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INTRODUCTION

} , This publication, The CRU System: A Manual for the Utilization of

Community Resources, was prepared with the specific aim of assisting

|
‘»

educators and school administrators with the effective utilization of
{ all available resources in their communities in the conduct of viable
vocational-technical education programs. 1In a practical and direct
way, the CRU system outlines the necessary strategies to be employed
in the identification, development, utilization, and evaluation of
the many and varied community resources available in local districts
for educational use.

The format of the manual provides easy access to vital informa-
tion for using community resources: descriptions of the various
components are clear and concise; step-by-step procedures are pro-
vided to facilitate implementation; appendices are adaptable for the
needs of specific situations and a detailed index is provided for
the location of specific information.

It is hcped that this manual will serve as a handbook and
resource for the development, implementation, and improvement of the
use of community resources in vocational education programs within

the public school system.

El{fC‘ * I
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I. COMMUNITY RESOURCES

Educators in vocational-technical education have long recognized
the importance of the use of community-based, employer-employee knouw-
ledge in the process of preparing students for active participation in
the work force. We, the teachers and administrators, have been work-
ing with the citizens of our various communities irn an attempt to
provide a reality-based vocational-technical education program by
providing for student contact with persons and experiences in the la-
bor market--both in school and on the job site.

However, today more than ever before, as educators, we need to
utilize fully the experience and knowledge of the citizenry, within
the educational framework. Through a systematized effort, we can iden-
tify, develop and use the community resources effectively. The result
of this effort will be to provide our students with a complete and

inclusive vocational-technical education precgram,

WHAT CCMMUNITY RESOURCES ARE

Operational definitions

Operationally defined, the community is one or more groups of
people of an arbitrarily defined area, interacting for the attainment
of common goals and concerns. A resource, then, may be defined as
the physical and social inputs supporting or having the potential to
support community actions. In terms of career education, community
resources are people who are involved in a variety of occupations
within the defined area; places where the on-going occupational ac-
tivities depict characteristics of occupations‘and demonstrate the

relationships of a process to product or a service to the community;
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and things such as materials, tools, equipment, facilities and ideas
which should be utilized as a meaningful demonstration of educational
relevance.

In addition to the above definition, the following list of defini-
tions has been assembled as an intfoduction to the discussion of the

development and utilization of community resources.

Types of advisery councils

An advisory council is a group of persons selected to collective~-
ly advise the educatcr regarding career education efforts within the
community. DMembers of advisory councils are selected because they.
possess specialized knowledze and are predominantly from fields other
than education.

Types of councils:

a. Career council -- concerned with the overall educational
program.
b. Vocational-technical council -- concerned with the over-

all program of occupational preparation within one school
system.

¢c. Occupational council -- concerned with one specific oc-
cupational program or family of occupations.

d. Area vocational center council =-- concerned with occupa-
tional programs for several school systems with each
member considering:

(1) what is best for the community which he represents
and
(2) what is best for all the educaticnal districts

served by the vocational center.

“l-
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Types of community resources

a. Community service organizations =-- The various service
organizations in the community which depend upon
volunteer workers for their operation. Community ser=-
vice organizations, such as the Chamber of Commerce,
YMCA, YWCA, Red Cross, Salvation Army and Heart Asso-
ciation, have a built-in corps of community volun-
teers that can be utilized as resource people in the
classroom.

b. Local business establishments -- The various places in
the community where on-going occupational activities
demonstrate characteristics of occupations. Local
business establishments can be utilized for field
trips to give the students the opportunity for first-
hand observation of local occupations and for work
stations in cogperative education programe.

c. Government agencies -- The numerousrfederal, state and
local agencies that provide service to the community.
The many levels of governmental agencies employ a large
number of people in various occupations. Civil service
employees can be utilized as resource people either with-
in the classroom or at their place of business.

d. Special resources -- The various places in the community

not classified as business establishments or service

organizations; places such as hospitals, nursing homes,

airports and colleges which can be utilized.

El{fC‘ b (i1
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HO'™ TO IDENTIFY COMIUNITY RESOURCES

To facilitate a program of active involvement with people and
places in your local community, educators should .use a systematized
and organized identification process. The suggested format and in-
formation forms included in the appendices will aid in the identifi-
cation of parents, businesses and other local individuals who can be
utilized as resources. These people and places should be identified
for availability to assist educators in meeting both general educa-

tional and specific program goals and objectives.

Identification of parents whose talents may be utilized

Parental involvement in educational programs not only implies
acceptance of the educational programs on the part of the community,
but it is considered one of the most important of community re-

sources. Parents can be utilized as resource people by inviting

them to class to share facts and concepts regarding their jobs,
helping chaperone or monitor field trips, or arranging for the
class to visit their places of business. The real world experi-
ences of these concerned community persons may provide both moti-
vation and enrichment in conjunction with classroom activities.

It is recommended that the form, entitled "Involvement of Par-
ents,' Appendix 1.0, p. 56 be distributed to students to be taken
home for parental consideration. A follow-up letter entitled "Sample
Letter to Interested Persons,' Appendix 1.1, p. 57 may then be sent
to positive respondents, providing information concerning the
course and level of study as well as the goal of resoufce parti-

cipation. An invitation in advance is generally necessary as peo-

ple usually need to make arrangements to be absent from their jobs.




Identification of local occupations and business establishments

Work continues in every community, and local businesses or local
occupations are readily accessible for observation and study,

The forms, entitled '"Business Resource Questionnaire," Appendix 1.2,
p. 58, and "Local Occupations Questionnaire,' Appendix 1.3, p. 60,
should be sent to all local businesses and occupations. The resulting
affirmative replies should be filed for utilization in conjunction

with classroom activities.

Systematization of the utilization of community resources

A comprehensive and itemized card file of local occupations and
those involved in these occupations can be systematically developed
for use throughout the school. Such a resource file will reflect the
characteristics of your local community.

Begin to build a resource file by identifying the occupations ex-
isting in businesses within walking distance of the school. Other
methods of initiating such a file include utilizing the yellow pages
of the telephone directory, beginning with a desired category; ident-
ifying the businesses and industries represented by your local Cham-
ber of Commerce; or contacting the parents of the children in your
class, as previously suggested.

The resource card file can then be developed utilizing the posi-
tive responses of the request for information from local occupations,

(see "Business Resource Questionnaire,' Appendix 1.2, p. 58, and

"Local Occupations Questionnaire,' Apnendix 1.3, p. 60),

HOW TO ASSESS COMMUNITY RESOURCES FOR THEIR EDUCATIONAL VALUE

Once community resources have been identified, it is necessary to

assess their potential cducational values. You may need to know the

-7-
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amount of time and money ycu must invest in order to prepare the
resource for use. You should decide whether or not the use of such
a resource is likely to raise legal, ethic?l, moral or philosophical
questions. You should determine whether there are other resources
available that would better serve the educational purposes than the
one being considered. The following seven-point check list and Ap-
pendices, Appraisal of Potential Resource Persons for Contributions
to Educaticnal Problems, Appendix 1.7 p. 65, and Appraisal of Busi-
ness for Present and Potential Educstion Values, Appendix 1,8,

pP. 67 are provided to assist in accomplishing these tasks,

Factors to be considered in assessing community resources

One method of assessing community resources that will enable
you to do a thorough job with a minimum expenditure of your time is
to develop a check list of important factors.

The following are some questions that you should ansyer before

deciding to utilize a particular community resource:

1. Does the resource meet the legal, ethical, social
and moral standards of the school, the community
and the state?

2. Will the school maintain the right and privilege to
terminate the use of the resource without obligation
if it becomes necessary?

N ~

3. 1Is the resource sufficiently flexible so that it may

be modified if necessary?

4, 1Is the resource free of self-interests?

5. Will the development and preparation of the recsource

necessitate "hc expenditure of time and money?

~

-f-
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6. If the contributions of the resource are judged as being
worthwhile, will the school be able to continue to utilize
the resource for a cqnsiderable period of time?

7. 1Is the resource sufficiently accessitle to be of practical

value to the school and the students?

Assessment of the potential value of resources

You will need to visit the resources to make on-the-spot evalua-
tions. If you are dealing with human resources, then simple personal
interviews may be sufficient to furnish the informaticn you reed to
make a judement regarding the resources,

Appendices 1.7, p. 65 and 1.8, p. 67 are check lists for assess-
ing community resources. The primary objective of the check lists
is to help yocu determine the community resources that may be utilized

to enhance the educational offerings in your school,.
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II. ORGANIZATION AND UTILIZATION OF

CITIZENS' ADVISORY COUNCILS

HOW TO DEVELOP A SYSTEM OF CITIZENS' ADVISORY COUNCILS

Citizens want to be involved in education. They want to do
more than vote for school board members, attend visitation night
and attend sporting events. They want to offer their assistance to
the school in planning new programs, changing old ones and in pro-
viding their expertise in helping train youth for the world of work.

Schools must provide a system through which citizen partici-
pation in the educational process can occur. The use of citizens'
advisory councils has long been recognized as a successful wmeans of
providing citizen involvement. Often, schools have not utilized
citizens' advisory councils to their maximum potential. A system
of developing and using citizens' advisory councils for vocational
education is proposed in this section to assist schools in reali-

zing the maximum potential of the citizens' advisory councils.

Provisions of a system for citizens' advisory councils

A complete system of citizens' advisery councils for vocational
education will provide the link that is needed between the school
and community. This school-community link is illustrated in Figure 1.
As indicated, the citizens can provide input by offering advice in
each of the occupational areas thereby benefiting both the citizen-
ry and the school. Involved citizens who are aware of the school's
vocational programs may generate increased support for the school's

zoals and efforts.

~11~
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Occupational Occupational
Programs Advisory Councils Community

. Applied Agricultural l | ’
} and Biological ‘ -, S —— e
z
' !
3 Business, Marketing P ! Resources
! Management T
! Health ; —_— ] -
' i [ 4
; Industrial-Oriented ; °~i { ——
' Personal and i :
: Public Services | ! % o

Figure 1, Citizens' Advisory Councils, a link between the
school programs and the community

To maximize the efforts of the citizens' advisory councils, effective
two-way communication between the councils and the board of education is
essential. A general vocational advisory council provides a necessary
link between the board of education and all occupational councils., A li-
aiscu officer Lo the general vocational advisory council, either the voca-
tional director or an administrator, should facilitate two-way communica-
tion between the board and the general council. Problems and concerns to
be studied and recommendations from the general vocational council should
be relayed by the liaison person. Figure 2 illustrates the recommended

vertical organization of the citizens' advisory council system. The

lines connecting the advisory councils with the board of education repre-

sent the proper channels through which two-way communication should flow.

_12..
ERIC MR

Aruitoxt provided by Eic:




*UOT3ROTUNWWOD JO saul] aadoad Jo
UOT3BIISNTT DUB STIOUNOD AIOSTAPER ,SU3ZTITO JO Wo3sLs VY *z 2and1g

w

1 IouUno)

ya1esH

1I2Uno) S99TIAIIS OITqnd | 1TouUNno) _
]
_

|
M pue [eBUOSId] Po93U9TIQ [EBTI3ISNpUl

1Iounoc) juswadeuel _ T1ouno) [eot1307o01g

pue pue

g ‘ Butyodael ‘ssoulsng | 1ean3InoTady patiddy

NOSIVI1 NOSIVIT

TIONNOD A¥OSIAQVY

TYNOILVOOA TVIHNAD

YI0IJA0 NOSIVITI

l NoTi1vonad 40 a¥vosd |

_
h
w
i
_

-13-

019

O

Aruitoxt provided by Eic:

E




Occupational councils should report any recommendations rerard-
ing their specific programs to the general vocational council. Again,
communication between the occupational councils and the general voca-
tional council should be maximized. One council member, preferably
the chairman, should represent his council on the general vocational
advisory council. Other members from the community may also be select-
ed to serve on the general veccational advisory council.

A system consisting of a general vocational advisory council and
occupational councils for each occupational area is necessary to ob-
tain community involvement throughout all of the occupational programs
of the school. Additional councils, such as a cooperative education
citizens' advisory council, ma§ be added to this system to involve a
greater number of citizens. A system involving the use of many

councils is illustrated in Appendix 2.0, p. 68.

Establishment of an advisory council

There are six basic steps involved in initiating a council. These
six steps are:

Board Approval

Your first step in initiating a council should be to document
the need for such a.council as well as the educational benefits to
be derived from such a council. The general guidelines illustrated
in Appendix 2.1, p. 69, "Sample Authorization (for the establisbment

of a council),"

may assist you in justifying the need for such a coun-
cil. The board should then approve and request further development of

the concept.

Charter and Authorization

ilany school boards will request that you prepare a charter for the

-14-
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aoproval of the board. T'hen you seek authority from the school board
to form a council, you may have utilized general council guidelines.
However, specific guidelines must be developed for the formation and
operation of your council as jillustrated in Appendix 2.2, p. 70,
"Sample Operational Guidelines."

Before the school board approves or drafts a final charter, it
may be advisable to meet with the board for 2 thorough discussion of
the charter and its implications. Broad guidelines for the establish-
ment of the council will be stated in the charter. The vritten guide-
lines approved by the school board should contain information regard-
ing the following:

1. Philosophy and purpose of the school in gen-
eral and of the career and occupational educa-
tion programs in particular,

2. School policy regarding advisory councils,

3. Individuals to be served by the council,

4. Criteria for selecting council members,

5. Guidelines for council activities,

6. Relatiorship between council and school board,
administration, staff and student body,

7. Channels of communication for council,
8. Selection and duty of officers,
9. Handling of council minutes and
10. Maintenance and termination of council.

In instances in which the school board has prepared a charter, it
is essential that you are in general agreement with the terms of the
charter. Do not accept a charter in which you have major disagreements
with the hope that you will be able to make major changes in it as the

year progresses. For a sample charter which provides a basic format

-15-
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for advisory council charters, see Appendix 2,3, p. 73 and 2.4, p, 78,

Selection of members

The selection of actively concerned council members is extremely
important for the proper functioning of the council. You will need
assistance from knowledgeable people in the community to lelp you
select individuals who have the potential to make worthwhile contri-
butions to your educational and occupational’programs.

One method that has been effective in selecting active council
members is to have a selection committee submit a slate of prospective
candidates for consideration by the school board. Some probable
sources from which members of the selection committee may be ottained
are as follows:

1. School administrators, school board or board of
trustees.

2. Local chamber of commerce, professional organiza-
tions, civic clubs and labor organizations.

3. Faculty to be involved with the advisory council
and the program which will receive its advisory
services.

A sample selection committee resolution is included in Appendix 2.5

p. 84.

Once the selection committee has been appointed, the members
should be oriented to the activities they are being asked to perform.
You may want to discuss with the selection committee some of the
characteristics that potential advisory council members should pos-
sess. Potential advisory council members recommended by the selec-

tion committee should possess the following characteristics:

1. Represent the community's socio-economic and
cultural groups and the school service area,

Demonstrate an interest in education,

o -1e- o022
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3. Have an ability to work with people,

4, Possess certain personal characteristics es-
sential to the success of the council such as
integrity, responsibility, maturity of thought
and action, the ability to cooperate, a con-
structive attitude and tolerance to varying
points of view.

The selection committee should assess the cowmunity and its fac-
tions in order to identify individuals meeting the criteria listed
above. Voter registration and city directories provide lists of per-
sons and their occupations. See Appendix 2.7, p. 86 for a sample

candidate information form and Appendix 2.6, p. 85 for a sample se-

lection matrix.

Appointment of members

Once a slate of candidates and alternates has been formulated
the list should be approved by the school board. An administrator
or teacher should then personally contact the prospective members,
explain the purpose of the couacil and determine the persons' in-
terest in serving.

The list of candidates who accept the appointment should then
be submitted to the board of education for final approval. A sample
letter of notification from the board of education (Appendix 2.8,

p. 87) should then be sent to each candidate.

It should be emphasized that the selection committee can only
make recommendations to the school board. Final approval and appoint-
ment of the members t. a citizens' advisory council rests with the
school board. Such approval, however, insures the official status
of the advisory council which is essential in obtaining proper con-

sideration of its recommendations.

L= . 023




Term of members:

1. It is recommended that the new wembers draw lots
to determine their term of membership. One-third
should serve one year, one-third for two years
and one-third for three years,

2. A person who has served a term as a member is
ineligible for reappointment until one year has
elapsed following the expiration of his term
and

3. All members appointed to replace members who have
completed regular terms shail be recommended by
the selection committee and approved by the board
for a three-year term. Once the school board has
approved the membership, each council member
should be sent a personal member letter signify-
ing his/her successful appointment (Appendix 2.8,
p. 87). The appointment letter includes the date,
time and place of the initial meeting.

Organizing and executing the first meeting
The members of a citizens' advisory council should have been
officially appointed by the school board. They should have been inform-

ed of the time and place of the first meeting. The next step is to

make adequate and appropriate plans for the first meeting. Every pre-

caution should be taken to make sure that the first wmeeting is a success.
The meeting place should be properly arranged. Adequate biograph-
ical data on each member of the citizens' advisory council should be
available for the purpose of making introductions. Members of -the Citi-
zens' Advisory Council, members of the school board, the school admini -
strative staff, the superintendent, the principal and represeatatives
of the faculty should attend the first council meeting which should be
an introductory meeting. You should be prepared to crient members re-
garding the policies, the purposes and the functions of a citizens'
advisory council. Every member of the council should be given a copy

of the DVTE "Advisory Council pMember' Bulletin.
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t the first meeting temporary officers may be elected. Per-

manent officers should be elected after the members have had a chance

to become well acquainted. Other matters which should be considered

at this meeting include:

1.

2.

3.

4,

The development of a constitution or by-laws,

Organization and operation of affiliated committ-
tees,

Possible activities of the council and

Agenda for the next meeting.

Short talks by the board president, school superintendent and

other school staff may be presented expressing appreciation for the

willingness of the citizens' advisory council members to participate.

Also a statement should be made regarding the impact of the council

on the growth and improvement of the school system.

Establishing by-laws

Now that the first meeting has been held and t..e members of the

advisory council have become acquainted with one another, they should

establish definite guidelines for the internal organization and op-

eration of the council. The following sample by-laws may be used by

a council in developing appropriate by-laws to meet their needs:

1.

