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. PREFACE - S

L

This monograph is one of a series describing courses develop%ﬂ’for a

curriculum in higher education which prepares personnel for employment

"in local, state and regional levels of Manpower Administration programs.
This course, HRD 368 - Job Development and Training, is a specialty

course in the bachelor of science degree in human resources development
with a concentration in- manpower Jevelopment at Oakland University.

Faculty members at other colleges or’ training directors for governmental .
units will find this monograph useful in establishing educational pro-
grams for current or future manpower program employees. This course

is divided into modules, each covering a few hours of instruction which

may serve as the basis for short- term ‘traiping sessions. .
\ ‘ -

.

This course has been developed by Janice M. Guerriero, a faculty member
who has served for a number of years in the design of education for

‘employee groups..

L]

The last page in.this monograph is an evaluation form. We request that.

_you return it after you have had time to examine the monograph and its

possible uses to you. Your feedback 'will be df great assistance to
us in preparing future monographs. Thank you.

»
4
t

A description, of the B.S. in HRD program and simjlar monographs of
other courses which have been designed especially for manpower work are
being prepared. For more information write or call:

Wm. F. Moorhouse, Director v

Manpower Development Higher Education System
* Oakland University . ,
Rpchester, Michigan 48063 o .

(313) 377-4171 . .
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1.0 INTRODUCTION . o
. : { ’ P
.11 Descriptiqn of Curri@qlum: Cancentration in Manpower Development

fThe Concentration in ManpoWer Development is a major component of ]
fhe bachelor of°science degree in human resdurces development i '

'offered by the Human Resources Development Area of the School of
Educatios at Oakland University (see Fig. 1). The main goal is
"to provide a _program which will help students to acquire the sknow-
ledge, skills and attitudes necessary to function effectively 1n
entry-level positions in manpower programs at the local, county,’
state and regional levels. - -

OAKLAND UNIVERSTTY .

[ e o i e e+ v o e me e el

B - r e SCHOOL OF EDUCATION ‘I .
s ' . ©
I
1
l
1

HUMAN I{I,S(YI'R('}.S DEVELOTMENT

e : . e CONCENJRATLON IN

-

4 . ’ MANPOWER I)EVVIZ.]',()I’MI'NT
L

.

by Figure 1: Location of Manpower Concentration

-
.

The B.S. in luman resources development is a 124 semester credit '

degree of which 64 credits are devoted to general education in

academic skgsis.and tocappropriate electives. General education

includes: communication and writing skills, symbolic systems

- (such as mathematics, computer programing or modernr language),
three or more foundatibn courses in the social sc¢iences (such as
economics, political science, sociology and psychology) and one
or more courses in natuyral science, history and studies of other

<. areas of the world or arts.

o -

<

The remaining 60 semester hours of credit comprise the professional
concentration in manpower dévelopment. There are three major com-
ponents within this toncentration: cognate courses, basic core
courses which iné¢lude an internship in a manpower program setting.

+ - and a selection of courses in various specialties of manpower work.

Each component emphasizes a different area of professional prepara- . ™
tion ‘gnd provides flexibility which allows students to draw upon

a wide e of course work. Figure 2 illustrates the.parts of C.
the degree program followed by a brief description of each of* the

three cbmponents of the concentration in manpower development.
4

y .= . -
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1.11 The Cognate,Course Area N N
ta : ; .

Within 60-credit concentration in manpower developméent
each student is required to take a minimum of 24 credits
chosen frdm a wide selection of upper division courses which
+ are regularly.offered within the university in the subject

areas of: economics, management, political science, psy- . .
chology, sociology/anthropology or speech communication. .

. Students must have previously taken prerequisite courses . .
under the basic skllls requ1rement or as electives.

Courses chosen for the cognate area must include the fol- d .

low1ng : . )

a, A course which includes methods of “research and/or
«statistics . i

b. A course which deals with social change

c. An advanced course in psychology &

"d. An advanced course in sociology o

e. A selection of other courses approved for the cognate
area to make a minimum total of 24 semester hours credit
in the fields such as: . computer science, economics, v
managem%pt‘and political science.

1.12 Basic Core, Internship and Speci&ltyﬂCourses .

As a part of the concentration - in manpower development, each
student is required to take a minimumwf 24 to 28 semester
hours credit from a selection of 'applied courses offered
under the labels HI (Human Interaction) and HRﬁ (Human Ré-
~ sources Development) plus an "Internship in Human Resources
* Development," 8 to 12 ‘credits, for a total of 60 semester
hours credit including the 24 credits in the cognate area..

