addition, “career education” shall provide for the full
development of students to gain maximum self-development and fulfillinent from career preparation and
choice, and to maximize the capabilities of students to explore, analyze, prepare for, gain entry to, and
succeed in career choices.

(b) "Carcer education planning district” means a group of local educational agencies, including local
school districts and intermediate school districts, in geographic proximity to cach other and organized to
merease cooperation and articulation between local educational agencies as they pian to implement a
carcer education program.

(¢) “Local educational agency™ means local school districts and intermediate school districts and their
boards
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Sec. 3 The career education advisory commission, hereafter called the commission, is created in the
department of education. The commission consists of 20 members of which not more than 1/2 shall
represent the education profession. The members shall be appointed by the state board of education for
teruis of 2 years, except that o! the members first appointed, 10 members shall be appointed for 1 year
and 10 for 2 years. The state -upenntendent of public instruction or his designated agent shall be a
nonvoting, ex officio member and shall serve as chairman. The commission membership shall include
representatives of labor, business or industry, a noneducational state goveminental agency, local and
mtermediate school board members and administrators, a community college district, a 4-year college or
unversity, a neighborhood education authority, the state advisory council for vocational education,
parents, teachers, counelors, and students.

Sec. 4. (1) The commission shall evaluate current state, regional, and local efforts toward career
education and shall submit to the state board of education its findings.

(2) The commission shall recommend to the board guidelines and performance objectives for a
comprehensive career education program.

Sec 5. (1) The state board of education shall recommend statewide guidelines and goais for a
comprehensnve career education program not later than 9 months after the effective date of this act.

(2) The board in consultation with the commission and teacher training institutions shall develop a plan
tor professional personnel development to assure successful implementation of career education in all local
cducational agencies. The professional personnel development plan shall provide for the systematic
developiment of all professional personnel at both the pre-service and in-service levels and the criteria for
assessing the performance of these professional personnel.

Sec 6 (1) The state shall be divided by the state board of education into career education planning
districts. A planning district shall be structured to increase communication, cooperation, and planning
among 1ts member educational agencies and to coordinate and promote career education programs in the
district The nummber and boundaries of career education planning districts shall initially be as established
¢n January 1, 1974, and be reviewed annually by the state board of education based upon criteria to
include the following:

(a) Existing intermediate school districts.

(b) Geographical proximity of local educational agencies to one another.

(¢) Student enrollment

(d) Compatibility with service area boundaries of local educational agencies.

(2) A planning district shall be served by a career education planning district council whose
membership shall be recommended by local educational agencies within the district and selected on or
betore January 1. 1975, by the mntermediate boards of ed. ation in which they are constituent.
Membership shall not exceed 20, of which not more than 1/2 shall represent the education profession, and
shall mclude representatives of local and intermediate board members and administrators. the arts,
business or mdustry, a labor orgamzation or manpower agency, parents, teachers, counselors, and
students Al other local educatronal agencies shall be represented as nonvoting, ex officio members on the
conncl sers mg their area of the state. A career education planning district council shaii develop annually,
hegginming September 1, 1975, a comprehensive, cohesive, and well-coordinated career education plan,
utihzing the gndelines recommended by the state board ot education.

Sec. 7 Beginning with the 1975-76 school year each local educational agency shall have a
compreh msne career education plan ard shall establish performance objectives. Each local educational
agency s all annually thereafter evaluate and make recomimendations for its comprehensive career
educatom program utihzing gindelines and goals recommended by the state board of education. the
planning district's plan, and the local educational agency’s performance objectives and plan.

Sec 8. The department of education, in cooperation with other agencies, shall periodically compile
and make avalable to career education planning districts and local educational agencies informanon
pertaining to current and future job opportunities.

Sec 9. The department of education shall provide to the legislature and the govemnor by February 1.
1975. an estunate of the cost of implementing a comprehensive career education plan for the state.

s act s ordered to ake immcedate effect.
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HEW CAREER EDUCATION CLUSTERS

One of the systems by which career education was introduced
into the schools was through a series of occupational or career
clusters. The publication Career Education (DHEW Publication |
No. E 72-39) lists fifteen clusters as a working base for the |
study of a substantial number of the existing career opportunities.
The Following is a listing of these fifteen clusters:
Agri-business and Natural Resources
Business and Office
Health
Public Service
Environment
Communications and Media ’
Hospitality and Recreation
Manufacturing
Marketing and Distribution
Marine Science
Personal Services
Construction
Transportation

Consumer and Homemaking

Fine Arts and Humanities
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OCCUPATIONAL CLUSTERING FOR THE
COMPREHENSIVE CAREER EDUCATION MODEL

E
N
T Job Tech. School College or
R Cluster or Jr College University
Y LY | !
Y
C B A
S - Ve
E Schematic Representations of
L Different Two-Yezrs Cuntent
E l Module Combinations for Three
c Hypotheucal Students—-A, B, and C.
T
1
0 >~ Student C Student B Student A
N

.

Q8N

DOT OCCUPATIONAL CATEGORIES

I Professional, Technical, and Managerial
il Clencal and Sales
11 Farmung, Fishing, and Forestry

IV Processing
“4—— Vv Machine Tool
E VI Bench Work
VIi  Structural Work
: ﬁ_ﬁ@ VIl Service
Ry IX Muscellaneous
L ABCDEFG N oo &
o ¢
R< Care  Levels INSTITUTIONAL AREAS CAREER LEVELS
A = = 1. Public Service A Assistant, Laborer, Helper
T e e 2. Transportation {Unskilled)
! 3. Manufacture B. Machine Operator, Clerical
0o , 4. Natura! Resources: (Semiskilied)
N Production C. Craftsman, Technician, Supervisor
5. Natural Resources: (Skilied)
e Control D. Official, Middie Manager, Semi-
- 6. Commerce, Finance, Distribution professional
\'1\ 7. Communication and Media E. Semiprofessional, Professional
P 8. Construction F. Advanced Professional
A B{C|D|E[F|G}) .~ ¥ 9. Recreation G. Executive, Upper-Level Manager.
N earcer Lovrs NS 300 Arts and Humansties High-Level Planner ’
reer Levels ¥ 11. Health and Welfare
12. Education and Research
o r INSTITUTIONAL AREAS CAREER LEVELS
R S| Ars { 7 Communicaton and Media A. Unskilled
| H 10. Arts and Humanities Lower B. Semiskilled
E Science 5. Natural Resources. Contro! C. Skilled
N & 12. Education and Research D. Semipro-
2. Transportation Middie fessional
I< c ! . Commerce { 6. Commerce, Finance, Distribution { E. Professional
& 3. Manufacture F. Advanced
T Sc ,o\"’ industry 4. Natural Resources: Production Higher Profes-
! A LSt 8. Construction sional
o Llimln & Service, Health, { 1. Public Service G. Executive
N N and Welfare 9. Recreation
Career Levels 11, Hea!th and Weifare
T INSTITUTIONAL AREAS CAREER LEVELS
" I 2. Transportation A, Unskilled
A 3. Manufacture B8, Semuskilled
w 4. Naturat Resources: Pre *uction Lower C. Skilled
A Goods 5. Natural Resources: Control D. Semipro-
R S 6. Commerce, Firance, Distribution fessional
8. Construction E. Professional
E 1. Public Servie . F. Advanced
N G & 7. Communmication and Media Higher Profes-
€ <a S 9. Recreation sionai
S L H o eIVIC8S 4 10, Arts #nd Humanities G Executive
S o 11. Health and Welfare
9 \,s“ 12. Education and Rasearch
%_’

|

John F. Taylor, Ernest K. Montague, and Eugene R. Michaels, An Occu-
pational Clustering System and Curriculum Implications for the Comprehensive Career

Education Model.

{Alexandria, Virginia:

January, 1972, p. 19.
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IMPLEMENTATION RESOURCES
FOR
ESTABLISHING ADVISORY COMMITTEES

Although the eight major functions of advisory committees have been
defined, they are of little value without advisory committee members.
Consequently, the following resource material has been provided for
"Establishing Advisory Committees:"

l. Letter of Invitation to Serve on Advisory Committee

2. Format for Return Postcard

3. School Board Endorsement

4. Suggested guidelines regarding the Establishment and Use of

Advisory Committees - Extracted from State Administration
Guide for Vocational and Technical Education, 1974-1975

5. Organizational Charts

Contributors to this section of your Guide were:

Gerry Butts - Vocational Director
Alma Public Schools
Alma. Michigan

Paul Gould
Macomn County Community College
Warren, Michigan

NOTE: The examples cited in this section of the Guide are
intended to serve as a reference source in the develop-
ment of your methods of establishing Advisory Committees.
They are not the only method of obtaining this goal.




EXAMPLE LETTER OF INVITATION

(Name of School)

Date:

Name
Address
Address

Dear:

The (name of school) is in the process of involving citizens and edu-
cators in a complete evaluation 2f our Vocational Education Programs.
Because of National and State trends in Vocational Education and that
public schools have to provide every youngster with an opportunity to
obtain Vocational skills, we are faced with some critical problems in
course vfferings and how they affect young men and women. Due to the
nature of these issues and their future impact on our youth and community,
we are callinc for your help.

Our new State Vocational Education guidelines mandate that all Voca-
tional Education programs be approved and evaluated by local occupational
advisory committees prior to Department of Education approval.

May I take this opportunity to invite you to become a member of our
Occupational Advisory Committee. Your willingness to assist will help us
make better decisions concerning quality education for the young people
in our community.

Enclosed please find a flow chart showing the Occupational Committees:
we are asking you to serve on the circles committee. Please note we are
asking you to attend only (number) meetings on (dates of meetings). The
enclosed chart shows the meeting dates and agenrdas.

The card provided is .or your convenience. Please indicate your inten-
tions and reiurn it as s~on as possible.

Sincerely,




EXAMPLE OF ADVISORY COMMITTEE MEMBER RETURN POSTCARD

Will you be able to serve on the (name)
Advisory Committee?

Yes No

If yes, will you be able to attend the May 17, 1974,
meeting?

Yes No

If no, please indicate your best day and time for a
meeting:

Day of week:
Time:

B-143

183

L/ 2




EXAMPLE LETTER ANNOUNCING OFFICIAIL APPOINTMINT
BY COLLEGE PRESIDENT OR BOARD CHAIRMAN
(Letterhead)

Mr. Samuel Smith
Acre Tool Company
200 Main Street
Metro, MI

Dear Mr. Smith

The (name of school) Board of Trustees takes great pleasure in
welcoming you as a member of our working team. Your appointment to
serve a one-year term on the General Occupational Education Advisory
Committee was approved at last night's board meeting.

Your extensive background and experience in industry and your
interest in the school qualify ycu as a most valuable member of
this advisory team. Not only can this be an opportunity to con-
tribute of your talent to the industry, but to the community as well.

Thank you for your interest in (name of school).

Very sincerely yours,

Chairman
Board of Trusiees

B-144

184




EXAMPLE

ENDORSEMENT

It gives me great pleasure to advise you that your school zdminis- |
trative staff and Board of Education joins the Vocational staff in
soliciting your support in this worthwhile endeawvor.

The quality of a school system is to a great measure dependent
upon the citizen participation that takes place in the various school
activities. Your participation will make them better.

Rest assured that the recommendations which may be forthcoming
from your deliberations will receive thorough consideration by the
administration and Board of Education. ‘

Sincerely,

superintcendent
or
Comemunity C»llege President
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o3

Exampie of Local Vocational-Technical
Advisory Committee Organization

(Small School System)

Board of
Education

Superintendent
or Principal

T

General Advisory
Committee
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GUIDELINES FOR OCCUPATIONAL ADVISORY COMMITTEES

These committees serve one occupational area, or one specific
vocational or technical program. An occupational area is defined
as a program or area with an OE code specified to the second digit
beyond the decimal (e.g. 07.03 - Nursing). However, it will be
necessary in the various areas of home economics and trade and in-
dustry occupations to establish advisory committees representing
areas with an OE code to the fourth digit beyond the decimal (e.qg.
09.0201 - Child Care Services; 17.2306 - Welding; 17.2602 - Cosmeto-
logy) .

The purpose is to advise in the development and operation of
the total instructional program within that specific occupation.
These committees are generally organized on an individual local ed-
ucational agency hasis. However, this does not eliminate the develop-
ment of such committees on a CEPD basis if determined practical.
Such committees assist in the work of the general and/or CEPD co-
ordinatirg council with respect to the planning, development, and
requirements for establishment of nev programs or evaluation and re-
vision of existing programs.

Recommended Membership

1. At least three (3) experts knowledgeable in the specialized oc-
cupational area representative of maragement and/or labor and
representative of a broad geographical base within the district.

2. No more than two (2) educators which might represent elementary,
junior high, high school, post-secondary or adult levels know-
ledgeable of the specialized program.

3. Not mores than one (1) high school student or former student.

4. One vocational education counselor, if possible.

5. Representatives of community interests, including persons familiar
with the special needs of the population to be served.
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IMPLEMENTATION RESOURCES
FOR THE
OPERATION OF ADVISORY COMMITTEES
To provide that each and every advisory committee functions in
the same way, it is advisable to provide resources regarding the fol-
lowing elements of "Operating Advisory Committees."
1. Selection and Responsibilities of Officers
2. Advisory Committee Meeting Minutes
3. Hints for the Organizational Meeting
4. Typical Agenda - Regular Meeting
5. Letter of Invitation to Advisory Committee Meeting
6. Return Postcard Format
7. Sixteen Do's and Don'ts
8. Example Guidelines for an Occupational Advisory Committee
Contributors to this section were:
Gerry Butts - Vocational Director
Alma Public Schools
Alma, Michigan
Paul Gould

Macomb County Community College
Warren, Michigan

Administrative Guide for Vocational and Technical Education, 1974-1975

State Department of Education
Lansing, Michigan

Arizona State Department of Education
Phoenix, Arizona

New York Citizens Committee for the Public Schools Inc.
2 West 45th Street
New York, New York

Larry Mann
Vocational rector
Alpena Public Schools
Alpena, Michigan

NCTZ: The examples cited in this section of the Guide are
intended to serve as a reference source in the develop-
ment of your methods of establishing Advisory Committees.
They are not the only method of obtaining this goal.
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SELECTION OF OFFICERS

Officers

Each Advisory Committee should elect a chairman and a secre-
tary. It is recommended that a teacher or administrator should
not serve as chairman, but might well serve as secretary. The
Chairman should:

1. Call and preside at all committee meetings.

2. Schedule all meetings and make necessary committee
assignments.

The Secretary:

1. Will record, maintain, and distribute to each member of the
committee minutes of every meeting.

Is responsible for notifying members of the meeting date,
time, and place.

Should provide all members with an agenda and issues to
come before the committee prior to the meeting - preferably
one week in advance.

Meetings

There is no set rule for the number of meetings to be held each
year or whether meetings should be scheduled at regular intervals or
called as necessary. However, local educational administrators should
realize that although education is their entire job, such is not the
case for members of the committee. It is recommended:

1. The initial meeting should be held within thirty days fol-
lowing organization of the committees.

Familiarize the committee with all facets of vocational ed-
ucation and sclicit their advice and assistance.

Acquaint committee members with the purpose and duties of
the committee.

Plan advisory committee meetings for specific purposes.
Regqular scheduling of meetings should be determined by the

membership, based on existing problems and important mat-
ters ior consideration.




MEMBERSHIP ROTATION

Some method of revising membership should be devised at the
time the committee is organized. Fresh viewpoints and ideas are
essential in a changing occupational climate. On the other hand,
there are advantages in continuity, thus members who have made ex-
ceptional contributions to the committee should be eligible for
reappointment. It is the chief administrator's responsibility to
decide upon an effective plan of rotation balancing the advantages
of new ideas and comittee continuity. Policy should be determined

in regard to the number of consecutive terms that may be served by
committee members.

RESPONSIBILITIES TO COMMITTEE MEMBERS
Once committee members have been selected, there are some rights
and responsibilities that they should anticipate from the appointing

agency. Some of these include:

1. To have a letter signed by some top educational official
requesting members to serve.

2. To know exactly what is expected of each committee mem-
ber in the way of advice, assistance, cooperation, money,

time, etc.

Committee Size

Occupational Committezs are usually more effective if they limit
membership to eight or nine members, and wake use of consultants as
the need arises.

3. To be provided initially and on a continuing basis, with
information concerning vocational education developments.

4. To be invited to attend local and state meetings concerning
vocational education.

5. To receive special invitations to attend educational function
pertaining to vocational education.

6. To be kept informed of special studies affecting the vocational
education program of the educational system.

7. To conduct an occupational program review as a part of the
program standards of quality on a V-TES prescribed format.

ACTION ON COMMITTEE RECOMMENDATIONS

Committee members will form an opinion of their value to the local
educational agencies on the basis of what action is taken on their recom-
mendations. A committee will continue to actively participate only if its
suggestions receive sincere consideration and action from the educational
administrators. If the committee's advice and suggestions are sound and
reasonable, appropriate action should be taken as soon as possible with
credit given to the committee. If the proposals or suggestions are not
adopted, the committee should be told why.
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EXAMPLE MINUTES
OF
ADVISORY COMMITTEE MEETING
(Date)

AGRICULTURE ADVISORY COMMITTEE

The Agriculture Advisory committee will concern their activi-
ties in the near future with a Saturday spent visiting the facilities
of the seven school districts that have Agriculture Programs. The
final task will be to compile an evaluation by the committee of each

of the area programs and then a total evaluation for .

AUTOMOTIVE ADVISORY COMMITTEE

The instructor, recappzd the present curriculum for Auto I and Auto II
or Specialties Classes. Reviewed present course outline and will make
changes. Recommendations:

1. Aptitude Test before confirmed enrollment.

2. Smaller Classes - 12 to 15 students.

3. First year - Diagnosis - tool operation - minor repair
- flat rate manuals.

BUILDING TRADES ADVISORY COMMITTEE

Inspected Buildingy under construction at in .  Reviewed
complete program. Suggestions:

1. Screen students for Building Trades Class.

2. Shop Math Required.

3. Passing gra.es in Basic Woods necessary for Builaing
Trades Class.

DRAFTING ADVISORY COMMITTEE

_School's Drafting Program consists of Drafting Design I,
Machine Drafting. and Residential Architecture. Three daily one-hour
classes are for the teaching of the classes. Two-hour Technical Drafting
class is proposed; but at the presert time, there has not been enough
interest in it, due to four years of drafting offered at ’

’ and

A short visit was taken to the Machine Shop, Automotive Lab and Eiectrical
Lab of the Vocational Education Area.

Discussion was held on the equipment used for the drafting courses.
Generally, the equipment it in good shape. It was noted that materials are
stolen from the desk due to the duplication of keys. The size of the
drafting tables were too small to handle larger size drawings and were not
adjustable. Also, the student did not have the opportunity to use

drafting machines.
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EXAMPLE MINUTES OF ADVISORY COMMITTEE MEETING - CON'T

DRAFTING ADVISORY COMMITTEE - Con't.

Discussion was held on drafting. Basically, the student needs to learn
projections, standard lettering, neatness and consistency. 1In addition,
the student should know how to use measuring equipment (micrometers,
calipers, etc.), adding and calculating machines. He needs a knowledge of
metals and other building ma“erials. Math, some Trig along with spelling
are important. A prerequisite for Machine Drafting should be at least one
course in Machine Shop. To assist the Architectural Drafting, Building
Codes and Basic Electricity should be included.

ELECTRONICS ADVISORY COMMITTEE

The curricul)m was discussed. After much discussion on the methods of
teaching electricity and eiectronics and the related subjects needed, it

was fel* that perhaps there is not enough material available in the lower
grades to excite and encourage the students to go into the electronic fields.
It was felt that possibly there could be more school assemblies on

different phases of electronics which might be one way of getting to the

students. .

The committee feels that much of our lives today and in the future are
centered around electronics and that students should be oriented in this
direction the same as students taking college prep courses.

GENERAL OFFICE AND SECRETARIAL ADVISORY COMMITTEE

Discussion:

l. Probation periods for new employees -~ Nccessarv atributes
A. Skills
B. Personality
C. Ability to get along with others
D. Initiative
2. Size of business classes -~ types of students
3. Math background low in accounting areas.

Recommendations:

1. Penmanship - course in producing students with legible handwriting.
2. Dust covers for typewriters.
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HINTS ON THE ORGANIZATIONAL MEETING

The initial meeting is extremely critica) as far as maintaining
the interest and continued support of the committee members. If the
first meeting is well conducted, the new members are well informed by
the school, and a degree of rapport is established - continued partici-
Pation will probably be forthcoming. The following checklist will assist
the responsible person in his preparations for the first meeting.

1. Inform each member of the date, time, and place of the meeting
several days in advance.

2. Send invitation to school administration.

3. Prepare agenda of the program. (Orientation of the members
is the main objective).

. a. Welcome and remarks by the chief school administrator.
b. Introduction of the members.
c. Nature and objectives of the schoocl and the specific program.

d. Brief outline of the standards specified in Federal Acts for
Vocational Education and the State Plan for Vocational Education.

e. Organization of the committee.
f. Other business.
g. Set date for the next meeting.
h. Adjournment.

4. sStart and adjourn on time.

S. Arrange for refreshments.

6. Make a friendly phone call to the committee members and thank
them for attending.
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EXAMPLE AGENDA FOR REGULAR MEETINGS

AGENDA

*uk

Carpentry Craft Advisory Committee Meeting

(Date)
7:30 p.m. Meeting Called to Order...........e.ceuvveeees...Chairman
Minutes of Last Meeting......... ceseceecsseaaas..Secretary

Report of the Sub-Committee on Safety Practices Obscrved in
the School Shop and in Work on Class Project:

Discussion of Report and Recommendations

Additional Tools and Equipment Needed for the Class: ‘

Report or Status of Equipment and Tools on Hand.. Instructor
Discussion and Recommendations

Plans for Class Project for School Year:

Report of Tentative PlanS......cecueceencesccceaess ,Principal
Discussion and Recommendations

Other Business

10:00 p.m. Adjournment
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EXAMPLE

LETTER OF INVITATION
TO ADVISORY COMMITTEE MEETING

(Letterhead)

DATE

NAME
ADDRESS
ADDRESS

Dear :

As a means of keeping you informed of the activities dealing with the
program, I am forwarding you a copy of the Annual Report.

. In reviewing the report, hopefully you will feel free to make any com-
ment to help improve the program for the 1974-75 year.

I would like to plan an advisory committee meeting for October 14, 1974,
at 2 p.m. in Room 120, The Main Building.

The objective of our meeting will center around the following areas:
1. Review of Annual Preport
2. A discussion dealing with the program development and the
problems fecing the program.
Enclosed is a reply card for your use.

Looking forward to seeing you on Wednesday, October 14.

Sincerely,

(Name)
. B-158
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EXAMPLES

REPLY CARD
FOR ADVISORY COMMITTEE MEETING

(Name of School)

Yes, I will attend the Advisory Committee
meeting.

No, I will not be able to attend the A.vi-
sSory Committee meeting

Name
Address
Phone
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SIXTEEN DO'S AND DON'TS FOR CITIZEN SCHOOL GRUUPS
(Based on the experience of 85 towns and cities)

DO

Expect the job of organizing a
study yroup to take time. More
time spent in the beginning will
mean less time wasted in the end.
Give the project a chance to

grow. Give leadership a chance
to emerge.
DO

Start with temporary officers--
maybe as temporary as for just
one meeting; perhaps a host and/
or hostess, insteawu of a
chairman. Take turns keeping
notes for the first few meetings.
Provide ample opportunity for
expression of all views.

DO

Give the Board of Education,
Superintendent of Schools, and
other school personnel
opportunity at the outset to
suggest how you can be most
helpful and join in your
activities. If their
coopertion is not immediately
forthcoming, keep trying. Be
sure they receive notices of
all meeting dates. Remember
that independence doesn't rule
out interdependence.

DO

Seek out for commendation areas
in which your schools are setting
an example for others, as well

as areas in which there is room
for improvement. Be a fact-
finding group, not a fault-
finding group.
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DON'T

Be in a hurry or rush others into

accepting responsibility before they

have a chance to find out how much
is involved.

DON'T

Try to elect a slate of permanent
officers at the first meeting, or
try to choose subjects for studr
before you know what subjects
interest the whole town most.

DON'T

Fail continuously to seek cooperation

from school authorities. Don't
forget that cooperation does not -
mean domination.

DON'T

Carp, critize irresponsibly, or
involve personalities.