Officers

The officers will consist of a chairman, a vice-
chairman and a secretary. The officers will be
elected annually by the council. Together, the
officers will constitute an executive committee.

Subcommittees
a. Affiliated committees and subcommittees may

be established and discharged by a majority
of the council,.
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a.

a.

b.

3. Program

4. Meetings

The president of the council can charge a
subcommittee to elect its own chairman and
secretary.

The subject or field ¢f activity of the sub-
committee will be specified by the council.

The subcommittee may be of any size appropri-
ate to its function. Membership may consist
of students, lay citizens and school employees.
One member of the subcommittee shall also be a
member of the council.

A consultant from the school system may be ap-
pointed by the school administration at the
request of the council to meet regularly with
the subcommittee. Special consultants may be
enlisted pending approval by the council.

The council will plan and opérate under an
annual program. Plans, topics and goals will
be included in the program,

A program for each ensuing year will be dis-
cussed during the (month) meeting
each year.

Proposals by the members will be considered
by the executive committee who will formulate
a proposed annual program to be presented to
the council during the (month)
meeting for action.

The annual program will indicate the regular
meetings to be held each year.

At least nine meetings will be held each year.

Special meetings may be called or regular
meetings may be cancelled by a majority
vote of the council or by action of the ex-
ecutive committee.

The executive committee, in consultation with
the school superintendent, will be responsi-
ble for planning the agenda of individual meet-
ings.

Each meeting will begin at the announced time
and will continue for no more than two hours.
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f. Discussions leading toward a consensus of
members will be the prevailing procedure
in council meetings. Parliamentary pro-
cedure will be used when a decision of the
council is to be recorded or transmitted.

g. Minutes of each meeting will be kept with
copies being distributed to all advisory
council members, the school board chairman
and the superintendent. A permanent file
of the minutes should be available in the
school or community.

Responsibilities of the members

a. Each member is expected to attend meetings
regularly, participate in council discus-
sions and serve on affiliated committees
and subcommittees as requested.

b. Each member is expected to carefully study
any problems which come before the council
before committing him/herself to a final
decision.

c¢. Each member is expected to respect the
rights of fellow council members by not
reporting or discussing the opinions of
other members outside the council. The
opinions and conclusions of the council
as a whole may be discussed.

Activities of members

After your council has been in operation for some
time, you might need,ideas as to the types of ac-
tivities or problems in which your council might
become involved. The Rurban Educational Develop-
ment Laboratory (REDL) at the University of Illi-
nois has produced a number of publications, two
of which are '"Activities of Citizens' Advisory
Councils' and '"Concerns of Citizens' Advisory
Councils." These publications should provide
many answers to your questions.

Loss of membership

Members who fail to attend three consecutive meet-
ings automatically lose their membership unless
they present acceptable reasons for their absences
to the council. This is to encourage active mem-
bership only.
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6. Use of consultants
The council recognizes the need for additional
knowledge and assistance and will make exten-
sive use of regular and special consultants
from within and without the local school. Ap-
pendices 2.9, p. 88, '"List of Sources of Con-
sultants,'" and 2.10, p. 89, "Remuneration for
Consultative Service,'" provide information
concerning consultative services.
HOW TO UTILIZE CITIZENS' ADVISORY COUNCILS
So much effort has been put forth in the development of organiza-
tion procedures for citizens' advisory councils that school personnel,
using excellent techniques for organizing citizens' advisory councils,
are often at a loss as to how to use these councils once they have been

formed. This section provides suggestions for starting, using and "re-

activating citizens' advisory councils.

Activation of a citizens' advisory council

Many newly-formed citizens' advisory councils become involved in
the study of school problems without adequate orienta;ion. For the
members to contribute their best efforts, they should be informed of
the school's policy on vocational education and the program offerings
of the vocational education department. They should be made aware
of the state and national policies on vocational education, as well
as be familiar with the schcol district's one- and five-year plan for
vocational education.

A committee member training program should be planned during the
first year of operation. It should not constitute the total program
for the year, but should consist of a series of planned experiences
which would constitute a part of the agenda for each meeting. Meet-

ings should be planned which contain a balance of informational
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activities as well as the study of educational problems. As the com-
mittee members become more informed about the vocational education
program, the amount of time devoted to the education of the committee
can be decreased. An illustration of the proportion of time spent
during the first year of operation for training and eduéétion of the

members is shown in Figure 3:

Training’
Meeting
Agenda and Utilization
Time
~

Education ™~ S
|
1 2 3 4 5 6 7 8 9 10

Number of Meetings

Figure 3. First Year of Meefings

As you work with the citizens' advisory council in making plans for
the first year of activity, some of the following activities for council
training and education programs may-be used:

a. A series of meetings could be planned so that at
each meeting one occupational department teacher
could give a brief presentation of his/her program.

Tours of the school's facilities may be scheduled
as a part of the meeting agenda.

Copies of the local school district's one-and five-
year plan should be distributed to council members.

d. A list of the local school district policies for
vocational education should be prepared and pre-
sented to members.

e. Consultants may be invited to present various as-
pects of the vocational education program to the
council.

Visual presentations of student learning activi-
ties should be prepared and presented at a council
meeting.
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g. A tour of the facilities of a neighboring school's
vocational education department may lend perspec-
tive to the views of the council members.

In addition to the plans for preparing persons to serve as coun-
cil members, you shpuld plan a program of activities for the year
with the council. Included in the activities should be a problem of
concern on which you need advice, giving council members the opportuni-
ty to offer advice and make recommendations on a specific problem
during this first year. From this experience, the council will de-
rive a feeling of accomplishment and a sense of the contribution
that they are making to the school. The following list of activities
are suggestions for council consideration in the first year program

of work:

a. Communicate with other citizens' advisory coun-
cils in the school and in other schools.

b. Evaluate the adequacy of the vocational education
program in the school.

c. Survey the community to determine public attitudes
toward the school.

d. Study the needs of the community that might be
served by the school.

e. Promote and plan an adult education program.
f. Plan a joint meeting with the school board.

g. Invite students to a’meeting to present their
needs and concerns. '

h. Consider future plans for the expansion of the
vocational education department.

i. Prepare an annual report to distribute to the
school board.

j. Conduct a self evaluation to determine the ef-
fects of advisory council endeavors.

One final factor should be considered in the citizens' advisory

-2~
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council's first year of operation. Publicity and communication are
critical to the success of the council, consequently, sufficient pub-
licity should be given to make the council members feel that they are
an important part of the school program. Minutes of courncil meetings,
recommendations and action taken on recommendations should be put in
written form for visible proof‘of the citizens' advisory council's

important role.

Utilization of advisory councils

An advisory council guided by written policies and productive
activities assists in the development of a well-planued vocational
education program. A prerequisite for the implementation of a sound
annual or long-range program for any segment of vocational education

is the development of adequate departmental policies.

Policy making

In some instances, schools do not have fully developed, written
policies officially adopted by the Board of Education. An advisory
council for each particular vocational education program may assist
in the determination of needed policies and may recommend appropri-
ate policies to the Board for adoption. Examples of such policy
statements may be found in Appendix 2.11, p. 90. Because advisory
councils can be instrumental in the process of developing a -‘ound
program for any field of education, and particularly, for the area
of vocational education, the effective use of advisory councils in
recommending policies becomes imperative.

The analysis of existing policies often reveals some very dated

procedures. For example, at some schools, policy aneclysis may reveal
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that a school has no obligation to provide vocational education for
the adult population by either retraining or continuing education

purposes. Some analyses reveal that a teacher of vocational educa-

. tion is expected to provide on-the-job instruction as an overload.

These unwritten and frequently unrecognized policies prevent voca-
tional education programs from serving the population and from pro-
viding valuable educational experiences. Thus, policies based on
tradition or whim may be preventing school districts from develop-
ing the types of vocational education programs that are not only
desirable but also essential.

The development of written official policies may produce many
benefits that are either directly or indirectly related to a sound
vocational education program. A policy statement is valuable in
terms of informing new board members of a given program. It may
also serve a similar purpdse in the orientation of new superinten-
dents, principals and teachers. Because it describes program ob-
jectives, responsibilities and division of authority, a policy
statement will alleviate misunderstandings and confusion. It also
assists those interested in vocational education in understanding
and appreciating the efforts of their local school's vocational
programs. Written policies promote continuity and consistency in
programs and departments even though instructional and administra-
tive changes occur. Finally, official policies not only protect
instructors against pressure groups, but also prevent misunder-
standings among the teachers and administrators of the school.
Many communities that do not have sound official written policies
would improve the morale of their vocatioral education teachers if
they developed such policies. Policies provide the teachers with a

_26_
K 032




framewor in which to work which, in turn, promotes shared responsibil-
ity.

Basically, policies adopted by school boards are a form of legis-
lation; consequently, they should conform to the standards of properlv
proposed legislafion. They are not rules and regulations for the pur-
pose of determining procedures for éccomplishing a specific task. They
are simply general principles of operation, designed to apply for a
considerable period of time. Sound policies establish a skeletal
framework for a vocational education program whicﬁ allows for consi-
derable latitude for both school administrators and vocational educa-
tion teachers. Methods for the fulfillment of program objectives may
then be designed in conjunction with these policies.

Policy making is a legal responsibility of a board of education.
Such authority cannot be delegated to any other group or person, but
a board may and probably should seek assistance from others such as

advisory councils in the formulation of school policies.

Suggested activities for citizens' advisory councils

Advisory councils participate in a variety of activities which

produce benefits to students, schaol personnel, school board members,
citizens and the community served. These activities may be divided

into the seven following categories:

Help for teachers and admin: strators

Assisting school administra i3 and instructors
in establishing a philosoph, .f career educa-
tion

Assisting in the preparation of measurable
_objectives for career programs and courses
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Assisting in establishing career educatior pro-
grams and advising on the use of proper criteria
of evaluation

Assisting in planning clinics, in-service work-
shops, seminars and training programs for school
career education faculty

Assisting in establishing teacher qualifications
for specific occupations :

Identifying substitute or resource instructors
from the community to assist regular teachers
in the classroom and/or teach in specialized
program areas both day and evening

Assisting in preparing job descriptions that
could be integrated with course content

Suggesting general occupational abilities a

graduate of an occupational area should pos-
sess in order to successfully compete in the
community job market

Advising regarding new equipment to be ob-
tained

Advising regarding facilities to be remodeled
or constructed

Assisting in the evaluation and revision of le-
cal one- and five-year vocational plans

Evaluating and issuing supportive recommenda-
tions on budgetary requests, physical condi-
tions, adequacy of equipment and supplies,
laboratory shops and classrooms

Advising and assisting in arranging plant
and/or field trip visits for teachers to up-
grade their teaching background in their par-
ticular occupational areas

Student career selection, placement and evaluation

Assist in evaluations made by outside agencies,
such as Cifice of the Superintendent of Public
Instruction, Division of Vocational and Technical
Education, and North Central

Assisting in the establishment of criteria and
qualifications necessary for students to apply
for admission to vocational-technical programs,
including the use and intérpretation of apti-
tude tests for student self analysis
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Providing information concerning desirable apti-
tudes, education and experience preferred for
entry-level jobs and in the advanced training
required for higher levels of specialization

Arranging interesting and educational plant and/or
field trip visits for students and instructors
(also parents of high school and/or ciementary
school students)--in some instances, these visits
may serve as instruction relevant to work exper-
ience information

Providing specialized vocational literature to
teachers, counselors, parents and students --

i.e., occupational folders, brochures, pamph-

lets, etc.

Assisting instructors in the formation of accurate,
realistic specialized instructional projects for
group and individualized instruction

Assisting in the developing and obtaining of quali-
fication, certification and licensing tests, in-
cluding apprenticeship requirements for initial
employment of graduates

Identifying potential training stations for the
placement of students in cooperative education
programs

Participating and assisting in the interpretation
of surveys of local industry manpower needs, job

availability, anticipated employment in he com-

munity and identification of employment areas

Assisting in placement of students in part- and full-
time employment and advising in the job placement of
career program graduates

Assisting in establishing certain vocational-technical
programs as recognized sources for craft apprentice-
ships

Assisting in the development and periodic evaluation
of course content to insure that it is current in
meeting the changing skill and knowledge needs of the
community and employment areas for industry and busi-
ness

Educational programs pertaining to career information and
community-parent involvement

Advising regarding the content of parent handbooks
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Advising regarding needed school equipment and sup-
plies available on loan, as gifts or at special
prices

Assisting in the establishment of standards of pro-
ficiency to be met by students and helping with job
and task analysis in specialized areas

Assisting in the development of school procedures
concerning the kind and volume of production work
(i.e., "live jobs') to be produced by students

so that this work will be of instructional value
in the vocational education program

Arranging meetings to establish a cooperative
relationship between school and industry (also
parents of high school or elementary school
students) ]

Assisting in maintainance, in conjunction with
the school library, a library of specialized
visual aids, magazines and books concerning
occupations

Assisting in the development of special educa-
tional and training programs for disadvantaged
and handicapped students--these to be conducted
with funds made available by the Manpower Devel-
opment and Training Act, the Economic Opportun-
ity Act, etc., in accordance with the needs of
the community and the recommendations of repre-
sentatives of the administrative agency

" Assisting in the development of continuing edu-

cation for employed adults to pursue technical
and skill improvement

Assisting in the development of apprenticeship
and on-the-job training related courses in
accordance with recommendations of local craft
representatises and their specialized require-
ments

Assisting in the planning of plant or field
trip visits for teachers to upgrade their
teachin~ background in particular occupation-
al areus

Providing, whenever possible, training resources
(i.e., raw materials, finished products, equip-
ment, charts, poster, etc.) for exhibit and in-
structional purposes in classrooms and shops

Assisting in making cost studies for specialized
programs and courses

.-30- .
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Assisting in establishing sequence of courses for
proper student development in order that graduates
will have adequate training in occupational cluster
areas to compete in the job market

Promoting cooperation from other agencies for career
education

Public relations

Supporting career education in its direct relation-
ship to the activities of local and state school
officials, boards and legislative groups

Helping to obtain speakers to address trade and
civic groups, school banquets and assembly
programs which concern the development and sup-
port of career programs

Assisting in arranging for publicity, subiect to
school review, using contacts with news media--

i.e., newspapers, trade magazines and radio and

television stations=--that would not otherwise be
available to the school

Participating in radio and TV programs designed to
educate the public about career education

Participating in an ''open house' for students,
parents and other adults in the community

Promoting invitations for teachers, counselors, ad-
ministrators and students to visit various plants
and businesses

Advising employees and their families, with ap-

proval of top management, by posting information
on bulletin boards, by including news stories in
company publications and by providing enclosures
in pay envelopes

Advising regarding funds and donations to adver-
tise and advance specific school career education
and training programs

Supporting educational workshops and conferences
that advance career education by attending and
participating in such meetings

Assisting in evaluating the public relations poli-

cies and actions of the school in respect to the
community and the overall career program
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Assisting in public relations procedures, both ex-
ternally and internally, to encourage young people
to consider vocational-technical education including:
assisting in the formulation of a speaker's bureau
to make speeches to civic clubs, career day meetings,
etc.; assisting in establishment of procedures for
approaching parents to provide vocational and/or
technical information; providing ideas for taking
steps to acquaint younger students and teachers

in lower grades with the programs; considering ideas
for a system of visits to vocational area center
schools to acquaint students with the programs avail-
able to them; assisting in procedures for approach-
ing and providing information for guidance counsel-
ors

Applicable to Area Vocational Centers

Aiding the Area Vocational Center in studies of area
school curricula to determine needed specialized
programs that augment member school programs

Studying and advising on the proper representation
of the advisory councils from each area school
community

Helping to develop a communication method to report
to each member school and community the Area Vocation-
al Center activities and progress

Aiding in supplying specialized knowledge for site
selection, necessary equipment and facility require-
ments for an Area Vocational Center

Assisting in the development of sequential curriculum
for area schools including the Area Vocatijonal Center
that will help provide a complete training program

Assisting in planning interaction between teachers in
specific occupational fields in area schools and the
Area Vocational Center

Advisory council operations

Assisting in establishing and implementing a set of
rules and by-laws to insure an active permanent
advisory council

Supporting council endeavors through regular attend-
ance at meetings and the encouragment of attendance
by fellow members to insure a well-represented and
effective council

Visiting councils in nearby communities to get new
ideas and advice
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Conducting joint meetings with the board of educatior
and other advisory councils

Supporting and participating in the statewide organi-
zation for citizens' advisory councils

Preparing materials to assist advisory councils

Disseminating materials of interest to advisory
councils

Assisting in the formation of a state-wide communica-
tions network among advisory councils

7. Student recognition
Advising regarding scholarships and other financial
assistance for outstanding graduates who wish to
continue their career educational training
Advising regarding recognition through prizes,
awards and publicity for outstanding students

as approved by appropriate regulatory agencies

Advising regarding recognition for outstanding
leadership

Advising regarding criteria for awards and prizes
to outstanding students

Assisting in conducting "open house' and recognition
events

Advising and assisting student organizations such as
Distributive Education Clubs of America, Future Farmers
of America, etc.
Revitalization of an advisory council
In certain situations, councils become inactive. There are many
instances in which councils have been formed for one specific goal, such
as the establishment of an Area Vocational Center. One of the results
of such a specific goal is that, after the goal has been achieved, the
council members perceive their work as having been completed and feel
that they are no longer neededf
What can be done to revitalize a cod;cil? First, get the facts

as to why the council has become inactive. Review the minutes of the

-33-
) . .
ERIC | k039

Aruitoxt provided by Eic:




O

ERIC

Aruitoxt provided by Eic:

council meetings and talk with individual members of the council to
determine the reasons for inactiQity.

Following the data gathering, one should call a special meeting
of the council to discuss the problems of revitalizing. Remember
that a '"tune-up" of the council is desired rather than a major "over-
haul." Provide the 'challenges' that the council needs in order that
the members may take action themselves. A presentation of recommend-
ations for council activities may suggest a course of action for the
members.

