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INSTRUCTOR DATA REPORTING PROCEDURES

Introduction

This document has been compiled from a variety of sources, edited for clarity
and brevity, and is being made availatle for reference use by instructors and
others in need of information necessary to understand and implement the Moun-
tain-Plains instructional and evaluatign system. There are many facets of the
Mountain-Plains Learning System, some of which are not included here. In-
cluded herein are:

1. Descriptions of the several forms used for student accounting, student prog-
ress monitoring, program evaluation and ancillary data reported for corpor-
ate purposes.

2. Explanations of how these forms relate to other segments of the system.

3. Detailed procedural instructions to those who will be using the system.

Accurate use of the documents described herein is essential in data prccessing,
analysis and feedback, both to instructional staff and management. This feed-
back feature is of major importance in providing for sensitive monitorirg of
both the system to identify and react to operating costs {broken down in detail),
fluctuating student numbers, staff/student ratios, average length of various
career programs, performance distributions (learning curves) of aggregated
students within career areas, projections of individual exit dates and the appar-
ent needs of individual students based on relative rate of progress.

In summary, the documents described herein allow for:

1. Student attendance accountability.

2. Adjustment of class load.

3. Student job title and length of program identification and possible adjustment.

4. Time norming of curriculum elements -~ important for marketing and replica-

tion.

Identification of potential problems with regard to specific curriculum ele-

ments,

6. Immediate awareness of a variety of student problems (i.e., scheduled ver-

sus attended time, etc.).

Identification of student exit and adjustment of entrance schedules.

Identification of student pregress or lack thereof in curriculum area.

9. A form of internal program evaluation by component - cost, time, success
rate, etc.

10. Relation to a variety of substantiatiny documents which are used to report a
number of variances.

a

T ~N

This manual should not be viewed as static. Refinements may occur within
allowable limits imposed by our stable operating mode over time. Such refine—
ments will be issued as amendments to this manual which, once again, has the
major purpose of specifying data reporting responsibilities of instructional and
other staff.
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STUDENT TIME CARD

Description and Purpose

The Time Card is issued initially by the Data Center/Student Accounting, one
to each student, for the purpose of keeping track of his scheduled time as
established by the Scheduling Office in the Data Center. Examples of scheduled
time are: class time, MOWINDS Council Involvement, Test Center, GED test-
ing, incentive leave, etc. Examples of filled out and blank student time cards
are appended,

The card contains two parts. The left side, and larger half, is for instructors,
counselors, etc., to "stamp off" authorized time. The right side 1s for the use
of the Data Center to record variances identified from the data contained on the
left side. This information is sent to Butte, where it is used to adjust Student
Scheduled Time and Attended Hours columns on the Data Printout.

The total time on the tine card assigning students to specific activities appears
as scheduled time for those activities on the Data Printout. That time which is
stamped by instructors is entered as attended time. The difference between the
two appears on the printout as variance time. Each variance is coded and re-
flected under, for example, "sick hours" on the printout,

Students are normally paid $85 per week., The time card determines whether
the student is paid the full amount or not, If the coded absence without a stamp
rnark indicates that the student is absent for other than authorized reasons, the
pay clerk reduces the amount the student receives.

In order for a student to be excused from an absence, he must first place a call
to the Data Center. Exceptions: only heads of household and single heads of
household must call ir this information. Spouses do not have to. However,
spouses are accountable in part for their attendance, i.e., spouses must:

1. Be present 75% of the time as reflected by their time cards, or they may be
dropped from an occupational area.

2. Be present and accountable on the usual basis for counseling and Family Core
Curriculum time.

How the Student Time Card Fits into the System

This document provides the basis for the student accounting system. The cards
are prepared by the Scheduling Department, computerized, and are computer
printed weekly in Butte,

Student Accounting gets the printout time cards from the Data Center and issues
them to the students at the pay line, where they surrender the old time card.

Students, carry the card with them, and get slamped off when and where they are
s»cheduled to be,



By way of final disposition, the cards are filed weekly in the Data Center in
special files for time cards only.

Specific Procedure for Instructors

Instructors are charged with the responsibility of stamping (or attesting the
student's presence in) the appropriate mod on the time card.

To assure that this "stamp off" procedure occurs in accord with regulations,
several monitoring devices will be employed:

1. Instructional areas will be periodically audited to determine the actual
number of students present at a given time.

2, Instructional ar >as will be monitored to determine the effectiveness of
curriculum products. An account of numbers of students occurs again at
these times.,

3. Other student accounting information sources (Student Attendance Rosters)
have become available, so that student accounting data may now be derived
from a variety of sources and compared,

The obvious implication is that instructors must exercise caution in their stamp—
ing procedures in order that other reporting systems are not contaminated by
data which is not accurate, and that students receive the amount of money to
vhich they are entitled.

1. Do not take this document lightly. After all - it is the basic instrument of
the student accounting system.

2. Do not overstamp unless you are a counselor, career guidance person, student
advisor, or are involved with scheduled student personal development activities.
Other activities (such as parent/teacher conferences) also occur for which
staff have been specifically authorized to overstamp. These are known to the
authorized personnel.

3. Be sure you have your personal stamp with both the curriculum area number
and your initials. A curriculum area stamp alone is not sufficient. It is
necessary for purposes of Student Accounting, Cost Accounting and the control
of other variables, that each mod (or partial mod) be stamped by specific
Curriculum Area number rather than, for instance, "BTS".