-
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The HI and HRD courses are those offered by the Human Re-
. sources Development Area faculty. They are interdisciplinary

in nature ahd have been designed cooperatively with advice '
from community agency and governmental personnel. - ’
o . ' i . .
Posftioning of Course Within Curriculum ' . .
(/\l ,
The following is a list of the'courses which wen\ developed for
the human resources development curriculum. They are the cgyrses. .
which have been added, to date, at the undergraduate level, .to .
offerings already available within Oakland University which ar§1' .
relevant for the preparation of personnel for work in human re
sources development programs. They are classified as to the part
of the manpower development doncentration where they may be applied,
such as cognate, core, or specialty courses. Also, the various
sites where instruction takes place ‘are indicated such as: ﬁplass-
room, laboratory (simulation) or field site. - .
. L
*HRD 368 Job Development and Training is a specialty course' yithin- . |
) 1
the HRD curriculum and utilizes classroom, laboratory and ffield
site strategies. ‘fo v
¥
- - . ) o .
NEW COURSES DEVELOPED FOR THE l([l’l“_!AN RESO_L'RCES DEV??L{)_PMENT CURRJCULUM *% ” ~
( . . R l‘ . .
» »y ! -
~ : . . _ SPECIALTY munsss—7
. o ) : . . BasIC.CoRE COURSES — /
' N COGNATE wuusssj o
. ) . - o p
> [ - T,
L : S e W?‘ o )
.o ~ 'y ey .
, HI 261  FUNDAMENTALS OF HUMAN INTERACTIONS .qeeieuearn... /.’(( . .
-~ HI- 361  TECHNIQUES OF THE HYLPING INTERVIEW....e..oon.o... | _/{/ - .
HI 363 - DYNAMICS QF HUMAN RHLATIONSHIPS. ......... e d I % /7 N R !
HI ,461  INTRODUCTION TO' COUNSELING........ S " % Z/' - ' .
HI 463  GROUP PROCEDURES IN HELPING RELATIONSWIPS..... . . /// 7 .
HI 464  TECHNIQUES OF CONSULTATION.......... raeemees RN C T g gy ‘ A
HRD 301 THE NATURE OF MAN . tuutitieeeennenenneeneneennns . “ 11 )
_HRD JO2° ETHICAL STUDIKS OF PERSONAL CRISTS. . ooeennnnn. o 3 4% \
HRD 331 INTRODUCTION TO (ﬂNNl'NITY MEND} HEALTH.......... L ././ t !
HRD 333 FROBLEMS OF DRUG ABUSE & ALCOHOLIGM........ S L1"A ( ./
HRD 362  ASSESSMENT OF YOUTH & ADULTS...........cceonvnn 3 |8 1/. 4’ .
HRD 3§~’¢ CAREER DEVE'LOI’NFVT & LOHMU‘(ITY RESOURCES. ... ovnne . ‘/(y ’ -
HRD 365  STUDENT RESOURCES DEVELOPMENT.........e.eevne.... . /‘/:/ . Yo\l
HRD 366 TECHNIQUES OF HUMAN RESOURCES DE\Q’[;[‘:?’P/MENT ........ [ A {/ - . .
HRD 367  EMPLOYABILITY DEVELOPMENT PROCEPURES<T.......... # . (/ A ~ ~ ) .
% HRD 168  JOB DEVELOPMENT & TRAINING......... e S Q0
HRD 369 FIFLD WORK IN HUMAN RESDURCES DFVELOPMENT .. . /(./ , -
HRD 390 SPECTAL PROBLEMS IN HUMAN RESOURCES DE\'FLOP\!ENT d .//: /| g
HRD 401 OR(‘ANIZ:\TIONAL ANALYSIS & CHANGE PROCESS...... veojol o 1® ./,./ 4 "
HRD 402 HU‘{AN SERVICE DELIVERY AND EVALUATION............ L / /. -
HRD 467 WORKSKOP IN HUMAN R.EG()URCES DEVELOPMENT.......... sje ./// - -
HRD 469 SEMINARY xI‘l HUMAN RESOURCES DEVELOPMENT........... hd /// FIFLDSITE
HI;D 490 IWFRN§HIP IN HUMAN RESOURCES DEVELOPMENT .. ...... S| e % /LABORAT(\RY !
MGT 194 HUMAN DEVELOPMENT ,IN ORGANI ZATIONS ..cvvvnvnenanen [ V/CLASSROOM ' -
. § ~ -
- k% NOTE: | IN ADDITION, THERE dF NIMEROUS OTHER APKROPRIATE (OURSES OFFERED REGU- - -
' LARLY WITHIN THE UNIVFRSITY IN ECONOMICS, EDUCATION, MANAGEMENT, MATHE- | ’
MATICS. POLITICAL SCIENCE, PSYCHOLOGY, RESEARCH AND COMPU,TER SCIENCE, -
SOCTOLOGY /ANTHROPOLOGY, STATISTICS AND OTHER ELECTIVFS WHICH MAY BE
APPLIED TOWARD THE §r\CHEl.OR OF SCIENCE IN HUMAN RESOURCES DEVELOPMENT.
/ ) - R : : -
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1.3