DO DON'T

Make membership represent your Try to do a board job with only a
town, community and education few chosen members.
interests, business, labor,

churches, organizations, youth,

racial and national backgrounds,

and all geographic areas. Keep

meetings open to interested

groups and persons. Build a

cross-section membership

big enough to do the job you

outline for yourselves.

DO DON'T
"Ihclude the opposition in." Be afraid of opposition or avoid
Invite those who disayree with those who disagree with you.

you to participate in the
group. Try to get them to
accept responsibility in

the group.

DO DON'T

Clearly define the purpose, Tackle the jcb until you have all
policy, and scope of your group agreed on precisely what the job
after the first few meetings. is.

This can be amended later, if
the interests of the group

broaden.

DO DON'T

Choose your subjects for study Have subjects for study chosen by
with reference to the a small committee and foisted onto
preferences of the entire the rest of the group.

membership of the group,
plus town opinion as sampled
by the membership.

DO DON'T

Determine the number of officers Hold committee electiors in a
needed, the number of sub- vacuum or emphasize machinery
committees, etc., with above subject matter.

reference to the scope of the
Job you carve out, in all its
aspects.
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DO

Elect a responsible steering
committee that will coordinate
and stimulate the work of all
subcommittees, and will authorize,
with reference to the whole
group, the work of each
subcommittee.

DO

Make liberal use of "live"
resources in seeking answers
to study-group questions.
Consult town and school
officials, industry, labor,
health and housing authorities,
architects, etc.

DO

Keep the whole town continuously
up-to-date on the methods,
findings, activities of the
group as you progress. Report
to the press. Send speakers

to meetings. Hold open forums.

Do

Be sure final recommendations are
based on a factual foundation

and represent the views of the
entire group in relation to the
town. Include study of financial
resources which can be tapped

to support your recommendations.

DO

Officially share final
recommendations with school
authorities before releasing
them generally.

DO

Develop dramatic means of
presenting your final
recommendations to the entire
town. Plan definite avenues
of action leading to adoption
of recommendations.

DO

Consider ways in which a school
community council can be of

ermanent i o
perm service to the town. ‘v()()

DON'T

Let subcommittees go off on
individual tangents vhich may
duplicate the work of other
subcommittees.

DON'T

Rely on printed statistics to
provide all the answers.

DON'T

Wait until your study is complete
to let others know what you are
doing.

DON'T

Make "wishful" recommendations,
which are not related to available
sources of income, or to the needs
of the town.

DON'T

Release final recommendations
before school authorities have
officially examined them.
DON'T

File your recommendations and
forget about them.

DON'T

Consider your job as finished when
you have completed your first
full study.




EXAMPLE OCCUPATIONAL ADVISORY COMMITTEE

Guidelines

The Alpena Public School. District has the responsibility of operating the
Area Vocational Center to serve high school studencs of the Career Education
Planning District (CEPD) #9. At the present time, this involves the school dis-
tricts of Alcona, Alpena, Atlanta, Hillman, Posen and Rogers City.

From the Michigan Guide for the Administration of Vocational-Technical
Education Programs we quote the definition of an Occupational Advisory Committee.

"An Occupational Advisory Committee is a grcup of representative persons with-
in the educational service area who possess expertise in specific occupations or
family of occupations requiring specialized manipulative skills or knowledge and
who advise in the development and operation of the instructional program within that
specific occupation or family of occupations."

Since advisory committees cannot be considered policy-making groups, many final
decisions will be administrative in nature with some final decisions made by the
local board of education.

To help us organize our Occupational Advisory Committees for effective opera- ‘
tion the following guidelines are recommended:

Each Occupational Advisory Committee shall consist of not more than ten (10)
members and not less than five (5). Members will be chosen:

« On the basis of geographical service area

Who are expert in the specific occupation

Who are knowledgeable of all occupations which normally may be clustered
Who are familiar with licensing agencies if occupations requiring
licensing are involved

5. 1In addition to the above membership, representatives of education and
CEPD #9 vocational administration will be members of each committee.

W N

Term of Office

Each member shall serve a two (2) year term. Members are eligible for a
second two (2) year term.*

Meetings

A minimum of two meetings will be held per year. It is recommended that
additional meetings are called when necessary.

Appointment

Selection of members will be made by the existing (once established) Occupa-
tional Advisory Committees and program instructors. .

*During the first year one-half (1/2) of the membership will be appointed for ona
(1) year orly.
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Officers
Each Occupational Advisory Committee shall elect a chairman and a secretary.
The chairman shall:
1. call and preside at all committee meetings.
2. Schedule all meetings and make necessary committee assignments.
The Secretary shall:
1. Record concept minutes of each committee meeting.
2. Distribute copies of the minutes to:
a. Building Principal
b. Director of Vocational Education
c. CEPD #9 Coordinator
d. Department head or representative
e. Each committee member

Responsibilities of the Committees

1. Make recommendations regarding program content and needed curriculum

changes.

One of the great concerns of vocational education today is that the teaching
in each course should be consistent with the skills as found in industry today and
in the future. 1In a changing technology the school must reflect the needs of in-
dustry through committee members who must provide the necessary information and
recommendations to help the school keep pace with the world of work. As society
changes, and our job market changes, our course offerings should reflect that change.
As new industries and new jobs develop; education must be made aware of these
changes so that students can be prepared for these 3jobs. The Occupational Advisory
Committee becomes the source of information for the educator.

2. Recommend equipment and facilities.

In this case it is important that the area vocational center receive guidance
and iaformation about equipment and facilities so that the kind and type of equip-
ment reflect the equipment of present day industry. Students receiving instruction
on the proper equipment will be job ready upon completion of the course.

3. Provide placement assistance relating to job placement and follow up
activities.

You as a committee member will become familiar with what is being taught and
also how well it is being taught. You will also be aware of the opportunities in
your field, consequently, you can be of help in assisting our placement office in
initial placement, as well as follow up.
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4. Provide the instructor with necessary information and technical assistance.

Here too the Occupational Advisory Committee member will work closely with the
instructors by sharing your expertise and information with the instructor. New
methods, ideas and techniques can be brought to the attention of the instructor.
Some members may wish to participate in class demonstrations or assist in arranging
tours for the class.

5. Assist the instructor and staff in developing performance objectives.

Performance objectives are statements about what the student can do. 1In all of
the vocational areas the employer is concerned about two things; what does the per-
son know and what can he do. The Occupational Advisory Committee should assist in
developing statements which will measure what the student can do.

For example, statements such as:

The student will be able to....Install points and plugs and set timing#*#*

.+ ..Compose letters

-+ ..0perate a cash register

---.Turn cylindrical work on a lathe to +.002 ‘
«+..Identify and score cuts of meat

....Lesout a stairway

**Bach statement will include operating conditions and evaluation criteria.

An analysis of each area will be necessary. The instructor must have a clear
understanding of what to teach and what he wants the student to learn. The com~-
mittee will help the teacher in setting up these goals.




IMPLEMENTATION RESOURCES
FOR
ACKNOWLEDGING APPRECIATION TO ADVISORY COMMITTEES

To indicate appreciation to members of an advisory cormittee is one of
the most important functions educators can perform in a minimum amount of
time. Some of the resources included in the Guide regarding the "Acknowledge-
ment of Appreciation of Advisory Committees" are:

Resolution of Appreciation

Letter of Appreciation

Certificate of Appreciation

Letter from Advisoxy Committee Member

Contributors to this section were:

Gerry Butts - Vocational Director
Alma Public Schools
Alma, Michigan

Paul Gould
Macomb County Community College
Warren, Michigan

Samuel Burt
National Advisory Council on
Vocational Education

The examples cited in this section of the Guide are
intended to serve as a reference source in the develop-
ment of your methods of establishing Advisory Committees.
They are not the only method of obtaining this goal.




EXAMPLE

LETTER OF APPRECIATION TO ADVISORY COMMITTEE MEMBER

(Letterhead)

NAME
ADDRESS
ADDRESS

Dear 2

I would like to take this opportunity to express my sincere appreciation
for your participation with the (name of program or school) Advisory
Committee. Your involvement has greatly benefited the program develop-
ment at our school and the development of education in our community.

7o show our appreciation, we would be honored if you would be our
guest for the Advisory Committee Dirner on ( date ) at
( location ). We hope to see you then.

Sincerely,

(Name)
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EXAMPLE

LETTER OF APPRECIATION
FOR BECOMING A MEMBER OF AN ADVISORY COMMITTEE

ADDRESS
ADDRESS

Dear H

Thank you for joining with other business, industrial, and conununi ty
leaders throughout the metropolitan area who have become menmbers of
our advisory committee.

The Cooperative Education Program has as its primary objective indus-
trial experience.

To provide you with some additional insight into our Cooperative Pro-
gram, I am enclosing some material that I hope you might review.

Please feel free to call upon me if I can be of service to you.

Very truly yours,

(Name)
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EXTRACTED FROM "NEWS FROM NATIONAL ADVISORY COUNCIL ON VOCATIONAL EDUCATION" .
July, 1974
Author: Samuel M. Burt

Mr, Educator:

I am pleased you have asked me to serve as an industry member of an advi-
sory committee to our school system. I shall be delighted to accept your
invitation~~if you can assure me that I will be involved in an activity which
is going to make some worthwhile and important contribution to the education
of our youth. I want to be proud enought of this committee's work so that I
may brag a little to my family, friends and associates that I was selected
to participate--as you, yourself, stated--"because of my reputation as an
outstanding member" of the field in which I am earning my living, "as well
as for my interest in and understanding of the field of education."

To support my feelings about the importance of my service, I would like
to have a letter appointing me on the committee signed by the highest possible
school official. The letter should include some biographical information on
the chairman and other members of the committee and also tell me exactly what
is expected of me as a committee member in the way of advice, assistance,
cooperation, money and time. Please note that if you tell me the committee
will meet only two or three times a year, I will know that we really aren't
going to do anything worthwhile! ‘

On the other hand, if you seriously want help from the committee to
improve our educational system, I need to be sure that I will be provided,
initially and on a continuing basis, with information concerning educational
developments within the school system, as well as at the state and national
levels; be invited occasionally to attend local, state and national conven-
tions of educators (you will be surprised by how many I will attend at my
own or my company's expense); and that I will occasionally receive a special
invitation to attend a school function, a board of education meeting, or a
state board meeting. I would also like to be kept informed of special studies
affecting the educational program of my school system, and if possible, receive
copies.

In effect, what I am saying is that if you want me to advise you, I will
feel much more comfortable if I know something about you and your environment.
And while I am learning, hopefully I am becoming identified with you, the
school, and the problems of the educational system. If you can get me to
this point you can be as-ured of my active particpation in the school program
and on the committee. And beyond offering advice, I will actuaiiy cooperate
with you to help you achieve youxr program goals.

How? 1In every way possible! I would be glad to help raise money for a
scholarship fund; to help obtain needed school equipment on loan, as a gift,
at special discount; to contribute expendable supplies, instructional and
guidance materials; to provide work/study experiences; to employ graduates,
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to nelp counsel students; to assist teachers in enriching and expanding
their instructional activities; and other services you may request. You
name it! What I am really asking is that you, the professional educator,
provide me, the interested layman, with counsel and leadership for my
committee responsibilities.

I know there will be times when you will ask the committee for some-
thing y.u consider important that for some good reason we will not be able
to provide. But we won't just be negative when this happens. We will tell
you our problem and try to work things out with you. In the process, we will
both learn more about industry and education, and together prove that indus-
try-education cooperation can be a viable way of life for citizens and
school people.

Sometimes I might want to do too much and try to get involved in admin-
istration. If I do, just point out that the best way I can help you is to
give you advice and cooperation and leave the details of day-to-day school
operations to you. In reality, I don't even have .time to handle all my
OWN day-to-day administrative problems, much less yours! But remember--as
businessmen, we committee members are problem oriented and if you tell us
about your problems we can help you with them, even if it takes time from
our personal or business affairs. After all, we expected to spend time with
you when we accepted service on the committee.

I would like to be welcomed in the schools as a friend and supporter--
not seen as a meddlesome interloper. Naturally there are certain school
regulations which I should observe when visiting and you should make them
clear to me. But if I occasionally drop in for a visit, give me a few
minutes of your time. Your courtesy will be well repaid. I wouldn't come
if I weren't interested!

I would like to know what other schools and school systems are doing
about the problems you present to my committee. I want to feel there is
some linkage between our school system and others in the area. I would
like to know what the private schools are doing and what MDTA educational
and training programs are available in the community. I want to understand
the relationships which exist between these programs, the State Employment
Service, "war-on-poverty" programs, correctional institution training pro-
grams and any others that will be providing manpower for industry. I want
to know the whole picture, and even get a chance to visit these other
educational programs. Perhaps our advisory committees ought to meet
together once or twice a year. I want to know about these other programs
so that I will not have the nagging feeling that I am being "used” to
support one program in opposition to another. I want to feel that I am
helping to improve "MY" school's contribution to the total community
effort--as a taxpayer, as an employer and as an interested citizen concerned
with and involved in improving educational and manpower development pro-
grams in my community.
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I would like to mcet, more than on a token once-a-year basis, with .
the students in the school or program my committee was organized to
serve. I want the students to know my committee exists. 1In the final
analysis, our efforts are supposed to be directed at improving the educa-
tion and training of students. I want them to tell me to what extent we
are succeeding. As a matter of fact, I would like to have each graduating
class elect one of its members to serve as an ex-officio member on our
committee to tell us, in the first year after graduating, how relevant
school really is in terms of real jobs.

I would like some expression of appreciation for my volunteered services
and contribut:icns. If this committee is as important as you tell me it is,
give it and its members some concrete form of recognition. For example, if
I donate a piece of equipment, put my nameplate on it. Send me a framed
certificate of anpreciation for my services. Hold a special annual event
to recognize the services of all advisory committee members. Include our
names in the school catalog and annual reports. We all like to see our
names in print! Besides, when prospective students, their parents and
others see that your programs, as described in the catalog, are receiving
advice and assistance from industry people, the programs will gain in
stature and prestige. In addition, my company and the industry I represent
will be more than ever committed to support you.

When you ask me to attend a committee meeting, I want to know before
hand what will be on the agenda. I will want a brief background statement
of the problems to be discussed and several possible approaches to the ’
solution of each. Give me at least two weeks' notice of the meeting date.
Make it at a convenient time and preferably at a school. And don't
hesitate to remind me about it by letter or a phone call.

I want the meeting to be conducted informally and not to get tied up
in parliamentary rules of order. I will want the meeting to be held within
reasonable time limits. Don't let it drag on and on. I am used to crisp,
businesslike procedures. I will want something to happen as a result of
the meeting. I will want to know, as soon after the meeting is over
as possible, what did and will happen as a result of our advice and services.
I don't want to be asked to attend a meeting to approve something after it
has already happened. If I find out I am being used that way, don't be sur
suprised when I become your critic instead of your advisor!

I know I am asking a great deal of you. But I am willing to give a
great deal in return. And the more you get from the committee, the better
your program will be. The same is true for us, of course. 211 the committee
members, as well as the industries we represent, will be benefitted by
having a continuing source of qualified manpower available and by getting a
good return from our educational tax dollars. All kinds of benefits will
emerge if the committee is effectively used.

In the final analysis, this is exactly what I want--effective utiliz-
ation of my expertise, my knowledge and my interest in serving one of the

most important components of my community--my schools and their students. ‘

B-177
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‘ If you are prepared to tell me how, when and where, I will do my best to
help you and will appreciate the chance to serve--particularly if you get
me involved in an activity in which I have some special interest. This
means, of course, you and I will have to discuss what my special interests
are vis-a-vis education and young people.

If you think I speak for myself alone, you are very much mistaken.
Most industry representatives who agree to serve on school advisory com-
mittees feel as I do. However, too often and in too many situations,
their expectations have not materialized.

Why? Because in our experience, we have found that too few educators
and school administrators understand what motivates industry people to
accept service on a school advisory committee. Or, if they do understand,
they have not been able to provide the leadership, time and effort to
effectively utilize the committees. If you cannot provide the staff time
needed to allow for the full range of interests and desires of your com-
mittee to serve the school program, you will be better advised not to extablish
the committee in the first place. A poorly used committee is worse than no
committee at all--you would find that you had created your own Frankenstein.
Disgruntled mem.ers of poorly used committees frequently become the most
active critics of school officials and public education.

Well, that seems to cover everything I had to say. It's up to you now
' to decide whether you want me to serve on your committee. I look forward to

hearing from you.

Sincerely,

Signature

B-178
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LOCAL ACTION PLAN

® What Is A Local Action Plan?

The two preceding sections provide insights and materials
for the effective utilization of advisory committees. The scund/
slide presentation and filmstrip with casette tape produced in
conjunction with this Guide provide additional direction. Through
the use of these materials, it is hoped that both positive and
negative aspects of the use of advisory committees has been brought
to your attention. Moreover, with the Guide and more specifically
the "communication exercises," an attempt was made to develop
greater awareness of some of the major functions of advisory com-
mittees. This awareness is of little use unless a decision is
made to implement the advisory committee concept. In brief,
what use are you or your advisory committee(s) willing to make
of these resources?

The answer to this question is the central focus of this
section on local action planning. The purpose of this section
is to present and relate the experiences of these concepts to your
own local setting. The idea is not to force individuals to make
gradiose public commitments about what he or she will do once the
activities of this Guide have been reviewed. Rather, it is intended
to let you decide, what changes, if any, you want to make in your
community in terms of working with advisory committees. The pro-
duct of this section is a plan of action. It will be your plan,
designed by you or your team, for your use alone.

® How Can A Local Action Plan Be Developed?

In order to facilitate the planning procecs, there are a
few steps which hopefully will prowvide a more detailed under-
standing of this process. First, you are asked to subjectively
graph your assessment of how your advisory committee(s) is cur-
rently functioning relative to the eight broad activities present-
ed in Guide. Second, you are asked to chart the level activity
where you would like to see your advisory committee(s) in six
months. If you feel that your advisory committee(s) is on target.
indicate on your chart, "no planned change." If on the other hand,
you feel a change is desired, either posiiive or negative, indicate
that movement on the graph. Through this assessment and projection
you can conduct an individual, informal needs assessment of your
advisory committee(s). It can assist in the establishment of some
individual goals and objectives for the advisory group now workinyg
in the community, or it can be used to provide an incentive to
motivate your advisory group(s) in a more positive direction.

C-1
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The last portion of the local action planning section is
designed to assist in the attainment of the identified goals.
In this process consideration must be given to time factors,
financial resources, and the personnel implications of your
action plan. Perhaps your goals are too optimistic, perhaps
your expectations are not optimistic enough, or perhaps they
are just right. In any case, it is your action Plan and it
is only a tool to assist in the development, expansion, and
utilization of the advisory committee concept. After you
have completed your action plan, use them. They can serve as
a guide, a reminder, and as a check list which you can use to
evaluate the practical value of these materials.

What Resources Are Available For Plan Development?

In making these plans, it should be kept in mind that the
Michigan Department of Education is a potential resource waiting
to serve you. The Vocationzl-Technical Education Service has
program area specialists for every occupational program. These
specialists will be able to assist you and your colleagues in
carrying out the activities of your action plan. They can supply
advice, information, and services to you at no cost to the dis-
trict. In addition, remember that the Vocational-Technical Educa-
tion Service can provide financial assistance to local districts
in carrying out more in-service education on the use of advisory
committees.

~14




ASSESSMENT AND GOAL SETTING

”

Assessment and goal setting are essential components of a
process to bring about meaningful change. It is not a competitive
task. Rather, it is designed as an individualized process through
which a specific school, institution, program, or district can
asgsess their current level of activity and establish short term
or long range goals. The following steps will develop these com-
ponents on a six-month plan of action basis. (See example, page C-4).

Assessnent and Goal Setting

® Fill in the name of your school.

® Indicate the date you have filled out this form.

® List the members of your action plan development team
and their position. (Note: For optimum results, it
is highly recommended that the team be composed of
administrators, teachers, advisory chairman, and other
key personnel.)

@ Estimate the present level of advisory committee activity,
and place a small dot on the appropriate intersection
of the grid. This need not be a precise judgment, but
a subjective measure of advisory committee activity as
viewed by you or your team.

® Do not assess any functions or activities that are not
used by your committee(s).

@ Connect the assessment dots by means of a solid straight
line. Now you have what is called your present assess-
ment of advisory committee utilization.

® Next, project your goals for the listed advisory com-
mittee functions or activities. Indicate your projection
by placing a small (x) at the level you feel should be
attained in six months.

® Connect the small (x's) by means of short straight lines
or dashes.

® Now you have given yourself and your team a get of goals
to shoot for regarding the utilization of advisory committees.

Example Assessment and Goal Setiting.

To aid in the development of a better understanding the assess-
ment and goal setting process, an example is provided on pages C-4
and C-5. This is a hypothetical illustration from Local High School
in assessing their present level of advisory committee utilization
and projecting their goals as the first step in the development of a
local action plan. ‘

The decision of the development team can be illustrated by
their position on the course content advisement function items A through
D. Increased attention and committee effort will be devoted to these
subactivities. On the other hand, item B in the program review function
will receive less attention during the next period of evaluation. With
these goals and purposes in mind, now is opportune time to complete your
own assessment and develop goals for your advisory committee(s). The
forms on pages C-6 and C-7 are provided for this purpose.




LOCAL ADVISORY COMMITTEE ACTION PLAN

PART 1--EXAMPLE ASSESSMENT AND GOAL SETTING

Action Plan Development Team:

School: Local High School Peter Smith Principal
Date: 9-1-74 Mary Jones sVoc. Dir.
Sam Soski Voc. Teache~
Larry First Adv. Comm.
(name) (position)
PURPOSE:

THIS INSTRUMENT IS INTENDED TO
PROVIDE AN AVENUE FOR SELF-ASSESS-
MENT REGARDING THE UTILIZATION COM-

Local Action Plan Assessment For:
(Type of Program)
_Drafting

(A) - Occupational Committee

(B) - General

MONLY PERFORMED BY ADVISORY COM- (Check One)
MITTEES, IN ADDITION IT WILL ASSIST
IN PROCESS OF ESTABLISHING GOALS Code

FOR THE EFFECTIVE UTILIZATION OF
ADVISORY COMMITTEES.

Present Assessment

FUNCTION

1. Occupational Surveys

A. Use of the Local Manpower Planning
HandbooK...ceceeesaacane
B. Consultation with Michigan Employment
Security Commission.......... cessssasans
C. Use of Occupational Outlook Handbook....
D. Surveys Community Needs..........cccc...
E. Use of Community Survey Data...... ceeees
2. Course Content Advisement
A. Identification of Occupational
Competencies.....cccveeeeaeans cessesaas .o
B. Development of Program Goal statement.s .o
C. Review of Topical OQutlines.......cccc...
D. Review of Performance Objectives........
3. Student Placement
A. Organization of Employer-Student
Conferences......cccceeesee ecseccsssanns
B. Notification of Job Openings. ceceassccean
C. Writing Recommendation Letters for
StudentsS....cocc0ecvcscnnancs ceecsscssane
D. Employment of Graduates.......cceceeenee
E. Review of Pollow-up Studies.......cec...
F. Liaison with MESC.......cciociveannaen .e

c-4
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------- Six Month Goal Projection

PERCENT OF UTILIZATION
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FUNCTION

4.

Community Public Relations

A. Speaking to Civic GroupsS.....ccceeeececess
B. Input at Program Funding Activities.......
C. Input at Public Hearings......ccceeeeeeees
D. Promoting the Program Via the Media.......

E. Development of Promotional Materials...... |

Equipment and Facilities

A. Review of Equipment and Facilities........
B. Survey of Equipment and Industry..........
C. Suggesting Equipment Replacement..........
D. Calculation of Depreciation Allowances....
E. Soliciting Equipment DonationS............