4, Be sure you are the only person using your stamp. It is advisable to keep this
stamp where only you have access to it,

5. In case of loss notify the data supervisor and the occupational area coordinator
immediately and a new and different stamp will be issued.

6. Since there are a number of ways a student's absence can be known, stamp
only for persons present for a minimum of 45 minutes. Conflicting student
attendance reports may trigger an audit,

7. Where a student shares time between your area and another, a slash (/) and
two stamps are necessary.

8. In the event that a time card is lost, students should obtzin a new one from the
Scheduling Aide. They then should have their instructor fill in time attended
to date.

9. Note at the bottom of time cards if a meeting is cancelled by Career Guidance
or some other area, identifying the specific area cancelling the meeting.

-3
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STUDENT ATTENDANCE ROSTER

Description and Purpose

The Student Attendance Roster is a computer printout which lists students
alphabetically by time module for each instructional area. It has provisions

for the instructor to mark students present, absent or validated in five columns,
one for 2ach working day of the week. See the attached completed Student Atten—
dance Roster.

The purpose of the roster is to:
1. Control class loading in order to prevent under and overloading.
2. Provide instructor feedback on student attendance.

3. Provide a cross reference to time cards.
4. Provide additional attendance input used to determine attendance variance,

How the Roster Fits into the System

Instructors are furnished with an attendance roster each Friday afternoon by

the Data Center. The roster is up to date as of the previous Wednesday and
hand corrected to current date, and furnishes a class list of students, indicat-
ing those who are to be present and when. The information contained on the
roster reflects that compiled from student time cards and the previous week's
roster, fed into the computer system in Butte, and printed out as the Attendance
Roster. The Roster furnishes the instructor with class loading information and
the instructor, in completing his portion of the roster, furnishes updated infor-
mation which is fed back into the system.

Specific Procedures for Instructor Use

Py
.

Enter a "P" for present at the end of each module. (See example)
2. Enter "A" for absent at the end of each module. It is advisable for the in-
structor to fill out the roster at the time the time card is stamped.
3. In the case of a student validating, a "V" should be entered in that and all
subsequent modules until the student's name is deleted from the roster.
Enter a 'D" for students on the roster that have deserted or dropped.
5. An instructor may not allow a student into a class unless the student:
a. is scheduled on attendance roster, or
b. presents a special schedule from the Data ‘Center. Students showing up
for class but not on Roster are to be referrzd immediately to the Regis-
trar's office. A "special schedule" authorizing the student's attendance
may be issued by that office and hand carriec' to the instructor. Once a
student enters with a special schedule, he is to be listed on the roster
(see example). A, P, and V are entered after this student's name as
for the regularly scheduled students.
6. If a meeting is cancelled by Career Guidance or Counseling, note it at the
bottom of the time card, identifying the area, and sign.

5

-6-
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The instructor having the primary responsibility for the students must sign
the completed roster before the time it is picked up by the scheduling aide.

The roster for the forthcoming week will be hand carried to the instructional
areas by the last module each Friday.

If instructors have unusual circumstances requiring change to class loading,

the request should be routed through the Associate Director of Education
Services,

10
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STUDENT COMPLETION CAI_LENDAR

Description and Purpose

This document, which is printed on 5-part NCR paper, is for the primary pur-
pose of establishing a firm program completion date for a student, A Calendar,
which has been completed, is attached for reference.

How the Calendar Fits into the System

When the student has remaining about 45 working days or roughly 280 class
hours, based on SWP and attendance data, the Data Supervisor makes up a
completion calendar for distribution to:

1. Student working file.

2. Placement office.

3. Data Supervisor and Student Advisor,
4. Concerned instructional staff,

5. Student.

The Student Advisor then confers with the appropriate instructors concerning
the student and the accuracy of the information on the form. “The following infor—
mation on the calendar is derived from a computer printout:

1. Estimated exit date (based on rate of progress against the norm, corrected
for attendance).

Balance of instruction hours remaining.

Hours accomplished.

Progress hours versus attended hours (4 or - 100%).

. Areas yet to be validated.

b W

This computer printout is a compilation of infornyation from a number of sources:

1. SWPs,

2. Student Profile Summary.
3. Time Card.

4. Attendance Roster.

Finally, the Student Completion Calendar is disposed cf as follows:

-- Data is compiled into a Student Completion Roster weekly.

-- Individual calendars are filed by the Data Supervisor into a special file for
completed students.,

-= A check is made to ascertain that the actual student completion date corres-
pcnds to the estimated completion date per completion calendar.

A number of departments make use of the calendar. [t is of utmost importance
to placement and to those involved with recruitment.
-Q-
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PLACEMENT: When the student has 30 days left before exit (22 working days),
he is scheduled for interviews with the Placement Officer, and into other com-
pletion-oriented activities.

RECRUITMENT: The six state offices and the Administrative Assistant for
State Office Operations need to be constantly aware of the need for recruits,
such need largely based on the numbers of students leaving the program.

The data on the calendar is compiled weekly into the Student Completion Roster,
which comprises names of all students who are to exit within 45 to 30 working
days. This Roster is distributed as follows:

Instructional Areas Editor of the FORUM
Counselors Ed. Services Director
Career Guidance Coordinator of Ed. Programs
Six-State Offices & Admin. Health Education

Assistant for 6 State Operations Placement
Gymnasium Data Center
Early Childhood Education North Star School

Specific Procedures for Instructor Use

Instructors should:

1. In general, cooperate with student advisors in confirming, revising, or up-
dating the completion date by notifying the advisor.