An annual plan is recommended for the maintenance of an active
council. The annual plan will provide the members of the council
with a map of activities outlining the need for their assistance in
helping the vocational education program meet its goal. An example
of a council's annual plan is illustrated in Figure 4 on the next
page.

A council could very well adopt such an annual plan as a contin-
uing cycle. Each year at a specific meeting (i.e., the March meeting),
members would expect to review and evaluate the vocational education
departments and conduct a self-evaluation of the council's progress.
Thus, the council would have a plan for both continuity and consistencv

of activity.
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March

Review the local

district's one- and
five-vear plans for
vocational education

"

O €

February

April

Reorganization,

May

Plan council program

mrmnmiers s e OFlentation and swewowew- gww 0f work for the year

training of new

members

Conduct self evaluation

and evaluation of the

vocational education
programs

B e i

January

Review schocl-community

vocational education

public relations program

i

December

Hold social meeting

with council members'

families

Figure 4,

November

Review manpower needs

tunities

and occupational oppor-

<oil} } -corvema.

Summer
Hold joint meeting

with board of educa-
tion

September

Review adult educatior
program

October
Review cooperative

occupational education
programs

Citizens' Advisory Council Annual Plan of Activities
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SECTION III

DEVELOPMENT AND UTILIZATION OF SPEAKERS, FIELD TRIPS AND

COOPERATIVE OCCUPATIONAL EDUCATION PROGRAMS

HOW TO PREPARE RESOURCE PERSONS

Preparation of resource persons for class presentations
Preparation of the class for resource persons

Utilization of resource persons

HOW TO PREPARE AND UTILIZE SITES FOR FIELD TRIPS

Preparation of sites for demonstrations or observations

Utilization of sites for field trips

KOW TO DEVELOP AND IMPLEMENT COOPERATIVE VOCATIONAL EDUCATION PROGRAMS
Determination of the need for cooperative vocational education

Implementation of a cooperative vocational education program

HOW TO DEVELOP AND UTILIZE CONTRACTUAL AND JOINT AGREEMENTS

Formulation of contractual and joint agreements
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ITITI. DEVELOPMENT AND UTILIZATION OF SPEAKERS, FIELD TRIPS AND

COOPERATIVE OCCUPATIONAL EDUCATION PROGRAMS

Citizens' Advisory Councils can be thé major key to developing and
utilizing community resources. However, guidelines concerning proced-
ures and activities are needed for school personnel to accomplish
these functions. This section contains activities, procedures, sam-
ples and forms which may be used by councils and school personnel in
preparing and utilizing speakers, sites for field trips and contract-
val agreements for ducational programs. The format for this section
has been altered to facilitate the location of activities, procedures
or forms for a specific need at a given time. It is recognized that
modifications of procedures and forms will usually be necessary be-
fore application at the local level. Since each type of resource
(speakers, field trip sites and contractual agreeﬁents) is treated
separately, some overlap or duplication may be found. It is hoped
that sufficient information is contained to provide an effective sys-

tem for utilizing resources in the schools.

HOW TO PREPARE RESOURCE PERSONS

Resource persons from community civic groups, governmental agencies
and economic institutions can offer a vast wealth of knowledge and skills
regarding the world of work. However, unless they are properly pre-
pared, much of what they have to offer may be lost. One must prepare
a resource person to insure that his expertise is passed on to students
in a useful way. A systematic procedure, as outlined in the followirg
series of questions and procedures along with accompanying sample forms
and activities, will insure that the resource person, the teacher and

the students are properly prepared for the presentation.
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Preparation of resource persons for class presentations

Activities

Procedures, Samples, Forms

4. Obtain the approval of the 1. Utilize advisory council members
resource person to present who may know the person to make
a program to ycur class. the initial contact.

B. Obttain permission from the 1. Discuss with the employer the
person's top manager, employer overall purpose of using the
or supervisor. resource person who is in his

firm.

C. Obtain background information {1l. Use sample speaker introduction,
on the speaker for purpose of Appendix 3.0, p. 91.
introduction. 2. Know how to pronounce the speal -

er's name correctly.

D. Develop with the person the 1. See sample objectives, Appendix
main purpose and objectives of 3.1, p. 92

. , Pe .
his presentation.

E. Develop with the person a plan 1. Use sample lesson plan, Appendix
of presentation. 3.2, p, 93.

F. Work with the resource person 1. Duplicate copies of brochures.
in preparing any materials, { 2. Make posters, set up exhibits,
instructional aids and hand- ! etc.
outs needed. !

i

G. Work with the resource person | 1. Show the resource person a copy
in preparing a level of pre- | of the plan you are using to
sentation that the students ' introduce the subject area.

2. See sample of a poor and a good

will be able to understand.

approach, Appendix 3.3, p. 94.
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Preparation of the class for resource person

Activities

Procedures, Sawmples, Forms

Develop with the class a need
for the resource person.

Lead class in discussion to a
point where expert opinion or
skill is needed.

Develop with the class objectives
to be reached. Sample objectives

Appendix 3,4, p. 95,

Prepare a list of questions with
the students in order for them
to participate in discussion.

Discuss with the students proper
ways to ask questions without
creating offense or being too
personal with the speaker (i.e.,
"What is the average income of

a worker in your job?'" instead

of "How much monevy do you make?').
Sample list of questions

Appendix 3,5, p. 96.

Utilization of

resource persons

Activities

Procedures, Samples, Forms

Present occupational informa-
tion.

Invite individual speakers.
Have speakers wear special
clothing and bring typical
equipment that are required
by their jobs.

Conduct job interviews

Invite personnel directors,
owner-managers and/or placement
service personnel to interview
students for jobs.

Conduct joint presentations
with two or more speakers.

N

Panel discussions.
Demonstratious.
Forums.

ERIC
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Conduct career days and fairs.

Invite representatives from
area employers to display pro-
ducts and equipment.

Have representatives present
information about careers to
students.
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Activities Procedures, Samnbles, Forms

—

E. Conduct demonstrations. Invite resource person to de-
monstrate a skill or piece of
equipment used in a specific
occupation.
2. Work with resource person in

the classroom in a team-teaching

approach.

How to Prepare and Utilize Sites for Field Trips

Utilizing the physical facilities in the community (businesses, in-
dustrial sites and natural resources) expands the educational program
of the school to levels not otherwise obtainable. However, activities
on the field trips must be carefully planned to insure that students
are not merely sight-seeing but that they are observing the demonstra-
tion of a process or activity of workers, products and services. The
activities, procedures samples and forms listed below provide a

teacher with a plan for insuring the effectiveness of the trip.

Preparation of sites for demonstrations or observations

Activities Procedures, Samples, Forms
A. Conduct a survey of facilities 1. Visit the firm and tour the
that may be used. facilities.

2. Develop a list of equipment,
operations, products and
services that may be observed
or used with the owner,

B. Develop a list of objectives to| 1. Discuss skills that can be

be reached with the people in- taught and %nowledze that can
volved. be obtained with the owner/mana-
ger.

2. Prepare a list of objectives
with the owner/manager.

o ~40-
[MC NAa€

Aruitoxt provided by Eic:

Fe
» v




-

Activities

Procedures, Samples, Forms

Develop a list of activities in
which the students can partici-
pate.

Tour the firm and note the
equipment, products, facili-
ties and operations that may
be observed or used.

List the people who may help
in demonstrating or instruct-
ing.

Use sample survey form, Appen-
dix 3.6,p. 97 (All of activi-
ties A, B and C above can be
done at one time.) See illus-~
tration of completed survey,

Appendix 3,7, p. 98.

Prepare instructional aids,
signs, pamphlets and displays
that may be needed at the firm.

Prepare signs for the various
operations observed.

Assist the firm in preparing
displays of products or ser-
vices.

Prepare a brochure describing
the firm's functions = products
and services.

Utilization of sites for field trips

Activities

Procedures, Samples, Forms

Observe workers in their jobs
to provide occupational infor-
mation.

Arrange for different workers
to speak briefly to students
about their jobs.

Demonstrate work processes,
services and skills.

Arrange for workers to demon-
strate the work they normally
do.

Operate equipment the school
could not otherwise make avail-
able.

Operate hospital equipment.
Operate special welding cquip-
ment.
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HOW TO DEVELOP AND IMPLEMENT COOPERATIVE VOCATIONAL EDUCATION PROGRAMS
One of the most effective uses of community resources is the co-
operative occupational education program. The expertise of people work-
ing in business and industry and the facilities of these businesses and
industries become an extension of the school's vocational education
program. Many cooperati?e occupational education programs would not
be feasible without these community resources; however, careful plan-
ning and proper steps must be taken to insure the success of a cooper-
ative vocational education program. A need for the program must be
established; support obtained from the cummunity; advisory councils
organized to help identify, work with, and placze students; and a
training plan developed in cooperation with the training sponsor,
coordinating the training of the student at the work-training site
with the school program. All of these steps are equally important;
however, for purposes of brevity, some steps are not developed in
full -detail in this manual. Where additional information is needed
for one to carry out a step or procedure, reference is made to a
publication available from the Division of Vocational and Technical
Education, "An Articulated Guide for Cooperative Occupational Edu-
cation,' Bulletin #34-872. Obtaining a copy of this bulletin, in
conjunction with this manual. will be helpful in planning a cooper-

ative vocational education program or improving an existing one.

Determination of the need for cooperative vocational education

A program may be justified by collecting information which irdi-
cates that the needs of the students will be served. The school has
a responsibility to meet the needs of the community. The activi-

ties, procedures and sample forms presented in this manual should
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assist in the justification of a cooperative vocational education pro-

gram.
Activities Procedures, Samples, Forms
A. Dctermine the needs of the 1. Conduct a follow~up study of
students for cooperative graduates and drop-outs.
vocational education. (Refer to DVTE Bulletin

#34-072, p. 17-18.)

2. Utilize the advisory council
to help conduct the survey
and analyze the data.

3. Use sample follow-up survey
form, Appendix 3.8, p. 99.

B. Determine the interest and the 1. Conduct a survey of the busires-

needs of employers for the co- es in the community.
operative vocational education 2. Use sample survey form, Appendix
program. 3.9, p. 100.

3. Organize a steering committee
consisting of employers from
all major occupational fields

in the community. (Refer to
DVTE Bulletin #34-(72, pp. 19
23.)

4. Utilize the local Chamber of
Commerce for information on
local employment needs.

C. Determine the needs for ocecupa=| 1. Obtain US Government publications

tional training in areas not such as the Occupational Outlook

apparent at the local level. Handbook, and Manpower Report of
the President for occupational
trends.

2. Utilize the regional Illinois Em-
! ployment Service and Illinois
Department of Labor for occupa-
tional needs at the regional and
state level.

Implementation of a cooperative vocational education program

Once the need has been established, one should be ready to iritiate
the cooperative education plan. Several steps are involved in this stage.

However, only the steps involving the use of advisory committees ard othcr
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community resources are described in this publication.

Reter to DVTE

Bulletin #34-872, for mo:« complete guidelines.

Activities

Procedures, Samples TForms

Develop a proposal and objec-
tives for acooperative voca-
tional education program for
presentation to the Board of
Education.

Utilize a steering committee

to analyze all data collected
to justify the need for cooper-
ative vocational education.
Follow procedures outlined in
DVTE Bulletin #34-872, Chapter
3, "Determining Needs & Inter-
ests for Cooperative Vocational
Education,' pp. 17-33.

File a local plan for Vocation-
al Education with DVTE.

Follow the procedures outlined
in DVTE Bulletin #34-874,
pp. 23-27.

Appoint a permanent advisory
committee for the cooperative
vocational education program.

Follow the steps in organizing
an ailvisory council located in
this manual, pp. 11-22.

Publicize the cooperative voca-
tional education program.

Arrange to speak before service
clubs, Chamber of Commerce and
other organizations about the

new program, its purposes and
objectives.

Utilize the advisory council to
inform the community. Encourage
the members to contact individuals
and businessmen.

E.

Select training stations.

Utilize the advisory council to
develop a list of potential
training stations.

Visit the business and interview
the owner and/or manager to de-
termine possible work stations
and identify training sponsors.
(Refer to DVTE Bulletin #34-872.
pp. 77-88.)

Check with the emplover to insure
compliance with all labor laws
and regulations councerning a stu-
dent worker working in the speci-
fic occupation. See Appendix 3,10,
p. 101 for an '"Application to




Activities Procedures, Samples, Forms

Fmploy Student Learner at Sub-

minimal Wage.'" (Refer to DVTE

; Bulletin #34-872, pp., 89-94.)

{ 4. Contact all public agencies in
the community for possible
training stations.

F. Place students in work-training: 1. Have students interview employ-
stations. : ers, Utilize advisory council

members to help prepare stu-

dents for interview techniques.
! 2. Develop a training agreement

! with the employer, the training
1 sponsor and the student. See
i
!

samples of training agreements,
Appendices 3.11, p. 103 and 3.12,
! p. 104.
! 3. Develop a training plan with the
' employer, training sponsor and
! the student,
i 4. Examples of a training plan form
and a completed training plan
are included in Appendices 3.12,
p. 104 and 3.13, p. 107.

HOW TO DEVELOP AND UTILIZE CONTRACTUAL AND JOINT /GREEMENTS

Some vocational programs needed by students in your school are diffi-
cult to offer. Many training programs require expensive equipment and
additional specialized personnel to instruct in the program. Small school
districts, in particular, may find it difficult to justify certain voca-
tional programs either due to a small number of students interested in the
program or to a lack of sufficient funds. Contractual agreements with
other agencies and private schools or joint agreements with other schools
enable you to offer vocational education programs which would not otherwise
be possible. 1In no way are these suggestions made with the idea of compet-
ing with an Area Vocational Center. These suggestions are for the school

which has no other means of providing the desired vocational program.
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Formulation of contractual and joint agreements

The nzed for contractual or joint agreements will arise when a stu-

dent or students have requested training in an occupation which is not

available in the community as shown by the information gathered in the

community survey (Appendix 3.9, p. 100).

amples of typical contractual agreements.

Activities

The activities listed are ex~-

Procedures, Samples and Forms

Contract with private schools
to train students in programs
too expensive for the public
school to provide,

Develop a legal contract with
the private school.

See sample contract with a
school of beauty culture

shown in Appendix 3.15, p. 111.

Contract with other schools

to offer a vocational program

which otherwise would have too
few students from your school

to make its offering feasible.

Develop a joint agreement with

other schools to conduct a com-
bined vocational training pro-

gram.

See sample joint agreement form
shown in Appendix 3,16, p. 119.

Contract with business and in-
dustry to utilize facilities
and equipment.

Contract to "buy time'" for use
of data processing and other
equipment too expensive for the
school to purchase, '
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SECTION IV
EVALUATION OF COMMUNITY RESOURCES

HOW TO EVALUATE THE UTILIZATION OF COMMUNITY RESOURCES

Types of community evaluations

Determinations of the evaluation of community resources

Evaluation of citizens' advisory councils

Evaluation of guest speakers

Evaluation of field trips

Evaluation of cooperative work experience programs
Student evaluation of cooperative occupations programs
Appraisél of training centers
Evaluation of the student

Employer appraisal of the program
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IV EVALUATION OF COMMUNITY RESOURCES

HOW TO EVALUATE THE UTILIZATION OF COMMUNITY RESOURCES

Evaluation of a program, or some portion of it, is necessary so
that you can: (1) keep your program up-dated with the most current
information available, (2) drop obsolete practices from the program

and (3) determine how well the program has met its objectives.

Types of community resource evaluations

Evaluations are of two types, (1) the FORMATIVE, which is a con-
tinuous type of evaluation, and (2) the SUMMATIVE, or an end-of-course
evaluation. In addition; evaluations can be made of (a) the PRODUCT
or of (b) the PROCESS. Of these two, the process evaluation is the
easiest and most often used. Process evaluations take into account
the teacher, students, facilities, materials available for use, re-
sources used and other things necessary to achieve the object{ves
as set forth in the program. Product evaluustions are more difficult
because you are trying to evaluate the student's success in the job
he enters after graduation. Evaluations of this type require the
expenditure of a considerable amount of time. Therefore, rapid
changes needed in the program to keep it current cannot be made.
Because of the time required for product evaluations you find

that most evaluations are of the process and formative types.

Determinations of the evaluation of community resources

The evaluation of community resources should determine (a) who
has used each of the resources, (b) how many resources have been
used, (c) how they were used and (d) how each resource was used.

More questions will arise that will be specific to each individual
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program. Therefore, an evaluation program will have to be "tailored"
to fit the particular situation. There is no one ''right'" evaluation
form for all situations. ZLook at many evaluation forms, draw from
several of these and develop a form that will fit the needs of the
particular situation. Even the design that is chosen will have to
be changed and/or modified from time to time as the program changes.

A final selection of the method of evaluation will depend on
the reasons for the evaluation, the amount of time that is avail-
able for the evaluation and the manpower available.

Remember, evaluation is not the final step nor the end in a
program of community resource.utilization. Instead, it is a part

of an on-going process of improving the program.

Evaluation of citizens' advisory councils

The suggested form, Appendix 4.0 , p. 120, will assist the eval-
uator(s) in determining the effectiveness of the citizens' advisory
council in the accomplishment of its duties. This particular form
can be used periodically throughout the year. However, it lends it~
self best to an"éﬁﬁual evaluation of the council.

The results of the advisory council evaluation form may be inter-
preted in one of two ways, either item by item or overall. 1In an item
by item analysis, each question on all forms completed is interpreted
and tallied separately to determine how well the council has perfeormed
on each particular item. 1In the overall evaluation summary, all of
the responses arc added and divided by the total number of respomses,

resulting in an overall average for the entire evaluation.

-
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Evaluation of guest speakers

An effective guest speaker must speak on a topic relevant to
what is being discussed in class at the time the speaker visits the
school. The suggested form, Appendix 4.1, p. 122, can be used by the
instructor tc evaluate a speaker and the topic in relation to the sub-
ject matter being discussed at that time. It may also be used by
the students to enable the instructor to determine how well the
speakerbrelated to the topic being discussed by the class and how

successful the speaker was in getting points across to the students.