Program Staffing

A. Review of Teacher Selection Criteria......
B. Suggesting Recuitment Policities..........
C. Recommending Potential Candidates.........
D. Review of Teaching ApplicantS......ccccees

Program Review

A. Evaluation of Student Performance.........

B. Evaluation of Teacher Performance.........

C. Use of Annual State Department Review
Questionnaire......cceeeeeeccccecccccacces

D. Suggestions for Program Improvement.......

E. Comparing Accomplishments with Stated
ObjectiviesS....ceeeeeecececccscencccanancs

F. Making Periodic Reports to Administration. |

Community Resources

A. Arranging Field TripS.....ccccceeceecnnecs |

B. Recommending Potential Co-op Work

StationS..eceecccectectccctascsscccccasens
C. Identifying Community Resources...........
D. Obtaining Personnel for Classroom

Presentations.......ccceceeiiecnccccncanes |

E. Obtaining Consultants for Teachers........

L7
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LOCAL ADVISORY COMMITTEE ACTXON PLAN
PART 2--ASSESSMENT AND GOAL SETTING DEVELOPMENT
Action Plan Development Team:

School:

Date:

- ® ® =

PUPPQSE: Local Action Plan Assessment For:

(Type of Program)
THIS INSTRUMENT IS INTENDED TO

PROVIDE AN AVENUE FOR SELF- (A) - Occupational Committee
ASSESSMENT REGARDING THE UTILIZA- (B) - General
TION COMMMWLY PERFORMED BY AD- (Check One)

VISORY COMMITTEES, IN ADDITION IT
WILL ASSIST IN P#OCESS OF ESTABLISH-

ING GOALS FOR THE EFFECTIVE Code
UTILIZATION OF ADVISORY COMMITTEES. Present Assessment
--------- Six Month Goal Projection
FUNCTION PERCENT OF UTILIZATION

0 25 S50 75 100

1. Occupational Surveys
A. Use of the Local Manpower Planning
HandbooK..ccveeersesceosccccceccconses

B. Consultation with Michigan Employ-
ment Security Commission............

C. Use of Occupational Handbook........

D. Surveys Community NeedS.......cc0...

E. Use of Community Survey Data........

2. Course Content Advisement
A. 1Identification of Occupational
Competencies. ..ccceeeeeecnecenscennne

B. Development of Program Goal State-

MEeNtS .. coucceecsecscesscsssccccocccnses

C. Review of Topical OQutlines..........

D. Review of Performance Objectives....

3. Student Placement
A. Organization of Employer-Student
ConferencesS...cocesecesccancsoccncess

B. Notification of Job Openings........

C. Writing Recommendation Letters for
StudentS..ccececcrccsseccscccccsncans
D. Employment of GraduateS....ccceoeeso
E. Review of Follow-up Studies.........
F. Liaison with MESC...ccvuverveeccnnse




FUNCTION

40

Community Public Relations

A.
B.
cC.
D.
E.

Speaking to CiViC GroUPS...cceeeececeecncans
Input at Program Funding Activities.........
Input at Public HEAringS....ccceeeeeveeecansse
Promoting the Program Via the Media.........
Development of Promotional Materials........

Equipment and Facilities

A.
B.
C.
D.
E.

Review of Equipment and Pacilities..........
Survey of Equipment and Industry............
Suggesting Equipment Replacement............
Calculation of Depreciation Allowances......
Soliciting Equipment DonationS.......eceeee.

Program Staffing

A.
B.
c.
D.

Review of Teacher Selection Criteria........
Suggesting Recuitment PolicitieS.....eeveen.
Recommending Potential CandidatesS....ccceeee
Review of Teaching ApplicantS.....cceceevees

Program Review

A.
B.
cC.

D.
E.

F.

Evaluation of Student Performance...........
Evaluation of Teacher Performance...........
Use of Annual State Department Review

QUEeStioNNAire..ieeeeteeccssocececccacseannnns
Suggestions for Program Improvement.........
Comparing Accomplishments with Stated

ObJECtiVeS.ee et seessscseocccssoasasacnans
Making Periodic Reports to Administration...

Community Resources

A.
B.

cC.
D.

E.

Arranging Field TriPS..cecececececscccccccocs
Recommending Potential Co-op Work

StationS..ccceeeccrrssccsscccscccsccccascnns
Identifying Community ReSOUXCeS......cceeee.
Obtaining Personnel for Classroom

PresentationS..ccieceescsccessccescsccosconnes
Obtaining Consultants for Teachers..........

0

25

50
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PERCENT OF UTILIZATION

100
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STRATEGIES FOR PLAN DEVELOPMENT

This segment of the local action plan has been developed
specifically to offer examples of the development of advisory
committees. The examples that are included in this Guide are:

I. Selecting an advisory committee for a drafting program
II. Conducting an advisory committee meeting
ITII. Initiating and conducting an occupational survey for a
drafting program.

As illustrated on the following pages, this approach to local
action planning includes specific examples concerning action plan
goals, strategies for goal attainment, goal attainment criteria
and measurement techniques, and areas dealing with a project time-~
table and a priority listing. Moreover, to support the strategies
for goal attainment the Implementation Resources section of the
Guide include examples of many of the items presented in this
section.

It is anticipated that each action plan team will review the
examples cited in this section and then briefly discuss these examples
in order to determine the value of these examples to each particular
situation. If, however, the action plan team cannot relate these
examples to their situation, the format may be used to develop
additional strategies that have more direct implications for their
area of concern.
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Local High School

LOCAL ADVISORY COMMITTEE ACTION PLAN
PART 3 -~ STRATEGY EXAMPLE

Action Plan Development Team:

School:
Date: 9-1-74 Peter Smith , Principal
Mary Jones , Voc. Dir.
Sam Soski , Voc. Teacher
Larry First , Adv. Com.
(name) (position)
Goal Attainment Criteria/ Projected Timetable
Action Plan Goals Strategy for Goal Attainment Measurement Technique Initiation |Completion Priority*
IT. Conduct an organiza- 1. Arrange for meeting place. 10-15-74 2
tional advisory com-
mittee meeting. 2. Send out announcement of 10-22-74
meeting with proposed N
agenda and return post I\
card. Q]
3. Have agenda printed. Was agenda ready? 10-25-74 10-27-74
4. Set up room. Was room prepared in time? 11-01-74 11-01-74
5. Call meetiag to order, han-
dle introductions and in-
troduce "Do We Really Care"
(sound/slide program).
Supportive Guide
Resources 6. Have committee select a Did committee select a
Section B-Implementation chairman. chairman? 11-01-74
Resources. ] : ] R
"Do We Really Care?" 7. Organizational committee Was the meeting conducted? 11-01-74
Sound/slide or film strip meeting conducted. Were appropriate organiza-
tional details taken care

of?

*As viewed by the Action Plan Development Team (Specific priorities should be determined after all
These goals which are most important should be pursued first).

have been identified.

C-10
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PLAN DEVELOPMENT

The plan development segment of the Local Action Plan is
designed to bridge the gap between the Guide and the implementation
of the elements in the Guide. Throughout this visual presentation,
it is expected that each action plan team will effectively;

a) Assess the present level of utilization of advisory com-
mittees by means of Part 2 of the Local Action Plan.

b) Set realistic goals for the unit by means of the for-
mat provided with Part 2 of the Local Action Plan.

c) Review the strategy examples described in that segment
of the Local Action Plan (Part 3).

d) Bridge the gap between the strategy examples and the real
goals set in Part 2 of the local action plan by means of
completing the blank plan development forms (Part 4) pro-
vided for the use of the team.

The process involved in the formulation of the local action plan
serve as the final evaluation measure of the Guide. Without plan
development, the Guide serves only as a volume of exercise and
implementtation resources. With plan development, however, the Guide
can be utilized as an effective tool that structures the exercises and ‘

resources into a planned, visually presented set of goals, strategies,
criteria, timetables, and priorities. Thus once detailed, the Plan
serves as the single most important step in improving the level of
advisory committee activity.
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LOCAL ADVISORY COMMITTEE ACTION PLAN
PART 4 - Plan Development

School: Action Plan Development Team:

Date:

(name) (position)

Goal Attainment Criteria/
Action Plan Goals Strategy for Goal Attainment Measurenent Technique

Projected Timetable

Initiation Completion

Priority *

el
R

*As viewed by the Action Plan Development Team (Specific priorities should be determined after all action plan goals have

been identified. These goals which are most important should be pursued first.)
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Preface

Since the inception of vocational education, the need for advisory
comnittees has been cited as an integral aspect of an effective
program. While programs have gained varying degrees of success
without their use, they have typically experienced broader sup-
port and effectiveness with the initiation of an advisory com-
mittee. Practical experience and recent surveys further em-
phasize the position that this significant programmatic factor can-
not be left to chance since an obvious need for effective advisory
committees permeates all of vocational education.

The ineffective use of advisory committees in Michigan provided a

base for the Vocational Education Committee at Central Michigan
University to develop a proposal in an attempt to: 1) systemati-

cally collect data related to the problem, 2) develop self-instruct-
ional modules to adequately prepare vocational educators in the effective
use of advisory committees, 3) provide regionally based in-gervice
programs for current vocatioral educators, and 4) serve as a co-
ordinating agent in a statewide effort to make advisory committees an
integral component of all vocational education programs in the State.

The assessment study which follows is an integral component of the
Vocational Education Advisory Committee Project funded by the Vocational
and Technical Education Service, Michigan Department of Education. Its
purpose is to provide the data base indicated in point one above to
provide a research orientation for the development of materials to be
utilized in points two, three, and four.

LHC
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PART I

THE NEED FOR AND USE OF

VOCATIONAL EDUCATION ADVISORY COMMITTEES

The practice of utilizing advisory committees for conducting pro-
grams of vocational education in the United States has been common since
the inception of vocational education. The development and improve-
ment of quality programs of vocational education, which adequately pre-
pare persons for employment, is highly dependent upon the close work-
ing relationship between education, industry, business, and labor.

In support of this position, the Michigan State Plan for Vocational~

Technical Education, 1973-~74, stated that local educational agencies will

be served by specific occupational advisory committees which should as-
sist in planning, developing, and evaluation of each vocational education
pProgram. Research has shown repeatedly that although most school dis-
tricts and community colleges in the State of Michigan have advisory
committees on paper, many of them are dysfunctional and do not accomplish
the purposes for which they were established. Effective advisory com~
mittees, however, can serve many functions and be especially useful in
assisting with curriculum development, facility planning, cooperative
work experience program development, and public relations.

Studies have revealed that an unusually large portion of the voca-
tional {eachers and vocational administrators continue to plan, staff,
and equip their programs without any or only limited input from advisory
committees. The reasons for the lack of usage of these committees
varies from community to community. In general, however, the common pit-

falls may be summarized as 1) 2 large number of local vocational educators
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do not recognize the total value and implications of having an active,

functioning advisory committee; 2) many local vocational educators do .
not have the time nor expertise to communicate with advisory committees;
3) a large number of local vocational educators do not possess the abil-
ities to adequately fulfill their +eadership roles regarding the develop-
ment and utilization of advisory committees; 4) the general feeling
among those vocational educators who are not able to satisfactorily
utilize their advisory committees is one of having a "paper committee"
is better than no committee at all; 5) due to the misconception of some
vocational educators regarding vocational advisory committees, they are
simply not familiar with the role of the advisory committee member; and
6) many members of advisory groups do not understand their function in
the educational development of vocational programs.
STATEMENT OF THE PROBLEM
Practical experience, research, and the demonstrated success of the ‘

effective use of vocational advisory committees have emphasized the

important role of advisory committees in a vocational education program.
This needs assessment was not designed to answer all questions relatsd to
the use of advisory committees, but to focus on specific areas of concern
in an attempt to provide a research base for the development of in-service
and self-instructional modules. Questions that were asked include: What
is the current use of, degree of commitment to, and the perceived utiliza-
tion of vocational advisory committees? What are the significant roles,
responsibilities, characteristics, procedures, and techniques required to
effectively maintain a vocational advisory committee? These questions,
along with the earlier cited reasons fo:- lack of usage, provide direction

for the collection of information and data related to the three major
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purposes of the study:

1.

To determine the degreez to which vocational teachers and adminis-~
trators use ccmmittees in planning, equipping, staffing, and
reviewing local vocational education programs;

To determine the perceived utilization or lack of utilization of
existing advisory committees in planning, equipping, staffing,
and reviewing local vocational programs; and

To determine the degree of commitment toward the concept of using
local advisory committees for planning, equipping, staffing, and
reviewing local vocational programs.

REVIEW OF THE LITERATURE

A review of the literature was conducted to ascertain the implica-

tions of previous studies, research, and other publications with respect

to the purpose of the study. The review of literature was concerned with

the function and utilization of vocational education advisory committees.

More specifically, the review was not exhaustive but selective, and focused

on the function of local vocational education advisory committees and the

perceived utilization of local vocational education advisory committees.

Functions of Vocational Advisory Committees--Occupational programs,

whether at the secondary school or community college level, are more

vulnerable to becoming outdated than are many of the other academic pro-

grams offered by these institutions. The rapid changes occuring in

technological society suggest the need for administrators, citizens, and

faculty, alike, to be apprised of the new directions so these can be

incorporated into the occupational and/or vocational program. It is an

absolute necessity for educational personnel to turn to those in business,

industry, and labor to establish or maintain current, up-to-date vocational

programs. Through such interaction, educators can provide the type of

leadership required for an effective educational program. An advisory
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committee does not usurp the role of the occupational administrator, rather

it is exactly as the name implies--an advisory committee not an adm:in-
istrative body. Golden (1970) stated that the main function of the ad-
visory committee is to advise and counsel the educacional system's
staff in planning, implementing, and maintaining vocational and techni-
cal programs. Some specific functions as stated by Golden are to:

l. Advise on curriculum;

2. Advise on materials, facilities, and financing;

3. Assist in securing local cooperation;

4. Assist in community surveys;
5. Assist in program evaluation; and

~

6. Assist in public relations (p.10).

As defined in the Administrative Guide for Vocational Education (1973)

by the Michigan Department of Education, the committee's purpose is to

- . . assist in the determination of the vocational education

needs for the district, including the needs of the disadvantaged

and handicapped youth and adults. Functions of advisory committees

may include, but not be limited to: 1) occupational surveys, ‘
2) course content, 3) placement of students, 4) public information,

5) equipment selection, 6) evaluation of program, and 7) community

resources (p. F-01).

Martin and Stephens (1971) distinguished the functions of vocational advi-

agreement with those stated in the Michigan Administrative Cuide for Voca-

tional Education. Some additional areas of advisement considered by

I sory committees according to the types of committees, but were in general
|
|
l Martin and Stephens for advisory committee members were:
| 1. OQualification of teachers,

2. Standards for completion of certification,

3. Helping to plan shop layout and the type of equipment,

4. Assisting with teacher recruitment, and

5. Providing financial support (pp. 11-12).

Samuel M. Burt (1967) viewed the effectiveness of the involvement

and participation of industrial representatives as the determinate of

the effectiveness of the occupational program for developing manpower .
4
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. resources (p. 3). From the point of the manpower needs of the community,
effective use of an advisory committee is essential. No number of educa-
tional administrators can accomplish the advantages gained by the use
of an advisory committee. A practical point to consider (Bull, 1973) is
the laymen "will talk and they will evaluate, whether they are informed
or not" (pp. 28-29); therefore, local vocational education advisory com-
mittee members should be involved since the educational process benefits
from both the public support and involvement and input lay people offer.

Perceived Utilization of Vocational Advisory Committees--The Michigan

Depa: tment of Education (1968) in a publication entitled A Guide to Establish-

ing Vocational-Technical Advisory Committees stressed the utilization of

advisory committees by stating that
+ . . advisory committees have been accepted and encouraged as a
desirable device for establishing and conducting a vocational
‘ education program. The State Plan for Vocational Education in

Michigan, revised to implement the Vocational Education Act of

1963, specifies that advisory assistance will be used in the

development and operation of programs of vocational instruc-

tion (p. 1).

This particular publication was prepared to assist local administrators
in the systematic organization and effective use of advisery committees
in vocational education programs.

Fuller (1971) stated that almost universal agreement existed that
the public should be involved in and concerned with education at every
level. This is particularly true with vocational education for it is
ded!.cated to the preparation of individuals for the world of work and
is required to turn to those who represent the world of work for advice
and information. If the vocational program is to be functionally re-

lated to occupational conditions, the necessity for the use of local

‘ vocational advisory committees is clear. (Evans (1871) in Foundations

5
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of Vocational Education further emphasized the role of advisory committees

as he pointed out that the earliest proponents of vocational education .
in the schools recognized that, if school administrators and teachers

attempted to set up vocational education programs without advice from

employers and employees, two major problems would probably occur:

1. Programs might be established which did not meet local man-
power needs.

2. Employers and employees, nct having been involved, would
regard vocational education as "their program" rather than
as "our program" (p. 276).

The effective utilization of local vocational advisory committees should

preclude either of these two possibilities. As Rogan (1973) stated in a

recent evaluation study of local vocational advisory committees in Michigan,
"Unfortunately, but realistically, it cannot be assumed that the mere
existence of an advisory council guarantees the effective functioning [or
utilization] of that council” (p. 15). Cases of effective utilization ‘
of vocational advisory committees have been cited, but these were still
considered rare exceptions rather than the rule. Similarly, in other
cases duplication has resulted from uncoordinated efforts. For exanple,
(Burt, 1967):

In some large school systems with secondary vocational schools,

area vocational schools, and technical institutes, each type of

school may have different occupational advisory committees for

similar programs. Yet, little if any effort is made to coordi-

nate the activities of the advisory committees (p. 9).
Effective coordination of local vocational education programs is further
impeded because of strong differences of opinion among vocational educa-
tors responsible for various types of programs and the objectives of these
programs. Burt (1967) suggested the utilization of a general advisory com-
mittee to advise and counsel the groups of uncoordinated programs. However,

"There is little literature on the subject of general advisory committees; .

6
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therefore, various school systems will have to experiment with methods for
achieving effective utilization of such committees" (pp. 10-11). Burt's
perception as to the utilization of local vocational advisory committees
wes expressed concisely and summarized the need for more study in this

area when he stated that such

. . . committees have proven to Le a cumbersome technique for achiev-
ing many of the objectives and benefits which can be derived from
industry involvement and participation in vocational and technical
education....The prodigious amount of time and effort required for
educators to develop formal, organized relationships with industry

in the form of advisory committees has frequently mitigated

against any continuing effort....This is true even in many local
schools and school systems where state law requires the organization
of local advisory committees. Many uf these committees simply

exist on paper (pp. 8-9).




PART II

METHODS AND PROCEDURES FOR COLLECTING
AND ANALYZING DATA ON THE USE OF VOCATIONAL

EDUCATION ADVISORY COMMITTEES IN MICHIGAN

The timing and duration of this assessment placed an extreme bur-
den on the project staff and the individuals in the sample due to the data
having been collected at the end of the school year. Whil: several measures
were taken to lessen the demands upon the sample and to lengthen the period
of data collection, it was assumed that several instruments would not be
returned. For this reason, it was decided that data should be collected
from a wide sample of secondary and post-second.iy vocational directors,
community college occupational deans, school superintendents, and com-
munity college presidents in the State. A random sampling process, described
in the section on "Data Collection Instruments," was used to obtain this in-
put from educational personnel associated with vocational education pro-
grams and members of existing vocational advisory committees. These six
groups comprised the total sample for the study.
DEFINITION OF TERMS

To insure internal consistency in the assessment study, two critical
definitions were accepted from the American Vocational Association pub-

lication entitled Definition of Terms in Vocational-Technical and Practi-

cal Arts Education (1968). These were:

General Advisory Committee. A group of persons, usuaily outside the
educational profession, selected for the purpos. of offering advice
and counsel to the school regarding the vocational program. Members
are representation of the people who are interested in the activities
with which the vocational program is concerned (p. 3).

<10



Occupational Advisory Committee. A group of local craftsmen,

selected from specific tra‘e or occupation, appointed to
advise the school on matters pertaining to teaching the parti-
cular occupation. Generally, the committee should include an .
equal number of representatives of labor and management (p. 7).
DATA COLLECTION INSTRUMENTS
Based on purposes of the study, the population to be served, and the
methodology to be employed, the Needs Analyst and Needs Consultant pre-
pared draft copies of the data collection instruments. In concert w 1
the Project Steering Committee and State Department personnel, the pro-
ject staff collected various comments, criticqued the materials, and develop-
ed the final instruments. This was supplemented by informal interviews
and discussions with other individuals associated with advisory committee

activities in the State. Six packages were developed as the primary data

collection sources.

Vocational Directors--Package One and Two—-One of these packages was

sent to each of the vocational directors in seventy-eight school districts '
and fifteen area vocational centers in the State. Each package contained

a separate questionnaire for the vocational director, a vocational teacher,
and an advisory cormittee member from business and industry or labor. The
cover letter for the entire package requested that the vocational director
distribute the self-contained packages to the vocational teacher and advi-
sory committee member. While this process was delimiting because of the
lack of follow-up capabilities. it was felt to be essential to provide maxi-
mum input from those typically involved in advisory committee activities.
Package One and Two differed in one respect as the directions for Package
One requested that the directors in thirty-eight school districts and

seven area vocational centers distribute their materials to individuals

:

:
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they felt were effectively involved in an advisory committee. Package

Two was sent to the remainder of the sample with the directions that
these materials be distributed to individuals they felt were not ef-
fectively involved in an advisory committee. Both packages were mailed
to the sample on May 31, 1974.

In addition, ten packages containing questionnaires for the voca-
tional director and advisory committee members were hand delivered to the
Detroit Public Schools on June 4, 1974. This added sampling procedure
was recommended by the Project Steering Committee because of the short
duration of the study and the size and complexity of the Dletroit System.

Occupational Deans--Package Three and Four--One of these packages

was sent to each of the occupational deans in the thirty community col-
leges in the State. Each package contained a separate questionnaire for
the occupaticnal dean, a vocational instructor, and an advisory com~
mittee member from business and industry or laktor. The cover letter for
the entire package was similar to that sent to vocational directors ex-
cept, in this case, fifteen occupational deans were requested to dis~
tribute their materials to instructors and advisory committee members
that were effectively involved in advisory committee activities (Package
Three). The remaining fifteen occupational deans were requested to distri-
bute their materials to individuals that were not effectively involved in
advisory committee activities (Package Fcur). Both packages were mailed
on May 31, 1974.

Superintendents of Schools--Package Five--This package was distributed

to the ninety-three superintendents representing the forty-five districts
utiiized in Package One and the remaining districts utilized in Package Two.

This package was mailed on May 31, 1974, and included a questionnaire for

11
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the superintendent and directions to forward a second questionnaire to a

board of education member.

Community College Presidents--Package Six--Package Six was similar

to Package Five sent to superintendents, except that it was sent to the
thirty community college presidents in the State with a request that they
forward the second questionnaire to a board or trustee member. Again,

these were mailed on May 31, 1974.

DATA COLLECTION FOLLOW-UP

The initial date of return for all instruments was established as
June 10, 1974. 1In an attempt to obtain the optimum possible response to
the questionnaires, two methods of follow-up were utilized: 1) Follow-up
letters were sent on June 12, 1974, to all vocational directors and occu-
pational deans initially contacted. This was a request for them to com- ‘
plete their own instrument, if it had not been completed, and to encourage
those that had received questionnaires to complete their instrument.
2) On June 17, 1974, a telephone call follow-up was initiated to contact
vocational directors and occupational deans in systems from which responses
had not been received. Responses to these follow-up efforts were accepted

as a part of the study until June 24, 1974.

DATA BASE
The findings presented in the following parts of this report are based

on the data collected through the initial and follow-up efforts of the study.




In summary these are as follows:

‘I' Number Number
Respondent Mailed Returned Percentage
School Superintendent 78 54 69.3
School Board Members 78 33 42.3
Community College Presidents 30 18 6l1.4
Board of Trustees Members 30 14 46.7

Secondary Vocational Education Programs

Director 103 56 S4.4
Teachers on non-effective advi~

sory committees 48 21 43.8
Teachers on effective advisory

committees 45 22 48.9
Advisory committee member from

labor 50 12 24.0
Advisory committee member from

business and industry 53 8 15.1

Post Secondary Vocational Edu. Program.

Occupational Dean 30 13 43.3
Teachers on non-effective advi-
sory committees 15 S 33.3
Teachers on effective advisory
committees 15 4 26.6
. Advisory committee member from
business and labor 15 4 26.6
Advisory committee member from
industry 15 4 26.6
Direct Mailings 241 141 58.5
Indirect Distribution 364 127 34.9

DATA ANALYSIS
The data collected in the study were analyzed using four basic apprecaches.

This was an attempt to combine both statistical and interpretive treatment

of the data. 1) Correlation of Ranking. Spearman Rank Order Correlations
were calculated petween the "existing" and "csuggested" degree of use rank-
ing for each respondent category. These were completed for data collected
from both secondary and post-secondary sources. In addition, correlations

were made between the "suggested" rarnkings of the two groups. 2) Analysis

13
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of Mean Rank Differences. This analysis attempted to identify which of tho

forty-one specific committee functions had the largest and the smallest
discrepancy of agreement between "existing" and "suggested" degrees of use

across all respondent groups. 3) Ranking of Items. The returns from the

vocational directors and occupational deans were tablulated according to the
various respondent categories. For each item in the questionnaire, a rank-
ing was made of the number of times respondents rated items as "frequent"

for both "existing" and "suggested" degree of use. 4) Comment Interpretation.