2. Notify, as soon as possible, the Student Advisor by telephone or memo of
the names of students who are progressing more quickly than the program
average and who may be expected to complete in less than 45 days after
entering the occupational area.

3. Notify the Student Advisor of any deviations during the 45 day out mode,
such as: a change in the student's progress or attitude that would alter the
completion date by five (5) or more working days.

4. Notify the Senior Instructor of any and all changes in student progress that
would alter the completion date plus or minus more than one day when in
the 22nd working day mode. The Senior Instructor will immediately notify
the Student Advisor of such change. Changes in student completion dates
at the start of or during the 22nd day exit mode require the approval of the
Placement Officer.

5. Calendar changes cdue to sickness, interviews or schedule changes will be
initiated within the Registrar's Office.

As indicated, the Student Completion Calendar is used by a variety of persons
for a number of reasons. The instructor provides an important input into the
document. Data derived from the SWP, DET, SPR and Time Card provide
basic information for the Calendar. Also, as noted above, instructors are
responsible to follow the student calendar or a completion schedule and notify
the advisor when adiustments are needed.

-10~
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COMPLETION ROSTER

WEEK ENDING 12/6/74

STU. NO. NAME AREA FLAG DATE COMPLETION DATE
3609 SAUNDERS, CHUCK BOOKKEEPER 10/11/74 11/25/74
3567 TRACKE, IONA COOK 10/25/74 11/27/74
3486 PETERSON, LEROY TUPE UP MECH 10/29/74 11/29/74
3349 DAMMEL, DENNIS M&bD 10/29/74 11/30/74
3682 BEARDSLEY, BEN DRAFTING 10/25/74 12/06/74
3490 RONKE, RICHARD GEN. MECH. 11/04/74 12/06/74
5517 SIMPSON, MIKE GEN. MECH. 11/04/74 12/06/74
3742 FARNUM, MIKE ENGINE REPAIR 12/09/74 01/10/75
3707 SCHMIDT, KEITH APPL. SERV. 12/1° 4
357¢ VANVLEET, DAVID DRA}TING 11/11/74 12/13/74
3631 WESTERMAN, DON DRAFTING 11/11/74 12/13/74
3357 SKJONSBERG, RON ELECT/WIRE. 11/11/74 12/15/74
3629 PERLEY, THOMAS DRAFTING 11/12/74 12/16/74
3530 OKSANEN, ROBERT CARPENTRY 11/12/74 12/16/74
3347 HALFERTY, DAVID DRAFTING 11/12/74 12/20/74
3517 MARTIN, PEGGY BOOKKEEPER 11/21/74 12/23/74
3594 STOMT, BETTY J0 DRAFTING 11/21/74 12/24/74
3013 WOLCOTT, JOANNE CLERK/TYPIST 11/22/74 12/26/74
2387 ANDERSON, ALDEAN CLERK/STENO 11/22/74 12/27/74
3507 ANDERSON, HOWARD DRAFTING 11/26/74 12/30/74
3575 MICKEY, CHUCK MID/MNGT. 12/02/74 1/03/75
5304 KLINE, DONALD GEN. MECH. 12/04/74 1/03/75
5485 HOCKENBERRY, JOHN DRAFTING 12/05/74 1/04/75
35lc WALES, ROBERT GEN, MECH. 12/09/74 1/08/75
3615 HINTZ, RUTH CLERK/TYPIST 12/709/74 1/09/75
3561 CRUZ, PATRiCIA CLERK/TYPIST 12/09/74 1/10/75
37C1 HALL, LANNIS TUNE UP MECH. 12,.9/74 1/10/75

-]2-
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STUDENT PROGRESS RECORD

Description and Purpose

The Student Progress Record is a listing in outline form of curriculum to the
LAP level by component titles with provision for data recording by students and
instructors. There is an SPR for each Family Core Curriculum area, both
basic and advanced Math and Communication Skills, and for each authorized
career job title. An SPR for support areas to job titles also exists. (Note: The
SPRs for Math and Communication are used differently than the others.)

The SPR is used to record data not otherwise available. This data is used for

administration, which includes student progress monitoring, and for baseline
data for research and evaluation purposes, such as curriculum validation.

How it Fits into the System

The Test Center originates the SPR alon"\g‘with the Student Work Plan (SWP) for
each student when he is pretested for each curriculum area he enters. The
last two columns on the right are for comprehensive pre and post test results
which will be filled in by the Test Center. From the Test Center the SPR, with
the SWP, goes: (1. staff delivered for FCC; 2. hand carried by student for
career job titles; 3. no SPRs at pretest for Foundation Education) to the Data
Monitor Office. There it is checked against the master list, quality checked and
logged. It is again staff carried to FCC areas and hand carried by students to the
career area. In the instructional area it is used as a primary data recording form
and is filled out by both student and instructor. It is used as a basis for filling
out the Student Work Plan and is one input for filling out the Developmental
Employability Traits form (DET).