Evaluation of field trips

Field trip; can be valuable learning experiences or they can
be no more than an opportunity for the students to get out of the
classroom. When properly used, a field trip should provide the
students with valuable educational experiences and a chance to see
classroom theories and practices applied to real life situations.

The suggested form, Appendix 4.2, p. 123, should be filled out
as soon as the students return from the trip while the impressions
are s&ill fresh in their minds. The instructor should also com-
plete an evaluation form .to record his/her impressions of the trip
and to provide a gauge for the interpretation of the students’ feel—

ings and impressions of the value of the trip.

FEvaluation c¢f cooperative work experience programs

Student evaluation of cooperative occupations programs
One method of evaluating a course is to involve the students.
A sample form is provided in Appendix 4,3, p. 125. The blanks marked

with (X) should be completed, and where choices vccur, students should
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circle the answer they feel is best. The name or type of course the
student is evaluating should be indicated in the blank provided at the
top of the form. While this form is generally used at the end of the
course for purposes of course revision it may also be used at the end
of a week, a grading period or a semester.

The suggested form, Appendix 4.4, p. 127, should be used upon
completion of the prograa to enable the coordinator to make any
changes that may be necessary before placing another student in that
work station. The evaluation will denote student reaction to his

employer and fellow employees; the work situation or environment;

the teacher--coordinator; related classroom materials and instruc-

tion; and scheduling and coordination with his school life.

Appraisal of training centers

Appendix 4.5, p. 129, is designed to be used by the teacher-
coordinator in his evaluation of the cooperating work center. From
the information on the form, the teacher-coordinator can evaluate
the work center in the occupationé program and determine whether or

not to retain it as a future site for a work center.

Evaluation of the student
Appendix 4.6, p. 130, should be used by the employer to evaluate
the student at his work station. With this form, the student's

supervisor can also evaluate the student's progress and record his

interpretations on the form.

Employer appraisal of the program

Appendix 4,7, p. 131, is designed to be used by the employer to
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appraise the cooperative vocational education program. This evalua-
tion generally takes place upon completion of the student's training
period. The coordinator should discuss the evaluation with the employ-

er for purposes of improvement.
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APPENDIX 1.0

INVOLVEMENT OF PARENTS

Use: It is recommended that the following form be distributed to students
to be taken home for parental consideration. Parents can be utilized
as resource people by inviting them to class to share facts and cor-
cepts regarding their jobs or arranging for the class to visit their
place of business,

SCHOOL GRADE TEACHER

As a part of our regular instructional program, we would like parents
to come to our class to tell the students about their occupations. Our
students will benefit by contact with an adult who is contributing to
him/berself and his/her society. We are sure they will have many signifi-
cant questions.

Please fill out and return this form. You will be contacted to arrange
a definite time and date. The general objectives of the program and sug-

gestions for the things we would like to know about will be available. We
are interested in all occupations.

Please return to the teacher.

Name Phone

Address

Occupation

Company or Firm

It would be most convenient for me to be at your school on (days and times).

Signature




APPENDIX 1.1

SAMPLE LETTER TO INTERESTED PERSONS

Use: The following letter may be sent to positive respondents of the initial
correspondence to involve parents. This communication will provide in-
formation as to the goal of resource participation.

Dear »

Thank you very much for your willingness to participate in our
program. Could we meet on (day and time) to discuss ycur participation
in the program? The following is a list of things the students may
like to hear about:

--What is your jcb title or description?

--What aptitudes or skills are important for your job?

--What do you consider the best points of your job? the worst?

--You may want to touch upon the financial aspects. Do you
consider the pay to be adequate, very good, unsatisfactory?

--What is the outlook? Will this type of employment exist when
these students enter the world of work?

--What changes in equipment, automation, personnel, training
requirements have you experienced in the time you have been
in this field?

--What training is required? (High school? Vocational school?
College? Apprenticeship? Graduate degrees?)

--Is the field difficult to enter? (Union membership, profes-
sional school entrance quotas, etc.)

--How does this type of career relate to what these students do
now in school?

--General information on working conditions, bosses, employees,
etc.

Again, thank you for your expression of interest and cooperation.

Sincerely,
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APPENDIX 1.2

BUSINESS RESOURCE QUESTIONNAIRE

Use: The following form could be sent to local business establishments
with a cover letter describing the purpose of the questionnaire;
for example, observation and study of occupations or establishment
of cooperative education work stations.

1. What is the name of your business?

A. Address

B. Phone

2. Who should be contacted to arrange a visit?

A. Position with firm

B. Phone

3. Would someone be able to visit the classroocm to prepare for a field trip
of students to your business, or follow it up?

4. How many can be accommodated at one time?

5. What is the best time of year to visit?

6. What is the best time of week to visit?

7. What is the best time of day to visit?

8. How much time is needed for=the visit?

9. Are there facilities for meals?

10. 1Is there ample parking space?

A. Bus
B. Car
11. Do you have special exhibits, films, tapes, etc. that could be used

for instructional purposes? If so, what are the subjects and how may
they be secured?

12. 1Is guide service provided?

~58-
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APPENDIX 1.2 (Cont'd)

13. Are there any special safety precautions to be observed during the
visit?

14. What can the school community do for you?

Q -59~
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APPENDIX 1.3

LOCAL OCCUPATIONS QUESTIONNAIRE FOR
WORKERS IN COMMUNITY

Use: The following letter and form may be sent to all local businesses
and occupations. The returned affirmative replies may be filed
for use in conjunction with classroom activities.

Dear

The is presently investigating
various means of extending and enriching the educational
program offered to the student population of the
schools. One means of expanding the educational opportuni-
ties of these students is to effectively utilize the ex-
pertise of the resources of the community. This question-
naire has been designed to reflect the interests and talents
of our community which ycu would be willing to share with
our young people. Upon receipt, this information will be
filed with the school so that the inter-
ests of the students may be matched with the skills, talents,
and interests of the adults who have indicated a desire to
act as a community resource.

Please complete the questions on the attached sheet and
return the form to:
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APPENDIX 1.3 (Cont'd.)

Name: Date

Address: Phone:

Occupation:

Business Address Phone:

Field of Interest: (Specific industry, arts & crafts, science, public
service, business, trade union)

Special Skills

Preferable group size: large (20 plus) medium (5-20)
small (2-5) individual
Time to be devoted: Once a week Number of hours
Hands-on training every day for several weeks

Occasional lecture or demonstration on specific
topic Topic:

Other (please specify)

Remuneration: Volunteer Paid Amount _

Would you be willing to tave this questionnaire filed for future use?
Yes No

I understand that this information is merely exploratory and does not bind
me in any way. and that if there is a need for or interest ir my services,
I shall be contacted and further arrangements will be made.

Signed
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APPENDIX 1.4

COMMUNITY RESOURCE DATA FORM

Use: The information obtained from the Local Occupations Questionnaire and
the Local Business Resource Questionnaire can be recorded on a form
such as this. See introduction on the preceding page. The data
from this form will be transfer.ed to either the Resource Persons
Card or the Master Field Trip Card for quick retrieval by other

educators.
Name of business Address Phone
Contact (Whom) Position Phone
Resource person available for visit to school: Yes No
Name Position Phone
Maximum number of students allowed Grade Level

Number of school groups handled per year

Best time of year Best time of week Best time of day

Approximate time needed to make the tour

Facilities for meals

Parking facilities Bus Car

Special Instructional Materials Available

Exhibits Films Tapes

Printed materials Others

Description of the tour

Guide service provided

Special safety precautions to be observed, if any

Appropriate follow-up activities
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Use:

APPENDIX 1.5

SAMPLE CARD FOR FILING RESOURCE DATA

Data from the community resource questionnaires can be recorded on
cards for quick retrieval. The cards can be kept in a central file
for use by the entire district. See Identifying Parents and In-

terested Community Talent, page

(front)

Resource Persons

Subject Age/Grade Level

Name & title of person to contact

Address (home) Phone

Address (business) Phone

Best time to contact

How far ahead

Days available Hrs. available

Occupation

Educational Background

(back)

Previous experience presenting subject to:

Children Youth Adul ts

Evaluation by other teachers:

School Grade Date Comments

o
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APPENDIX 1.6

SAMPLE CARD FOR RECORDING FIELD TRIP DATA

Use: Data from the community reso.urce questionnaires can be recorded
on cards for quick retrieval. The cards can be kept in a central
file for use by the entire school district., See '"Identification
of Local Occupations and Business Establishments', pages 60-61.

file heading

l Industry (front) |

| Name of agency Date of contact_ ;
Address !
Telephone

Name of contact person

Trip suitable for age group

Number of persons

Instructional materials available

Time - day/year

Time required for tour

Special instructions

Is first-aid service available :

(back)

; Evaluation by Other Teachers )
! Guide i
! Name of Service i
! Teacher School Date Age Unit Satisfactory i
Yes No ;

!

i ;
‘ |
i Remarks f
. i
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APPENDIX 1.7

APPRAISAL OF POTENTIAL RESOURCE PERSONE FOR
CONTRIBUTIONS TO EDUCATIONAL PROBLEMS

Use: To be completed by school administrator, teacher, or other school
personnel charged with the responsibility of preparing and using
resource persons for educational purposes. Not to be completed
by the resource person.

Name of potential resource person

Title
Place of Employment Address Phone
Home Address Telephone
Items Response Comments of Interviewer
1. Would you be willing to come Enthusiastic, excited,
to the school and talk cool, negative
to our students about
your job? Yes No
2. Would you be able to obtain Who should contact em-
release time from your em- ployer?
ployer to talk to the class? Yes No

3. Have you taught or made pre-
sentation in a classroom

setting? Yes No Taught or made presenta-
tions
4, At what grade level?
5. Will you briefly describe Knowl edgeable
the nature of your job Enthusiastic

for me? Yes No

6. Will we be able to get to-
gether and develop an outline
of possible points to be
covered in your presentation? Yes No

7. Will you require financial or
other type of compensation for

your services? Yes No

. May the school keep your name
on file for future reference? Yes No

9. Are you familiar with any vo-
cational program in the school? Yes No
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10.

11.

12.

13.

14.

15.

16.

17.

APPENDIX 1.7 (Cont'd)

Items

Are you satisfied with the
vocational program(s) with
which you are familiar?

Do you believe that lay citizens

could assist in improving the

vocational offerings in the
school?

Are you a member of the PTA?

Have you ever served on a
citizens' advisory council?

Are you acquainted with any
staff or faculty member of the
school?

To what civic organization do
you belong?

Are there some times when you would
be more available to come to our
classroom and %alk to the students
than others?

What time would be most convenient
for you to come to the classroom?

What is the best time to get in
touch with you?

Teacher/Administrator:
Give your evaluation of this candidate.

Response
Yes -No
Yes No
Yes No
Yes No
Yes No
Yes No

Comments of Interviewer

(Names)

(List times)

(Times)




APPENDIX 1.8

APPRAISAL OF A BUSINESS FOR PRESENT AND POTENTIAL EDUCATIONAL VALUES

Use: To be used as an evaluative instrument. Not to be given directly to indi-
" vidual/business for completion.

Name of Proprietor Address Phone

Name of Business of Industry

Location Phone

Name of Business

(Activity performed)

Items Response Comments

1. Does the business operate under
conditions that will promote worth-
while educational experiences for
students? Yes No

2. 1Is the business located at a reason-
able distance from the school to be
of practical benefit? Yes No

3. Will the business be sufficiently
accessible to students to warrant
its use as a resource? Yes No How much?
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APPENDIX 2.0

A PROPOSED VOCATIONAL EDUCATION ADVISORY COMMITTEE STRUCTURE

(Note relationship of the Cooperative Vocational Education
subcommittee to the Vocational Advisory Committee and the
subcommittees for other school programs.)

ELEMENTARY
CAREER
_ EDUCATION ,
CNOOPERATIVE l Subcommittee ! { INDUSTRIAL
VOCATIONAL ' ] ‘ ORIENTED
EDUCATION l i OCCUPATIONS

Subcommlttee ///ff“”‘“ \ Subcommittee

VOCATIONAL ///

ADVISORY COMMITTEE
(12 members)

/ One member representing each
] APPLIED BIOLOGICAL Subcommittee 1 VOCATIONALLY
and ——{ HANDICAPPED
AGRICULTURE OCCUPATIONS One member representing: , Subcommi ttee
Subcommittee Chamber of Commerce '
Federation of Labor N
// \ Citizens Education Council e ™~
PERSONAL and | . Junior College BUSINESS, MANAGEMENT '
PUBLIC SERVICE ‘ AN and MARKETING
OCCUPATIONS . OCCUPATIONS
Subcommittee ! \\\\\\\\\‘—_—”’//////// Subcommittee

|

T
i
“ HEALTH
‘I
|

OCCUPATIONS
Subcommittee




APPENDIX 2.1

SAMPLE AUTHORIZATION

The Board of Education of

on this day of , 19 , authorizes the establishment of
a continuing committee to be known as ''The Citizens' Advisory Council''.

The citizens' advisory council is not regarded as a substitute for any
other form of citizen participation in school affairs. It is intended to
supplement and stimulate other types of citizen participation.

The purpose of the citizens' advisory council will be to serve as an arm
of the Board of Education by providing advice and assistance to the board.

The Board of Education reserves the right to dissolve the citizens'
advisory council at any time and for any reason.

The citizens' advisory council is expected to contribute to the improve-

ment of the education provided by the school system by:

1. Studying and surveying continuously the educational needs of
the district's clientele.

2. Reviewing, analyzing, developing, and proposing school policies.

3. Working with the administrative, instructional z5=d noninstructional
staffs of the school system coopératively to develop and execute
programs and procedures which implement policies approved by the
Board of Education.

4. Facilitating communication between the staffs of the school system
and the people of the district.

5. Studying the effects of existing and new educational programs in
operation.

6. Serving as a ''sounding board" of community opinion on items proposed
by the Board of Education.

7. 1Initiating study and proposals on educational issues pertinent to
the school and community.

In authorizing the development of the citizens' advisory council, the
Board of Education pledges complete cooperation in the <ouncil's work. The
citizens' advisory council will be expected to operate ..thin the guidelines
set forth.
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APPENDIX 2.2

SAMPLE OPERATIONAL GUIDELINES

The following guidelines shall be followed in the organization,
operation, and review of the Citizens' Advisory Council, hereinafter
referred to as the Council.

1. Organization of the Council.

A. Membership

1. The Council shall consist of members.

2. The members of the Council will be recommended to the
Board of Education by a Selection Committee. The Board
retdins the right to disapprove individual nominations by
the Selection Committee, but it will not appoint an indi-
vidual who is not recommended by the Selection Committee.

B. Selection Committee
1. A Selection Committee will be named by the Board of

Education. The Selection Committee shall consist of

members, all lay citizens except one who shall be a repre-

sentative of the District's administrative staff.
2. The members of the Selection Committee will be appointed

for a three-year term. At the beginning of each three-

year period, the Selection Committee will analyze the

school's service area to determine the community's factions.

Based on these factions, a roster of representative indivi-

duals will be identified to serve as members and replacement

members of the Council. Members of the Selection Committee
may not serve as members of the Council.

3. The potential members recommended by the Selection Committee
shall possess the following characteristics:

a. Representative of the community's factions.

b. Interest in education.

c¢. Willingness not to exploit their membership.

d. Have certain personal characteristics essential to the
success of the Council such as personal integrity,
responsibility, maturity of thought and action, the
ability to cooperate, constructive attitude, and toler-
ance of varying points of view.

4. No one is to be recommended or barred from membership because
of affiliation with any organization or institution.

C. Term of Members

1. The original members of the Council will serve at least one
year. At the beginning of the first year, the terms of the
original members will be determined by lot. One-third of
the members will serve for one year; one-third will serve
for two years; and one-third will serve for three years.

2. When a vacancy occurs, the newly appointed member will serve
during the unexpired term of the member he replaces.
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3. A person who has served a term as a member is ineligible for
reappointment until one year has elapsed following the
expiration of his term.

4, All members chosen to replace members who have completed
regular terms will be appointed for three-year terms.

D. Consultants

1. A member of the school staff will be appointed to meet
regularly with the Council with ex-officio status.

2. A member of the Board of Education will be elected to meet
regularly with the Council as an ex-officio member.

3. Outside consultants will be utilized as needed. OQutside
consultants will be approved by the Council, Board of
Education, and administrative staff prior to initial
consultation. C

Operation of the Council

A. The Council will organize itself, determine its meeting time,
select its officers and subcommittees, make its rules and formu-
late its program and meeting agendas provided such do not conflict
with the operational guidelines set forth herein.

B. The Board of Education will submit to the Council the current
policies of the school system and any proposals for the revision
of these policies.

C. The Board will react, orally and in writing, to any written
recommendation submitted by the Council.

D. Annual meetings of the Board and the Council will be held.
Additional joint meetings will be scheduled when mutually
desired.

E. The Council is urged to appoint subcommittees as needed. Some
of these may be continuing committees; some may be temporary
committees to deal with special problems. Subcommittees may
include members of the Council, other lay citizens, m‘hbers of
the school staff, and students. A member of the school staff
may, with the approval of the Superintendent of Schools, request
the Council to name a special subcommittee to deal with problems
in his field of work.

F. The Council or any of its subcommittees may request information
and counsel from the Superintendent of School: or from any
employee of the Board of Education on matters clearly related
to the problems on which the subcommittees are working.

G. Minutes of the meetings of the Council will be sent to the
members of the Board of Education and to the members of the
administrative, teaching, and nonprofessional staffs,.
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The school will provide the Council and its subcommittees with
the consulting and clerical services that are desirable and
feasible. An appropriation of $ will be made for the

use of the Council in providing consultants, making studies,
preparing and publishing reports, and for other items the Council
deems appropriate.

Publicity regarding the work of the Council and reports of the
Council or its subcommittees will be relvased only after approval
by the Board of Education or its authorized agent.

The Council will obtain approval on all proposed studies prior
to inception by the Board of Education or its authorized agent.

The Council as a group, or members representing the Council,
will never recommend, support, or campaign for or against
candidates for election to the Board of Education; take action
regarding the employment, dismissal, promotion, or transfer of
individual school employees; or encroach upon *+!'e prerogative
of the administrative, instruction, or noninstructional =taffsg.