The statistical analysis provided a sound research base for the study; how-
ever, several open-ended questions were asked in the instruments to provide

opportunity for those in the sample to expand upon this base.

DATA INTERPRETATION

This study attempted to assess the current use of, degree of commit-
ment to, and perceived utilization of vocational education advisory com-
mittees in Michigan. The assessment of needs of and for advisory committees
was utilized in making decisions regarding informational content and
specific competencies to be included in a series of in-service training
materials and workshops for vocational educators.

Parts III, IV, and V of this report summarize the assessment study in
terms of its three major objectives. For each objective, a summary of
the data collection efforts and the outcomes realized for each objective
is provided. The in-service participant competencies, as well as the
supportive rationale for identification of each competency, are also

included.




REPORT PREPARATION AND DISSEMINATION

The data collected through the various instruments were classified,
tabulated, and statistically treatad by the project staff. This was placed
in draft form and distributed to the Project Advisory Committee and person-
nel from the Michigan Department of Educaticn. (For research purposes, the
data are available on loan basis from the Project Office.) Summaries of
the study were sent tc those initially contacted in the study, Michigan
Department of Education personnel, university vocational teacher education
personnel in the State, national vocational education dissemination w—enters,

and other persons that had indicated an interest in the study.
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PART III

THE DEGREE TO WHICH VOCATIONAL ADVISORY

COMMITTEES ARE USED IN MICHIGAN

A review of the current

for Vocational Education and

edition of the Michigan Administrative Guide

other related publications produced the follow-

ing eight major functions recommended for advisory committee action.

1. Occupational surveys
2. Conrse content advisement

3. Student placement

4. Community public relations
5. Equipment and facilities

6. Program staffing
7. Program review
8. Obtaining community

For the purposes of this study, these functions were expanded to include

forty-one subactivities that

current degree to which vocational advisory ccmmittees were making use of
these activities, a basic questionnaire (see Appendix A) was sent to
individuals involved in vocational education throughout the State. These
individuals were asked to rate the forty-one activities accordinjy to their
current usage: "never," "infrequently," and "frequently." The responses

in the "frequently" column formed the basis for the findings and implications

presented in this Part.

OCCUPATIONAL SURVEYS

There were five subactivities identified under the major function of

occupational surveys. These

Use of Michigan Manpowe

Consultation with Michigan Employment Security Commission

Use of Occupational Out
Surveys Community Needs

Use of Community Survey Data

resources

were commonly performed. To determine the

were:
r Development Handbook

look Handbook

~&'?




Vocational Dpirectors and Occupational Deans--In respect to the

subactivities under occupational surveys, both vocational directors and
occupational deans took almost identical positions. For example, 12.5 to
15.4 percent of the groups indicated that they used the Michiaan Manpower

Development Handtook frequently. The other items were used frequently by

the groups in a similar manner, ranging from 23 percent to 38 percent usage.

Vocational Teachers on Advisory Committees--In ¢eneral theres was agree-

ment between vocational teachers whether thry were cerving on a secondary
or post-secondary advisory committee on the use of these subactivities.

Again, the Michigan Manpower Development Handbook received the lowest de-

qree of use, ranging from 0 to 4.8 percent frequent usage. While not
significant, there was a tendency for those teachers viewed as serving

on effective advisory committees to make greater use of community survey data
when compared to non-effective advisory committees (31.8 percent to 19.0 per-
cent).

Advisory Committee Members from Labor, Business and Industry--Individuals

serving con advisory committees at ooth the secondary and post-secondary
level agreed on the frequent usage of these subactivities. Only the use of
survey community needs data was rated consistently high (50.0 to 75.0 per-
cent used frequently) by these groups. This was consistently higher than
the use made by either vocational teacher or administrative personnel. In
addition, there was a noticeable tendency of individuals from labor to make

greater use of the Occupational Qutlook Handbook than their counterparts

from business and industry (41.7 percent to 12.5 percent).

Outcomes and Implications--From the data cvollected, it was evident that

advisory committee members do not make frequent use of the subactivities

ERI!
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under occupational surveys. On the average it might be expected that only
20 to 30 percent of the individuals on a typical advisory committee would
make use of such resources. The greatest needs, in this respect, related

to the use of the Manpower Development Handbook, the Occupational Outlock

Handbook, community survey data, and the designing of community assessment

studies.

COURSE CONTENT ADVISEMENT

Undexr ihe major function of course content advisement, the following
four subactivities were used to determine the degree of involvement of
advisory committees in this task.

Identification of Occupational Competencies

Development of Program Goal Statements

Review of Topical Outlines

Review of pPerformance Objectives

Vocational Directors and Occupational Deans--In general, vocational

directors ~xd occupational deans ranked the subactivities under this function

as their mn<t frequent degree of involvement. The identification of
occupational competencies was one of the most frequently rated items out of

all of the forty-one subactivities (directors, 75.0 percent and deans, 61.5

percent). The frequently ratings for the remaining subactivities ranged from

30.8 percent to 55.4 percent with the review of performance objectives
receiving the lowest ratings from both groups for subactivities under this
function.

Vocational Teachers on Advisory Committees--Teachers at the secondary

level took an even stronger position on these subactivities than did their

directors. There was also a significant Adifference between the perceptions

19
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of teachers on effective and non-effective advisory committees. Effective

teachers consistently rated these items as fraquently performed (63.6 per- ‘
cent to 68.2 percent range), while the teacher's ratings in noneffective

groups fluctuated from 33.3 percent to 52.4 percent. The data from teachers

at the post-secondary level was inconclusive, although they seemed to place

less emphasis on these subactivities.

Advisory Committee Members from Labor, Business and Industry--Individuals

representing these segments tended to place less emphasis on these sub-

activities than did teachers and administrators. The frequently ratings,
however, supported a high level of emphasis on these subactivities. It was
interesting to note that representative from business and industry rated the
review of topical outlines at the 87.5 percent level (highest of all activities),
while the representatives from labor rated it at the 41.7 percent level.

Outcomes and Implications--The data revealed that in general the course

content advisement subactivities were the most frequently performed tasks. ‘
Approximately 40 to 60 percent of all members made frequent use of these
activities. The most important subactivity to be performed under this

function was the identification of occupational competencies.

STUDENT PLACEMENT
To determine the degree of advisory committee involvement in student
placement, the following six subactivities were used:®

Organization of Employer-Student Conferences
Notification of Job Openings

Writing Recommendation Letters for Students
Employment of Graduates

Review of Follow-up Studies

Liaison with Michigan Employment Security Commission

Q ::f;()

ERIC

Aruitoxt provided by Eic:




Vocational pirectors and Occupational Deans--In respect to their

. frequent involvement in four subactivities f{organization of employer/student
conferences, notification of job opening, review of follow-up studies,
and liaison with Michigan Employment Security Commission), vocational
directors and occupational deans were in agreement. Their involvement
ranged from 23.1 percent to 46.7 percent. The frequent involvement in
writing recommendation for students varied considerably (vocational
directors, 14.3 percent; o .cupation deans, 61.5 percent). Or the con-
verse, vocational directors were frequently involved, 64.3 percent, in
the employment of graduates while occupational deans rated their activity
as 30.8 percent.

Vocational Teachers on Advisory Committees--The frequent ratings for

vocational teachers on these subactivities paralleled that of their ad-

ministrative counterparts, with two notable exceptions. First, they had
‘ far less involvement with the Michigan Employment Security Commission (4.5

percent compared to 23.2 percent). Second, the frequent rating for ef-

fective teachers was similar to that of their directors for the employ-

ment of graduates (59.1 percent), but for noneffective teachers their
rating wac only 23.8 percent.

Advisory Committee Members from Labor, Business and Industry--Individuals

at the secondary level representing these segments of the advisory committee
tended to agree on their current involvement with these subactivities.
cth had frequent ratings of approximately 25 percent on items related to

empioyer/student conferences, follow-up studies, and MESC liaison and 50

rercent ratings on the notification of job openings and employment of

graduates. The major distinction between the groups was in the area of
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writing letters of recommendation for students (labor, 25.0 percent;
business and industry, 62.5 percent). Members serving on post-secondary
committees tended to place more emphasis on each of the subactivities
that did their counterparts at the secondary level.

Outcomes and Implications--The data revealed considerable variance in

the degree to which advisory committee members were involved in the student
Placement function. While only a moderate commitment was evidenced from
the total group, various segments of members seemed to have particular
interests. Each of the groups rated one of the subactivities as one of

the top six activities (out of forty-one) in which they were involved, but

there was not agreement between any of the groups.

COMMUNITY PUBLIC RELATIONS
Five subactivities were used under the community public relations function
determine the degree to which advisory committee members were involved
these areas of participation:
Speaking to Civic Groups
Input at Public Funding Activities
Input at Public Hearings
Promoting the Program via the Media

Development of Promotional Materials

Vocational Directors and Occupational Deans--The responses to the

subactivities under the community public relations function as a group re-
presented the second lowest rating of all functions as measured by vocational
director and occupational dean input. Only the program staffing function
demonstrated a lower usage factor. The frequent ratings for vocational
directors ranged from 12.5 percent to 21.4 percent, while occupational deans
rated speaking to civic groups as 0.0 percent and the highest in any sub-

activity as 15.4 percent.
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Vocatiopal Teachers on Advisory Committee--Both teachers at the

sccondary and post-secondary levels reinforced the low degree of involve-
ment in subactivities in the community public relations functien. The
only demonstrated involvement was in the subactivity of promoting the
program via the media, and this had a frequently used percentage of
approximately 15.

Advisory Committee Members from Labor, Business and Industry--Like

educators, those outside of education tended to reinforce the low level
of advisory committee involvement in community public relations. While
tue frequently used ratings for these subactivities was higher (8.3
percent to 25.0 percent) than other committee members, it was viewed
as one of their lowest levels of participation.

Outcomes and Implications--It was evident from the data collected that

advisory committee members in general make infrequent use of the sub-
activities in the community public relations function. iext to their
role in program staffing, these activities were viewed as their lowest
level of participation. 1In general, frequent use of this function may be

expected, at the most, at a 10 to 15 percent level.

EQUIPMENT AND FACILITIES
The following six subactivities under the equipment and facilities

function were used to determine advisory committee participation:

Review of Equipment and Facilities
Survey of Equipment in Industry
Suggesting Equipment Replacement
Calculation of Depreciation Allowances
Suggesting Bid Solicitation
Solicitating Equipment Donations




ERIC

Aruitoxt provided by Eic:

Vocational Directors and Occupational Deans~-There was general agree-

ment among vocational directors and occupational deans on the subactivities .
in equipment and facilities. The lone exception was the more frequent sug-

gesting of equipment replacement by vocational directors (60.7 percent)

than was true for occupational deans (38.5 percent). Both agreed that

the review of equipment and facilities was one of the prime committee

activities and that the survey of equipment in industry was above average

in committee invclvement. Soliciting equipment donations was of moder-

ate concern while suggesting bid solicitation and the calculation of de-

preciation allowances received little or no attention.

Vocational Teachers on Advisory Committee--Faculty members at both the

secondary and post-secondary levels represented similar positions on the
subactivities in equipment and facilities. There was an approximate 40

percent frequent usage rating for the first three subactivities. The ‘
activities related to depreciation, bid solicitation, and the solicitation

of equipment received few or no frequent ratings.

Advisory Committee Members from Labor, Business and Industry--Individuals

from labor, business and industry, alike, agreed that the review of equip-
ment and facilities, and the survey of equipment in industry was the se-
cond or third most frequent subactivity in which they were involved. Sug-
gesting equipment replacement received less attention, but it appeared in
their top ten most frequent activities. The remaining subactivities were
only frequently used by approximately 20 percent of the total group.

Outcomes and Implications-=-From the data collected, it was evident that

there was frequent use (50-60 percent) of the subactivities focused on
reviewing equip..ent and facilities, surveying equipment in industry, and
suggesting equipment replacement. Frequent use was made of the other '
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subactivities on an average rate of approximately 15 percent.

PROGRAM STAFFING

The four subactivities in program staffing that were used to determine
advisory committee involvement in this function were:

Review of Teacher Selection Criteria

Suggesting Recruitment Policies

Recommending Potential Candidates

Review of Teaching Applicants

Vocational Directors and Occupational Deans-~-From the perspective of

hoth vocational directors and occupational deans, the program staffing
function received the lowest level of frequent involvement. Except for

the vocational directors frequent rating of 23.2 percent on recommending
potential candidates (which is a 26 out of 41 ranking), both directors

and deans placed the remaining subactivities as their lowest ranked activi-
ties.

Vocational Teachers on Advisory Ccmmittees--Faculty members furthevr

substantiated the limited involvement in program staffing as their highest
frequency rating for any of the subactivities was 4.8 percent. Again, it
was ranked as the lowest level of frequency involvement. Approximately

2 percent of the ratings were listed as frequent.

Advisory Committee Members from Labor, Business and Industry--As a

group individuals outside of education tonk 2 slightly stronger position
of frequent usage on this function than did educational personnel. This
was most prevalent from individuals representing labor as they rated the
review of teacher selection criteria and recommending potential candidates
at approximately 35 percent frequency usage, and suggesting recruitinent
policies and review of teaching applicants at the approximate 20 percent

level.




Outcomes and Implications--As pointed out by the data, the current

level of activity in this function by advisory committee members is quite
low. A 5 percent level of frequency involvement might be expected, with

slightly higher participation forthcoming from representatives from labor.

PROGRAM REVIEW
There were six subactivities identified under the major function of
program review. These were:

Evaluation of Student Performance

Evaluation of Teacher Performance

Use of Annual State Department Reivew Questionnaire
Suggestions for Program Improvement

Comparing Accomplishments with Stated Objectives
Making Periodic Reports to Administration

Vocationel Directors and Occupational Deans--There was considerable

variance in the views of vocational directors and occupational deans in
respect to the subactivities in the program review function. These were .

particularly apparent in four subactivities which they consistently ranked

in the twenty through thirty range of the forty-one items. These are

illustrated in their percentage of frequency usage:

Subactivity Directors Deans
Evaluation of Student Performance 26.8 15.4
Evaluation of Teacher Performance 19.6 7.7
Making Periodic Reports to Administration 28.6 7.7
Use of Annual State Department Review

Questionnaire 35.7 23.1

There was agreement between the two on comparing accomplishments with stated
objec’ ives (at che 20 percent level) and suggesting program improvements
{at the 60 percent frequent level). The latter of these was ranked as one

of the top five subactivities they performed on the advisory committee.
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Vocational Teachers on Advisory Committee--Teachers at the secondary

level tended to agree with their administrative counterparts on the sub-
activities in this function. There was less frequent use of the Annual
State Department Review Questionnaire, but the major discrepancy was be-
tween the rating of teachers on effective and noneffective committees on
the evaluation of teacher performance. Teachers in effective groups rated
the frequent use of this subactivity as 27.3 percent while teachers on non-
effective committees rated at the 9.5 level. Faculty members at the post-
secondary level tended to agree with the effective secondary teachers

and the vocational directors.

Advisory Committee Members from Labor, Business and Industry--The

noneducational committee members at both the secondary and post-secondary
levels took a position similar to that of the vocational directors on
subactivities related to evaluations of student and teacher performance
and suggestions for program improvement. The frequency use of the Annual
Review Questionnaire was rated at approximately 15 percent, periodic re-
ports to the administration at the 45 percent level, and the comparison
of accomplishments with stated objectives at the 70 percent level.

Outcomes and Implications~-The data revealed considerable diversity on

the subactivities on the degree of involvement of the various groups repre-
sented in advisory committees. There was, however, common agreement that
suggesting program improvements was one of the top functions in which the
committee was involved. Other than this subactivity, approximately 20 to

30 percent frequent involvement was demonstrated on the remaining activities.
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OBTAINING COMMUNITY RESOURCES ‘
Under the major function of obtaining ccmmunity resources, the fol-
lowing five subactivities were used to determine the dearee of involve-
ment of advisory committee members in this task:
Arranging Field Trips
Recommending Potential Co-op Work Stations
Identifying Community Resources
Obtaining ?versonnel for Classroom Presentations

Obtaining Consultants for Teachers

Vocational Dpirectors and Occupational Deans--Except for the directors

frequent ratings of 23.2 percent and the deans rating of 46.2 percent on

the obtaining of consultants for teachers, there was virtual agreement on

the degree to which they were involved as advisory committee members in the
subactivities in this function. Arranging field trips was reported at the
approximate 20 percent level, while the other subactivities ranged be-

tween 41.2 and 53.8 percent frequent usage. .

Vocational Teachers on Advisory Committees--The perceptions of faculty,

at both levels, paralleled those of their administrators. Another in-
teresting note between vocational teachers on effective and noneffective
committees at the secondary level was evidenced in their frequent rating
of obtaining consultants for teachers (effective committees 36.4 percent
and noneffective committees 4.8 percent). This difference was not ap-
parent at the post-secondary level.

Advisory Committee Members from Labor, Business and Industry--Majo:r

differences were apparent between the frequent ratings from individuals
representing labor and business and industry. This is illustrated by the

percentage ratings from members serving on secondary level advisory committees.




Subactivity Labor Bus./Ind.

Arranging Field Trips 8.3 50.0
Recommending Potential Co-op Work Stations 41.7 75.0
Téentify Community Resources 50.0 37.5
Obtaining Personnel for Classrocm Presentations 41.7 25.0
obtaining cunsultants for Teachers 41.7 0.0

Outcomes and Implications--Other than the different levels of involve-

ment expressed by members from labor and business and industry the data
collected revealed a fairly consistent level of participation by com-
mittee members in these subactivities. The most commonly performed
activity was that of recommending potential co-op work stations with
identifying community resources ranking as one of the top ten (out of

forty~one) most frequent activities.
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PART IV

THE PERCEIVED UTILIZATION OF
VOCATIONAL ADVISORY COMMITTEES IN MICHIGAN

The preceding section provided an overview of the current degree to
which advisory committee members perform their roles in respect to forty-
one selected subactivities. This section outlines the relationship be-
twe=n tihe current level of involvement and the perceived level of utiliza-
tion that advisory committee members project. Through this process, areas
of increased emphasis for advisory committee member action are detailed.

The data presented were collected through the basis questionnaire (see
Appendix A) sent to individuals in vocational education throughout the
State. 1In addition to an analysis of their current level of activity (pre-
sented in Part III), the respondents al o projected a suggested role for

‘ advisory committee participation by rating the same forty-one activities

on "never," "infrequently," and "frequently" basis. The responses in the
"frequently" column formed the basis for the three major comparisons made
in this Part. First, a comparison between current and projected levels

of involvement is presented for individuals serving on advisory committees

at the secondary level. Second, the same comparison is made for individuals

serving on advisory committees at the post-secondary level. Third, an

analysis is made between the difference in perception of individuals
serving on secondary and those serving on post -secondary advisory

committees.

PROJECTED ROLE FOR ADVISORY COMMITTEES AT THE SECONDARY LEVEL
Two types of comparisons were made to assess the views of advisory com-

‘ mittee members in determining the areas in which a change in emphasis is
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required for committee action. First, correlations were made between the
current and projected levels of usage to insure that the basic groups
surveyed were in general agrcement. Table I illustrates that there was
internal consistency within each of the five groups in the study. For
example, with a maximum correlation possible at 1.00, directors agreed at
the .85 level between the current ranking of the forty-one subactivities
and the projected or suggested rank of these same activities.

TABLE I

RANK ORDER CORRELATIONS BETWEEN CURRENT AND PROJECTED OCCUPATIONAL
ADVISOTY COMMITTEE ACTIVITIES IN SECONDARY VOCATIONAL FROGRAMS1

RESPONDENT GROUPS CORRELATION

Directors .85

Teachers on Noneffective Occupational Advisory .78
Committees

Teachers on Effective Occupational Advisory .86
Committees

Occupational Advisory Committee Members from .78
Labor

Occupational Advisory Committee Members from .51

Business and Industry

1a11 correlations shown in this table are significant at the .0l level.

Second, the rankings of .ll respondents at the secondary level were
combined for both the existing level of usage and the suggested levels. The
means and corresponding ranks for each of the forty-one subactivities are
presented in Table II.

An inspection of Table II was used to determine those areas in which advi-
sory committee members felt there should be increased emphasis in the future.

When a positional rank declined or remained the same, it was assumed that
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TABLE II

A COMPARISON OF EXISTING AND SUGGESTED MEANS AND RANKS FOR
SECONDARY ADVISORY COMMITTEE INVOLVEMENT

‘ SECONDARY
Existing Suggested
SUBACTIVITIES Mean Rank Mean Rank
OCCUPATIONAL SURVEYS
Use of Michigan Manpower Development Handbook 31.5 33 29.3 32
Consultation with Michigan Employment
Security Commission 24.0 20 27.9 30
Use of Occupational Outlocy rlandbook 24.2 22 27.3 26
Surveys Community Needs 10.8 12 12.0 12
Use of Community Survey Data 17.8 18 17.4 18
COURSE CONTENT ADVISEMEMT
Identification of Occupational Competencies 5.6 2 €.4 3
Development of Program Goal Statements 6.1 4 9.7 7
Review of Topical Outlines 7.6 7 16.0 15
Review of Performance Objectives 6.0 3 7.7 5
STUDENT PLACEMENT
Organization of Employer/Student Ccnferences 23.8 19 17.2 17
Notification of Job Openings 9.2 9 5.3 1
Writing Recommendation Letters for Students 24.1 21 27.6 29
Employment of Graduates 9.4 10 13.3 14
Review of Follow up Studies 24.5 23 20.0 21
Liaison with MESC 28.2 30 31.3 33
COMMUNITY PUBLIC RELATIONS
Speaking to Civic Groups 33.9 35 31.7 34
Input at Program Funding Activities 34.0 3€ 27.3 26
Input at Public Hearings 36.6 40 26.9 25
. Promoting the Program Via the Media 26.7 27 16.4 16
Development of Promotional Materials 28.0 29 19.7 20
EQUIPMENT AND FACILITIES
Review of Equipment and Facilities 4.0 1 5.9 2
Survey of Equipment in Industry 7.0 6 11.2 9
Suggesting Equipment Replacement 8.1 8 12.1 13
Calculation of Depreciation Allowances 34.4 38 35.1 40
Suggesting Bid Solicitation Procedures 31.0 32 33.5 37
Soliciting Equipment Donations 29.9 31 28.9 31
PROGRAM STAFFING
Review of Teacher Selecticn Criteria 34.3 37 2.3 36
Suggesting Recruitmert Policies 35.2 39 32.2 35
Recommending Potential Candidates 32.7 34 34.2 38
Peview of Teaching Applicants 37.8 41 36.2 41
PROGRAM REVIEW
Evaluation of Student Performance 14.9 15 18.8 12
Evaluation of Teacher Performance 26.8 28 26.7 24
Use of Annual State Dept. Review Questionnaire 26.5 26 34.7 39
Suggestions for Program Improvement 6.4 S 6.6 4
Comparing Accomplishments with Stated Objectives 13.6 14 11.9 10
Making Periodic Reports to Administration 16.1 16 25.8 23
OBTAINING COMMUNITY RESOURCES
Arranging Field Trips 25.6 24 27.3 26
Recommending Potential Co-op Work Stations 9.6 11 9.2 6
Identifying Community Resources 11.8 13 11.9 10
. Obtaining Personnel for Classroom Presentations 17.1 17 10.8 8
Obtaining Consultants for Teachers 25.8 25 25.0 22
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the existing level of involvement should be maintained. This assumption
was made because of the general lack of involvement of advisory committees.
The following scale was used when the rank of specific subactivities re-
vealed a higher positi.nal ranking. For example, subactivity initially
having a mean rank of twenty-nine out of forty-one that changed to a sug-
gested ranking of twenty would have an increased rating of nine. This

would be an important level of change.

Scale for Increased Emphasis

Change in Rank Level of Required Emphasis
1-5 Moderate Change
6-10 Important Change
11-15 Significant Change

Occupational Surveys--The existing and suggested levels of usage for

the subactivities in occupational surveys were in general agreement. As
viewed by advisory committee members, only the emphasis on the use of the

Michigan Manpower Development Handbook should be increased at a moderate

level.

Course Content Advisement--The perceptions of individuals currently

serving on advisory committees at the secondary level was that the existing
level of involvement on these subactivities was adequate for the future.