When students complete the Family Core Curriculum areas, the student delivers
his SWP and SPR to the scheduling aide and has his scheduled changed. The
schedulmg aide then forwards the SWP and SPR to the Data Monitor's Office.
After all four areas are completed, the scheduling aide schedules the student to
the Test Center for post-testing. The SWP and SPR are hand carried to the Test
Center by the student. The SWP and SPR, with test results, are returned to
the Data Monitor Office by the Test Center,

As students complete each career curriculum area, the instructor will call the
advisor aide. The student will be instructed to hand carry his/her Student Work
Plan and Student Progress Record to the Data Center. A special schedule will be
prepared and the student will then hand carry his/her Student Work Plan and
Student Progress Record to the Test Center for cognitive post testing. The Data
Monitor Office cannot sign a student's Termination Form without having the SPR -
and SWP for each area in which he was enrolled. When a student deserts the
program, the‘ﬁg_aistrar will notify the Education Services Division, which will
ensure that all SPRs are filled out up to date and forwarded to the Data Monitor
Office along with the Student Work Plan. .

-13-
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Specific Procedures for Instructors Use

. When the SPR is received in the instructional areas, it should have the student's
name and number, pre-test date and comprehensive pre-test scores clearly
entered. The curriculum elements prevalidated by the comprehensive test are
indicated by a "V" following the score for that component.

In the instructional area the instructor is responsible for the following entries:

1.

2.

10.

The instructor enters the date the student began attending the area in the

entry date space,

The instructor ensures that for each curriculum component the student records;

a, date component started.

b. date component completed,

c. time in hours, to the .5 hour, that the student felt he spent on the component
is recorded dally,

Include for each LAP or test,.

a. Time for getting materials out,

b. Study and/or work time.

¢, Tear-down and put-away time.

d. Time spent on take home work,

Do not include time that does not contribute to mastery of the LAP material,

a. General shop clean-ups,

b. Coffee breaks and wash up.

c. Other non-productive tasks,

The instructor initials each curriculum component to signify that the above

data is entered and that the curriculum component has been validated by the

student,

The instructor is to enter all instructor given unit pre and post test scores and

performance test results (pass or fail) in the sapces provided in the Component

Title column of the SPR. In the event a unit cognitive test is failed, enter the

scores as always, leaving room for subsequent entries upon retakes. There

will be no more than a total of three entries. Treat performance test entries

similarly, using "F" or "P" rather than raw scores. (See Appendix D for

»

. detailed testing information,)

When a block of review time is used by the student that does not fit into LAPs or
units, write "review" immediately to the right of the next higher level title (such
as unit or course) and have the student enter the review time in the "time spent"
column,

The instructor monitors to assure that the student records his time daily,
insuring accurate and current records. (Note: it is suggested that these daily
entries be made on a worksheet copy of the SPR, till each component is completed
and then transferred to the official SPR. The time may also be recorded on the
LAPs or other method preferred by the instructor. The important thing is to
maintain good records.)

Unit pre-tests are given only at a student's request and when it appears that he
may be capable of prevalidation of the unit,

Foundation Education will originate a student individual profile for each student
with the above information except #3, but including all units pre-tested for #9,

Curriculum Department will periodically monitor each area for, among other things,
O . timely and complete SPR maintenance.
ERIC

IToxt Provided by ERI
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STUDENT PROGRESS RECORD Fage . of B
Name (D Number Entry Date
Curriculum Area __37 AUTOMOTIVE Pretest Date
JOB TITLE: Tune-up and Engine Repair Post Test Date e
Cg,"." Dato | Date fimstruc.
C:’T'l'l;f)ﬂ. Started pleted | Initials
02 Battery Load Test
.03 Testing Cranking Voltage
. Testing lgnition Coul
_ 05 Testing Secondary Cable Resistance