.

Statement of Course Purpose

Job Development and Training provides an introduction to the

employment strategies called job development and training through
classroom activities and apglication in selected settings. It

is designed to prepare students to assist applicants who are
unemployed or underemployed. Students learn ways to work with
employers to develop jobs and/or on-the-job training for the
applicants and with educators to design appropriate training
courses which will qualify applicants for job placement.

Com
0




: * 2.0 COURSE DEVELOPMENT PROCESS -//’ .

2.1 Deucription of Course Development . ,
\ . ™ . '
; . . . ) *
With the inception of the Manpower /AInstitution Grant (MIG) fundse
‘ came the opportunity to develop a four credit hour course to
' be called Job Development and Training.

. [y

Y B
The development of this course was infludhced by two main factors:

a) a defined need for specific skills for manpo&er practitioners
which appeared in the general survey done at’'the time of the
human resources development degree program proposal and

b) this, university's successful training institutes fot‘state
employment service personnel.

i -

The course was designed just prior to Fall Term 1974. A recruit-
ing brochure (Exhibit 1) was prepared and mailed to students in
the HRD program as well as appropriate agencies and organizations
in the area. Thirty-four participants enrolléd in response to -
the advance ggomotional efforts. '

A tabulation of.items* from a student_information questionnaire
(Exhibit 2) yielded the following data:

- Employed : :
' 61% working full-time at paid employment : s
Of those, 38% social seryvice agencies
42% automotive and business
Academic Program:
- - 50% are students in ‘the HRD program area -
41% of those are manpower concentration majors

« Students from other aregs: psychology, business or undeclared
- . i . ’
i Goals: R : .
g Student goals for taking the course fell into 3 broad categories:

~ 41% basic desire to help people and obtain the skills to do so
17% increase chances for persofal success on job by gaining
skill competencies :
14% specific-goal of vocational guidance and helping the
e o hard-to- employ obtain jobs .

" The coursé was then® developed following the Course beyelopment .
Model in Appendix A.l. ‘

e 2.2, Description of Module Development C o i oL

. ‘The individual-lnstructional modules were constructed to incor—
\ . porate three dimensions!
*Not all students completed all items. s

& . ! N . ~
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RESERVATION - Please reserve a place for me in Oakland Un1versqty s HRD 368 - Job

_Development and Training y « . .
: Name: . e __Phone:”__ v . MWork:
Home Address: ) L. ‘.,,City': | . Zip:_
Present Position: _ : ) T .
v B . v T\ ¢
_ Ugrad: ‘Grad: _ .-, Program:
L. /. i =
~ Detach and mail in envelope to: Wn. Moorhouse D1rector Human Resources Development Dept.
.h LS . " School “of Education Oakland Univ., Rochester, MI 48063.
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g) topic areas -
'b) competencies within topic arcas .
¢) time utilization '
@ § -
Appendix A.2 contains the [Instructional Module Development
. , Model. ' : . ‘ :
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3.0 MODEL OF COURSE STRUCTURE

.

> -

) 3.1 Course Gpals o . ‘ .
To develop-a conceptual model of the job development and training

procedses

To use a systems approach to need agsessment, job develbpment and
training ' ' P -

To identify and pfactice a composite of skills used by job de-
‘velopers and trainers

To gain practical experience through field asgignments and expo-
sure to practitioners b

To become familiar with employment requirements/opportunities for
job developers and trainers.