Student Placement--For those subactivities in the student placement func-

tion, there were two activities for which moderate increase was projected
and one that was ranked at the important level of change. Members projected
the need to increase the emphasis on the organization of employer/student
conferences and the review of follow-up studies at the moderate level. An

important level of increased emphasis was suggested on the rotification of

jecb openings.
34
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Community Public Relations--Each of the subactivities in this function

was projected for increased emphasis. Speaking to civic groups was at the
moderate level, development of promotional materials was at the important
level, while input at public funding activities and public hearings, along
with promoting the program via the media, were projected at the significant
level of increased emphasis.

Equipment and Facilities--In respect to the subactivities in the equip-

ment and facilities function, advisory committee members viewed the existing
level of involvement as adequate for the future.

Program Staffing--At the secondary level, both the review of teacher

selection criteria and the suggesting of recruitment policies were suggested
as areas in which a moderate level of increase was needed.

Program Review--In the program review function, three subactivities

were ranked at the adecuate level of involvement, while three were suggested
at the moderate level of increased participation. The activities of pro-
jected change were evaluating teacher performance, making suggestions for
program improvement, and comparing accomplishments with stated objectives.

Obtaining Community Resources-~Next to the increased emphasis projected

for community opublic relations, the subactivities in this function revealed
the highest level of needed change. Four of the five activities were noted
as needing increased emphasis. At the moderate change level, these were
recommending potential co-op work stations, identifying community resources,
and obtaining consultants for teachers. Increased emphasis at the important
level of change was projected@ for obtaining personnel for classroom presenta-
tions.
PROJECTED ROLE FOR ADVISORY COMMITTEES AT THE POST-SECONDARY LEVEL

The same comparisons made at the secondary level were made at the post-

secondary level. First, correlations were made between the current and pro-
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jected levels of usage to insure that the basis groups surveyed were in

general agreement (see Table III). ‘

TALLE TIII

RANK ORDER CORRELATIONS BETWEEN CURRENT AND PROJECTED OCCUPATIONAL
ADVISORY COMMITTEE ACTIVITIES IN POST-SECONDARY VOCATIONAL PROGRAMS 2

RESPONDENT GROUPS CORRELATION

Occupational Dean .80

Teachers on Noneffective Occupational Advisory .34%*
Commi ttees

Teachers on Effective Occupational Advisory .73
Committees

Occupational Advisory Committees from Labor .62

Occupational Advisory Committee Members from .53

Business and Industry

2A11 correlations shown in this table are significant at the .0l level ‘
with the exception of those with the asterisk (*), which is significant

at the .05 level.

Second, the rankings of all respondents at the post~secondary level

were combined for both the existing level of usage and the suggested levels.

The means and corresponding ranks for each of the forty-one subactivities
are presented in Table IV.

As was indicated in the description of Table II, an inspection of
Table IV was used to determine those areas in which advisory committee mem—
bers felt there should be increased emphasis in the future. When a
positional rank declined or remained the same, it was assumed that the

existing level of involvement should be maintained. This assumption was

made because of the general lack of involvement of advisory committees.




TABLE IV

A COMPARISON OF EXISTING AND SUGGESTED MEANS AND RANKS FOR

. POST-SECONDARY ADVISORY COMMITTEE INVOLVEMENT
POST-SECONDARY
Existing Suggested
SUBACTIVITIES Mean Rank Mean Rank
OCCUPATIONAL SURVEYS
Use of Michigan Manpower Development Handbook 30.5 37 28.1 32
Consultation with Michigan Employment Security
Commission 22.7 22 21.7 21
Use of Occupational Outlook Handbook 28.5 32 27.6 29
Surveys Community Needs 9.5 5 11.1 e
Use of Community Survey Data 7.5 3 13.4 11
COURSE CONTENT ADVISEMENT
Identification of Occupational Competencies 13.7 9 6.0 1
Development of Program Goal Statements 17.9 15 15.4 14
Review of Tcpical Outlines 13.3 8 18.0 17
Review of Ferformance Objectives 16.2 12 15.6 15
STUDENT PLACEMENT
Organization of Employer/Student Conferences 20.5 20 11.7 8
Notification of Job Openings 6.6 2 9.4 3
Wriging Recommendation Letters for Students 18.6 16 28.8 35
Employment of Graduates 8.6 4 11.0 5
Review of Follow-up Studies 20.1 19 14.0 12
Liaison with MESC 23.4 24 24.8 23
COMMUNITY PUBLIC RELATIONS
. Speaking to Civic Groups 28.7 33 32.1 38
Input at Program Funding Activities 32.5 40 26.4 27
Input at Public Hearings 27.5 28 28.7 34
Promoting the Program Via the Media 28.1 30 18.7 18
Development of Promotional Materials 24.1 26 21.3 20
EQUIPMENT ANLC FACILITIES
Review of Equipment and Facilities 5.9 1 8.8 2
Survey of Equipment in Industry 11.1 7 15.6 15
Suggesting Equipment Replacement 14.7 10 14.9 13
Calculation of Depreciation Allowances 34.3 41 34.4 41
Suggesting Bid Solicitation Procedures 29.4 34 30.6 37
Soliciting Equipment Donations 24.0 25 28.5 33
PROGRAM STAFFING
Review of Teacher Selection Criteria 29.4 34 32.7 39
Suggesting Recrulitment Policies 31.4 38 33.3 40
Recommending Potential Candidates 29.4 34 27.2 28
Review of Teaching Applicants 32.4 39 28.0 21
PROGRAM REVIEW
Evaluation of Student Performance 21.0 21 21.9 22
Evaluation of Teacher Performance 28.0 29 27.9 30
Use of Annual State Dept. Review Questionnaire 24.9 27 29.0 36
Sugdestions for Program Improvement 10.8 6 9.6 4
Comparing Accomplishments with Stated Objectives 15.8 11 13.3 10
Making Periodic Reports to Administration 28.4 21 24.9 24
OBTAT.IING COMMUNITY RESOURCES
Arranging Field Trips 23.0 23 25.9 25
' Recommending Potential Co-op Work Stations 17.2 13 12.8 9
Identifying Community Resources 17.2 13 11.3 7
Obtaining Personnel for Classroom Presentations 19.8 17 20.6 19
Obtaining Consultants for Teachers 19.8 17 26.0 26
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The following scale was used when the rank of specific subactivities
revealed a higher positional ranking. For example, a subactivity
initially having a mean rank of twenty-nine out of forty-one that changed
to a suggested ranking of twenty would have an increased rating of nine.
This would be an important level of change.

Scale for Increased Emphasis

Change in Rank Level of Required Emphasis
1-5 Moderate Change
6-10 Important Change
11-15 Significant Change

Occupational Surveys--Three subactivities in the occupational surveys

function were ranked by rost-secondary advisory committee members at the
moderate level of increased emphasis. These were the use of the Michigan

Manpower Development Handbook, Occupational Outlook Handbook, and consul-

tation with the Michigan Employment Security Commission.

Course Content Advisement--In respect to this function, members felt

there was a need for moderate increase in emphasis on the development of
program goal statements. Furthermore, there was an expressed level of
important change suggested for the identification of occupational com-
petencies.

Student Placement--The organization of employer/student conferences

was projected as one of the most significant activities requiring increased
emphasis. In addition, post-secondary members suggested a moderate in-
crease in their invclvement with the Michigan Employment Security Com-
m‘ssion and an important increase in their participation in reviewing of

follow-up studies.

Community Public Relations--Like their counterparts serving on advisory
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committees at the secondary level, post-secondary members suggested
that the highest degree of increased emphasis be placed on the sub-
activities in the community public relations function. Three activi-
ties were projected as needing substantial change. At the important
level of change, the development of promotional materials was suggested.
A significant level of increased involvement was noted for their input
on the public fundiny and public hearing activities.

Equipment and Facilities--The existing and suggested levels of involve-

ment in the subactivities in this function were compatible.

Program Staffing--Two subactivities in the program staffing function

were viewed by current members as needing increased emphasis at the important
change level. These were the recommending of potential candidates and the
reviewing of teaching applicants.

Program Review--Three of the subactivities in this function were noted

as needing increased emphasis. At the important level of change, this
included making periodic reports to the administration. A moderate

level of change was suggested for making suggestions for program improve-
ment and comparing accomplishments with stated objectives.

Obtaining Community Resources--Post-~secondary committee members pro-

jected the need to increase the level of participation in two subactivities
in the obtaining community resources function. At the moderate level,
recommending potential co-op work stations was noted, while identifying
community resources was listed at the important level of change.

SECOMDARY AND POST-SECONDARY COMMITTEE PERCEPTIONS OF THE
UTILIZATION OF ADVISORY COMMITTEES

The preceding sections provided an analysis of the differences between

the existing level of utilization and the suggested level of committee
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involvement at both the secondery and post-secondary levels. For

comparative purposes, this section details the perceived level of
utilization between secondary and post-secondary advisory committees.

The levels of rank in the suggested column for each of the subactivities
presented in Tables II and IV were used. There differences botween these

ranks are shown in Table V.

TABLE V

PERCEPTIONS IN CHANGE OF INVOLVEMENT

Activities of Suggested Greater Involvement by Individuals on Advisory

Committees at the Secondary Level.

Differences in

Rank Order Subactivity
1-4 Use of Occupational Outlook Handbonk

Review of Topical Outlines

Notification of Job Openings

Speaking to Civic Groups

Input at Program Funding Activities

Promoting the Program Via the Media

Suggesting Equipment Replacement

Calculation of Depreciation Allowance

Soliciting Equipment Replacement

Review of Teacher Selection Criteria

Evaluating Student Performance

Making Periodic Reports to Administration

Recommending Potential Co-op Work
Stations

5-8 Obtaining Consultants for Teachers

Development of Program Goal Statements

Writing Recommendation Letters for
Students

Survey of Equipment in Industry

Suggesting Recruitment Policies

Evaluation Teacher Performances

9-12 Review of Performance Objectives

Consultation with Michigan Employment
Security Commission

Input at Public Hearings

Obtaining Personnel for Teachers
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TABLE V (Con't)
. PERCEPTIONS IN CHANGE OF INVOLVEMENT

Activities of Suggested Greater Involvement by Individuals on Advisory Com-

mittees at the Pust-Secondary Level.

Differences in
Rank Order Subactivity

1-4 Identification of Occupational
Competencies

Use of Annual State Dept.
Questionnaire

Arranging Field Trips

Identifying Community Resources

Survey Community Needs

Use of Community Survey Data

Organizing Employer/Student
Conferences

Employment of Graduates

Review of Follow-up Studies

Recommending Potential Candidates

Review of Teaching Applicants
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PART V

THE DEGREE OF COMMITMENT FOR THE USE OF
VOCATIONAL ADVISORY COMMITTEES IN MICHIGAN
The third major objective of the study was to determine the degree
of commitment toward the concept of using local advisory committees for
planning, equipping, staifing, and reviewing local vocational education
programs. Both Parts III and IV provide direct implications for this
objective. Some of these key points are, again, summarized in this Part.
In addition, two additional sources are provided. First, data collected
from school superintendents, community college presidents, board mem-
bers, and trustees are presented. Second, a summary of the general com-
ments collected through the open-ended questions ir all of the instru-
ments is provided.
DEGREE OF COMMITMENT TO MAJOR ADVISORY COMMITTEE FUNCTIONS
Part III provided a detailed analysis of the degree to which advisory
committee members were involved in forty-one subactiviti . In summary,
tt.e degree of frequency involvement in the eight major functions by the

members on committees was estimated at the following levels:

Functions Percent Involvement
Occupational Surveys 20-30

Course Content Advisement 40-60

Student Placement 15-25
Community Pvhlic Relations 10-15
Equipment ar Facilities 50-60

Program Sta g 0-5

Progran: Rev. 25-35

Obtaining Community Resources 30-50




COMFARISON BETWEEN EXISTING AND SUGGESTED LEVELS OF UTILIZATION

A second means of assessing th2 Jdegree of commitment toward advisory
committees was to compare existing levels of importance with the suggested
levels. The basic assumption for this basis of analysis was that, if
there was a high degree of commitment, the current and suggested levels
of involvement would be parallel or approximately equal. A review of
Part IV indicated the following discrepancies in the existing and sug-
gested levels of involvement. At the secondary letel the number of shifts

in the forty-one subactivities were:

Moderate Change 12
Important Change 3
Significart Change 3

Total 18

At the post-secondary level the number of projected changes in the forty-
one sugactivities were:

Moderate Change

Important Change

3ignificant Change
Total

[
o{w 3 ©

COMMITMENT TO ADVISORY COMMITTEES AS VIEWED BY SCHOOL SUPERINTENDENTS, COM-
MUNITY COLLEGE PRESIDENTS, BOARD MEMBERS, AND TRUSTEES

There were 119 responses from school superintendents (54), community
college presidents (18), board members (33), and trustees (14). Part
of their commitment can be measured by the fact that eighty-five or
71.8 percent of respondents indicated that their programs were served by
some form of vocational education advisory committee. Twenty-three of
thirty board members from both local schools and community colleges in-
dicated that some form of recognition was given to advisory committee

members for their efforts. Fifty-six or 67.5 percent of the respondents




‘ indicated that reports were received from the committee on a regular
basis (monthly, quarterly, or annually).
The respondents were also asked to respond to the extent of use and
the effectiveness of advisory committees by rating each of the eight
major functions. The following summarizes their views and further sug-

dest their attitudes:

Extent of Advisory Committee Involvement.
Occupational Survevs (80) Percent
Never 16.3
Not Usually 15.0
Moderately 43.7
Jeatly 25.0
Course Content Advisement (79) Percent
Never 3.8
Not Usually 11.3
Moderately 45.6
Greatly 39.3
‘ Student Placement ‘79) Percent
Never 12.5
Not Usually 38.1
Moderately 34.2
Greatly 15.2
Community Public Relations (80) Percent
Never 6.3
Not Usually 27.5
Moderately 46.2
Greatly 20.0
Equipment and Facilities (78) Percent
Never 5.1
Not Usually 30.8
Moderately 33.3
Greatly 30.8
Program Staffing (78) Percent
Never 16.6
Not Usually 60.3
Moderately 19.2
Greatly 3.9
45
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program Review (70) Percent

Never 2.9
Not Usually 4.3
Moderately 60.0
Greatly 32.8
Obtaining Community Resources (78) Percent
Never 5.1
Not Usually 18.0
Moderately 42.3
Greatly 34.6

Effectiveness of Advisory Committee Involvement.

Occupational Surveys (74) Percent
Ineffective 10.8
Slightly Effective 20.3
Satisfactory 51.3
Very Effective 17.6

Course Content Advisement (79) Percent
Ineffective 5.2
Slightly Effective 12.8
Satisfactory 32.5
Very Effective 30.5

Student Placement (75) Percent
Ineffective 20.5
Slightly Effective 38.7
Satisfactory 30.6
Very Effective 10.7

Community Public Relations (76) Percent
Ineffective 11.9
4lightly Effective 27.6
Satisfactory 46.1
Very Effective 14.4

Equipment and Facilities (73) Percent
Ineffective 10.9
Slightly Effective 30.1
Satisfactory 34.3
Very Effective 24.7

Program Staffing (70) Percent
Ineffective 24.3
Slightly Effective 38.6
Satisfactory 34.3

Very Effective 2.8
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Program Review (69) Percent
Ineffective 5.8
Slightly Effective 14.5
Satisfactory 46.4
Very Effective 33.3

Obtaining Community Resources (74) Percent
Ineffective 5.4
Slightly Effective 28.4
Satisfactory 43.2
Very Effective 23.0

A SUMMARY OF COMMENTS OF THE USE OF AND COMMITMENT TOWARD ADVISORY
COMMITTEES

The open-ended response section on the questionnaires provided the
respondents with an opportunity to list additional perceived functions
for advisory committees, as well as problems encountered in the utiliza-
tion of local committees. A variety of comments appeared on both question-
naires which were informative and descriptive in presenting an overview
of the current commitment to the concept of utilization of advisory
committees. Respondents were able to comment on each of the eight major
committee functions identified on the questionnaires.

Following a review of these comments it was apparent that both positive
and negative degrees of commitment were present on the use of advisory
committees. In the opinions and perceptions of the respondents, a variety
of problems exist. These problems include lack of administrative support,
poor organizational relationships (school district MESC relationship, for
example) , communicative problems between the various participants and/or
participating groups, actual or perceived lack of time to complete cer-
tain activities or functions, little or no financial support for advisory
committees, and lastly, problems of numan perception and interaction.

Some of the personal feelings and opiaions of the respondents suggests
that their experience with advisory committees has raised questions regard-

ing the committees ability or inability to take into consideration different
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points of view, to positively deal with members suggestions, and to re-

spect the particular interests and concerns that the members bring from

their representative groups.

The following are quotes made by the respond:nts for each of the eight

major functions.

Occupational Surveys.

Directors and Deans--Comments:

1.
2.

3.
4.

5.
6.

10.

11,
12.

13.

The validity of MESC data is suspect.

The occupational committees ar2 biased in their survey

and interpretations of data relative to their business or
industry.

Availability of reliable data is a problem.

Lack of background and time on the part of advisory committee
members is a very big problem.

It requires time that can frequently be better spent.
Availability of materials, time, and knowledge to use
handbooks properly are problems.

Citizens do not believe in research; troy do not see a

need for it. Most school people do not know how to do it.
Tney use available data wrong or ignore it.

Committee members are busy people. There is no pay and a
large number of programs in a CEPD requiring input which
prevents effectiveness.

Even though we have excellent communication with and cooperation
of the MESC, students and local employers do not look upon

the MESC as vital especially in placement. They either do not
know or they will not tell.

MESC does not like to share data or what they have is in

bits and pieces so that it is of little value.

MESC does not reflect the total community needs.

The cost of surveys prohibit as often as is needed. They must
be subsidized and results correlated state-wide.

Committees are not going to do survey work. School personnel must
(time is a factor).

Teachers--Comments:

1.

2,

| »
|

ERIC

Ton involved with their own jobs and businzsses to spend the
time requ.ired.

Our advisory committee is nut a formally organized committee.

It consists of acquaintances of the teacher whc are occasionally
called upon to advise the teacher regarding subject content.
Community :e2ds ard new equipment pu._ hases are a problem.
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Lack of time to devote to data collecting. It tends to fall on
vocational director instead.

The committee does not look into the future for tomorrow training.
They are very selfish. We need vocational training for our adults.
Schools have up-to-date equipment.

Surveys of community needs are presently superficial. There is
much need for in-depth survey data that could be utilized by
advisory and placement committees.

Mcst business people want the involvement but do not want to
waste their time.

Manpower needs and community needs can be learned by just talking
to employers and being out in the business world.

Other Members--Comments:

1.

4.
S.

I feel we should be looking at the needs of our community vocationally
wise, and relaying this information to the occupational eaders or
educators.

MESC went only to commercial printers and omitted the largest

segment of potential employers.

I think the school has to provide this material working with both
government and industry.

Handbooks mentioned above would be used if they were available.

I don't see this as being a job of an advisory committee.

Course Conte:i.. Advisement

Directors and Deans--Comments:

10.

The Progarm Goal Statement as set “orth by the Michigan Department
of Education is weak according to <ur craft committee.

Advisory committees wish to advise only; and they are not looking
forward to, and will not sit down and do a lot of written work.

The "how to teach” should not become an involved issue. "What to
teach” should be pursued with a good deal of vigor.

Getting committees to meet frequently enocugh to go into these topics
in detail is a problem.

This is one of the easiest things to do with advisory groups and
most pro~itable.

Be careful not to let the Advisory Committee get involved in the
day-to-day, hour-to-hour operations or the program.

Advisory committees cannot discriminat between goals, topics, and
P.0's without a lot of "educating." T. .e does not permit this.
Faculty bargaining agreements have forced schools to pay overtime
or not involve them as much. Therefore, cost is needed.

It is difficult to get an annual review and updating of outlines ani
objectives by the faculty.

Much assistance in dev:loping new approaches and programs is needed,
especially in industrial and health fields.

Teachers~-Comments:

1.

Committee looks for expertise in che student to have gocd to ex-
cellent knowledge in all areas.
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2. Employers are not familiar with educational jargcn.

3. An advisory committee involved with program content, except for '
setting of broad goals and assisting in determination of terminal
competencies, would be meeting continuously.

4. It is time consuming. It can get unwieldly in large communitics.

5. This is a teacher fuaction. I do not think there should be so much
involvement--Review of Topical Outlines.

6. Sometimes this is too self-centered.

Other Members--Comments:

l. With the community needs and occupational information gathered, we
could make some suggestions as to the occupaticnal courses offered.

2. It is time consuming, but it is one of the areas that advisory board
members can be most useful.

3. Time. A business person has to earn a living too.

4. Some instructors are reluctant to accept suggestions from non-
school people.

5. An advisory commjittee memter should be more w.dely used to keep
course content. Educators are not aware of the needs of industry.

Student Placement

Directors and Deans--Comments:

1. TIn a rural setting with 2 small community the bulk of our graduates
migrate out. Therefore, student placement is not an important
function of the advisory committee. '

2. We have a full-time placement man.

3. MESC is a total failure in placement.

4. Student placement is not really a function of craft committees;
they should assist the placement office and co-op cocrdinators.

S. Who cocrdinates these things? It appears a full-time coordinator
who is responsible for the many advisory committees is a necessity.
Vocational directors have fallen heir to this work but do not have
the time.

6. We have not established any kind of job placement; but we know this
is needed.

7. Money is a problem. To pay for needed placement services, communities
should not have to bear much of this burden, except for dissemination
of information and individual cooperation.

Teachers--Comments:

1. Before the students graduate they should know the basics of how to
apply for a job, how to dress, what to say, and even what a resume
is and how to fill one out.

2. Our students must be trained for "export" as we have few openings in
our area This past year we employed a placement director and it
lonks as -hough this is going to greatly enhance our placement of

students.
3. Lack of updated job information.
4. We have a full-time placemeunt director who places students, so we ‘

as teachers have very little direct contact with employers.
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No time allocated for this.

With a full-time placement director on staff, committee function
is lessened.

Recommendations should be the instructors duty. There have been
no followup studies done to date.

Other Members-~-Comments:

An advisory member who does not employ graduates should not be a
member of the committee.

Area employers snould review needs with advisory committee.

Could be of assistance to help students into a job of great need.
To determine the best approach to obtain employment and how to meet
the needs of the employer, etc., are problems.

Community Public Relations.

Directors and Deans--Comments:

1.
2.

5.

Overuse of some advisory committee members is a problem.

I question whether you can ask and expect these busy people

to give this much time. You should concentrate on technical and
job placement a lot more.

Some advisory committee members are too wiiling to talk on areas
where they have limited knowledge.

I do not believe the average craft advisory committee member has

the time available to do these kinds of tasks.

Some advisory committees are quite active, others do almost nothing.

Teachers--Comments:

1.

Some vocational programs, especially in smaller towns, have a problen.
For example, a vocational auto program prints up a news article on
brake jobs for $1.00 plus parts. Not very tactful considering the
dealer, is it?

Time. It seems as though 24 hours just are not enough to develop
materials, evaluate students' work, and prepare promotional programs.
I have never used my advisory committee for any of these topics.

I am sure they would if asked.

Our program has had 100% employment of co-op students so why spend
time promoting a successful program?

Teachers involvement in local organizations appears to be the most
effective approach at this time.

Other Members--Comment:

T do not think I have time to do all of this.

I feel strongly that advisory member participation should not be
limited to promoting just the trades with job entry skills at

12th grade leve, but to the professions and higher education level
skills as well.

An advisory committee should always be willing to help in public
relations, but the degree of activities should be kept low to medium.
If the faculty and administration do their jobs properly, the
committee should be "advisory" only.
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Equipment and Facilities

Directors and Deans--Comments:

N
.

9.

The need for this activity should be infrequent.

We are not comfortable with so much input from a lay group;
perhaps with some groups it would be different.

Caiculation of depreciation allowances is being developed :n
our area.

A lot of school finances differ from ways a company operates.
Board policies control bid procedures.

All too often committees are ultraconservative in equipping
facilities to achieve the performance objectives they approve.
Of the equipment I have received, most was donated by industry
and outdated. As a result, we have some equipment no longer used
in industry.

It is somewhat difficalt for industry people to translate an
industrial function into what it takes in education to produce
that learning effect.

Amortization »rograms for system equipment is a problem.

Teachers~-Comments:

5.
6.