Engine Repair
N Pretest Score Post Test Sgore
01 Fundamentals of 4-Cycle Engines ( 6) (4) @ (2) (3) (11
- e Na? e N N
S— Pretest Post Test Perf, Test
01 Fundamentals of 4-Cycle Engines -
. oo ooed
- Engine Construction AP When the SPR arrives in the Instructionsl Ares it should
_ 1 Pretest @ Post Test @ Perf. Test (I‘O) contain or be filled out as follows:
Ll Fundamentals of Engine Block
2 } Engine Block Construction
. T (D Student Name and Number
03 Valve Train TC Comprehensive Pretest Date
o __Pretest Post Test Pert. Test TC % Comprehensive Pretest Scores
* A Fundamentals of Engine Block (Followed by V for elements
02 Inspecting Cylinder Head prevalidated)
03 Overhaul Qver-Head Valye Head S @ Date Curriculum Element Started
. 04 Overhaul Over-Head Cam Head S @ Date Curriculum Element Completed
~~~~~~~~~ 3 (6) Time Spent on Curriculum Element
o n Engine Block I Instructor’s Initials
L Pretest Post Test Pert. Test ! Unit or Course Pretest Score and
0 Overhaul Engine Block Performance Test Results (P or F)
) Cam Shaft if Element Chailenged
i i &; T Crank Shaft and Bearings. | (@  unit or Course Post Test Score
o ’ Pistons I @ Performance Test Results (P or F)
05 | m,— T - TC Comprehensive Post Test Results
:o.(;m - N Timing Gears and_Chains ) TC % Comprehensive Post Test Date
05 Lubnicating Systems
i e Pretest Post T Responsibility For Entry
[___ L Fundamentals of 01 Pumps )
o .02 _Testing Qil Pump _ TC = Test Center
- .03 Replacing 01l Pump $ = Student
I = instructor
[12_ _ ____| Parts and Accessories - -
Pretest Score Post Test Score _ NS A - et
03 Cleaning Parts and Work Area — e r_ S S N N
Pretest Post Test Pert. Test
- 165 -
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STUDENT WORK PLAN

Description and Purpose

There is a Student Work Plan which lists the Student Terminal Performance
Objectives for:

1. Each Family Core Curriculum area.
2. Both basic and advanced Math and Communication Skills.
3. Each job title in the career areas (an SWP also exists for support areas).

The SWP, printed on 3—- to 5-part NCR paper, has provision for comprehensive pre
and post scores by STPOs and lists curriculum to the unit level to support each
STPO. At the unit level the SWP indicates normative student time in hours and
has provision for recording:

1. Prevalidation of units by the comprehensive test.
2. Student recorded time from the SPR (Student Progress Record).

Finally, the SWP provides for determining the student's budgeted time for each of
his curriculum areas,

The SWP is supported by the SPR and serves as a student data form and data

transmittal document. It is used in student planwriting, student progress
monitoring, research and permanent records,

How it Fits into the System

The SWP originates in the Test Center along with the SPR when the student is
pre-tested for each of his curriculum areas., On it the Test Center records:

Student's name.

Pre-test date,

Comprehensive pre-test score by STPOs and total score.
Units prevalidated,

H WO =

From the Test Center it goes with the SPR, by staff delivery for FCC and student
hand carried for career areas, to the Data Monitor Office. (One copy of SWP for
Foundation Education.) There it is checked for completeness, quality, logged,
percent scores computed and a copy retained for the student folder. The retained
copies are used to write the student's plan and for initial computer locading while the
remaining copies are again staff delivered to the FCC areas and student hand carried
to the career areas. (Staff delivered directly from the Test Center to Foundation
Education.) For the FCC areas, the SWP is filled out from the SPR by instructors
and returned with the SPR to the Data Monitor Office by the student when he com-—
pletes or ceases to attend the area. It is staff delivered for deserting students, In
Foundation Education the student is pre-tested in the area. The SWP and individual
student profile are completed by instructors and hand carried by the student to the
scheduling aide,

-16~-

: 4Q



In the career area, the SWP is used as a student progress transmittal docu~
ment (information entered by instructors from the SPR), including six week
progress reviews and special reviews as needed, As students complete each
career curriculum area, the instructor will call the advisor aide. The student
will be instructed to hand carry his/her Student Work Plan and Student Progress
Record to the Data Center, A special schedule will be prepared and the student
will then hand carry his/her Student Work Plan and Student Progress Record
to the Test Center for cognitive post testing. The Test Center informs the
student when to pick up the SWP and SPR to hand carry to the Data Monitor
Office, for computing loading, research and permanent records. Again, if a
student deserts, the Registrar notifies the Education Services Division and

the SWP is staff delivered to the Data Monitor Office.

Specific Procedure for Instructor Use

When the SWP is received in the instructional areas, it should have the student's *

name, pre-test date, pre-test score by STPOs and a "V" in the parentheses
(V) for units prevalidated,

In the instructional areas the instructor is responsible for the following entries:

1. Entry date when the student begins the area,
2. Progress data at designated review dates (dates to be provided by the Data

Supervisor) which includes:

a. for units completed, the student recorded time inside the parentheses,
which is the sum of the times recorded on the SPR for LAPs and tests
in the unit.

b. for incomplete units, the student recorded time recorded to the imme-
diate right of the parentheses. This time is the sum of all student
recorded time from the SPR for LAPs and tests within the unit. This
time is to be current (refer SPR section). A copy of the updated SWP
is then forwarded to the Data Monitor,

3. Exit daite when the student ceases attending the area.

When the student validates or ceases to attend the area, the instructor will:

1. Notify the advisor aide by phone,

2. Ensure that the SWP and SPR are up to date.

3. Have the student hand carry the SWP and SPR to the scheduling aide.

4. If the student is not available for the above, the instructor will forward the
updated SWP and SPR to the Data Monitor Office as soon as notified by the
Registrar through the Education Services Division.

17—
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DEVELOPMENTAL EMPLOYABILITY TRAITS FORM

Description and Purpose

The Cievelopmental Employability Traits evaluation form is a one page form,
printed on 6-part NCR paper, designed for staff to report selected student
affective traits on a three point scale with provision for narrative comments.
The DET is used for incident reports as needed and in conjunction with each
student's scheduled six week review concerning student progress,

How it Fits into the System

The DET is used both on an unscheduled (referral) basis and according to