III. Review of Procedures

A.

The preceding operational guidelines will be reviewed annually
by the Council with the before-mentioned consultants. Recom-
mendations for change will be conveyed to the Board of Education
for perusal and action.
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SAMPLE CHARTER A

CHARTER FOR A CITIZENS' ADVISORY COMMITTEE*

I. NAME

The committee will be called the Citizens' Advisory Committee of
School.

II. PURPOSES
The committee is constituted to:

1. Assist the Board of Education in developing broad educational
policy for the school system.

2. Work with the employees of the school system, with the
Superintendent's approval, in ways agreeable to all concerned,
in planning and conducting the program of the school system.

3. Facilitate communication and cooperation between the school system
and the citizens, organizations, and institutions of the district.

III. NATURE OF POLICY AND POLICY DEVELOPMENT

A. Policy is officially enacted by the Board of Education. The Board
cannot legally surrender its responsibilities for the enactmant and
execution of school policies. In addition to enacting and executing
its own policies, it must execute the laws of the State of Illinois
that apply in the District. It abdicates none of its authority in
creating a citizens' advisory committee.

B. Policy development is understood to be the process whereby policy is
prepared for enactment by the Board of Education. Suggestions for
school policy may come from any source. The citizens' advisory
committee may originate policy proposals and may review proposals
from other sources. '

IVv. TENURE AND FIELD OF THE COMMITTEE

A. The citizens' advisory committee and any committees affiliated
with it will continue as school sponsored committees until the
committee is dissolved by a majority vote of the members of the
board of education. The board reserves the right to reorganize
the committee if it judges that its functions would be better
performed if a different organization were provided.

B. The committee will concern itself only with matters directly
related to the schooul system.

*Adapted from Hofstrand, Phipps, and Shipley, Citizens' Advisory Coun-
cils in Education: A Course of Study. Urbana: University of Illinois.
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The committez will promote in the district the adoption of its

proposed policy and plans for the sciiool system only with specific
authorization by the board of education.

V. MEMBERSHI?
The committee will include approximately members.

Persons to fill vacancies in committee memberships which may occur
during 19 and 19__ will be recommended to the board by the selection
committee.

It is suggested that the first advisory council members draw lots for
one, two, or three year terms. Thus each year one~third of the member-
ship will be replaced. This insures new members each year with varied
experience and expertise and allows others in the community to make their
contribution to the school educational program. At the same time, with
two-thirds of the membership continuing, it allows for continuity in
leadership and needed stability of the council operation. A person who
has served a term as a member should be ineligible for reappointment un-
til one year has elapsed following expiration of his term. Some valuable
former members can be utilized as consultants for specific parts of the
program but for a limited time only. '

Avpointments to the committee will be made by the board of education

but no one will be appointed who has not been nominated by the selection
committee. Resignations of members of the committee will be received

by the board.

A representative of the board of education, the superintendent, and a
representative of the teachers chosen by them will meet regularly with
the committee without voting privileges. The board member and the
teacher representative will be chosen annually, but neither shall
serve for more than three consecutive years.

VI. SELECTION COMMITTEE

Each selection committee will include approximately members, who are
highly respected in the district, and who represent as well as possible
all elements in the district.

In preparing a slate of new members to be presented to the board, a
selection committee will:

1. Consult with a large and representative part of the citizens of
the district by whatever means it may devise to secure their
suggestions for membership in the committee.

2. Screen the names suggested by representative citizens and add
other names if desired.

3. Recommend to the board prospective members of the citizens' advisory
committee who are:

-l
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a. Capable of and likely to be interested in the work the com-
mittee will do,

b. Able to work cooperatively and constructively with others,
their fellow members, the board of education, the staff of
the school system, and their fellow citizens who are noc
officially connected with the schools,

¢. Representative of the people of the district in such re-
spects as geographic location, sex, age, schooling,
occupation, race, nationality background, membership in the
organizations and institutions of the district.

(The Advisory Committee should include parents and non-parents,
persons favorable to and critical of current school policies,
large and small taxpayers, new and old residents of the district.
In all of these respects, and in others that a selection committee
may think important, the numbers included in the citizens' ad-
visory committee should correspond to the number of their kind

in the district. No one is to be included because he is an of-
ficer or a professional executive of an organization or institu-
tion. None is to be considered the representative or spokesman
of any organization, institution, faction or element in the
district.)

C. In recommending persons to fill vacancies in the citizens' advisory
committee, a selection committee will consider the personnel of the
entire committee and will seek to choose replacements who will help
in maintaining the representative character of the committee.

D. A selection committee will recommend to the board one person for
membership in the citizens' advisory committee for each position to
be filled. It will prepare for its own uses a list of alternates
who may be recommended to the board if nominations by the selection
committee are not approved by the board or if those chosen do not
dccept membership.

E. Appointments to fill vacancies on the selection committees will be
made by the board of education.

VII. ADVISORY COMMITTEE PROCEDURES

A. The citizens' advisory committee is to organize itself in its own
way, determine the frequency and nature of its meetings, choose its
officers, provide for sub-committees and affiliated committees, and
decide upon the problems it will study and the activities in which
it will engage within the field indicated by this charter.

B. The committee is expected to add affiliated committees and to involve
in its work many more citizens than are included ipn the central
committee. Affiliated committees may be named to deal with the pro-
blems of the district, the attendance areas, the high schoel depart-
ments, and the Division of Adult Education.

C. In performing its duties, the committee is expected to conduct careful
tact-[inding studies and to use cornsultants (who are approved by the
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Superintendent) from the school staff, the district, and sources out-
side the district.

The school system will provide for the committee assistance by its
professional and non-professional staffs, mimeographing and printing
services, consultant service, publications, and other aids to the work
of the committee to the extent that resources permit without damage to
the current school program. The committee is asked to submit to the
board in October of each year an estimate of its requirements of funds
and personal services for consideration in planning the budget for the
ensuing year.

The board of education and the citizens' advisory committee may
originate policy proposals jointly or individually. The board may
seek advice from the citizens' advisory committee concerning policy
that has originated with either the board or the citizens' advisory
committee.

Special, joint meetings of the board and the committee will be held
when these meetings are desired by both groups.

Minutes of the meetings of the citizens' advisory committee, any
sub-committee or special reports shall be available to each member

of the committee and to each of the committee's regular cons :ltants,
and to the board of education, upon request. Minutes of sub-committee
meetings do not need general distribution to all committees but sub-
comittees should report to the committee of the whole once every two
months either by oral or written report, and these reports should be
incorporated into the minutes of the citizens' advisory committee.

Minutes of the meetings of the board of education are available to
any citizen of the district in the office of the board of education.

The committee may initiate studies of special interest to a majority
of the group as well as study and recommend problems suggested by the
board of education.

The committee may recommend policy for the school personnel, but it is
never to consider the employment, promotion, transfer, dismissal, or
salary of an individual employee.

All reports and recommendations of affiliated committees will be cleared
by the central committee before they are submitted to the board of
education or publicized in the district.

It is understood that all formal publicity regarding the committee and
its work will be released by the superintendent.

The Committee, as such, will never recommend or endorse candidates for
the board of education.

The members of the committee are expected to be interested in and informed
aoout the work of the schools, the individuals and organizations with
whom they normally have contacts, and to receive from them suggestions
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for the improvement of the schools. They may properly seek counsel
from others in the district regarding proposals before the committee,
though the committee as a whole and its affiliated committees will pro-
mote in the district no proposals for policy changes without authoriza-
tion by the board of education.

The board of education may request the services of the committee in
publicizing in the district policy proposals to which the committee
and the board have agreed.

The board of education may submit for community consideration policy
proposals which have originated in the ccmmittee.
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SAMPLE CHARTER B

CHARTER FOR_A CITIZENS' ADVISORY COMMITTEE*

The following policies are proposed for adoption by a board of education
in creating a district-wide citizens' committee with affiliated committees.
A different set of policies would be required if only special committees
reporting to a board of education were used.

1. Purpose. The purpose of a citizens' committee is to improve the
education of the children, youth, and adults and thereby to develop

more useful citizens and to enrich the lives of the people.

2. Ways in Which the Committee Is Expected to Cohtribute to This Purpose

a) To study the problems of public education in the district which
are properly the concern of the layman, rather than of profes-
sional people, and to report the findings of studies to the
appropriate persons or groups within the school system,

b) To advise the board of education in developing and revising
official policies for the district.

c) To counsel and work with the employees of the board of educa-
tion in whatever ways are mutually satisfactory to the committee
and to the employees and in keeping with the provisions of this
charter in planning and conducting educational programs under
board c:! uducation policies.

d) To promote two-way communication between the public and the
officials and employees of the school district.

e) To facilitate co-operation in educational affairs between the
schools and the organizations and institutions of the district,
to extend the use of community resources by the schools, and to
increase the proper use of the schools, their staffs, and their
facilities by the people of the district.

3. The Legal Status of the Board of Education. The board of education
is the legally constituted authority over the public schools of the
district. It cannot legally surrender any of its powers and re-
sponsibilities. It abdicates none of its authority in creating a
citizens' committee.

4. Tenure of the Committee. The citizuns' committee herein created and
any committees affiliated with it shall continue as school sponsored
bodies urtil the committee is dissolved by a mutual agreemeni of the
board of education and the committee.

*Adapted from Hofstrand, Phipps, and Shipley, Citizens' Advisory Councils
in Education: A Course of Study. Urbana: University of Illinois.
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Field of the Committee. Since the public schools exist only for public
education, the committee will concern itself ounly with the education of
the public through the public schools and with matters directly related
to it. The Committee and its affiliated committees are primarily study
and planning committees, advisory to the board and its employees. They
will promote their ideas and plans in the school and community in con-
junction with the board of education.

Affiliated Committees. The committee is authorized and encouraged to
create affiliated committees as nceded for:

a) Attendance areas within the district.

b) Important and continuing interests of the schools, such as citizen-
ship education, vocational education, efficiericy, finance, and
teacher welfare.

c) Special problems of a temporary nature, such as constructing
buildings, adapting to special measures f.r national security,
or planning a system of pupil transportation, etc.

All committees created by the citizens' committee shall be and remain
affiliated with the citizens' committee. Each affiliated committee
shall be given by the citizens' committee a definitely prescribed field
within the total field of the citizens' committee i1n which it is to
operate. Affiliated committees may be created to serve fcr a definite
period or to continue indefinitely with rotation of memberships.
Affiliated committees may or may not include members of the citizens'
committee. The Superintendent of Schools, or his representative, or
member of the board shall be available as a consultant, with each
affiliated .committee. Administrators, teachers, non-academic employ-
ees, and students, as well as laymen, may be members of affiliated
committees. It will usually be advisable to include more laymen than
others. The members of some affiliated committees may be chosen
primarily because of their expertness in a particular field, rather
than because they are representative of the citizens of the district.

Membership in the Committee.

a) The committee shall include 15-18 members and no fewer than 10 or
greater than 25. Any number of persons may be included in committees
constituted by the citizens' committee.

b) The original members of the citizens' committee shall be recommended
to the board of education by a selection committee, named by the
board. '

c¢) The selection committee shall consist of more than seven members.
More than one-half of the members of the selection committee shall
be citizens whio are not associated with the schools as members or
employees of the board of education. The selection committee shall
include a member of the board of education, the superintendent of
schools, and one or more other school employees, chosen by the
employees they represent.
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in preparingg a slate of wembers of the citizens' committee to
presert te the beard of education, the selection committee shall:

1) Consult with a large and representative part of the citizens
of the distrizt by whatever means it may devise to secure
their suggestions of persons to be considered for membership
in the citizens' committee,

2) Screen the names suggested by representative citizens, taking
into account:

" (a) the time necessary to devote to the project,

(b) the general ability of the persons suggested and the
keenness and clarity of their thinking,

(c) the respect in which they are held by their feilow
citizens,

(d) their ability to work constructively with others,

(e) their insight into and interest in public education, and

(f) other items considered by the selection committee to be
important.

The total group selected shall be as representative as possible of
all of the citizens of the district in such respects as:

1) Geographical distribution within the district
2) Sex

3) Age

4) Years of schooling

5) Occupation

6) Race and nationality backgrounds

7) Social class

8) Political, religious and social affiliations
9) Membership in organizations

It shall include:

1) Parents and non-parents

2) Persons favorable to and critical of current school policies
3) Large and small taxpayers

4) Owners and non-owners of homes, farms, and businesses

5) 0ld and new residents of the district.

In all of these respects and in others that the selection committee
may consider important, the number recommended for the citizens'
committee shall be roughly relative to the number of their kind

in the district.

No person recommended for membership in the citizens' committee
is to be considered the representative or spokesman of any par-
ticular organization, faction, or element in the district.
Individuals are to be recommended, each of whom has contacts with
a variety of organizations, factions, and elements so that, taken
together, the members of the committee have means of firsthand
communication with all of them. No one is to be recommended
because he is an officer or a professional executive of any
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organization or institution. In general, persons of this type
will not be recommended unless they are known for their broad
interests in the commurity and are regarded primarily as citizens
rather than representatives of agencies.

i) The selection committee shall recommend to the board of educatlon
the exact nember of persons to be included in the citizens'
committee. The board retains the privilege of asking for addition-
al names if those first submitted are not wholly satisfactory.

Terms. The terms of the original members of the citizens' committee

shall be for one year. At the end of the first year, equal numbers

of the members will draw lots for terms of one, two, and three years
in order to provide a systematic rotation of members. New members
with three-year terms will replace the original members, beginning in
the third year. A member will not be eligible for reappointment until
one year after his term has expired.

Ex officio members. There shall sit regularly with the citizens'

committee a representative of the board of education, chosen annually
by the board, the superintendent of schools, a teacher or principal
chosen annually by the teachers and principals in the system, and a
representative of the non-academic emplovees in the system chosen
annually by these employees.

Relationships of the Citizens' Committee

a) To the board of education:

1) The board of education may submit to the citizens' committee
proposals regarding school policies to which the Committee
is expected to react in oral or written reports to the board.

2) The citizens' committee may make policy recommendations to
the board of education and will be apprised of the board's
reactions to these recommendations.

3) Special joint meetings of the board and the citizens' committee
shall be held when these meetings are desired by both groups.

4) Minutes of the meetings of the citizens' committee will be
sent to each member of the board of education.

5) The board of education, the citizens' committee, and its
affiliated committees will not engage in public controversies.

b) To employees of the board of education:

1) The citizens' committee or any of its affiliated committees
may seek information and counsel from any employee of the
board of education on matters clearly related to the problems
on which these committees are working.
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Requests for affiliated committees for particular attendance
areas or special fields of work may be initiated by individual
employees or groups of employees and will be considered by
the citizens' committee if approved by the administrative
officer for the attendance avea or field and by the super-
intendent of schools.

The citizens' committee and its affiliated committees may
properly recommend regarding school policies for employee
welfare, but they are never to consider the employment, pro-
motion, transfer, dismissal, or salary of an individual
employee.

In asking employees for data regarding the schools, account
is to be taken of the time required to assemble these data
and the other duties of these employees.

c) To the public;

L)

2)

3)

5)

ERIC
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The citizens' committee is encouraged to promote the interest
and participation in the schools of individuals not members
of its network of committees and of organizations in the
district. The committees herein provided are not to be
regarded as substitutes for other forms of public partici-
pation in school affairs, but as means of providing a

minimum of systematic, representative, and responsible public
participation.

Each committee member is expected to do what he can to learn
the ideas and attitudes about the schools of his associates

in the district and to pass on to these associates information
about the schonls.

Publicity regarding the citizens' committee and its affili-
ated committees, dispensed through the press, and radio,
printed and mimeographed statements, and other formal means

of communicating with the public shall be arranged in conjunc-
tion with the board of education or its executive officer, the
superintendent of schools.

The board of education may request the citizens' committee to
designate individual members or groups of members to assist
in publicizing and promoting in the district policies and
proposals which have the joint approval of the committee and
the board.

Recommendations of the -itizens' committee may be released by

the board for public discussion either before or after action
has been taken on them by the board.
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11. Organization of the Citizens' Committee

a) The citizens' committee is to organize itself in its own way,
determine the frequency of its meetings, conduct these meetings
as desired, and work upon the problems it considers significant.

b) If the committee desires, an executive secretary of the committee,
chosen by the committee from the school staff, will be provided
and will be given time for his work in this capacity, the amount
of time to be agreed upon by the committee and the school author-
ities.

c) The committee is asked to submit annually for consideration as
a part of the school budget, an estimate of its clerical expenses
for the yea:.

d) At the end of each year of the life of the committee, this charter
shall be reviewed by the committee and by the board. Changes in
it may be made by majority vote of the members of the board.
Recommendations of changes may originate in the committee or in
the board. The committee will be consulted regarding any pro-
posed changes originating in the board.
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SAMPLE SELECTION COMMITTEE RESOLUTION

The Board of Education of

hereby authorizes the establishment of a Selection Committee to develop a
slate of prospective Citizens Advisory Council members for approval by the
Board. Action of the Selection Committee will be in accord with the
designated Operational Guidelines. (See Appendix 2.2, p. 70)

The Board Secretary is instructed to contact the following

(number) people to explain the purposes of the Council and the Selection
Committee, to solicit their service on the Selection Committee, to receive
their individual responses and to invite their presence at the nex* Board
of Education meeting to receive more extensive instructions.

" The people requested to serve on the Selection Committee are

and . The latter will be representing

the school system.
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APPENDIX 2.6

SAMPLE SELECTION MATRIX
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APPENDIX 2.7

SAMPLE CANDIDATE INFORMATION FORM

LDDRESS

Zip
Telephone No.
Occupation or title
Occupational functions
Educational level B Age Married___ Children (age)

Degree of interest (low) 1 2 3 4 5 (high) (Circle one)

Comments:

Interviewer Date




APPENDIX 2.8

SAMPLE MEMBER APPOTNTMENT LETTER

Dear

The Board of Education of
Schools is pleased to inform you of your three-year appointment to the
school's Citizens Advisory Council. We wish to thank you for your indi-
cation of your willingness to serve on this' Council.