Students do not have a chance to work on new or the same equipment
in industry.

It is difficult, again, in our locality to make contact with
industrial concerns.

Some responsibilities ol the educational agency cannot be assumed
by an advisory committee.

We do not get paid ror what administrators should do. (Survey of
Equipment in Industry; Calculation of Depreciaticn Allowances).
Safety input is essential.

The adnanistration does not seem to care how worn out the eguipment
is.

Other Members—--Comments:

The .nstructor has not been asked to be involved in solicitations

and neither have advisory members.

Industry is too willing to donate worthless obsoicie equipment.

Mosc facilities checked were not equipped to teach students the
latest job techniques.

Committee wembers usually know what equipment is used in the industry,
what trends in new equipment are apparent, and where donations might
be expected,

They can re of great help in trese activities. Do not »verdo the
solicitatior. or you become a pert »nd your effectiveness diminishes.

Program Staffing.

Directors and Deans--Comments:

1.

These are largely administrative details and in my view should not
be referred to the advisory committee.
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8.

Bargaining groups are very sensitive in this area.

staffing is not a function of advisory committees.

In some areas this might work; also, if an advisory member has
expertise in cases I have doubts if they can be of much help.
Dctual review or interview might become a problem, especially
if a cor idittee member has a “friend."

Committee review of teacher, if an applicant, would violate our
collective bargaining agreement.

Selection of criteria can be assisted by advisory committee.
Suggesting potential candidates is often helpful. Review of
applicants is not appropriate for advisory committee.

In this area committees are cooperative when asked for assistance.

Teachers--Comments:

Most committee members are not teachers or edncators.

With money being tight, we have not had the opportunity to hire
additional teachers, thus, there is not need to review applicctions.
Technicai people know their craft, but not necessarily do they know
how people learn or how to share know-how.

This is an administrative function. I do not feel that the ad-
visory committee should become too invclved.

Administrators are reluctant to let the community participate.

Area employers have been reluctant to become part of the selection
process.

Other Members--Comments:

w N
PR

[ R~

7.

I feel that this should be nandled by the appropriate adminis:rators.

I do not know much about how this is done.

This is a difficult area, and requires g eat tact not to impinge on
the rights of administration.

I have not been asked to be active in this area.

Most business people are not qualified.

Vocational Education is rapidly Lbecoming academically oriented and
soon will be out of touch with reality. I am worried that within

five years the effectiveness of our progra will be greatly reduced.
L>t the school run the shcw. Give them help only when they ask for it.

Program Review.

Directors and Deans--Comments:

1.
2.
3.

More should be done with student follow-up.

Advisory committees should not be bothered with too much detail.

I question how much the committee should be involved in teacher
performan:ze. This is an institutional respcnsibility. Such actions
may also offect Master Contracts which might be a “touchy” issue.
bdminis.rative back-up is a problem.

A union contract would preclude an advisory committee teacher ratiny.
This would be great if teachers knew how to handle it.

Attendance of the committee members is a problem.

Evaluation of technical teacher competencies only.
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Other Members--Coiments:

1.

I think this is for the school to do.

It is very difficult for advisory members to have enough contact
to make good student performance evaluation.

I have never been asked to evaluate a teacher.

There is a need to organize an Advisory Performance Evaluation
Committee.

Advisory committees should not try to run the show. Help when
requested should be given unless the situation becomes intolerable,

Obtaining Community Resources.

Directors and Deans—--Comments:

This would be great if teachers knew how to handle it. Where do
these certified vocational teachers find out about these things?
Care has to be taken so as not to make unreasonable demands on
employees for time and material contributions.

These are day-to-day operational details that commit‘ee members
should not be burdened with. Helpful suggestions are appropriate.
Reliance on comnittee members for these servires is a bit much for
non-paid volunteer lay helpers.

Funds are a problem.

The above is ideal. We must, first, however, attempt to have
advisors "teel" a part of the program. If they are made to feel
that it is their progvam which they have adopted it will be suc-
cessful.

This is a legitimate function of advisory committees. They are

often in a better position to do these functions than the instructor.

Some faculty are more concerned than others. Motivation is
difficult. Administration encouragement varies but is needed.

Teachers~-Comments:

Present school policy does not allow field trips.

Again, it is very difficult to find a cn-op station in our community

related to my T & I programs. It is, also, difficult to find
suitcble field trips related to my T & I area.

Money feor field trips or conferences in which teachers meet to
further their programs is nonexistent.

A tendency could be to overtake the class and lab situations, thus.
losing advisory status.

This is a teacher function. The committee should not have to make
these arrangements.

Many persons are unable to visit centers during daylight hours be-

cause of responsibilities at work. Union blockage of co-ops causes

students a problem.

Otier Members—--Cc.arcents

1'

I *+~‘nk the town supports the school in direct proportion to their
inv..vement with the community.
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2. To direct the various multifunctions of the industry and to see
at first hand the daily functions in action.

3. There 1s a lack of industrial or commercial activities to provide
a degree of outside assistance for the program in this area. Many
times this presents a conflict between office instructors and
one's co-op coordinator. There should definitely be a line of
communication between the two if we are to work with the student's
interest in mind.

4. We help whe.aever cur help is requested.

STATEWIDE IN-SERVICE NEEDS FOR ADVISORY COMMITTEES

Based upon the statistical treatment and visual inspection of the
gathered data, it was evident that there were wide discrepancies between
the existing degree of use and the desired degree of use of advisory com-
mittees. Depending upon the individual perspective, the needs varied
considerably between the groups in the sample. It was readily apparent,
however, that the greatest coicern on the eight major functions was ex-
pressed in the area of community public relations. Significant training
needs were apparent.

In respect to the subactivities, fourteen items surfaced as needing
greater attention across the total sample.

1. Development of a community needs survey.
2. Data interpretation.
3. Utilization of the local Manpower Planning Handbook.
4. Identification of occupational competencies.
5. Review of occupational performance criteria.
6. Establishment of placement center.
7. Notification of job openings.
8. Development of formal public relations plans.
9. Development of promotional materials.
10. Development of a set of recommendations to improve facilities and
equipment.
11. Conducting surveys to determine the nature of equipment and facilities
used in local business and industry.
12. Formal review of staffing needs.
13. Development of suggestions for prograrn improvement based on sound
¢ A,
14. . 2loping surveys to pin-point community resour 2zs which will be
of help to a program.
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The materials that are developed to improve these areas must have
direcc practical implications to those individuals at the local level.
Parts III, IV, and V of this report provide detailed insights intn the
direction and functions of training materials needed to improve the

utilization of Advisory Committees in Michigan.
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APPENDIX A

BASIC VOCATIONAL DIRECTOR AND OCCUPATIONAL DEAN QUESTIONNAIRE ‘
Existing Suggested
MAJOR COMMITTEE FUNCTIONS Degree of Use Degree of Use
N I F N I 13

1. Occupational Surveys
A. Use of Michigan Manpower Development Handbook........
B. Consultation with Michigan Employment
Security Commission....... ceceseennan ceecresestsarans
C. Use of Cc.cupational Outlook HandbooK...veeveneennsnns
D. Surveys Community NeedS. . vunneieennennnsnsnnnnnonnnes
E
F

+ Use of Community SUrvey Data......eceeeeneneenennnnn.s
. Other(Specifcy)

G. Problems Related to the Above

2. Course Content Advisement
A. Identification of Occupational CompetencieS..........
B. Development of Program Goal StatementS.......eooeeo..
C. Review Of TOPical OULLlineS..eeeeeoeseseosnsenonnnnsns
D. Review of Performance ObjectiveS......eeeeeeeseeconn.
E. Other (specify)

F. Problems Related to the Above

3. Student Placement
A. Organization of Employer/Student ConferenceS.........

B. Notification of JOb OPeNiNgS...e.veeveeeeensconncnoses
C. Writing Recommendation Letters for StudentsS..........
D. Employment Of GraduUatesS...coeeeseesserococoscooeeenes
E. Review 2f FOllow=uUp StudieS...eeeeerrrensnronnonnoess
F. L1aiSOn With MESC...uevierrersonvenonncensnsssseassones
G. Other (specify)

3

S5

H. Problems Related to the Above
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APPENDIX A (Cont'qd)

Existing Sugceested
MAJOR COMMITTEE FUNCTIONS Degree of Use Degree of Use
N I F N I F

4. Community Public Relations

A. Speaking to CiviC GroUPS...c.csetesvcssvccsascssscons

B. Input at Program Funding Activities..........cec..e..

C. 1Input at Public Hearings.......cceeseesocvcaconcascns

D. Promoting the Program Via the Media............ veseen

E. Development of Promotional Materials.......ceceeeeees

F. Other (specify)

G. Problems Related to the Above

5. Equipment anu Facilities
A. Review of Equipment and Facilities........ciieveeeeens

B. Survey of Equipment in Industry

cC.
D.
E.
F.

Suggesting Equipment Replacement

Calculation of Depreciation Allowances
Suggesting Bid Solicitation Procedures

Soliciting Equipment Donations

G. Other (specify)

ti. Problems Related to the Above

6. Program Staffing

A. Review of Teacher Selection Criteria......... N
B. Suggesting Recruitment Policies.............. ceeeeen -
C. Recommending Potential Candidates....... cecesesecsene
D. Review of Teaching ApplicantS.....eccceeecescaceocens

E. Other (specify)

Problems Related to the Above
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APPENDIX A (con't) .

Existing Suggested
MAJOR COMMITTEE FUNCTIONS Degree of Use Degree of Use
N I F N I F

7. Program Review

A. Evaluation of Student PerformanCe.......eeeeeeeeeens.

B. Evaluation of Teacher Performance.......eeeeeeeeesees

Z. Use of Annual State Department Review Questionnaire.. -

D. Suggestions for Program IMProvement.......eeeeeeesse.

E. Comparing Accomplishment with Stated Objectives......

F. Making Periodic Reports to Administration............

G. Other (specify) T

H. Problems Related to the Above
8. Obtaining Community Resources

A. Arranging Field TripPS...eee voceeecceceaerssansasenna
B. Recommending Potential Co-op Work StationsS......eee.. ‘

C. 1Identifying Community ReSCUrCeS....uesvsveenceonanens
D. Obtaining Personnel for Classroom Presentations......
E. Obtaining Consultants for TeaCherSe..c..eeeeeeeecseens
F. Other (specify)

G. Problems Related to the Above

Note: Please return the completed questionrnaire in the self-addressed, stamped
envelope by June 10, 1974.

VOCATIONAL EDUCATION ADVISORY COMMITTEE PROJECT
134 Pearce Hall
Central Michigan University
Mt. Pleasant, Michigan 48858
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PREFACE

The material contained in the Workshop Leader's
Guide was developed by the Vocational Education
Advisory Committee Project staff and the members of
the Personnel Development Unit of the Michigan
Department of Education, Vocational-Technical Educa-
tion Service. Most of the suggestions and ideas
are the direct result of personal experiences in
conducting a series of fifteen field test workshops
across the State of Michigan. The material is presented
for the use by future workshop leaders as they conduct
workshops on "The Effective Utilization of Advisory
Committees."

The Guide contains a sample agenda, transparency
masters, pre-workshop activities, a list of "do's
and don'ts", and other supportive and evaluative
materials. Each suggestion is presented only as an
aide to the workshop leader. It is the responsibility
of the leader, in concert with other local planners, to
select and choose those items that are most appropriate
to the particular group in the workshop. The Gyide
is intended as a "tool" that can facilitate an effective
in-service program.

Workshop leaders are completely free to use this Guide

in an appropriate manner consistent with the needs of the group
being served.

~930




TABLE OF CONTEMTS

Preface

Sttt tietet ettt cteceeetetttttesensoesnsonne i
Table Of ContentS...cecieetecernnerennescncocaccncsns
Pre~Workshop Planning..c.eeeeeeeeeeeeseoceceeonsesan
Sample In-Service Performance ObjectiveS............
Sample Agenda for ParticipantS....v..eeeecevceceenas
Sample Agenda for WOrkShOp LeadersS.....ceeeeceevees.
Appendix A--Transparency MasterS........c.ceeeceeee.
Appendix B--Advisory Committee Opinionnaire (Form 1)
Appendix B--Workshop Evaluation (FOXrm 2)............ 30
Appendix C--Participant Response Record Sheet....... 41

Appendix D--Sample Advisory Committee
' Workshop Application FOXrM..eeceeeeeeeverooocnnee 42

Appendix E--Teacher Education Trained as
WOXkshop LeaderS..cceeeecccceccccecnncocensecnee 43

Appendix F--Vocational Ewucation Contact Persons.... 44

Appendix G~-Michigan Career Education

Consortium Contact PerSONS.ccceccccrscccecccceses 45
Appendix H--DO'S and DON’tS.cecieceeccccccccooooonons 46
Appendix I--How to Run The Slide/Sound Presentation. 48

Appendix J--WOrkShop RePOYt...cceeeeeeveocceoccnoans 49




PRE-WGRKSHOP PLANNING

An essential key to the success of any workshop is the
comprehensive and specific planning that is done prior to the
implementation of the program. After the workshop goals have
been identified, the program needs to be designed to meet thesc
goals and to allow sufficient opportunity for unforseen contin-
gencies.

Whether the leader is responsible for planning and implementing
a workshop on a regional level or within a local district setting,
the following information is intended to assist in the adequate
preparation for advisory committee workshops. The packaged workshkop
materials are specifically designed to prepare teachers and advisory
committee members to understand how to use advisory committees in
implementing vocational education programs. The tasks needing the
attention of the ‘n-service coordinator are grouped into the following
categories:

Involvement of people

Observers at the workshop
Developing the workshop outline
Workshop facili@ties and equipment

The success of an in-service workshop is highly dependent
upon the amount of effort and efficiencies of the pre-workshop
activities. These are essential in the overall plan for the
workshop. Critical aspects to be considered include the following:

) Obtain an accurate description of the capabilities
of the facility to be used in conducting the activi-
ries and adapt the experiences to the setting.

) Determine from contractor the number and background
of the workshop participants.

® Support personnel should be utilized to assist in set-
up of equipment, and registration. Audio-visual equip-
ment shtould be set-up at least one-hour before the
workshop is to commence.

° Coffee and if possible rolls should be available for the
participants before and duirng the workshop.

® Maps and directions to the location of the worksnop should
be sent to all participants not familiar with the facility.
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Involvement of People

I. Commitment of local district(s) personnel to participate
in the workshop:

A. It is assumed this step has already been taken and that:

1. If run locally, local district administrators and,
if necessary, the local district board are aware of
the necessary commitments regarding resources,
materials, space and personnel that must be made.

2. If run regionally, the local district or districts
planning to take part have been made aware of the
necessary commitments expected of them.

B. In the event this has not been accomplished, it is suggested
that it become the initial planning task.

II. Determining and selecting participants:
A. General considerations:

1. Determine the number of participants (teachers,
administrators, advisory committee members) to be
involved in the workshop. It is recommended that
a workshop shculd not exceed approximately twenty-
five (25) participants.

2. Determine the organizational levels and possgible
different occupational areas to be included in
the workshop.

while not necessary, the leader may wish to limit the
attendance of the workshop to specific groups (example:
only district level vocational education advisory groups
or only specific individual craft committees in a given
occupational field). Be sure to make this information
know at the outset when determining the participants.

3. It is recommended that a minimum of two (2) voca-
tional education teachers be selected from any one
school building. This is to give those involved
more opportunity for moral support and cooperative
assistance. Chances of success in implementing
the concept are greater when two (2) or more
teachers in a building are involved in using advisory
groups.

<93




Local districts and building administrators should
be encouraged to become actively involved in the
promotion and selection of the workshop participants.
A letter or other announcement from the chief ad-
ministrator(s) of the participating district(s) is
an effective recruiting technique.

Mandatory participation in the workshop is strongly
discouraged.

Wherever possible, workshop participants should
include classroom teachers, local administrators
and members of existing advisory committees func-
tioning in the district.

Participation should be encouraged from the indi-
viduals that want to become involved and are
anxious to find out more about the role of advisory
committees in vocational education and how they
might implement it.

It is recommended that participants agree to:
a. Participate in the TOTAL workshop.

b. Develop and use the action pl ns and other
techniques as identified through the workshop.

c. Serve in the future as resource people in
activities designed to further promote the
concept of advisory committees in vocational
education.

B. Special regional considerations:

1.

Determine whether more than one local district in
the regicn is to be involved in the workshop.
Some indicators to consider are:

a. The number of participant spaces allowed for in
your workshop.

b. The number of local districts that want to
participate.

c. Evaluate the effort that the district is willing

to make both for the workshop and after the workshop

during the school year.

NOTE: If more than one district is to be involved,
it may be necessary to assign district "quotas"
regarding the number of participants who might be
involved.
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III.

2. Each local district participating in the "regional®
workshop should provide a roster of participants in
advance of the workshop. This roster should indicate
each participant's special involvement with and
interest in advisory committee utilization, e.g.
teachers acting as committee coordinators or members
of a craft committee or interested individuals.

Special local considerations:

1. Determine whether more than one school building
within the district is to be involved. Some
indicators to be considered are:

a. The position of the district in regards to
using local advisory groups for each specific
program versus the use of district wide advisory
committees per occupational area.

b. The position of the district in regards to
future expansion of the concept of advisory
committees for other areas of education
throughout the system.

c. The receptiveness of local administrators in
promoting the concept within their building
or program.

d. The anticipated receptiveness of the classroom
teachers within a building to accept and use
the concept.

2. If special areas of empha3sis are to be the focus of the
workshops these should be noted in advance.

Information to be provided the participants:

It is recommended that participants be formally notified

of their selection for the workshop. It is recommended

this be done by local district officials. If the workshop
is run regionally, a congratulatory letter from the regional
workshop planner would ve desirable.

Participants should receive from the workshop planner
the following information: (see attachments for example)

1. Copies of the participant workshop objectives or an
abstract of them.

2. Workshop schedule and design.
3. Information on the time, place, and dates of the

workshop and what preparation is needed prior to
it.
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4. rocedural information about the workshop facilities
and format.

5. Background information about the workshop implementors.
(This is especially critical if these tasks ar~ to
be accomplished by outside consultants, e.g. members
of teacher education institutions.)

Participants shou'd receive, complete, and return prior
to the workshop:

1. Participant information sheet (see attachment for
example) and commitment form.

2. Any university or college required procedures if
the workshop is being conducted as a credit course.

Selecting workshop leaders:

A person(s) will need to be charged with the responsibility
of conducting the workshop. It is important to consider
more than one leader of the workshop participant group is
expected to exceed twenty-five persons. The involvement of
assistants is always of benefit when attempting to provide
a working atmosphere for the workshop. Trained personnel
to hardle leader responsibilities can be obtained from the
list of qualified trainere (attached) and or by calling:

Dr. Robert Weishan Mr. Karl Stearns

Educational Consultant Supervisor

Michigan Depertment of Michigan Department of
Education Education

Box 928 Box 928

Lansing, Michigan 48904 Lansing, Michigan 48904

Telephone: (517) 373-8626 Telephone: (517) 373-8626

Leaders should be informed of their specific responsibilities
and the dates, times, and places they are expected to be pre-
sent at the workshop. Further, these people should know in
advance what their specific responsibilities will include so
that they can properly prepare for the workshop assignment (s).
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A. Individuals handling this part of the organization should:

1.

Write confirming letters to these people and include
a descripticn of their responsibilities, important
dates and times, and what preparation they should do
before the workshop.,

Call a meeting of the workshop team and reviewing
the entire workshop and the responsibilities of each
person involved.

B. If the workshop implementation is being delegated to a
"workshop team" such as a university or CEPD team, be
sure to include in the agreement with the team an
understanding regarding who will identify personnel for
the workshop and instruct them as to their respective
responsibilities.

Observers at the Workshop

It may be beneficial to invite some people to obserxve
the workshop in order to promote relations with the community
and with the school as a whole.

Consideration may be given to inviting interested persons,
such as school board members, central administration per-
sonnel, non-vocational education teachers and administra-
tors, particularly those on curriculum councils and re-
lated committees. From the community-at-large, considera-
tion may be given to such individuals such as local news-
paper reporters, members of other school advisory committees
(Title III, etc.) and representatives from the chamber of
commerce or other businesses and industries.

It is further recommended that people observing the workshop
process be allowed to speak with the participants and
identify how they are reacting to the workshop itself.

Developing the Workshop Outline

The content of the workshop should be determined through an
assessment of the needs of the participants selected for the
workshop. This needs assessment can vary in terms of its
sophistication. A needs assessment could be:

A thorough study of the participant group.
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[ A mental consideration by the workshop implementor (you
perhaps).

[ A group comprised of workshop participants and administra-
tors who would identify the needs of the participant
group.

° It is recommended that any one of the above processes by
conducted by examining the suggested advisory committee
functions that are covered by the instructural communica-
tion exercises. The needs assessment process should identify
those functions on'that list which are most appropriate for
the workshop. The workshop leader should make sure that the
structural communication exercises related to those key func-
tions are definitely covered in the workshop. Subsequent follow-
up meetings should be planned whereby the workshop participants
could go through all of the remainirg structural communication
exercises that are not covered in the workshops itself.

° Participant objectives could also be identified by the needs
assessment prccess that are not included on the suggested list.
A list of other possible objectives identified as appropriate
by the participants of the workshop should be developed.
. A sample listing of workshcp cbjectives is provided to illustrate
how each workshop leader could set the goals and expectations
for the workshop.

Workshop Facilities and Equipment

I. The facilities selected for the workshop should be large enough
to adequately handle:

A. The participants involved.

B. The workshop leaders and resource people and their equipment
and materials.

cC. The observers.

II. The facilities should be include a room large enough to handle the
entire group listed in No. 1 above as well as rooms for smaller group
efforts. Given a workshop group of approximately twenty-five (25)
participants, it is suggested that the facilities include:

2. One large room which can be separated into two or more smaller
rooms; Or

‘ B. One large room and at least one smaller room.

NOTE: The larger the number to be involved in the workshop, the
greater the need for more small rooms.
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III.

Iv.

A room arrangement for each activity to be included in the
workshop should be developed as a check to see if the facilities
will be adequate for all the planned activities of the workshop.

If the workshop is to be conducted during or near meal times, it
is suggested that:

A. A plan be developed to include meals at the workshop site; or

B. Meals be catered at a nearby agency; or

C. Nearbyv restaurants he identified where meals can be obtained
by the participants.

NOTE: Should alternative "C" be used, it may be necessary to

lengthen the noon hour of the workshop so as to allow everyone
an opportunity to eat and return to the workshop center without
the feeling of being rushed at lunch.

In respect to equipment, the following factors should be considered.

A. Sufficient chairs for the participants, leaders, resource
people, and observers are needed.

B. sufficient tables for participants to work in groups of threes
or fours plus at least one table for each rescvurce aid station
sbould be considered.

C. Remaining equif:nent needs will be based on the kind of workshop

design selected. Given the utilization of the suggested workshop
pvackage and given a workshop size of twenty-five participants,
the following equipment .is recommended:

1. At least one large chalk board.

2. At least one large screen for workshop instruction
activities.

3. One filmstrip cassette (combination) projector or a film-
strip projector and a portable cassette player.

4. One overhead projector.

In addition, the following miscellaneous items may enhance workshop
efforts.

A.

If signs are used, make certain they:
1. Welcome the participants to the workshop.

2. Assist the participants in finding the right room at the
right time.

3. Reinforce significant items of information.
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4. Some examples of signs include:

a.
b.
c.
d.
e.
Provide

so that
written

Welcome workshop participants

Room "A" Room “"B"

What is it we want to achieve

What must we do to achieve the desired results

How wili we know if we've achieved the desired results?
needed clerical or copy services or make other arrangements

each participant and/or school administrator receives a
proceedings of the workshop.

It is suggested you provide for coffee or other beverages for the

participants.




PRE-WORKSHOP PLANNING CHECKLIST

Involvement of People

School districts identified
Participants selected
Informa..on sent to participants

Leaders Selected for each Activity.of the Workshop

Introduction of people involved in workshop planning
Group collaboration in planning the workshop.

Examining local needs and the eight functions of advisory
committees.

Examining the workshop materials.

Building a workshop plan and agenda.

Checking the quality of materials, facilities and personnel for the
workshop.

Where do we go after the workshop? Looking ahead to the follow-
up.

Writing performance goals and objectives for the workshop.

Expanding the workshop format to include cooperative activities
between teachers and local advisory committee members.

Identifying and using community resources to enrich the workshop.

Workshop leadership team meeting completed and coordination
assured.