specific schedule. Unscheduled DETs are originated by any staff member who
has opportunity and need to make a student assessment report. These are

'sent to the Data Monitor, who will forward them to the Registrar for appropriate
action and distribution,

The scheduled DETs are originated by the Data Center according to the student
six week review schedule list. These are delivered to the areas for instructor
completion, picked up again at a specific time, and taken directly to the Data
Monitor Office for processing and distribution. One copy is logged into the
student folder for use by the Student Advisor.

Specific Procedure for Instructor Use

The unscheduled (referral) DETs are to be used on an as needed basis by
instructors and are routed as stated above. Whenever an instructor neeas to
report an incident, document an incident or rating, or inform ancther person
or division concerning a student, the instructor should use the appropriate part
of the DET. Important: The insert in the DET contains instructions for using
the rating scale and a set of specific objectives which should be kept in mind and
referred to when rating the various traits.

The scheduled DETs will be received by the instructor with student name, date
sent out, date due back, and job title the student is working toward already
entered. Along with the DET the instructor is furnished with a computer print-
out showing, for that student, current attended time along with student progress
(in terms of normed curriculum time completed) and student recorded time from
the previous six week review. Based on the updated student recorded time and
student progress time entered on the SWP (see SWP section), the instructor is
to make an assessment of the student's updated progress as compared to the
attended time on the printout. A difference of about 25% between progress time

”2A



and attended time constitutes need for discussion of such difference on the
DET, in terms of the student's ability to progress, attitudinal difficulties,
reasons for slowness, etc, Also, there may well be implications for the
Student Calendar, which the instructor should convey to the Advisor, if a
student calendar has already been issued., The rating scales should also be
used according to the instructions on the reverse side of the DET form.

Students whose six week review indicates less than 75% progress ratio will
be flagged. The Advisor will furnish Senior Instructors with an up to date
printout for those students, Pursuant to such notification » Advisors and
Senior Instructors will confer with the instructor to determine such action as
deemed appropriate. The cause of the discrepancy, and action taken will be
added to the student's file in written form.
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UVEVELUFMEM TAL/EMPLOYABILITY TRATTS
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is scheduled for a plan/progress review. To facilitate this effort plesse
return tris ' wm to the Registrar by

Ho Ploase rate sach traut by checking the most sppropriate box below using the following key:
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INDIVIDUAL/PERSONAL TRAITS

2
3
4
5
6

Appesrancs. Oress and graoming are sppropriate to the carser for which the student is prepering.

. Seif-Concept. The fesling that one is s worthwhile person.
. Self-Confidence. The feeling that one has abilities and can reech reslistically arrived st objectives by smploying them.

Motivation. The student shows & desire to succeed in that he completes ssigned tasks adequately without closs supervision.

. Directadness. The balief that one can through one’s self-work, plan snd influence the direction of one’s own future.
. Alcohol Problems. Alcohol is not sbused and/or is not s detriment to job, personal, or family functioning.
1.

Seif-Control. The sbility to appropristely express and channel one’s feslings and impulsrs when inapprepriats or instantaneous
sxpression would impeds achievement of long renge/higher order gosls/objectives.

. Self-Knowledge. A feit understanding of one’s own sbilities, action, tendencies, aspirations and limitations.

. Seif-Acceptence. The ability to desl openly snd honsstly with one’s strengths, wesknesses end shilities without overtones of

sgotiem, seif-pity, otc. in brief, sccepting self-knowtedge.

. Flexibility. The ability to spply 8 root value or ides 10 8 new situstion thet dees not ancesserily fit the ususl verbetum statement

of the velus or ides. (An indicator is the sheance of stubbsinness er rigidity when confronted with resclution of spperent velue of
belie? conflicts.)

WORK TRAITS

n.
12.
13.
4.

Competence. The student not only “passes tests” but applies knowledgs in new and/or real life situstions.
Industriousness. The student applies himseif fully to his work with a minimum of unproductive time.

Accuracy. Work is completed properly by the student. It does not have to be redone because of errors.

Accepts Respansibility {tasks). Tk student accepts work sssigned snd does not avoid Jifficuit or unwented tacks.

RELATIONSHIP TRAITS

15.
16.
17.
18.

Cooperstion. Works well with others, both co-workers and supervisors.
Courtesy. Shows concern and understanding for the rights and needs of others.
Persarverance. The student does not become discouraged when initial spproaches to task completion fail.

Sociat Concact. Tha ability to interact with persons and institutions in weys that fulfill the individual’s needs without harming
other persons or impeding fulfillment of institutional roles.

Intimacy. The ability to have meaningful interpersonal relationships with family and fnends.

Marital Harmony. The ability to function, interact and grow as a family group with: shared goals, affectionate understanding,
trus? and constructively managed conflict.

OVERALL TRAITS

2.

2.

4.

Oependability/Relisbility. The asbility to consistently do that which i expected or required; particularly as regerds
work/classsroom performance.

Responsitility (oversll). Acceptance of the fect thet one’s condition/situstion 13 inverisbly the direct result of cne’s own
actions/responses. Absence of blammng others, blaming ssif in seif-pitying fashion (ss opposed to sccepting responsibility and
laarming from a situstion). Acceptance of responsibiity implies increesed seif-directedness (as opposed to dependence for
direction on others)

Ambition. A resl desire to succeed in school and on the job.

-4~
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KEY PERSONNEL.

Coordinator of Education Services

William Connors
Building 814, Room 120

Registrar
L.D. Robison
Building 810, Room 332

Data Monitor Office
Vickie Turner
Building 810, Room 327

Data Supervisor
Gail Langen
Building 810, Room 329

Advisor Aide
Sheila Heikens
Building 810, Room 321

Test Center Administrator
Nancy Bunn
Building 814, Room 105

Scheduling Aide
Marilyn Stein
Building 810, Room 333
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INSTRUCTIONS FOR READING THE DATA PRINTOUT