The ultimate objective of the Citizens Advisory Council is to improve
and expand the educational opportunities for all who live in our community.
Your active interest, attendance, and participation in the Council's an-
nual program of work will be influential in helping to make our community a
better place in which to live and work.

We realize your time is valuable. We as board members who are also
contributing our time and efforts find that there is insufficient time to
do all the things that are necessary in a dynamic and progressive school
system. Thus, we ask your advice and assistance as a Citizens Advisory
Council in helping to involve and solidify the community in a mutually
satisfactory block of united school support.

Your first meeting as a member of the Citizens Advisory Council is
scheduled for at p.m. at the
(meeting place). This meeting will be an informal social meeting of the
Citizens Advisory Council, Board of Education, School's administrative
staff, and other new members such as ycurself. Your spouse is also
cordially invited to attend. At “his meeting, the Council will present
an annual report of the year's activities of the Council, recommendations
will be made for next year's activities, new members will be introduced,
and retiring members will be recognized. A ''get-acquainted' social time
will follow.

Thank you again for your interest in the school.

Sincerely yours,

Board of Education, Secretary

-87-
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APPENDIX 2.9

LIST OF SOURCES OF CONSULTANTS FOR
CITIZENS' ADVISORY COUNCILS

A. Local School
B. Local Community
C. Neighboring Citizens' Advisory Councils
D. Neighboring Ccmmunities
E. Area Vocational Center
e F. Local Educational Service Region Office
G. Local Community Colleges
H. Other State Institutions
I. Division of Vocational and Technical Education

J. Illinois Citizens' Education Council

-88-
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APPENDIX 2,10

REMUNERATION FOR CONSULTATIVE SERVICES*®

The following statement is designed to outline in greater detail speci-
fic aspects of the noncredit policy dealing with consultative serices.

Released time

The services of university staff members may be made available to area
schools on a relessed time basis if departmental schedules permit. The
local school system is expected to defray necessary travel and lodging ex-
penses under this arrangement.

Extra pay

If no qualified staff member is available on a released time basis,
the censultative service may be provided on an extra pay basis at the op-
tion of the school system making the request.

The school system, or other employing party, will enter into a con-
tract with the university for the provision of the requested consultative
service.

University staff members serving as consultants may be reimbursed in
accordance with the fellowing schedule:

% day or less $20.00
% day 37.50
3/4 day 50.00
over 3/4 day 75.00

“Adapted from Hofstrand, Phipps, and Shipley, Citizens' Advisory Councils in
Education:' A Course of Study. Urbana: University of Illinois.
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10.

11.

12.

APPENDIX 2.11

EXAMPLES OF POLICIES RECOMMENDED BY ADVISORY COUNCILS
AND ADOPTED BY THE BOARD OF EDUCATION

No one shall be permitted to work in the shop except during designated class
periods, or when faculty advisor is present.

No student shall be permitted to operate power equipment until he has completed
and filed his shop permit, and has had a demonstration of its use by the
instructor.

All students will be expected to appropriately dress for field trips, or be
banned from these activities.

No equipment shall be loaned from the Health Department Laboratories.

Students desiring to enroll in Business Occupations must start in the beginning
class, regardless of their year in school.

When scudent cars are used on trips the instructor pays them per mile and
submits mileage on mileage report for his reimbursement.

When going on lone educational trips with students--in excess of miles, the
school will furnish bus transportation at no cost to the group.

Commercial concerns will not be permitted to exploit class time--their mission
must be educational. It's strictly against school policies for ccmmercial
concerns to be permitted to solicit in the school.

No smoking shall be permitted in the classroom, laboratory, or office, in

compliance with the school board policy already in existence.

All soil, milk, seed testing and other similar services shall not exceed the
amount necessary for educational purposes, and fixed fcves shall be charged to
cover cost of solutions and consumable supplies.

All class work missed because of field trips or conventions must be made up
within 2 days of the absence or be barred from further participation in such

activities.

All publicity pertaining to the department is the responsibility of the teacher,
and all news recleases must be approved in the office of the principal.

-4()-
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APPENDIX 3.0

SAMPLE SPEAKER INTRODUCTION

Use: To provide the teacher with an example of the type of information that
should be included in the introduction of a speaker to a class.

Our gues. today, Mr. John Jackson, is here to tell us about the job he
has held for the past twelve years, a warehouse mule truck driver. He knows
what mechanical knowledge is necessary for the job, what training is needed
and where to get it and where to apply for a job like this. He knows about
salaries that go with this job, and why they vary, and how you can get the

bect salary. He'll also tell us about the unions associated with the job.

-91-
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APPENDIX 3.1

OBJECTIVES REGARDING PRESENTATION TO CLASS

It is important to discuss with the speaker your objectives for bring-
ing him into the class. The speaker, when contacted, will often ask
what is required of him. He will usually be most receptive to informa-
tion from the teacher regarding what type of information is desired,

and what the students' interests are. You should be prepared to discuss
with the speaker the purpose and objectives he should follow in making
his presentation. A sample list of objectives follows:

Career Information Speaker

Objectives

1. To indicate what physical qualifications are required for
the job.

2. To indicate what training is necessary or helpful.
3. To indicate the opportunities, such as employment opportuni-
ties, expected salary, and.chance for advancement, that are

available.

4. To develop an understanding of how to find this type of employ-
ment.

5. To relate the nature of the job, its demands, whether or not it
requires working with people or things, typical problems and

pressures.

6. To relate what credentials, licensing, or other regulations are
involved in obtaining this job.

-92-
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APPENDIX 3.2

SAMPLE LESSON PLAN FOR_RESOURCE PERSONS

User To provide the teacher with an outline to use with the speaker in
planning his presentation,

I. Teacher Introduction of the Speaker.

A. Present introductory information.

B. State purpose of speaker being present.
II. Guest Speaker Presentation.

A. Introduction and interest approach.

1. Speaker establish rapport with the class.
(a) relate to someone in class who is known.-’

(b) relate to events or common interest, e.g.,
current fads, athletic teams.

2, Relate brief history of experience in the field or area
to be presented,

B. Objectives of presentation.

. (Could be same as Appendix 3.1, p. 92)

v W=

C. Points of Concern (present information).

D. Summary.
It is ideal to have students ask questions throughout the presenta-

tion, however, at this stage, time should be made available for
answering any questions any students may have,

~93-
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APPENDIX 3.3

AN EXAMPLE OF A POOR APPROACH AND A GOOD APPROACH

Use: To illustrate to the speaker a clear, concise way to present infor-
mation.

Poor Approach

A banker is talking to a class about "interest.' His approach,

"There are basically two kinds of interest--simple, and all the rest.'

Good Approach

"There are many different ways to calculate interest, but 'simple'

interest is the most desirable way for you."

In the poor approach example, the banker used an ambiguous term,
"and all the rest." He was probably trying to point out that "simple"
interest was the best way to calculate interest for the borrower. In
the good approach example, the banker took the simple, most direct way
to make his point. You should encourage the resource person to make

his point as clearly and directly as possible.

-9l
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Use:

To provide the teacher with suggestions for preparing students for
the speaker.

1.

2.

APPENDIX 3.4

STUDENT OBJECTIVES FOR AN OCCUPATIONAL SPEAKER

To find out the type of work done in the occupation.
To understand the level of income to expect.
To understand the amount of training required.

To understand the types of rewards and benefits of the occu-
pation.

To understand the problems confronted on the job.

To understand the nature of the job, working with people or
with things, and its demands.

To understand the physical qualifications required for the
job.

- 95~ V
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APPENDIX 3.5

SAMPLE LIST OF QUESTIONS FOR STUDENTS TO ASK OF AN OCCUPATIONAL SPEAKER

7

Use: To prepare the students with proper questions to ask a speaker,

1. How much physical labor is required in your job?

2. How much pressure is put upon you by other people?
3. What is the average income of a worker in this job?
4. What is the starting wage?

5. What is the highest pay to expect from this job?

6. What are the chances for advancement?

7. What training is needed to get the job?

8. How do you obtain this kind of job?

9. Do you need to have some kind of license to get this job?

Do you have to be a member of a union?




Use:

10.

11.

12.

APPENDIX 3.6

SAMPLE FIELD TRIP INFORMATION SURVEY FORM

To collect necessary information for planning a field trip.
Name of institution Address
Person to contact Position
Maximum number of students allowed

Best time to come Time needed for tour

Cost of tour (if any) Meal facilities

Best route of travel to institution

Guide service available

List of facilities, equipment, production processes, finished products,

services tc observe:

Exhibits, films, slides, printed materials

List of people (salesmen, tradesmen, managers, workers) in the business

may aid in demonstrating or instructing:

who

Objectives of the trip:

Safety precautions

Detailed plan of trip
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APPENDIX 3.7

SAMPLE FIELD TRIP INFORMATION SURVEY (COMPLETED FORM)

Use: To illustrate the kind of information typically collected.

1. Name of institution Design, Inc. Address___ 420 Illinois St.

2. Person to contact Joe Johnson Position Chief Draftsman

3. Maximum number of students allowed 20

4. Best time to come 9-12, 1-4 M-F Time needed for tour 45 min.
5. Cost of tour (if any) None Meal facilities None
6. Best route of travel to institution Park in city lot across

the street

7. Guide service available Will provide a representative

8. List of facilities, equipment, production processes, finished products,
services to observe:

Drafting

Blueprinting

9. Exhibits, films, slides, printed materials Pictures of completed buildings

designed by the firm.

10. List of people (salesmen, tradesmen, managers, workers) in the business who
may aid in demonstrating or instructing:

Jerry Jones - Draftsman

Art Allison - Blueprinting Shop

11. Objectives of the trip:__ 1. To observe the working conditions of a draftsmen.

2. To demonstrate the type of equipment used 3. To understand the reason for

blueprinting 4. To observe the quality and exactness of work required.

12. Safety precautions Exercise ordinary care

13. Detailed plan of trip__ Meet with J. Johnson at 2:00 next Friday, tour the

facilities, observe the drafting and blueprinting functions
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APPENDIX 3.8

FOLLOW-UP SURVEY - CLASS OF *

Use: To obtain information from graduates to determine the need for cooperative
vocational education.
Date
Name fiddress Phone
Vocational training obtained at (Name of your school)
I. For Those Employed Full-Time (If unemployed at present, please ipndicate in A.)
A. Employed by

B. Time Employed by Present Company

C. . Present Job Title

D. Name of Immediate Supervisor

E. (Optional) Present Salary per Month (Sample: v Would Indicate 350)
300 400 500

300 400 500 600 700 8CO0 900
F. Are you working in a related occupation according to the vocational
education received at (Name of your school)

G. To what extend did training received at (Name of school) help you with
what you are presently doing; Much Some Little Uncertain
Please Comment

H. Suggest how (Name of vyour school) could better prepare future graduates.

IT. For Those Continuing Their Education

A. Name of School Address Date Entered

B. Type of School Area of Study

C. Did Preparation at (Name of your school) Help Much Some Little_

Uncertain >
Please Comment
ITI. For Those in Service
A. Which Branch are you in? Enlisted Drafted

IV. For Evervbody
A. Guidance received was: Excellent__ Good__ Avr.__ Fair__ Poor
(Actual Planning of Schedule) -
B. Was adequate vocational training available? Yes__ No____
C. Rate Student Needs for Following Services in Column One and Your Satis-
faction with Service in Column Two:

1 = Great 1 = Good

2 = Average 2 = Average

3 =1Little 3 = Poor

4 = Uncertain 4 = Uncertain

(One) Rating (Two) Satisfaction

1. Assistance in Making Occup. Choice
2. Assistance in Preparation for a Job
3. Getting a Job
4. Personal Problems
Q *fdapted from a follow-up survey form used by Black Hawk College, Moline, Ill.

ERIC 105
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‘APPENDIX 3,9

OCCUPATIONAL NEEDS SURVEY

Use: To obtain data to show the need for occupational training in the community.

Date
1. Name of company or business
2. Address
3. Persons to contact
o Telephone
(Name and Position)
Telephone
(Name and Position)
4. Funcrions of company or business
Manufacturing _____Warehouse
Purchasing _____ Processing
Service _____ Wholesale
Construction _____Contractor
Retail ____Distributor
_____Other (Specify)
5. _____Total number of workers (including owner or operator)
6. Employment opportunities
Number of current openings ]
full-time part-time
Number of openings expected in next year
full-time part-time

Number of openings during next five years due to turnover and additions

full-time part-time
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APPENDIX 3.10

- SAMPLE APPLICATION TO EMPLOY STUDENT LEARNER AT SUB-MINIMAL WAGE™

U.S. DEPARTMENT OF LABOR
WAGE AND HOUR AND PUBLIC CONTRACTS DIVISIONS

APPLICATION FOR A CERTIFICATE TO EMPLOY A STUDENT LEARNER

The certification of the appropriate school official on the reverse side of this application
shall constitute a temporary authorization for the employment of the named student-learner
at less than the statutory minimum wage applicable under section 6 of the Fair Labor Stand-
ards Act or at wages below the applicable Walsh-Healey Public Contracts Act or McNamara-
O'Hara Service Contract Act wage determination, effective from the date this application

is forwarded to the Divisions until a student-learner certificate is issued or denied by

the Administrator or his authorized representative, provided the conditions specified in
section 520.6(c)(2) of the Student-Learner Regulation (29 CFT 520) are satisfied.

PRINT OR TYPE ALL ANSWERS, PLEASE READ CAREFULLY THE INSTRUCTIONS FOR COMPLETING THIS FORM.

1. Name and Address, Including Zip Code,
of Establishment Making Application:

3A. Name and Address of StudentLearner:

B: Date of Birth:
_ (Month, day, year)
i 2. Type of Business and Products Manu- : 4. Name and Address, Including Zip Code
factured, Sold, or Services Rendered: : of School in Which Student-Learner
is Enrolled:
i
} 5. Proposed Beginning Date of Employment i 17. Title of Student-Learner Occupalion:
] (Month, day, year) !
. o | 18. Number of Employees in this
L g Proposed Ending Date of Employment : Establishment
(Month, day, year) i
B 19. Number of Experienced Employees
7. Proposed Graduation Date i in Student-Learner's Occupation
(Month, day, year) |
. | 20. Minimum Hourly Wage Rate of
8. Number of Weeks in School Year I Experienced Workers in Item 19
——— S|
i 9. .Total Hours of School Instruction Per Week 21. Special Minimum Wage(s) to be Paid
I . o Student-Learner (if a progressive
210. Number of School Hours Directly Related wage schedule is proposed, enter
| to Employment Training each rate and specify the period
R : - - during which it will be paid):
Ill. How is Employment Training Scheduled
(Weekly, alternate weeks, etc.)?
[ 22. Is an Age or Employment Certifi- |-
;12. Number of Weeks of Employment Training cate on File in This Establish-
at Special Minimum Wages ment for This Student-Learner?
; (If not, sec instructions)
i13. Number cf Hours of Employment Training
| A Week 23. Is it Anticipated That the

ll&. Are Federal Vocational Education Funds
! .Being Used for This Program?

;lS. Was This Program Authorized by the State
{ Board of Vocational Education?

il6. If the Answer to Item 15 is '"No', Give the
Name oI the Recognized Educational Body

Student-Learner Will be Employ-
ed in the Performance of a
Government Contract Subject to
the Walsh-Healey Public Contracts
Act of the tcNamara-0'Hara Ser-
vice Contract Act?

Q . .
aich Approved This Program:
ERIC

Full Tt Provided by ERIC.
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APPENDIX 3,10 (Cont'd)

24. OUTLINE THE SCHOOL INSTRUCTION directly RELATED TO THE EMPLOYMENT TRAINING
(list courses, etc.).

25. OUTLINE TRAINING ON-THE-JOB (describe briefly the work process in which the
student-learner will be trained and list the types of any machines used).

26. SIGNATURE OF STUDENT-LEARNER

I have read the statements made above and ask that the requested certificate,
authorizing my employment training at special minimum wages and under the con- .
ditions stated, be granted by the Administrator or his authorized representative.

(Print or type name of student) Signature of Student Date

| 27. CERTIFICATION BY SCHOOL OFFICIAL: 28. CERTIFICATION RY EMPLOYER CR AUTIUR-
I17ED REPRESENTATIVE:

I certify that the student named

herein will be receiving instruction I certify, in applying for this certi-
in an accredited school and will be ficate, that all of the foregoing
employed pursuant to a bona fide statements are, to the best of my
vocational training program, as de- knowledge and belief, true and correct.

fined in section 520.2 of Student-
Learner Regulations.

(Print or type name of official) (Print or type name of employer or
representative)

Signature of School Official Date Signature of employer or Date
representative

Title Titie

ATTACH SEPARATE SHEET IF NECESSARY

*This form is available from your nearest U.S. Department of Labor Office.

-102-
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APPENDIX 3.11

TRAINING AGREEMENT FOR OCCUPATIONS

PUBLIC SCHOOLS
Cooperative Occupational Education

This establishes an agreement between

(school)
and regarding ‘the employment of
(training center)
in
(trainee) {(occupation)

The provisions of this agreement are:

1. The on-the-job training will be in charge of

(on-the-job)

for a period of weeks .
(instructor)
2. The student will begin training on at the
) (date)
beginning wage of
3. The trainee will work at least hours per week in the training

center.

4. The school shall be responsible for previding technical and related
instructicn.

5. The trainee shall progress from job to job in order to gain experience
in all phases of the occupation listed in the Training Plan.

6. The schedule of compensation shall be fixed by the training center
and shall be paid the same as to others with the same experience and

ability.

7. The cooperative occupational education coordinator will assist with the
adjustment of any problems.

8. The trainee agrees to perform his duties at the training center and in
school diligently and faithfully.

¢. The trainee shall have the same status as other employees of the center.
The training may be terminated for the same reason as for any other
employee.

10. No regular employee shall be laid off to train students.

11. If the trainee drops out of school he will no* be employed by the
training center for a period of at least 90 days.

We the undersigned are familiar with, and agree to the above provisions.

(trainee) (employer)
(parent or guardian) (coordina*or)
[:RJ}:( (school administrator) ’ (chairman, advisory council)

. 109
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APPENDIX 3.12

CCOPERATIVE WORK AGREEMENT BROCHURE

Use: The format on this page and the information on the following pages can
be used to develop a training agreement in attractive brochure form.