Observers notified and special guests invited.

Workshop Format

Workshop outline developed and sent to participants

Resources

Resource people identified and finances arranged

Resource materials arranged

‘ Supplies arranged

Workshop facilities obtained and readied.
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Resources (Continued)

Workshop equipment arranged and checked out.
Other

Coffee for participants

Clerical help for participants

Signs




SAYPLE IN-SERVICE PERFORMAMCE OBJECTIVES

General Performance Goals:

After participating in a workshop and/or completing this Guide, it is
anticipated that the individual will:

1. have a better understanding of the roles and functions
of advisory committees in the improvement of educational
programs.

2. have a more favorable general attitude toward the roles,
functions, and use of advisory committees.

3. develop a plan to provide leadership on the local level

for the implementation of new and/or expanded advisory
committee roles and functions.

Specific Performance Objectives:

1. Given a presentation of basic information regarding the
eight (8) advisory committee roles that were identified
in the initial Needs Assessment Study, the participant
will select and complete four (4) exercises each concerned
with a different role. These Structural Communication
exercises will require individual and group problem-
solving regarding advisory committee functions within
the role depected.

These exercises are designed to provide the participant
with a better understanding of:

a. the problems associated with how an advisory committee
should function in each role

b. -ome possible alternative approaches to problem
solutions

c. new ideas, concepts, or perspectives regarding the
potential implementation of the advisory committee
role discussed.

2. Given a completed workshop experience, the participants(s)
will be expected to exhibit positive change in their
general attitude toward the roles, functions, and value
of advisory committees as measured by their increased
involvement with the advisory groups related to their
educational program.

12
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Given an overview of the purpose of the Local Advisory
Committee Action Plan, each participant(s) will
(individually or as a member of a school's workshop
tean) :

a. assess the current level of advisory committee
utilization in his or her educational program(s).

b. develop a proposed plan of action for establishing
and/or improving the utilization of advisory coir-
mittees in the same educational program(s).




SAPIE. AGRNDA FOR PARTICIPAMTS

THE EFFECTIVE UTILIZATION OF ADVISORY COMMITTEES

Workshop Coordinator:

Name of Consultant (if applicable)
Institution Sponsoring Workshop
Location of Workshop
Time, Dates and Place where the Workshop
is being conducted

Activity Outline:
Introduction and Opinionnaire
Purpose of the Workshop
"Do We Really Care?" !slide/sound presentation)
Role and Function of Advisory Committees
Structural Communications

Local Action Plan

Evaluation and Summary




: SAPLE AGRIDA
FOR
WORKSHOP LEATERS

To faciliatate the planning and operation of the workshop, an outline
which includes both basic dialogue along with time estimates has been
developed for your utilization. (Please note that activities are identi-
fied in CAPITAL LETTERS.) If any portion of this outline fits the needs
of the participants it may be used. Do not hesitate to extract that por-
tion and revise it to focus on the specific needs.

II.

WORKSHOP LEADER'S OUTLINE

Registration and coffee (30 minutes maximum prior to formal

beginning)

REGISTRATION FORMS SHOULD HAVE AREAS OF INTEREST INDICATED
IN ORDER TO ASCERTAIN THE PLACEMENT OF PARTICIPANTS INTO
THE APPROPRIATE STKUCTURAL COMMUNICATION GROUP.

Introductions (15 minutes maximum)

A.

“THANK YOU, MY NAME IS AND I AM YOUR
WORKSHOP LEADER."

MAKE APPROPRIATE INTRODUCTIONS OF OTHER PERSONNEL INVOLVED IN
THE WORKSHOP.

IF THE OPINIONNAIRE IS USED, THE FOLLOWING MAY BE HELPFUL. AS WE
GET STARTED TODAY, I WOULD FIRST LIKE TO ASK YOU TO COMPJETE THE
ADVISORY COMMITTEE OPINIONNAIRE (FORM 1) IN YOUR REGISTRATION PACK-
AGE IF YOU HAVE NOT ALREADY DONE SO. THIS WILL BE USED AS AN
ATTITUDINAL SURVEY FOR THE WORKSHOP AND WILL PROVIDE US WITH A BE-
GINNING POINT FOR FUTURE FOLLOW-UP EVALUATIVE MEASURES (APPROXTMATELY
10 MINUTES). AS YOU COMPLETE YOUR OPINIONNAIRE, WOULD YOU PLEASE
LET ME KNOW SO THEY CAN COLLECT THEM BEFORE WE MOVE INTO THE
STRUCTURED ASPECTS OF THE WORKSHOP.
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‘ III. Purposes of the Workshop (10 minutes)

A. The general and specific performance objectives for the
workshop were included in your registration materials.

B. Basically, these can be summarized as follows (see Trans-
Parency 4);

1. To have a better understanding of the possible roles
and functions of advisory committees in the improve-
ment of educational programs.

2. To have a more favorable, general attitude toward
the roles, functions, and use of advisory committees.

3. To develop a plan to provide leadership on a local
level for the implementation of new or expanded
advisory committee roles and functions.

C. To provide general insight into the working structure
for the workshop, I would like to briefly refer to the
agenda before you.

1. "Do We Really Care?"--a slide presentation which
suggests situations that could be avoided through
‘ an effective advisory committee, typical issues
discussed by advisory committees and other factors
supporting the use of advisory committees.

2. Guide for Improving Effectiveness--is the major
resources that will be used in the workshop. This
guide is yours to use during the workshop and
to keep as a reference when you leave the workshop.
The Guide is divided into three sections: Structural
Communication Exercises, Implementation Resources
and Local Action Plan.

3. We will be going through a number of the structural
communication exercises (minimum of two) and then
we will try to pull together an Action Plan for
your advisory committee. In going through the
exercises and in working out the Action Plan, we
will use the Implementation Resource as a source
of sample solutions and ideas. The resource sectior
represents a selection of examples from the field
which demonstrates how other advisory committees
are solving their problems as they relate to the
eight basic functions.

4. At the end of the workshop, we will try to summarize
what we have accomplished and attempt to outline a

. follow=-up plan.

5. Finally, we will ask each of you to fill out a short
evaluation form to give us feedback on how we could

16
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improve these in-service activities.

Introduction to Do We Really Care (5 minutes)

A'

The purpose of the slide/sound presentation you are about
to see is to provide a general overview of the problens,
functions, and issues commonly faced by advisory committees.

It was developed from a point of view of a new member
joining a committee and attempts to walk the person
through his role on an advisory committee.

It provides both positive and negative thoughts regarding
the advisory committee concept. These were designed to
provide a "real" picture of advisory committees. Much
of the dialogue is real and portrays typical comments
that are commonly made.

NOTE: SHOW SLIDE/SOUND PRESENTATION--"DO WE REALLY CARE?"

(25 minutes)

Before we proceed into some questions, you may have
regarding this presentation, there are several points
that I would like to make.

1. CLARIFY THE DISTINCTION BETWEEN CAREER EDUCATION AND
VOCATIONAL EDUCATION

a. Transparencies 1 or 2
b. Discussion and possible questions

2. SUMMARIZE THE EIGHT MAJOR FUNCTIONS THAT WERE STRESSED
IN THE PRESENTATION (Transparency 8).

3. REEMPHASIZE THE REASONS AND RATIONALE FOR ADVISORY
COMMITTEES .

a. Two-way communication

b. State Department involvement
c¢. Legislation support

d. Community involvement

e. Keep program "in tune"

4. STRESS THE IMPORTANT ROLE ADVISORY COMMITTEES CAN HAVE
IN RELATIONSHIP TO HANDICAPPED AND DISADVANTAGED STUDENTS.

5. THE INCLUSION OF ANY OF THE FOLLOWING DISCUSSION POINTS
CAN BE DETERMINED BY THE NEEDS OF THE INDIVIDUAL GROUPS
OF PARTICIPANTS AT THE WORKSHOPS. CONSEQUENTLY, IT
WOULD BENEFIT EACH WORKSHOP LEADER TO FULLY EXPLORE THE
AREAS OF CONCERN THAT MAY BE GENERATED BY THE SLIDE/SOUND
PRESENTATION. OTHER POSSIBLE DISCUSSION ITEMS INCLUDE:

3087




‘ a. Responsibility of offices.

b. Recommend membership.

c. Membership rotation.

d. Scheduling of meetings.

e. Appreciation and acknowledgement techniques.

f. Formulating recommendations of the committee.

g. The perceptions of labor representatives on the
committee.

h. The perceptions of business representatives of
the committee.

i. The perceptions of industry representatives on
the committee.

j. The special needs students and personal vocational
program needs.

k. Role of the advisory committee within the total
education program.

l. Examples of an effective, active committee in
action.

m. How to assess the effectiveness of an advisory
committee judgementally.

V. Guide for Improving Effectiveness (5 minutes maximum)

A. QUICK OVERVIEW OF THE THREE SECTIONS IN THE GUIDE
’ 1. STRUCTURAL COMMUNICATIONS
2. IMPLEMENTATION RESOURCES
3. LOCAL ACTION PLAN
B. POINT OUT THAT MATERIAL MAY BE USED ON A SELF-INSTRUCTIONAL
BASIS

-=APPROPRIATE BREAK TIME--

VI. Structural Communications Exercises (45 to 60 minutes each)

A. GET PARTICIPANTS INTO GROUPS
1. TO BE DETERMINED BY INTERESTS OF PARTICIPANTS
2. OPTIMUM GROUP SIZE IS 5 TO 7

B. REASONS FOR COMMUNICATIONS EXERCISES

18
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THEY ARE DESIGNED TO FACILITATE GREATER AWARENESS AND
UNDERSTANDING OF VARIOUS FUNCTIONS OF ADVISORY COM-
MITTEES (Show Transparency 1l).

2. PROVIDE REALISTIC DECISION-MAKING EXPERIENCES.
3. CREATE INDIVIDUAL AND GROUP INVOLVEMENT.
TURN TO APPROPRIATE EXERCISE (S)
1. BECOME FAMILIAR WITH PROCESS.
2. WALK PARTICIPANTS THROUGH THE TOTAL PROCESS
(Show Transparency 10 and refer participants to
Page A-12 in the Guide.)
PASS OUT PARTICIPANTS RESPONSE SHEET (Form 3--number
of participants x number of planned exercises=required

copies needed.)

HAVE PARTICIPANTS BEGIN EXERCISE.

. 6. COLLECT RESPONSE SHEETS (if appropriate.)

--APPROPRIATE BREAK FOR LUNCH--

D. REPEAT P.OCESS OUTLINED IN "C" ABOVE ON AN ABBREVIATED
FORM FOR EACH REQUIRED EXERCISE. SUCCESSIVE EXERCISE WILL REQUIRE
LESS TIME. THE NUMBER OF EXERCISES IS DEPENDENT UPON THE GOALS OF
THE WORKSHOP. IN GENERAL TWO TO THREE SHOULD BE COVERED.

Local Action Plan Review (90 minutes)

A. EXPLAIN THE THREE SECTIONS OF THE ACTIOM PYAN
1. ASSESSMENTS AND GOALS
a. Show Transparency 12
b. Walk participants through this section
2. STRATEGIES (Show Transparency 13)

‘ 3. PLAN DEVELOPMENT (Show Transparency 14)

19
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B. DIVIDE PARTICIPANTS INTO ACTION PALNNING TEAMS

1. ANSWER QUESTIONS

2. ASSIST TEAMS IN THE DEVELOPMENT OF THEIR COMPONENT

VIII. Summary remarks

IX. Workshop evaluation

1. WORKSHOP EVALUATION (Form 2)

2. IF OPINIONNAIRE IS USED (See Form 1.)




APPENDIX. A
TRANSPARENCY MASTERS

The following transparency masters have been includsd in this
section to provide supportive information in various areas. In
addition possible areas where these transparencies may be used
have also been identified.

Transparency - 1 "Meaningful Career Preparation Programs"--To
discuss the concept of Career Education.

Transparency - 2 "Career Education"--To develop relationship
of Career Education by means of elements of
Career Development and Career Preparation.

Transparency - 3 "The Degree of Frequent Advisory Committee
Involvement"--To supplement workshop agenda
item regarding "Role and Functions of Advisory
Committees."

Transparency - 4 "Purposes of Workshop"--To supplement workshop
agenda item regarding "Purpose of the Workshop."

Transparency - 5 "Long Term Program Standards of Quality"--To
support agenda items "Introduction" and "Role
' and Function of Advisory Committees."

Transparency - 6 "Occupational AAvisory Committees"--A more
detailed description of the first Program
Standard of Quality. To support agenda
items "Introduction" and "Role and Function
of Advisory Committees."

Transparency - 7 "Advisory Committee Review"--A more detailed
description of the second Program Standard
of Quality. To support agenda items "Intro-
duction" and "Role and Function of Advisory
Committees."

Transparency - 8 "Suggested Functions of the Advisory Committee"--
To support agenda items dealing with the overview
of the slides/sound presentation also "Role
and Function of Advisory Committees."

Transparency - 9 "Guidelines for Occupational Advisory Committees"--

Michigan Department of Education Guidelines re-
lating to agenda items regarding slide/sound
presentation overview, and "Role and Function
of Advisory Committees."
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Transparency

Transparency

Transparency

Transparency

Transparency

10

11

12

13

14

"Structural Communications Exercises"--A
step-by-step guide to utilizing the
"Structural Comrunications" segment of the
workshop guide.

"Structural Exercises Descriptors"--To be
used in describing "Structural Communications"
agenda item.

"Local Action Plan = Part 2"--To be utilized
in describing the initial segment of the "Local
Action Plan”" jitem of the agenda. It is sug-
gested that each workshop leader walk the
participant through the use of this section.

“Local Action Plan - Part 3"--To be utilized in
describing the second segment of the "Local
Action Plan" item of the agenda.

"Local Action Plan - Part 4"--To be utilized in
describing and explanation of the Plan Develop-

ment Oof the "Local Action Plan" item of the
agenda.

22
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@ Meaningful Career Preparation Programs
Depend on the schools being able to provide quality
vocational and technical training over a wide range

of occupational interesis.
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® CAREER EDUCATION

Career Development

Career Preparation

|. Self Awareness |. Academic  Skills
2 .Career Awarenenss 2 .Vocational Skills
3. Decision Making 3. Technical Skills
o
?Qg\p Q?«\G\
QV
%, ¢
* &
1  career ¢
EDUCATION
®
Q TRANSPAPENCY - 2
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THE DEGREE OF

FREQUEMT ADVISORY COMMITTEE INVOLVEMENT

FUNCTIONS PERCENT INVOLVEMENT
(CCUPATICNAL SURVEYS N30
COURSE CONTENT ADVISEMENT 40-60

@ STUDENT PLACEMENT 1525
COMMUNITY PUBLIC RELATIONS 10-15
FQUIPMENT AND FACILITIES 50-60
PROGRAM STAFFING 0-5
PROGRAM REVIEW 25-35
OBTAINING COMMUNITY RESOURCES 30-50

TRANSPARENCY - 3 -




PIiRPNSES NF THE WORKSHOP

1.

2,

To HAVE A BETTER UNDERSTANDING OF THE
POSSIBLE ROLES AND FUNCTIONS OF ADVISORY
COMMITTEES IN THE IMPROVEMENT OF EDUCA-
TIONAL PROGRAMS

To HAVE A MORE FAVORABLE, GENERAL ATTITUDE
TOWARD THE ROLES, FUNCTIONS, AND USE OF
ADVISORY COMMITTEES

To DEVELOP A PLAN TO PROVIDE LEADERSHIP ON
A LOCAL LEVEL FOR THE IMPLEMENTATION OF
NEW OR EXPANDED ADVISORY COMMITTEE ROLES
AND FUNCTIONS.

TRANSPARENCY - 4 -
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LONG TERM PROGRAM STAXDARDS OF QUALITY
FOR
VOCATIONAL-TECHNICAL PROGRAMS IN MICHIGAN

THESE PROGRAM STANDARDS OF AUALITY PROVIDE THAT:
I, NccurATionAL ApviSorY COMMITTEES BE ESTABLISHED.
11, Apvisory COMMITTEES WILL BE UTILIZED TO ASSIST LOCAL EDUCATIONAL

’ AGENCIES IN THE PLANNING, DEVELOPING AND REVIEW OF EACH OCCUPATIONAL

PROGRAM.




UPATIONAL Mwis N
LOCAL ETXCATIONAL AGFNCIFS ARF REGUIRED TO_APPOINT ANDVISORY COMMITIRES
FOR FACH PROGRAM OR CLVISTER OF PROGRAMS, THIS MAY BF NONF ON A /¥
RASIS OR BY FACH LOCAL AGENCY. SUGGFSTIONS FOR IMYNLVFMENT OF ADVISORY
COMMITTEFS ARF INCLIMFD IM SECTION M OF THF AnMINISTRATIVF GUIDF,
FACH OCCIPATIONAL ADVISORY COMMITTEE SHNMLD HAVFE NFSIGNATED PERSONS
WHO ARF KNOWLENGFARLE AROUT PROGRAMMING FNR “ANDICAPPED AND DISANVANTAGFD
YOUTH AND ADULTS,
THE FOLLOWING TASKS WILL BE POINT OF FOCHS FOR THE ADVISORY COMMITTEE:

1. To DEVFLOP MFASURABLE OBJECTIVFS TO BF ACCOMPLISHED BY THE
SPECIFIC OCCUPATIONAL ADVISORY COMMITTEE FOP EACH YEAR.

2. To ADVISE IN THE LOCAL ADOPTION OF STUDENT LEVFL MINIMUM
PFRFORMANCE OPJFCTIVFS,

2, To MAKF RECOMMENDATIONS RFLATED TO APPRNPRIATF .VOCATIONAL
EMICATION PROGRAM EQY IIPMFNT,

It, To INFNTIFY AND RFCOMMEND APPROPRIATF SPACE ALLOCATIONS AND
UTILIZATION,

5, To CONMICT A RFVIEW OF THF OCCIPATIONAL PROGRAM,

R, To ADVISE SCHOOL OFFICIALS RELATIVF TO JOR PLACFMFNT AMD JOR
OPPORTUNITIES FOR THE PROGRAM,

7. To ASSIST LOCAL FMICATIONAL AGFNCIFS IN ARTICULATING THF PROGRAM
WITH OTHFR AGFNCIFS AND EDUCATIONAL IMSTITUTIONS,

, 10 MAINTAIN A RECORD OF MFETINGS THRO!UGH NOCUMEMTED MINJTES
WHICH ARF FORWARDED TO THF APMINISTRATOR IN CHARGE OF THF PROCRAM,

TRANSPARENCY 6
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1. Mpvisory CoMMITTEE REviFw

A, AL APPROVFD VOCATIONAL PROGRAMS ARF SURJFCT TO RFVIFW BY AN NCCUPATIONAL
AWISORY COMMITTFE, AGFNCIFS NOT PROVIDING FOR A PROGRAM REVIEW WILL RF
CONTACTED RY THF VOCATIONAL-TFCHNICAL FMUCATION SFRVICF, JF THF PRORLFM
CANNOT RF RESOLVFD, THF PROGRAM REIMRURSEMFNT WILL RE DISCONTINUED.,

R A SI)GGESTED REVIEW QUESTIONNAIRF wxu. RF SENT TN_FACH FDUCATIONAL AGENCY
RY THE VOCATIONAL-TECHNICAL FDUCATION SERVICE, RESULTS OF THE REVIEW
PROCENURE SHOULD RBE MADE AVAILABLE TO THE LOCAL EDUCATIONAL AGENCY

nINISTRAT VE PERSONNEL. [|HE REVIFW RFPORT WILL BE AVAILABLE TO THF
ATIONAL- FCHNICAL FIJCATION SERVICE UPON REQUFST.

TRANSPARENCY 7
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SUGGESTED FUNCTIONS OF THE ADVISORY COMMITTEE

CONDUCT OCCUPATIONAL SURVEYS

ADVISE ON COURSE CONTENT

AsSIST IN JOB PLACEMENT OF STUDENTS
D1SSEMINATE PUBLIC INFORMATION (PR)
ADVISE ON EQUIPMENT SELECTION
EVALUATION OF PROGRAM

REVIEW OF PROGRAM

ASSESS COMMUNITY RESOURCES

TRANSPARENCY 8
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GUIDELINES FOR OCCUPATIONAL ADVISORY COMMITTEES

RECOMMENDED MEMBERSHIP

1. Ar LEAST THREE (3) EXPERTS KNOWLEDGEABLE IN THE SPECIALIZED OCCUPATIONAL
AREA REPRESENTATIVE OF MANAGEMENT AND/OR LABOR AND REPRESENTATIVE OF A
BROAD GEOGRAPHICAL BASE WITHIN THE DISTRICT.

2. No MORE THAN TWO (2) EDUCATORS WHICH MIGHT REPRESENT ELEMENTARY, JUNIOR
’ HIGH, HIGH SCHOOL, POST-SECONDARY, OR ADULT LEVELS KNOWLEDGEABLE OF THE
SPECIALIZED PROGRAM,

3, NotT MORE THAN oNE (1) HIGH SCHOOL STUDENT OR FORMER STUDENT.
44, ONE VOCATIONAL EDUCATION COUNSELOR, IF POSSIBLE.

5. REPRESENTATIVES OF COMMUNITY INTERESTS, INCLUDING PERSONS FAMILIAR WITH
THE SPECIAL NEEDS OF THE POPULATION TO BE SERVED.

TRANSPARENCY 9
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STRUCTURAL COMMUNICATION EXERCISES

Wwhat are Structural Communication Exercises?

Structural communications are means of developing greater under-
standing of a certain topic. 1In this case the topics are concerned with
the eight major functions of sducational advisory committees. This series
of exercises will provide you with a greater awareness and understanding of
the various functions of advisory committees.

How can I use the exercises?

Any of the exercises can be used in either an individual (self-
instructional) format, or a small group discussion format.

Specifically, what will I gain from the exercises?
Each exercise will provide you with a better understanding of:

a) The problems associated with how an advisory committee might
function in an identified role.

b) Some possible alternative approaches to solving the
problems.

¢) Some new ideas, concepts or perspectives regarding the potential
implementation of the advisory committee role under discussion.

What is the general procedure for completing a Structural Communication
Exercise? (Begin by selecting one exercise of interest to you from the
following eight exercise packages and follow the instructions given in
the exercise. You should complete at least two (2) exercises to ensure
a broader understanding of advisory committees roles.)

Step 1: Read the INTENTION (Introductory Information)

Step 2: Read the INVESTIGATION (realistic advisory committee
problem)

Step 3: Select your responses to the INVESTIGATION statement on
the RESPONSE MATRIX. (If the exercise is used in a small
group format, also develop a group response.)

Step 4: Review the DIACNOSTIC and read the appropriate DISCUSSION
COMMENTS

Step 5a: Read the VIEWPOINT for clarification or additional information
and develop a revised response on the RESPONSE MATRIX.

or

Step S5b: Develop a revised response on the RESPONSE MATRIX.

TRANSPARENCY - 10 -
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STRUCTURAL COMMUNICATION EXERCISE DESCRIPTORS

Exercise Program Area Program Level

1. Occupational/Community Surveys Health Occupations Senior High school

2. Course Content Advisement Automotive Service Community College

3. Student Placement Placement Center Senior High School

4. Community Public Relations Vocational Education Area Vocational Center

5. Equipment and Facilities Machine Technology Community College

6. Program Staffing Food Service Area Vocational Center

7. Program Review Vocational Education Senior High School
Q. Identifying Community Resources Career Exploration Junior High School

TRANSPARENCY - 11 -




School:

LOCAL ADVISORY COMMITTEE ACTION PLAN

PART 2--ASSESSMENT AND GOAL SETTING DEVELOPMENT

Action Plan Development Team:

Date:

PURPOSE:

Local Action Plan Assessment For:
(Type of Program)

THIS INSTRUMENT IS INTENDED TO

PROVIDE AN AVENUE FOR SELF-

(A) - Occupational Committee

ASSESSMENT REGARDING THE UTILIZA- (B) - GENERAL
TION COMMONLY PERFORMED BY AD- (check one)
VISORY COMMITTEES, IN ADDITION IT

WILL ASSIST IN PROCESS OF ESTABLISH- Code

ING GOALS FOR THE EFFECTIVE

UTILIZATION OF ADVISORY COMMITTEES.