"ACTIVE STUDENT FILE"

STUDENT NUMBER

The student number is first of ail a control number used in coding all data
pertinent to a given student while at Mountain~Plains. The last 2 digits
always indicate that :

01 means dual parent family-head-cf-household.

02 means dual parent family-spouse.

03 means single parent family-head-of-household.

04 means dependent child.

ENTRY DATE

The Entry Date is the date that the student first entered the Mountain-Plains
program.

ESTIMATED COMPLETION DATE

The estimated completion date is the projected completion as indicated on
tha student's plan.

STATE
State is state of origin.

CLASS NUMBER

Class number corresponds to the curriculum number.

BUDGET HOURS

For each area this is the sum of the numbers to the left of unit numbers on
the SWP except for prevalidated units. This is the best guess of how long
it should take an average student to complete each curriculum area.

SCHEDULED HOURS

Current Hours - means number of hours scheduled for the current week.

Month Hours - means number of hours scheduled for that month.

Appendix A
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10.

11,

12.

13.

14,

C.T.D. (Gumulative to Date) =~ .is sum of hours that the student has been

scheduled into a given area,

ATTENDANCE

Month Hours -~ means total hours of attendance for that month.
C.T.D. Hours - means cumulative hours attended to date.

DIFFERENCE OF HOURS

Is difference between 7-8 above. That is the difference between scheduled
hous and attended hours.

PROGRESS HOURS

A. Represents the hours of progress toward the budgeted time.
B. Student Record Hours: Sum of the hours recorded by the student on

the SPR. (This time was for all completed LLAPs but is now to be for
all recorded time.)

BUDGET

Percent used is the attended hours (column 8 CTD) divided by Column 6
"Budget Hours". This figure is computed when SWP data is loaded for
that student.

PROGRESS

Percent used is progressﬂ hours (column 10) divided by column 6 '"Budget
Hours".

SCHEDULE VS ATTENDANCE

Is the percentage found when time attended is divided by scheduled hou:i*s.

ATTENDED VS BUDGETED

The percentage found when time attended is divided into column 6 "Budget
Hours".

PROGRESS VS ATTENDED

The percentage found when progress time is divided by the attendance time.
If the estimated time assigned to LLAPs is accurate,then the progress time
reported will equal the attendance time if the students progress is average.
This percentage is to be used only as a reference point when using this
column to measure student's progress.

-7~
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USE OF INSTRUCTIONAL AREA TESTS

All cognitive tests in use in the instructional areas are not to be considered
disposable materials. They are to be re-used until such time that, due to
wear and tear, they are no longer readable. Separate answer sheets have
been provided for all tests. This means that when taking a test, students
are expected to use these answer sheets., On the answer sheet are spaces
for the student to enter the test file code number, his/her name and family
pay number, It is up to the instructor to audit all answer sheets to make
sure that this information has been filied in.

LAP Tests

The LAP test is to be taken by the student when he or she feels that he has
completed the work for that LAP. The test is to be self-administering and
self-scoring. After completing the cest, the student should go back into the
curriculum and find the answers to any items he may have missed. Under

no circumstances should the student be allowed to alter his original responses
to each item. If in correcting the test, he writes the correct answer next to
his response, his original response should still be clearly distinguishable.

LAP Progress Tests

In those instances where there is not a LAP test for each | A, there are LAP
progress tests covering two or more LAFs. These tests should be taken after
the student completes the final LAP covered by the test. Aside from this,
they are to be used exactly like LAP tests.

Unit Pre-~Tests

These tests are to be administered only at the students request. If a student
feels that he can accomplish the periormance activity for a given unit without
going through the curriculum, he may request to take the unit pre test. If he
passes the unit pre test with a minimum score of 4 out of 5 per LAP, he may
be adrr.inistered the performance test at that point. If he fails the unit pre

test, he should be directed into the curriculum sequence until he is ready for
the normal unit post/performance test procedure. When administering a unit
pre test, be sure to write PRE TEST across the top of the answer sheet. All
unit test answer sheets will be assumed to be post tests unless so marked.

Unit Post-Tests

When a student feels that he has mastered the unit and is ready to take the per-
formance test for that unit, he should be administered the unit post test at the
same time as the performance test, The unit post test MUST NOT be wcored
before the performance test,

Appendix B
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Unit LAP Tests

In those units that do not have LAP tests, the unit post test has been designated
as a unit LAP test. Unit LAP tests should be used in the same manner as unit
post tests,

Course/Unit Tests

In those courses that only have one unit, the tests have been designated as
course/unit tests. In the instructional areas they will be used in the same
manner as unit post tests.

Performance Tests

The performance test will be administered at the end of the unit when the student
feels that he is ready to complete it. At the time the test is given, the assign-
ment section should be filled in describing the exact task the student was expected
tc complete. The performance test must be administered and scored before the
unit test results are obtained.

STUDENT VALIDATION

Units Without Performance Tests

In those curriculum units that do not have performance tests, the cognitive test
will be used to validate students into the next unit. The recommended criteria
for student validation under these circumstances is that the student obtain a min-
imum score of 4 out of 5 it~ ns for each LAP covered by the unit test. If a
student obtains a score below the recommended criterion level, he should be
directed back into those portions of the curriculum in which he did poorly. He
should then be re-tested and the answer sheet should have SECOND TESTING
written across the top of it, If a student fails the test a second time, the instruc-
tor has two op:ions.,

1. He can re-direct the student back into the curriculum and re-test
him a third ttme. If after the third testing the student still has
not achieved a satisfactory level of performance, the student
advisor must be notified. At this point in time, some remedial
action is mandatory.

2. I[f the instructor feels that nothing is to be accomplished by re-