ALL PARTIES AGREE | COOPERATIVE _ i
OCCUPATIONAL 1
EXPERIENCE {
SIGNATURES TRAINING l

AGREEMENT CF

HIGH SCHOOL

Figure 1. TIllustration of the cover and back page of the brochure.

NAME OF BUSINESS, THE STUDENT AGREES
STUDENT, JOB, ETC. THE COORDINATOR ON

BEHALF OF THE SCHOOL

THE EMPLOYER AGREES AGREES

THE PARENT AGREES

Figure 2. TIllustration of the inside pages of the brochure.




APPENDIX 3.12 (Cont'd)

BROCHURE CONTENTS

COOPERATIVE OCCUPATIONAL EXPERIENCE TRAINING AGREEMENT OF HIGH SCHOOL

Tre agrees to permit

to work in that business for the purpose of gaining experience, knowledge and

skill in the many phases of the business and in particular as

name of occupation or job
The Occupational experience program is to continue for months with a
minimum of ____ hours per week of on-the-jcb experiences.
The Coordinator znd the employer, or someone appointed by him shall prepare
a schedule of the experiences to be obtained by the student on the job. This
schedule of experiences is to be made a part of this agreement.

THE EMPLOYER AGREES

To provide the student with opportunities to learn as many jobs as possible
with particular reference to those contained in the training program.

To coach the student in the ways which he has found desirable in doing his
work and handling his problems,

To make an honest appraisal of the students performance on the job at the
end of specific periods agreed upon.

To give the Coordinator time for short conferences regarding the progress of
the student.

To avoid subjecting the student to unnecessary or unusual hazards.

To notify the parent and the school immediately in case of accident, sickness
or any other serious problem which arises.

|
\
|
|
To provide adequate insurance protection for student while on the job.
|
|
|

If trainee drops out of school, he will not be employed by the employer
until the end of the school year.

The starting salary of student trainer shall be $ per hour.
THE STUDENT AGREES

To notify employer in advance when found necessary to be absent from work
for justifiable cause.
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To

APPENDIX 3.12 (Cont'd)

do a good days work according to his age and ability, recognizing that

the employer must profit from his labo:s in order to justify hiring him.

To
To
To

To
by the

To

keep the employer's interest in mind, being punctual, dependable and loyal.
follow instructions, avoid unsafe acts, and be alert to unsafe conditions.
be courteous and considerate of the employer, his family and others.

keep records of his work experience and to make such reports as required
school.

carry 24 hour accident insurance.

THE COORDINATOR ON BEHALF OF THE SCHOOL AGREES

To

visit the student on the job at frequent intervals and to insure that he

gets the most out of his experience.

To

To
during

assist with the adjustment of any problems.

show discretion in the time and circumstance of these visits, especially
emergency periods when the work is pressing.

THE PARENT AGREES

To

assist in promoting the value of the student's experience by cooperating

with the employer and the Coordinator.

The parent or guardian will be responsible for the personal conduct of the
student while he is enrolled in the cooperative experience program.

To

provide transportation to and from training center.

ALL PARTIES AGREE

That the initial ten (10) working days be regarded as a trial period to
allow the student time to adjust and prove himself.

That in the event of difficulties in the interpretation of the terms of this
agreement, the school shall be the mediator and its decision will be final.

This agreement may be terminated for cause at any time by either party, after
due notice, but not without first consulting the school.

We the undersigned are familiar with, and agree to the above provisions.
Trainee Employer

Address and Phone No. Address and Phone No.

Parent or Guardian Coordinator

School Administrator Chairman Advisory Council
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APPENDIX 3.13

COOPERATIVE WORK TRAINING PLAN
HIGH SCHOOL (FORM)*

Use: To develop a training plan with an employer.

OCCUPATIONAL OUTLINE AND TRAINING PLAN FOR THE SCHOOL YEAR

NAME

DATE

COORDINATOR INITIALS

A. Title of your occupation (see 0.E. Coding)

B. O.E. NUMBER

C. Name and address of training station

D. Name of Owner of Training Station

E. Name of Trainer of Student

F. Individual study references available:

Classroom Training Station
1. 1.
2. 2
3. 3.
4, 4,

G. Arc.as of Experience ''on-the-job' experiences:

1.

A.

#Obtained from Herrin High School, Herrin, Illinois.
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APPENDIX 3.13 (Cont'd)
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APPENDIX 3.14

COOPERATIVE WORK TRAINING PLAN
-~ HIGH SCHOOL (COMPLETED FORM)*

Use: To illustrate a completed training plan.

OCCUPATIONAL OUTLINE AND TRAINING PLAN FOR THE SCHOOL YEAR __ 1973-1974
NAME Donald Jones
DATE September 1, 1973
COORDINATOR INITIALS J.D.E.

A, Title of your occupation (see O.E. Coding) '

Auto Service Station Attendant

B. O.E. Number 915 867

C. Name and address of training station

Johnson's Standard Service Station, North Park Avenue, Anytown

D. Name of Owner of Training Station Mr. Joe Johnson

E. Name of Trainer of Student Same

F. Individual study references available:

Classroom Training Station
1. _Related Class ( ) High School 1. _ Service Staticn
2. Books: 'Occupational Outlook 2,
Handbook; Adult Education
3. Occupational Essentials, 3.
Occupations & Careers.'

4. ) 4‘
G. Areas of Experience ''on-the-job' experiences:

1. Pump Gas Road Service

A. Check Battery, Tires, Etc. Minor Service to Vehicle

B. Under Car Inspection, Muffler Cooling System, Liquid, anti freeze
Exhaust Pipe, Fuel Tank, etc.

C. Lubrication, Charts, Levels,
Type of Lube, weights

>

*Adapted from Herrin High School, Herrin, Illinois.
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APPENDIX 3.14 (Cont'd)

Detail or Outline of "on the job'" experiences:

2. Gas Service.
A. Way to service different model cars, side, under license, front.
B. Type of gas for the different pumps, octane rating, lead free, Pprice.
C. Clean windows, wind shields, check o0il, water, etc.
D. Check fan belts, tension, generator, clean off Spilléd gas and oil.
3. Check tires and other items.
Al Battery check up, water & specific gravity, dead cell, cracks, (visual).
B. 0il in engine, transmission, automatic drive, steering gear.
C. Steering system lubrication.
D. Brake Fluid and lines, master cylinder.
4, Under car inspection.
| A. Check muffler, pipe and exhaust system.
B. Lubrication of car, knowledge of fittings, frame, Ac, filters.
| C. Springs lubrication, rear end check, differentials, lube levels type.
D. Check tire tread, brakes, brake lines, etc. Check emergency brake cable.
5. Road Service.
A. Jumper cable, correct battery hook, ground, positive, alternators.
B. Tire service, géé gauges, tank empty, cold weather starts, fluid leaks.
C. Minor adjustment.
D. Starting cars, different methods, movement to another location.
6. Minor tune up.

Spark plugs, ignition wires.

Points, distributor cap, wires, adjustment gas.

Condensers, coils, clean caps, cracks or dirty, etc.

Carburator adjustment, lean, rich, idle, dirt.

Cooling system.
Fan belt tension, cracks, worn spots, size and kinds for make of car.
Fiuid level, water, anti freeze, heater hose, radiator hose.

Thermostats, summer and winter degrees of temperature.
Radiator leaks, dirt in cores, bugs in front screen.
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APPENDIX 3.15

AGREEMENT FOR COSMETOLOGY TRAINING

Use: To develop a contract that satisfies legal requirements that may be
of concern to a school.

AGREEMENT FOR COSMETOLOGY TRAINING BETWEEN
DISTRICT NO.

AND

ACADEMY OF BEAUTY CULTURE, INC.*

This Agreement made this day of 197 , between

BOARD OF TRUSTEES OF JUNIOR COLLEGE DISTRICT NO. , (legal descriﬁ-
tion of school location), AND STATE OF ILLINOIS organized and existing un-
der the laws of the State of Illinois (hereinafter referred to as the

"District') with its principal office located at , Illinois,

and ACADEMY OF BEAUTY CULTURE, INC., an Illinois

corporation, owner and operator of the Academy of

Beauty Culture, Inc. which is presently located at

Illinois, (hereinafter referred toc as the ""Beauty School'):

WHEREAS, the District and the Beauty School wish to mutually parti-
cipate in a vocational training program in cosmetology; and

WHEREAS, under said program the District will erroll a designated
number of new students not to exceed thirty (30) per college quarter
with the Beauty School which is accredited by the Illinois Department of
Registration and Education, will furnish instruction and clinical training
to such students in cosmetology under the terms and conditions as set
forth herein:

NOW, THEREFORE, IN CONSIDERATION OF THE MUTUAL PROMISES OF THE PARTIES

3

EACH BARGAINED AND GIVEN IN EXCHANGE FOR THE OTHER, IT IS HEREBY MUTUALLY

- AGREED AS FOLLOWS:

*Reproduced by permission of Illinois Eastern Junior College. Olney,
Illinois.
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1. STUDENT ENROLLMENT: The District shall procure and enroll with the
Beauty School qualified students for instruction and clinical training in
cosmetology as set forth herein, the exact number of students to be mutually
agreed upon with the Beauty School but not to exceed __ new students per
college quarter.

2. INSTRUCTION, RECORDS, ETC.: The Beauty School shall provide instruc-

tion and clinical training to students as prescribed by the Department of
Registration and Education of the State of Illinois. The Beauty School shall
maintain records of attendance, grades and hours of instruction, The Beauty
School shall submit to the District Counsellor quarterly evaluation reports

of each student by grade cards in order to assist the District Coordinator in
his assessment of each student's progress. The Beauty School shall allow the
District Coordinator to make periodic calls at the Beauty School for the purpose
of observing and assessing the progress of the students.

3. TUITION, TERM AND RENEWAL: The District shall pay the Beauty School

the sum of per student for instruction and a mannequin, with each
student receiving 1500 hours of instruction or training, being the number of
hours necessary for a student to graduate or to qualify to take the State
examination for a Beauty Culture License in the State of Illinois.

4. MODE OF PAYMENT AND CANCELLATIONS: The Beauty School understands

that the District will get reimbursement for its students only after each
such student has actually been enrolled at mid-term of the college quarter
for which he/she has enrolled in the coyrse offered. For that reason, the
;payments are scheduled to be made by the District to the Beauty School in the
following manner for each student:

A. MODE OF PAYMENT: A deposit shall be paid by the student to the

Beauty School in the amount of at the time of enrollment, which

payment shall represent the purchase price for a mannequin, which item
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is necessary for the student to use for the course in which he/she has en-
rolled. 1If the student fails to complete the first quarter, then he/she shall
retain the mannequin and the Beauty School will retain the

The Beauty School will refund the . to the student in the follow-
ing manner:

1. will be refunded upon completion of the first quarter.

2. An additional will be refunded upon completion of the
second quarter.

3. The final will be refunded upon completion of the third
quarter.

The District shall pay the Beauty School not earlier than three (3) months
after enrollment but under no circumstances later than six (6) months after
the student has commenced his/her course, the sum of per student.

The second payment shall be made not earlier than six (6) months after the
enrollment but not later than nine (9) months after the student has commenced
his/her course, and it shall be in the amount of ____ per student.

The third payment shall be made not earlier than nine (9) months after
the enrollment but not later than twelve (12) months after student has com-
menced his/her course, and it shall be in the amount of per student.

B. TERMINATION: If either the student or the college or the Beauty
School terminates the course, in such case the following provisions as to pay-
ments shall govern:

1. If such termination shall be made prior to mid-quarter after

beginning of courses, no payment of any kind shall be due to the

Beauty School.

2. 1f student, college or Beauty School terminates the training

following mid-quarter of the first college quarter, the full first

installment will be paid to the Beauty School.

3. If student, college or Beauty School terminates the training prior
to the mid-quarter of the second college quarter, the full
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first installment shall be due but no second or third installment
shall be due.

| 4. 1f student, college or Beauty Schcol terminates the training
‘ following mid-quarter of the second college quarter, the full
first and second installments will be paid to the Beauty School.

5. If student, college or Beauty School terminates the training
prior to the mid-quarter of the third college quarter, the full
first and second installments shall be due but no third install-
ment shall be due to the Beauty School from the college.

6. If student, college or Beauty School terminates the training
following mid-quarter of the third college quarter, the full
first, second and third installments of the tuition of the
Beauty School shall be paid to said Beauty School by the college.

b

Illinois. The hours of classes shall be o'clock A.M. to o'clock

P.M. daily except Sundays, Mondays and Holidays; on Saturdays classes run from
o'clock A.M. to o'clock P.M.

6. RECISTRATION AND QUALIFICATION OF STUDENTS: FEach student and his/her

|

\

l

5. CLASSES AND HOURS: The Beauty School shall be located at

parent or guardian, if he/she be a minor, shall execute a registration and
matriculation application with the Beauty School for submission t5 the Depart-~
ment of Registration and Education of the State of Illinois. Each Registra-
tion and Matriculation Application shall show or be accompanied by the follow-
ing requirements of the Illinois Beauty Culture Act and the Rules and Regula-
tions for the Adhinistration of the Illinois Beauty Culture Act of the Department
of Registration and Education before a student may be permitted to attend or par-

ticipate in cosmetology training:

a) Health certificate signed by the student's family physician
attesting that the student is in good health;

b) Proof that the student is a graduate of at least the eighth
grade or equivalent thereto;

¢) That the student is native born or has filed a Declaration
of Intent; and,
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d) An executed form of the modified Registration contract de-
livered to the Beauty School.

7. DUTIES OF STUDENTS: In addition to any and all other duties as

set forth herein, each student shall:

a) Supply has own white professional uniforms and shoes and
transportation to and from the Beauty School; and,

b) Adhere to the Rules and Regulations of Beauty School which
are attached hereto and made a part hereof by reference marked
"Exhibit A"; it being understood the Beauty School shall not
be responsible for any acts of the students.

8. PRIVILEGES OF BEAUTY SCHOOL: The Beauty School shall have the

right and sole discretion to drop or expel any student, who, in the opinion
of the Beauty School, it not meeting its academic standards or is not
adhering to the Rules and Regulations of the Beauty School by forwarding

tp the D;strict and the respecti?e student a seven (7) day written notice
in advance containing but not limited to the veason for the disconnection,
the date the disconnection becomes effective when student discontinues
taking course.

9. SUPPLIES: There is no charge by the Beauty School for equipment
or supplies furnished to the student under any circumstances. The
student will be instructed by the District that upon failure to complete
course, the student must return to the Beauty School the '"Kit" and books
furnished to such student by the Beauty School.

10. LIABILITY INSURANCE, ETC.: The Beauty School shall provide the

District with a certificate of liability insurance for the school premises
in the amount of $100,000.00 per student and $300;OO0.00 per accident, and
$5,000.00 property damage, with the District being named as additional in-
sured. It is understood that said liability insurance of the Beauty School

shall be only for the school premises. Any liability in the transportation

to and from the school or in any activity outside the Beauty School shall be
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the responsibility and liability of individual students and their parents
or guardians if they be minors.

11. NOTICES AND DEMANDS: All notices and demands herein shall be in

writing. The mailing of notices or any other instrument shall be sufficiently
served hereunder if duly sent by registerea or certified mail (return receipt
requested), addressed to the respective addresses as stated 5bove, subject to
the right of any party to designate by notice in writing a new address to which
notice must be sent.

12. AMENDMENTS: This agreement may from time to time be altered, amended
or cancelled in whole or in part, subject, however, to the express condition
precedent that such alteration, amendment or cancellation shall be in writing
and signed by the parties; and the same shall not bé invalid because of the
lack of consideration, but shall have the same force and effect as though
originally embodied herein.

13. PRIOR AGREEMENTS, ETC.: This agreement supersedes and takes the

place of any and all prior agreements, representations and negotiations, and
said prior agreements, representations ai.d negotiations are hereby released
and terminated.

14. CAPTIONS: The captions at the beginning of each paragraph shall
not be construed to limit or restrict the language contained therein; it
being the intention of the parties that said captions are employed simply
as a convenient index.

15. TERM OF CONTRACT: This contract between the District and the

Beauty School shall be continuous from this date. Both the District and the
Beauty School shall, however, have the right to terminate this contract upon
giving written notice to the other at least ninety (90) days before the date

upon which either District or Beauty School desires to terminate this contract.
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Notwithstanding the foregoing, in case of termination as above stated,
the Beauty School shall continue its obligation to those students already
enrolled. until those students have completed their training and are
qualified to take State examination as provided in paragraph 3 of this
agreement.. The District will pay the Beauty School for such students as
hereinbefore provided.

16. BENEFIT: This agreement shall be binding upon ar.] shall inure to
the benefit of the parties, their successors and assigns.

17. ENTIRE AGREEMENT: This agreement contains all of the terms,

covenants and conditions between the parties and no modifications, additions
waivers or alterations shall be binding unless in writing and signed by
the party against whom the same is sought to be enforced.

This entire agreement shall be subject to the approval by the Illi-
nois Juuior College Board, Board of Vocational Education and Rehabilitation

and by the Board of Higher Education.
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IN WITNESS WHEREOF, the parties have hereunto set their hands and

seals the day and year first above written.

ACADEMY OF BEAUTY
CULTURE, INC., an Illinois
corporation,

By

BOARD OF TRUSTEES OF JUNIOR
COLLEGE DISTRICT NO.
COUNTIES OF

President

ATTEST:

Secretary

(SEAL)

Subscribed and sworn to before
me this day of ,
197__.

Notary Public, County
State of Illinois
My Commission expires

AND STATE OF ILLINOIS

By
President
ATTEST:
Secretary
(SEAL)

Subscribed and sworn to before
me this day of
197__.

Notary Public, County
State of Illinois
My Commission expires
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JOINT AGREEMENT RESOLUTION*

Use: To develop legally acceptable joint agreements with other schools.