FUNCTION
1. Occupational Surveys

A.
B.
C.

D.
E.

Use of the Local Manpower Planning
HanADOOK:. s csssssscsccsescsescssssasssssces
Consultation with Michigan Employment
Security COMMiSSioN..cecccecccceccsccecencs
Use of Occupational HandbooK...ceeeseecess
Surveys Community NeedS.....c.cceccveccecs
Use of Community Survey Data.....ceeeeeeee

2. Course Content Advisement

Identification of Occupational
COmMpPetenCieS.ecesesscssnscsosnsccccccccnens
Development of Program Goal State-

MENESe s ssscecssssssccssosassssssesnnssccas
Review of Topical OutlineS..ceccecrccscces
Review of Performance Objectives..........

3. Student Placement

A.

B.
c.

D.
E.
F.

Organization of Employer-Student
CONferenceS..cssececesssssssscsccssssscnss
Notification of Job OpeningS...c.cceseecse
Writing Recommendation Letters for
StUdENtS. e cecessscscssosssssescssssssascccs
Employment of GraduateS.......ceccecencccee
Review of Follow=up StudieS.cccsscscconces
Liaison with MESC..ccccecscasccsccsscsccccs

TRANSPARENCY - 12 -
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Present Assessment
Six Month Goal Projection

PERCENT OF UTILIZATION
0 25 50 75 100




= o1 = KHERVdSINIL

(*38at3 ponsand ag pinoys juezxoduT 3sow 3T YITYM s{eob asayg

*peT3TIULPT udaq

saey sTeobh uerd uoj3zoe ITe X93Je PaulwWIaIdp 89 PTROYS sa137I07xd 0131oads) wesl jusudoTaAdQ URTd UOTIOY 9Y3 AQ POMdTA SV

*drIas WIT3 XO SPTIS/PUnos
woIxed AtTeoyg °9M ©oQ,
*§90IN0S3Y uoTIeIusure TAUI

$90INOSIAY
apTno aarjxoddng
sbuyjaau 9933 TwWNOD XAXO0S
isaoquaw Jo K3taolfew -TAPR 3JO STqR3IdWT3 Y3Ita
o3 o1qeadeooe sbutjossu aay3aboy jJuswRATOAUY
9933 TUIOD AxXOSTApPR 3O Jo uot3yeyodaadde x03
bL-2T-0T vL-T0-0T sajep pue sawTl I3YI 2aY 193397 dn-mO[T0F pPuUac ¥
* 9933 TUWOD CU
<ptay aYyz 3JO 9Tox pue uoTdUNF 3
UOTSSNOSTP TeNPTATPUT 9I9M ay3 ATTenpTIATPUY SSNOSTQA °f (e ]
¢SuoTa *SIYUBW 9933 TUIOD
-e3TAuy ay3 3dodoe IB3qUPU Kxostape aaTtioedsoxd o3
1 vL=-ST-6 2933TUmOD KIOSTAPE PIA uUoT3EITAUT JO I8 puds ¢
sxoquew 3atjoadsoad
Y3TM S3TIISNpUT Ted0] pue
sdnoxb X3Tunumod SNOTIPA -urexboxd
dpautreiqo woxJ szaquew AT but3ijeap 103 9933 TUWOD
S9T3IT3 Pur Sdweu 3I93M ~s0xd 3o saureu 3ITOTIOS 1 KxosTApR UR 309T9S I
«A3TI0TXd [uoT3dafdwop |uoT3IeTlITUL | anbTuyo?a] IUBWSIMSEIN JuUsWUTe33¥Y [e0H I03F ADd3eI3S sTeoo ueld UOT3IOY
a1qe3dwtl poalsafoad /eTIBITID Jusuutellv [eod
{uogatsod) (oureu)
‘wo) ‘ApvY ! 3SITJ Axae]
I9Yoeal "O0A ‘ IXSO0S ures
~211q °*o0A ! sauo AIel

fedtoutag

qatus 19334

tuea] JuswdoraasQ ueld uoTIDYW

FTIANYAT AOFTILVHIS - £ LH¥d
NY¥Id NOIIOY FILLIWWOD XHOSIAQY 'T¥DO1

YL-1-6 193eq

Tooyds YDTH Ted01 :Tooyos
e
kl

Aruitoxt provided by Eic:

E




saey steoh uerd uor3ioe [[e I3 PIUTWISIdIP 3 PTNOYS £9737IOTX

- HT = ANGIVASWALL

(*3s113 paasand oq pTnoys 3juelzodwy Isow axe YITUM sTeob 9soyl ‘"~PaTITIUSPT uIdq

d orzyoeds) weal jusudoraadq Ueld UOTIOV U3 AQ PIMITA SV

A
W
™M
eh3TIOTIZ uoT3aTdWo) uotrleTITUI anbTuYDd], IUSWIINSELIN JUsWuUTe33Y [0S I03 Abajeaas sTR0H URTd LOTIOVY
a1qeaowt], poadaloxd /eTIBITID JusuuTelIy Teo
(uotatsod) (sureu)
¢
,
¢
' s9j3ed
sureoy juswdoraaag ueld UOTIDY - :Tooyos
ausudoraaaqg ueid - b 3xed
NY¥Id NOIIOVY JALLINWOO X¥WOSIAQVY TYOOT
@)

@

O

Aruitoxt provided by Eic:

E




*83933 TWIOD KAx0STApE®
9 S v € 4 T Y3ITA Op 03 9T33TT AISA daey pPINOYS ISAW °6

suotjedyorized 9933 TUWOD AXOBTAPE
9 S 14 € (4 T 30 uor3TuboOaX TRIDOTIFO 3q PINOYS 3I3YL °8

*3TOyM 3Yyz uo
9 S v € (4 T 9AT309339-UOU 9q O3 pud3 S3933TWMOD AIOSTAPY ‘L

*89T3TTITqTSuodsax jJo 19s
9 S v € (4 1 93TUTISD ® dARY 30U PTNOYS S8II3TWIOD AIOSTAPY °9

7]V

*Inyasn ATTedx 00U pue pajep
9 S v € 4 T -3n0 sT s3ptAoad JSAW YOTUM UOTIPWIOIFUT BYL °§

*3INOTIITID ST SITITATIO? puw sburisow
9 S v € (4 1 9933TUMmOD Ax0STAPE® I03 3wTl 9yl burpurla v

+§5900NS ITIY3 3ID9IJe J0U PTNOM SITITATIOR

9 S 14 € [4 T pue s3oafoxd 9933tumod Azxosyape jo burpuni € N
o
*SSOUDATIODIID ITIY3 03 A3 ® ST $9933 Tunod ap’
9 S v € (4 1 K10osTApE BUTSN O3 JUSUN TUWOD IATIRAISTUTWPY °T
*gayouadbe X3TUnuwWoo IAY3o pue ‘DHSAW
9 ] 14 13 < T +TooyDs U9aIM3IAQ 3IOVIUOD ITIITT 39 pInoys 3xayl °1
aaxby 991by ?9xby soxbesyq| ooxbestg| 99abesta
A19391dwod K13SOH A134ybITS A13ubTTS £1ason | Ar@3atdwos Teasudn “°I1
‘ued nok se Arajeanoow
se sonssT 983yl INOqe SHUT[IaF aNIJ UMO INOA 303T3F3X 03 K13 a9seafd °9 9T0xTO ‘99abe Arbuoais 1o Ata3atdwod nok 31
- @yoxTo ‘S9xbe o3 pudl ATpITW IO X{3UBTIs Afuo nok I °€ ITOIFO ‘99abestp 03 pudl ATpPTIU IO X13ybT1s Atuo nok 31
-z oroxto ‘S9ibestp Ar93eIapou 10 X{3s0W nok 3I T 9TOITO ‘Juswezels ays Yjta aaxbestp ATbuoils zo Arajatdwod nok 31
-3usuw@3e3s Yoee MOTIOF 3IBUI sasuodsax TeSTIduru XIS Y3 IO auc Burloayod Kq uotutdn uMo aInok 3j3edTpul Iseard ‘JusuIjels
yoes 104 °©S9933TuMOD AIOSTADR JO SSIUSATIVSIFA pue ‘asn ‘uoT3duny 9Y3z BuTuIADUOD SIUSWIILIS JO SITIIS ® ST MOTIE
$8UOT3091TA

. (s31H6TP t 3seq)
$diva :*ON K3tanoas TeIo0s

(1 104) RO TLLIWOO ANSINY
1 XIGE
® ®

Q
IC
PAFulText provided by ERIC

E




8¢

9 S v € 4 1
9 S v € 4 1
9 S v € 4 T
a2abvy 201Dy | °921by 2axbesTqg [ ®@9axbestq @aabestQ
&1o391dwo) | Atason | A13ubTis | AT3UbTTS A1ason Ata3atduod
9 S v € 4 1
9 S v € 4 1
9 S v € 4 1
9 S v € 4 1
?axby 991by a2aby 9axbestq| °9abesTtd soxbestd
Ktoaotdwon | Atasow | Ataubris] At3ubris| Atason Kya3atdwod

*uoT3IOUNI 2933 TUMOD AIOSTApE

ue o9 PINOYS FUSJUOD ISINOD U0 BuTsTApY 9T
*skaaans TeuoTjeonpa Hurzonpuod

ut atox e Aerd pTNOYS S3933 TWWOD AXOSTAPY ST
*pa3onpuod Atxeinbax aq

prnoys sdaarns A3Tunumod pue jeuoriednodo  “bT
*s9T3TITqTSUodsax JO 38s

93TUTIOP © darY PINOUS S$9933TumNOD AXOSTAPY €1
*9TOX 3JUIIAIND ITIYJ ul ATSAT3O933I

uoT3loUNI FOUURD SIVJJTUMOD AXOSTAPY °T1
* USR] TUMIOD DAT3®I3ST
-utwpe uo puadep 30U S0P SIIIJITW

-woo> AI0STApE JO SSOUDATIONIID ¥UL °TT
*saToUabe
K3Tunumoo I9Y3z0 pue ‘DSIW ‘ TOOYOS

usemiaq 3oe3U0dD dI0W ¥ pPINOYS I3IYL ‘0T

Teasuss

*I1

3«9

I

2ITEUUOTUTAO 9933TUMOD AIOSTAPY

(penut3uod) -

.

Q

Aruitoxt provided by Eic:

E

T wxoJd




6t

-sojenpexb wexboad jo saTpnas
dn-moT103 MOTASI PINOYS S9933 Tumod AIOSTAPY

*592IN0S9I L3 TUNUAZOD
Butsseooe pue burA3T3uspr 03 Ssnoyburredd
® se 9AX9S PINOYS S$9333Tumod AI0STAPY

ureaboxd TeuoyzedOA 3YJ Sj3ENTRAD
Kl Teot3ewa3sis pInNoYs sS993 TUMOD KAxosTApY

+qusu@aocxdut wexboxd zo3 suorisabbns
ayew ATduTs pINOYsS S9933TuOD AIOSTAPY

*suoT3oUNI 2933 TUMOD ueyl
I9yjex SATIRIISTUTWPE A PINOYS JJels [euoTl
-ona3suT 3O BuTITY 3Y3 03 pIaje[ax sIdjjew TV

*s9933TUMIOD AIOSTAPR 3JO A3TATIOR UR 3q pInoys
TetrIajew 20Inosax pue jududtnbd JO UOTILITOTIOS

‘yoT3IOUN3 9933 TUAIOD AXOSTApPe uUe 3Q PTNOYS
juoudtnba pue SOTITITORF TOOYDS 3JO MITAN

*§9T3TATIO® suorjerax or1Tqnd 3snf{ ueyz siow ut
pPOATOAUT oq PTNOYS SIdquEW 2933 Tumod AI0STAPY

-K3TAaT30® suorjerax OrTqnd A3Tunumiod e XTe1-8
aq pInoYs uoT3duUN3 9333 Tumod AXOSTAPE YL

-sojenpeab-uou pue sajenpeib jo JucuEdeld
y3oq apniouy pinoys ,jusuedeid 31epnas,

9

14

*saAT309{qo @ouewzogxad
MPTASI PINOYS S9933TUMOD AI0STAPY

99abvy
K19391duo)d

991by
ATason

?99abv

AT3YybTTS

aaxbestd
AT3aybTis

aaaxbestd

K1asol

aaxbestd
K12391dwo)d

“Le

*9e

14

‘ve

X4

K44

‘1

‘0c

*6~

‘81

A

330

axTeuuoTutdo 9933 TUMIOD AIOSTAPY

(penuT3uo)) T wrod

)




PPPENDIX B

WORKSHOP EVALLATION (Form 2)

Yes No

Did this workshop meet your expections?

Did this workshop provide you with new useful information?

Did you learn new skills which you can use in your work?

Will you be better able to work with advisory groups?

Will you use your new advisory group skills?

Did the workshop facilities contribute to effective learning?

Was the workshop well organized?

Did you have sufficient opportunity participate?

Did the workshop leader(s) provide good leadership?

' Was the slide/tape or filmstrip effective and useful?

Was the time allotted sufficient?

Were the communication exercises useful?

Was the resource section useful?

Will you use these workshop materials on the job?

Do you think the workshop was worth your time?

Have you made up an action plan for your advisory group?

Will you complete the rest of the exercises?

Would you recommend this workshop to a college or friend?

Name of the workshop implementor(s) and

Name 1 2 3 4 5
Name 1 2 3 4 5
Name 1 2 3 4 5
. This workshop was excellent good SO=~S0 quite poor
no good.
40




APPENDIX C '

PARTICIPANT RESPOMSE REFORD SHEET (Form 3)

Social Security No. Exercise No.

(last 4 digits)

Date Group No.

Directions: Please use this sheet for recording your responses to this
exercise. After reading the INVESTIGATION and RESPONSE
MATRIX, circle your responses on the Personal Response line
below. Be careful to circle only those responses from the
matrix you feel should definitely be included in the answer.

Personal
1234567891011 1213 14 15 16 17 18 19 20
‘ Response
One each member of your group has developed a PERSONAL
RESPONSE, begin group discussion and attempt to develop a
group consensus response to the INVESTIGATION. Again,
circle the responses included in the Group Response below.
Group
1234567891011 1213 14 15 16 17 18 19 20
Response
Once the group response has been developed and after
reading the DIAGNOSTIC section, circle what you feel
are the final apprcpriate set of responses.
Post~

DIAGNOSTIC 123456 7891011 1213 14 15 16 17 18 19 20

“ Response

PLEASE RETURN THIS SHEET TO THE
WORKSHOP LEADER AT THE COMPLET ION

OF THIS EXERCISE
ERIC 332
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APPENDIX D
SAPLE ADVISORY COMMITTFE
WORKSHOP APPLICATION FORM

Name Job Title

Address School District

Office Address

Office Phone

Home Phone

Do you presently work with an educational advisory committee? YES

NO

If YES, identify the advisory committee, the group to which
it advises, and your position on the committee, e.g. chair-
person or representative of labor or student representative,
etc.

Which of the following advisory committee functions are you most interested
in learning more about? Rank them 1 through 8 from most interested (1)
to least interested (8).
RANK FUNCTIONS
1. Occupational Surveys
2. Course Content Advisement
3. Student Placement
4. Community Public Relations
5. Equipment and Facilities
6. Program Staffing

7. Prcgram Review

8. Obtaining Community Resources

333 42




APPEMNIX E

TEACHER FTUCATORS TRAINED AS WORKSHOP LEADERS

Central Michigan University

Jackson Anderson
Wells Cook
Franklyn Ingram
Jerald Lounsbury
Robert Miller
Alan Rabe
Freddie Simonds

Eastern Michigan University

Paul Kuwik

Robert Ristau

H. James Rokusek
Billie Lou Sands
John Waidley

Dr. Rosemary DeLoach

Ferris State College

Paul Hoeksema
George Storm

Madonna College

D. Slobodian
Chris Ziegler

Michigan State University

Lawrence Borosage
George Ferns
0. Donald Meaders
Arnold Mokma

334
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Northern Michigan University

Jane Bemis
Edward Cory
Thomas Meravi
Chris Olson
Paul Renshaw
George Baker

Siena Heights College

Richard Kury

University of Michigan

John Odbert

Wayne State University

Willard Bateson
John Bigs

Western Michigan University

Margaret Brennan
Raymond Dannenbexrg
Earl Halvas
Charles Risher

Central Michigan University
Project Staff

Leslie H. Cochran
L. Allen Phelps
Joseph F. Skupin
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| APPENDIX F
VOCATIONAL. ETYICATION CONTACT PFRSONS

Dr. Frank Stillings, Dean
School of Fine and Applied Arts
CENTRAL MICHIGAN UNIVERSITY

Mt. Pleasant, Michigan 48859
(517) 774~3186

Mr. Raymond LaBounty

Assistant Vice-President for Instruction
227 Pierce Hall

EASTERN MICHIGAN UNIVERSITY

Ypsilanti, Michigan 48197

(313) 487-3233

Dr. Thomas Cook, D<an
School of Education
FERRIS STATE COLLEGE

Big Rapids, Michigan 49307
{616) 796~9971

Dr. Lawrence Borosage, Professor
College of Education

306 Erickson Hall

MICHIGAN STATE UNIVERSITY

East Lansing, Michigan 48824
(517) 353-3887

Mr. Arthur Neiger

Assistant Professor
Industrial Education
NORTHERN MICHIGAN UNIVERSITY
Marquette, Michigan 49855

Dr. Gordon McMahon
Occupational Education
UNIVERSITY OF MICHIGAN
Ann Arbor, Michigan 48104
(313) 764-8424

Dr. Fred Cook, Associate Head
Division of Teacher Education
College of Education

WAYNE STATE UNIVERSITY
Detroit, Michigan 48202

(313) 577-0902

Dr. Raymond A. Dannenberg
Department of Distributive Education
WESTERN MICHIGAN UNIVERSITY
Kalamazoo, Michigan 49001

(616) 383-0953
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APPENDIX G

MICHIGAN CAREER EDXCATION COMSORTIUM OOTACT PERSONS

Dr. Jack Anderson
Coordinator of Graduate Study
104 Finch

Central Michizan University
Mt. Pleasant, Michigan 48859

Telephone: (517) 774-3021

Dr. John Waidley

Assistant Professor
Guidance and Counseling
Room 13, Boone Hall
Eastern Michigan University
Ypsilanti, Michigan 48197

Telephone: (313) 487-3270

Dr. Tom Cook

School of Education
Ferris State College

Big Rapids, Michigan 49307

Telephone: (616) 796-9971

Dr. Cas Heilman

Associate Professor

321 Erickson Hall

Michigan State University
East Lansing, Michigan 48824

Telephone: (517) 355-9606
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Mr. Jaries Godell

Office Administration and
Business Education Department

Noxthern Michigan University

taigquette, Michigan 49855

Telephone: (906) 227-2900

Dr. Gordon McMahon
Occupational Education
University of Michigan
Ann Arbor, Michigan 48104

Telephone: (313) 764-8424

Dr. Stephen B. Hillman
Assistant Professor
College of Education
Wayne State University
Detroit, Michigan 48202
Telephone: (313) 577-1665

Mrs. Mary Cordier

Department of Teacher Education
Henry Hall

Western Michigan University
Kalamazoo, Michigan 49001

Telephone: (616) 383-0446
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APPEIDIIX H
'S &AM IN'TS

As a result of the fifteen field test workshops con-
ducted during September and October of 1974, 2 number of
experiences regarding the operation of the workshop were
encountered. To assist future implementors in conducting
workshops and to build upon these experiences the follow-
ing do's and don'ts are provided:

o Do meet the needs of the workshop participants.

e Don't use a rigid time schedule for the workshop

e Don't stop the "structural communications" dis-

cussion groups if they are"hot" in discussion.

e Don't control discussion groups.

o Do provide answers to questions that may arise from
the "structural communications" exercises.

. ® Do assist the participants in their groups.

® Don't be too formal. A working together concept
needs to be developed.

e Do have a morning and afternoon coffee break.

® Do allow sufficient amount of time for a luncheon
break.

® Don't intergrate representatives, such as State De-
partment personnel or university faculty into the dis-
cussion groups. (In some cases these may be desirable,
but individuals representing power structures often cur-
tail open dialogue).

® Don't talk too much - let it be a participant's workshop.

® Do at least two structural communication exercises.

® Don't conduct workshops on Fridays.

e Don't let a malifunction of the audio-visual equipment up-

set your composure. Be preparcd, as much as possible, for
the unexpected.
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Do give an overview of the slide/sound in
lieu of "Do We Really Care" if the equipment
does malfunctione.

Do consider the slide/sound presentation as the
foundation of the workshop.

Do have participant "ice-breaking" activities.
Do have participant name-tags .
Don't come on as a know-it-all.

Do circulate as the "structural communications"
groups are in progress.

Do stimulate discussion if necessary.

Do try to set-up discussion groups in a round
table formate.

pon't overload the workshop participants with
evaluation materials.

Do send your contracting agency and State Department
of Education Vocational and Technical Service, a
report of your workshop activities.

Do solicit questions from the participants.

Don't attempt to answer questions to which you

don't have knowledgeable answers. (These should be

noted with an indication that you will follow through
to determine the answer.)
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APPEIDIX
HOW TO RN THE SLIPE/SOUND PRESENTATION

Before running the slide/sound presentation it is imperative
that the following items are available:

1. Two 650 Carousel slide projectors with zoom lenses.

2. Accompanying cassette for "Do We Really Care?"

3. 2550 Wollensak tape recorded with visual senseing cord
to dissolve unit.

4. Two fifty foot electrical extension cords.

5. Model 1 - Kodel Carousel Dissolve Control Unit.

6. Adaptor plug (from 3 prong to 2 prong capabilities).

7. Two Carousel sli g trays.

8. At least one extra Carousel projector bulb.

9. Large movie screen.

Procedure

1. Set the projectors on a table facing the screen.

2. Plug one projector cord from the dissolve control into each
projector. (The projector cord plug has seven prongs)

3. Insert the visual pulse connector of the Model 2550 Wollensak
Recorder into the remove receptacle of the dissolve control.

4. 1Insert the power cord from the dissolve control into a 110 volt,
60 cycle, a-c power outlet. If the wall outlet is not of the
three pronged variety use two prong adaptor.

5. 1Insert Wollensak power plug into dissolve control unit.

6. Set the automatic timers on both projector and the @issolve
control to the manual position.

7. Set the slide projector power switches to fan.

8. Insert cassette into Wollensak Recorder (rewind tape if
necessary) .

9. . Turn recorder on (slide button lower right side of recorder).
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10.

11.

12.

13.

14.

15.

16.

17.

18.

19.

20.

21.

22.

23.

24.

25.

Turn the Disisolve Control on.

Place the slide trays on proper projector (tray with prefix
1 on the slides should be place on lighted projector. Tray
with prefix 2 on the slides should be placed on unlighted
projector).

With the slide control button of the lighted projector rotate
tray no. 1 to the slide with "Focus" imprinted. Focus Projector.

Turn lighted projector off.

Turn unlighted projector to "low" position. (this will activate
the light bulb)

Rotate tray no. 2 to the slide .io. 1 with "Focus" imprinted. Focus
Projector.

Turn projector with tray no. 1 to "Fan" position. Now level pro-
jector by means of height adjustment on front of projector.

Turn projector with tray no. 2 to "Fan" position.
Rotate slide tray no. 1 to the number 3 tray position.
Rotate slide tray no. 2 to the number 3 tray position.

You are now ready to start the show using the Wollensak Tape
Recorder.

Activate Wollensak recorder by depressing "Play" button and run
for two minutes to check out functioning of equipment.

Stop recorder and rewind tape to zero setting.

Repeat steps 13 and 19. Be certain that the proper trays

are on the slide projectors as indicated in step 11. (If correct
slide projector is not lighted, turn Dissolve Control Unit to "off"
position. Then, turn Dissolve Control Unit to "On" position.

This procedure will cycle the projector to the proper positions)
Steps 1 thru 24 should be accomplished with a minimum of 30 minutes
remaining to the beginning of the workshop.

You are now ready to start the slide/sound show "Do We Really Care?"

Activate Wollensak recorder by depressing "play" button.
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APPENDIX J

WORKSHOP PEPORT

As a part of each workshop, the workshop leader is expected
to develop a brief summary. The purpose of this report is tc
accurately account for the dissemination of the materials and to
provide a general overview of the reactions to the experiences
in the workshop. This should include:

Name of workshop leader
Sponsor of the workshop

Place and time of the workshop
Number in attendance

Tvpe of individuals attending, such as administrators,
vocational teachers, counselors and advisory committee
members outside of education

General reactions or evaluations

Submit one copy to:

Dr. Robert Weisham

Educaticn Consultant
Vocational-Technical Education Service
State Department of Education

Box 928

Lansing, Michigan 48904
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