directing the student back into the curriculum, the student advisor
should be notified at this point. As in option number 1, a plan
must be formulated to deal with whatever problems are retarding
the student's progress.

If the student passes the test, nothing more i< nece«sary than to enter the re-
sults on the SPR and discuss the results with the student, giving him an oppor-
tunity to review the items he has missed.

-30-
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Units With Performance Tests

In units with performance tests, student validation will be accomplished through
satisfactory completion of the performance test. If the student passes the per-

formance test, he will then proceed to the next unit regardless of his written test
performance,

If a student fails the performance test, the written test and the performance
test should be reviewed by the student and the instructor in a conference situa~

tion. This is so the instructor can use the test results to diagnose student
problem areas. The student will then be re-directed back into the curriculum
to correct his deficiencies in these problem areas. When the student feels
that he is ready to retake the performance test, he wi(l be re-administered
both the written and performance test. If he fails the performance test a
second time, the student advisor should be notified so that some action can be
taken to uncover the reasons for poor student performance and correct them
immediately.

FORWARDING OF TEST RESULTS

All cognitive test answer sheets should be kept together and forwarded to the
TEST CENTER on a weekly basis. These answer sheets should be audited
by the instructional staff to make sure that they have the correct file codes,
student ID number, etc., filled out on them. Unit tes. answer sheets should
be stapled to the performance test that was administered concurrently .with it.
This applies only to Mountain-Plains constructed tests,
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Mountain-Plains Education & Economic Development Program, Jnc.

POST OFFICE BOX 3078 - GLASGOW AFB, MONTANA 59231 - TEL: (408) 524-6221

MOUNTAIN-PLAINS CURRICULUM MONITORING FORM CD-2 |

~ Teacher Test Site # |
Date Grade Level CA # Other |
QUESTIONS RESPONSES

Yes No

1. Are raw test scores logged on SPRs?

" Criterion: On a test sample of 10, 9 scores are
logged. Job title level pre and post test scores
are entered by the test center. Unit post and |
performance test scores are entered by the
instructor. LAP test scores are entered by the
student on answer sheets. Job title post test
scores are entered on the SWP by the test center.

2. Are prevalidation procedures being followed?
Criterion: SPRs contain prevalidation entry marks
which match those on SWPs. No students are found
involuntarily using LAPs that are marked on SPR as

. having been prevalidated. (Students may work in
prevalidated LAPs when this is review following
failure of performance test.)

(¥
.

Are students using LEGs?

Criterion: 9 out of 10 randomly selected students
can describe a LEG and report that they are using
them.

4. Are students using LAPs?
Criterion: 9 out of 10 randomly selected students
can relate their activities to a procedure on a
specific LAP.

5. Are students using LAPs as prescribed?
Criterion: 9 cut of 10 students observed proceed
from one LAP to the next without instructor
interaction, except where by necessity student
tasks are not ordered the same as LAPs.
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MOUNTAIN-PLAINS CURRICULUM MONITORING FORM CD-2

QUESTIONS

Yes

RESPONSES

No

Does instructor-student interaction conform to
M-P curriculum design?

Criterion: Over a one hour observation period, a
maximum of 5 minutes is spent interacting with
all students at once.

Is instructor available as a resource person?
Criterion: 8 out of 10 randomly selected students
report instructor is available to help them when
needed within a reasonable length of time.

Are LAP tests properly used?

Criterion: Observation and/or student report
indicates students are taking and scoring LAP
tests themselves.

Are Unit tests properly used?

Criterion: Al1l observed instances show performance
tests administered before scoring of written tests.
A1l observed instances indicate that instructor is

conducting both cognitive and performance tests in

a manner which compels students to respond to test

items without benefit of external information

other than that prescribed by testing constraints,.

10.

Is test data being properly collected?

Criterion: MWritten Unit test answer sheets
attached to performance tests; both tests given

at the same time; LAP test answer sheets properly
stored; course test answer sheets properly labeled
as to pre and post; and all answer sheets collected
and stored and have required information on them.

11.

Is the instructor observing all the guidelines for
use of the SWP?

Criterion: The key to SWP use is observed to be
used in filling out the SWP. Data is recorded as
a LAP (or unit if this is the smallest component
required of that job title) is completed. Other
information required by the form is entered in
appropriate spaces.




MOUNTAIN-PLAINS CURRICULUM MONITORING FORM CD-2

QUESTIONS

RESPONSES
Yes No

Is the Student Progress Reco~d being used as
designed?

Criterion: Students or instructional staff fill
out identifying information completely, accurately
and neatly. Students fill in the first three
columns as required. Instructor initials the
appropriate column at the termination of a learning
segment, indicating accurate and timely conformity
to instructions by students.

13.

Are Curriculum Materials appropriately stored
and used by students?

Criterion: LAPs, LEGs and resource materials
are kept in a place which is accessible to
students.

TOTAL

~35-

AW -

/13




DEFINITIONS

Job Title and/or Course Pre and Post Tests ~ these are tests given
before a student enters his instructional program, and
then repeated upon completion of a jot title, These
tests are sometimes referred to as "cor prehensive
tests".

Instructional Area - the physical space occupied by instruciors, equipment,
students and facllities. This is where instruction takes place.

Curriculum Area - designated by a number, it is a convenient way of
identifying a common body of instructions, and may be a
job title., Examples: a) Small Engires - 38, b) Com.nunication
Skills - 15.
Curriculum Component - Course, unit, LAP, LEG, unit pretest, etc.
Completer - 2 student who has validated an occupational preparation
area, World of Work, Cocnsumer Education, Health Education,
Career Guidance, Counieling, Math Skills and Communication
Skilis.
Exiting Student - when a student physically leaves Mountain-Plains.
Validating = when a student successfully completes an area.

Prevalidate - when a student validates a curriculum component by recetving
a passing score on the pretest.

Appendix E

40