Whereas, present statutes allow school districts to jointly offer programs
for better educational advantages, and

Whereas, an efficient and prOper program cannot feasibly be conducted by
one district alone, and

Whereas, Section 10-22.31a of The School Code of Illinois authorizes joint
agreements between several school districts, through their school boards,

to establish such programs:

Now, therefore, let it be resolved that

Name of District
No. , County of
Torm
be authorized to enter into a joint agreement with the following district
and/or districts

, Illinois,

and be bound thereby, and

Be it further resolved that the President and Sezretary of this Board are
hereby authorized to direct and execute said joint agreement, copy of which
is attached hereto, and

Be it further resolved that this Eoard of Education hereby approves of the

Program for as pre-
Name of Joint Agreement or Area Vocational Center

sented, a copy of programs is attached hereto.

CERTIFICATION

I, , Secretary of the Board of Education of

Name of District
, County, Illinois do hereby certify that

District Number

the above and foregoing is a true &and correct copy of a certain resolution which

was duly passed by said Board at its regular meeting held on the day o?

A.D., 19 __ .
ATTEST:
President of Board Secretary of Board
District .umber County District Number County
City State City State

*This form is available from the State of Illinois, Office of the Superinten-
dent of Public Instruction, Michael J. Bakalis, Superintendent, or, the Division
of Vocational and Technical Education, 1035 Outer Park Drive Sg;lngfleld I11li-
nois 62706. 125
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EVALUATION OF THE CITIZENS' ADVISORY COUNCIL

Date

Directions: Circle the number which indicates your response to the question
or Statement. :

NA-Not applicable
1=Poor or missing
2=Fair

3=Good
4=Excellent
5=Superior

1. Helps develop school staff as a source of resource

people . . . . e ... NA12345
2. Assists the school faculty in becomlng aware or the

advisory council's efforts to identify and make

the staff aware of possible resources for use in

the scheol . . . . . e « « + ... NA12345
3. The Citizens Adv1sory Counc11 contacts former

students as possible resources for the teachers. . . . . NA 1 2 34 5
4. Helps to revise the form(s) the students use to

evaluate their training stations . . . . . e .. N1 2345
5. Contacts members of the community about resources for

educational purposes . . . e e e e . .+« ... NA12345

6. Helps identify substitute or resource 1nstructors

from the community to assist regular teachers in

the classroom and/or teach specialized program areas . . NA 1 2 3 4 5
7. Helps identify potential training stations for

the placement of students in cooperative educa-

tion programs. . . .« ... NA12345
8. Arranges meetings to establlsh a speaker s bureau ... NA1 2345
9. Assists in the arrangement of plant or field trip visits

for teachers to upgrade their teachlng background in

particular occupational areas. . . ... NA12345
10. Is a source of resource people for the educat10na1 ]

program. . . .. .o .« . .. NA1 2345
11. Assists in the formulatlon of a speaker s bureau .+« .. NA12345
12. Helps develop a system of visits to vocational center

area schools . . . . . . . . . NA1 2345
13. Assist in determining job- entry sk111 requ1rements for

the occupations provided by the school . . . . .+« . . NA12345
14, Contributes to the improvement of the school, its

programs, and its relationship with the community. . . . NA 1 2 3 4 5
15. Assists in the placement of students in part- and full-

time employment. . . . . e e e e e .. NA1 2345
16. Advises in job placement of career program graduates .. NA12345
17. Assists in the development of apprenticeship and

on-the-job training related courses. . . . . . . . . . . NA123¢45
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18.

19.

20.

21.

22.

23.

24,

25.
26.

27.

APPENDIX 4.0 (Cont'd)

Assists the instructors in the formation of accurate,
realistic specizalized instructional projects for group
and individual instruction .

Assists in the development and perlodlc evaluatlon

of course content to assure its being up to date

Helps obtain needed school equipment and supplies on
loan as gifts, or at special prices. . .

Helps establish a library of specialized vlsuel a1ds
magazines, and books concerning industry and bus1ness
in conjuncticn with the school library . . e
Helps provide, whenever possible, training resources
for exhibit and instructional purposes in classrooms
and shops. . . .
Assists in seeklng the cooperatlon, when needed from
other agencies for career education.

Presents panel discussions when and where needed composed

of members of the adv1sory council

Evaluates its work at least annually . .
Holds or assists in holding workshops for teachers

in how to use the community and its resources for the
educational programs in the school .

Assists in the development of evening school sk111
improvement and technical courses.
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Speaker Date

Topic or Title

Directions: Circle the number which most nearly indicates your response.

5=Positive response or strongly agree.
3=Middle or undecided.

1=Negative response or disagree.
NA=Not applicable or does not apply

l. The objective of the speaker's visit has been made clear.

2. How much agreement was there between objectives and
assignments?. . .

3. Was the speaker's presentatlon we11 organ12ed7

4. Have clear explanatlons been made of the important
ideas?. . . .. c e e . .

5. Did this speaker encourage you to ask quest10ns7

6. How well was class time used? .o e e e

7. Does this speaker have speaking mannerisms or personal
traits that interfere with your learning? . . .

8. How would you describe the attitude of fellow class members
toward this speaker?. .

9. How much time ané effort d1d you put 1nto thlS class
compared to classes of equal credit?.

10. How stimulating was the speaker?. .

11. In comparison to all other speakers you have heard how
would you rate this speaker'7 . .

12. How well does the speaker's topic relate to the class
instruction?.

Other comments:

NA

NA
NA

NA
NA
NA
NA
NA

NA
NA

NA

NA

RESPONSE

1

2

3

W

W W

4

%]

%]

(¥}

APPENDIX 4.1
EVALUATION OF GUEST SPEAKERS
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APPENDIX 4.2

GUIDE FOR EVALUATING FIELD TRIPS

Place visited Date

Purpose or objectives of this trip

Directions: Circle the appropriate number to indicate your response.
S (5)=Superior; F (3)=Fair; & P (1)=Poor or lacking. NA=Not applicable
or does not apply, no response.

Purpose or Objectives:

1. The purposes were clear and definite. . . . .. .. NA123
2. The students shared in formulating the purposes of the

trip. . . . . . . . . «+ + + ... NA123
3. The purposes were such that th1s f1e1d tr1p is

especially desirable as a teaching device . . . . . .. . NA 12 3

Preliminary Preparation:

4. It was evident that students were oriented to the need

for this trip . . . . . <« . . .. NMA123
5. Appropriate questions to be asked and observat1ons to

be made were developed with the class . . . <+« +« « .. NA123
6. Responsibilities to be assumed by part1C1pants were

discussed and delegated . . . . . ... N123
7. Specific directions were developed for a11 phases of

the trip. . . . . . . . . .. NA123
8. Preliminary arrangements were made at the place to be

visited . . ., . . . . « « + + ... NA123
9. Arrangements for transportation were carefully made. . . NA 1l 2 3
10. Proper arrangements were made with the school

admiuistration and school staff . . . . . . . .. . ... N 123

Conduct of the trip:

11. Student responsibility was astumed as planned . . . . . . NA 1 2 3
12. A high degree of interest was shown throughout

the trip. . . . . . . . e . . <+« « ... N123
13. Student participation was in keeplnfr w1th the

nature of the trip. . . . . . . . .o «+ + +« .. NA1 23
14. Students made appropriate notations anl observat1ons. .. NA123
15. Proper courtesies were extended to the persons

at the place visited. . . . . § a2+ 4 s s . . . . NAL1l23
16. The time schedule was kept as planned « e+« + +« . . .. NA12S3

Qutcomes and Results:

17. The students participated in evaluating the trip. . . . . NA 1 2 3
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18. The students participated in summarizing the trip

and drawing appropriate conclusions ., . . . NA1 2345
19. This field trip contributed significantly through the

development of necessary skills, knowledges, approved

practices, awareness of new problems or broadened

program . . . . . . . .. « + .+ . . ... N12345
20. New interests resultlng from thls tr1p were in

evidence through informal comments, extended reading,

and contributions in class. . . . . . . .. NA12345
21. The students showed growth in ab111ty to plan for
and participate in later field trips. . . . . . . . .. NA 12345
Comments:
Fdkddedkhdodkkkkkkd

Suggestions for Using The Guide

The list of 21 statements in the left-hand column of this guide describe
briefly some criteria for conducting field trips. If, in the field trip
being evaluated, a given practice is utilized in a h1gh1y satisfactory
manner, circle e1ther number 5 or number 4. If the practice is poorly
applied, circle number 2 or number 1. Under "Comments', a note should
be made if a practice is completely lacking or if a brief description
will make the rating clear. After noting the strengths and weaknesses
of the field trips as shown by the ratings recorded for it, possible
methods of improvement should be considered. (In many cases the teacher
may decide to have the students aid in evaluating the field trips and making
suggestions for improvements.)
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APPENDIX 4.3

GUIDE FOR (X)* OCCUPATIONS COURSE EVALUATION

Name of Course Name of Instructor Date

Instructions

Please do not sign this paper. I am interested in your honest opinions
and evaluation of this course. In answering the questions, consider such
items as course content, methods of instruction, etc. Your opinions will
help me to evaluate the course and thus to make necessary changes and
innovations to make the course more interesting, relevant, and to better
meet the needs of future students taking the course. Your opinions and
honest statements on this paper will in no way affect your grade. I ask
only that you be honest and sincere in your evaluation.

A. Circle the answer that you feel is the best for each question.

1. In general I (liked, disliked) the course?
2. The content of the course was (relevant, irrelevant)?

3. The course will be valuable to me if I become a (X)
(yes, no).

4. The course will be valuable to me if I do something other
than X) ? (yes, no).

5. The course was worth taking? (Yes, no).
6. I (would, would not) recommend that my friends take this course?
7. Student organizaticns were emphasized (too much, too little,
just right)?
8. There were (too many, not enough, just enough) field trips?
9. Students discussed (too much, not enough, just right)?
10. Student organization membership should be required of all
students in the program? (yes, no)
11. The instructor should lecture (more, less)?
12. I felt free to express my opinions on ideas in class? (yes, no)
13. Class discussion was hurried too much? (yes, no)
14. There were (too many, too few, just enough) tests and quizzes?
15. The tests were (too easy, too difficult, just right)?
16. The tests were graded (fairly, unfairly)?
17. I had enough time to ask any questions that I wanted to? (yes, no)
18. Questions were sufficiently answered by the instructor? (yes, no)
19. The classes were usually interesting? (yes, no) |
20. The instructor seemed to know the material? ¢yes, no)
21. Discipline was (too strict, too easy, just right)? |
22. The instructor seemed genuinely interested in the students? (yes, no)
23. Note taking should be encouraged to nelp ms study for exams? (yes, no)
24. As a result of this course, I would take arother X course?
(yes, no)
25. This course was a waste of time? (yes, nc)
26. I wish that I would have taken some other course? (yes, no)
27. The teacher seemed enthusiastic about the lessons? (yes, no)
28. I participated in discussion as much as T wanted to? (yes, no)
29. The instructor tried to cover too much material? (yes, no)

111
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1. What did you most dislike about this course?

2. What did you like the best about the course?

3. I have the following suggestions for improving the course?

4. Other comments about the course?

5. Suggestions to the teacher for self-improvement?

Use number 1 for the part you like the most, No. 2 for your second
choice, etc.

%

D. I will be taking another _(X) course next year? (yes, no)

E. My expected grade in this course is (A, B, C, D, F)

APPENDIX 4.3 (Cont'd)
B. Answer the following questions with short sentences and paragraphs

| *Note to Instructor or Person Using This Form: All blanks marked (X)
| should be filled in with the name of the course or class being evaluated.

**In this part of the form the teacher should break the course down into
its components or parts so that the student can designate what portion

|
C. Number the following portions of the course in order of preference.
of the course was of most interest to him/her.
|
|
I
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APPENDIX 4.4

STUDENT EVALUATION OF A COOPERATIVE
OCCUPATIONAL PROGRAM*

Use: To be completed by the trainee upon compietion of the course as a means
to measure the success of the total program.

Your name Age Sex Grade Date

1. List the firm(s) and occupation in which you received training:

Name of firm(s) Occupation Heeks of Training
a.
b.
c.

2. What are your plans for next year? (check one)

a. Trade school_____
b. Employment (Specify)
c. College

d. Other (List)

3. Please Trate your on-the-job training experience:
1=Poor or missing
3=Good
5=Excellent
RESPONSE
a. On-the-job supervision. . . ... 1 2 3 4 5
b. Help received from on-the-

job imstructor. . . . . . . ... 1 2 3 4 5
c. Help received from other

employees . . . . .. ... ... 1 2 3 4 5
d. Variety of job experiences. . .. 1 2 3 4 5
e, Opportunity for advancement , , ., 1 2 3 4 5
f.Wages . . . . .. ... ..... 1 2 3 4 5
g. Working conditions. . . .. ... 1 2 3 4 5

4. Please rate the value of your classroom-related instruction:
1=Poor or missing

3=Good
5=Excellent RESPONSE
a. Value of textbook work. . . . .. 1 2 3 4 5
b. Value of coordinator's
counseling, . . . . . . .. ... 1 2 3 4 5
c. Value of other teacher's
counseling. . . . ., . . . 1 2 3 4 5
d. value of films. , . . . . .. .. 1 2 3 4 5
e. Value of field trips. . . . . .. 1 2 3 4 5
f. Value of guest speakers . . . . 1 2 3 4 5
g. Value of resource material. . .. 1 2 3 4 5

*Adapted from Colorado State Board of Vocational Education, Handbook for
Developing and Operating Agricultural Occupations Programs. TFort Collins:
University of Colorado.
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11.
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Did on-the-job training interfere with other school activities?
Yes No_ .. 1If yes, designate activities,

( ) Athletics ( ) Student organizations
( ) Dramatics ( ) Other
() Music

What topics covered in your related instructional program helped you the
most?

a.

b.

C.

d.

e,

What other school subjects were of most benefit to you?

a. e._
b. . f.
C. g
d. h.

Did you receive enough assistance from the teacher-coordinator?
Yes__ No . How could he have helped more?

Did you receive enough assistance from your on-the-job supervisor?
Yes No .

Would you recommend this type of training to others?
Yes No .

Please write comments which you feel would help improve the training
program.
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APPENDIX 4.5

APPRATISAL Or TRAINING CENTERS

USE: To be filled out by the teacher-coordinator at the end of the train-
ing period. It is to be kept as a confidential record. This in-
formation may be used in the selection of future training centers.

Name of Cooperator Coordinator

Address Date

Exc. | Good | Fair | Poor

1. Interest of the cooperator in the

program

2., Willingness to cooperate with
consul tant committee
3. Respectibility and responsibility
: of the cooperator
: 4, Quality of on-the-job instruction
i__5. Competency of the employee
6. Reputation of the firm
E /. Regularity of employment |
8. Varicty of work experience available | i
9. Volume of husiness ! |
10, Wage paid to trainee } b
11, Opportunity for advancement i I |
12. Company policies concerning | !
employment of students 1 ]
13. Standards of workmanship to be met ! i i !
14. Degree of specialization required ! i j
15. Emplover-employee relationship | :
16. Opportunity for permanent employ- i : |
ment ; f |
17. Assistance given in the selection 5 ! |
of trainees ' ! ! l
18. Employer supervision (foreman, etc.) | s | i
19. Employer-customer relationship ! | i f
20. Distance of training center from ! i ;
school . ; !
21, Facilities, equipment and methods ) | , L
22, Morale climate i ! } j
23. Number of training hours provided ' ;
24, Adequacy of training period to make ‘ ; :

trainee employable (Explain)




APPENDIX 4.6

EVALUATION OF THE STUDENT IN THE COOPERATIVE VOCATIONAL EDUCATION PROGRAM

Student 's name
Training Center
Supervisor

Hours worked per week (grading period)
1st
2nd
3rd
4th
5th
6th

N

From , 19 to y 19

Rating for the grading period,

Total

NERR

Rating code: 5=superior, 4=good, 3=average, 2=poor, l=very poor

Weekly Evaluation i :
2nd,  3rd. _ 4th, | S5th. | 6th. | Total

~N-

L |

i CHARACTERISTICS  Ist.
| 1. Attendance and punctuality |

d

|

--actual attendance. i

i__2, Interest |
‘ |
1

i

3. Attitude: toward constructive
criticism, job, superiors,
& other emplovees,
i 4. Appearance: compare with
standard set by other : ; i '
employees in occupation. ) | ‘ :
I 5. Responsibility: ability and : ; ¢
‘ willingness to accept, ! : | 3 _ 1
6. Respect of property: uses {
' equipment in proper manner, :
Realizes value and conserves
; property., Observes safety
rules,

7. Initiative: works with :
minimum amount of direction. j !
Improves methods with ex- ! : | ‘ :
perience, i ‘ ] ;

8. Quality of work: degree of ‘ '
proficiency comparable to ‘
trained operator.

9. Quantity of work: time
required to perform work ‘
as compared to trained ' i . i
operator, ‘ ‘

10. Pregress: aptitude of ‘
learning new work, retention | o !
of skills, and growth in )
job maturity,

(Write comments pertaining to student on back of this sheet,)
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APPENDIX 4,7

EMPLOYER APPRAISAL OF THE COOPERATIVE VOCATIONAL EDUCATION PROGRAM*

Date Firm

Name Name of Student Trainee

Length of training period given trainee

(months)
1. Rate the training program, based on your own association with it.
Qutstanding Good Average Poor

2. What do you believe to be the greatest strength of the cooperative vocational
education program?

3. What do you believe to be the greatest weakness of the program?

4. Rate the total performance of your trainee in comparison with other begin-
ning workers. Above average Average Below average

5. Did you have sufficient school cooperatior.? Yes No .

6. Did you have sufficient contact with the teacher-coordinator? Yes No
7. Do you feel that the cooperative vocational education program should re-
main a part of the school program? Yes No .

8. Do you plan to continue to participate in the program? Yes No .

9. Has this program provided the experience you desire of an employee?
Yes No .

10. Has the trainee received sufficient training to be hired full-time by your
firm if an opening existed? Yes No .

11. For what level of employment is this trainee now competent?

(Job title or description)

*Adapted from Colorado State Board for Vocational Education and Colorado State
University, Handbook For Developing and Operating Agricultural Occupations Programs.
Fort Collins, University of Colorado,
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