3.2 Course Contend

Nature of 'job/development and training in an organizational
" setting

3.21 Organfzational, structure
. 3.22 Functlons of”job development and training
3.23 Theoyetlcal structure
. 3.24 Legal and political influences
3.25 qu&ication ‘

»

3.3 Overview of Instructional Strategies
i ‘ T
During this course short lectures and demonstrations were used
: " by the instructor to present cognitive material. Discussions
\ were used to stimulate input from students. ‘

Frequent topical lectures were algo made by guest faculty members,
- practitioners from the field and students. :

There was one required and one recommended text. A selected
/ bibliography was provided for additional reading assignments.
! These items are listed in Appendix A.3., °
In addition to working as one large group, the class was sub-
divided for small task groups, field assignments and independent

~ or self study.

The three-hour time blocib}or each ¢lass period was broken down
into 30-minute activities such as individual or team.exercisesy
student presentations or demonstrations and class discussions.
60-minute blocks were used for lectures, guest presentations,
small task groups and tests. Students spent time outside class
in one or more four-hour 1d visits as well as self-study.

WA .




3.4

‘ \
Assessment System
Pre-Agsesgment System

A survey of students' accomplishments and nceds was obtained
from questionsg 8-11 on the "Human Resources Development Question-

‘naire" (Exhibit 2) which is completed by student on the first

night of class. This information 1ig then used to modify or
supplement the course content.

Interim Assessment System |

For this course students performed a dual purpose activity in
which they constructed their own test as an in-class exercise in
developing assessment tools. (Test appears in Appendix A.4).
The test-covered mastery of text and other theoretical material.
Working in small groups, each team worked on different questions.
The total test was then put together along with some additional
questions from the instructor and given as a regular test the
following week.. This check was used by students as a mid~course
progress evaluation. ’

At least every third class session students were asked to share
verbally how they felt about their progress in class--mastery
of course material, satisfactions, criticisms, changes, etc.

Terminal Assessment

During the last class session students were asked to respond in
writing to a verbal cue: "If tonight were actually the first
session of this class, how would you like the course to be for

you over the coming term?" Students were asked to view the

course as a whole now that they were at the completion point.

This eXercise rendered specific contributions which were extremely
valuable in making future changes in the course (see Section 5.3).

-
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- ) _ " EXHIBIT 2

2 A

. Oakland University
Human Resources Development

UNDERGRADUATE STUDENT QUESTIONNAIRE FOR HI AND HRP‘COURSES

1. Name _ 0.U.# Date

2. Mailing Address

»

3. Office Phone o " . 'Home Phone
4. Are you now working? : (a) if so, whal.do;you do?
I — - 7
(b) where are you eﬁploYed? ﬁ N ‘ .

5. Describe. other work expgrieﬁce you have had,iiﬁdicating.iength.offtime.
: ] : : : .

6. What other HI or HRD courses or related courses have jsﬁ taken?

P

7. Total Semester Hours Completed at Oakland University:

Elsewhere:. . .
N =
8. In what area are ypu majoring?

9. Who 1is your major advisor at Oakland Universiﬁy? "
10. What are your special interests within the area of this course that

you may want to pursue in greater depth on an individual or group

basis?

4]

Y

Check here if you wish to be on the Human Resqdrces Development mailing

N

list.
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11. What background do you have in areas related .to this course?

- : - ‘

'. +

. - »

. 12, 7“yllieit: are your expectations for this course? (Outcomes;” topics to be

»

«

bincluded, etc.)

T
. N A
> »
.13. Other information you want to share
A
Ay i
]
' =
o
N
4
¥
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A
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4.0 DESCRIPTION OF INSTRUCTIONAL MODULES .

1

-

To ensure mastery of course content, five 1nstructioﬁal modules were
' designed to integrate major topic areas and the relate competency
" attainmerit into the course time frame. Appendix A.2 contains the
model used for the development of the modules. This course was
delivered in 14 threexhour classroom sessions plus outside work. The
modules were delivered as follows

' , Number of
Module Number " Title . Class Sessidns
1 "Organizational Structure' 2
2 ""Functions of Job Development and 3
Training" -
3 "Theoretical Structure" _ 2
4 . "Legal and Political Influences" 3
5 "Application" 2

4.1 Module 1 '"Organizational Structure"

4,11 Rntionale: The purpose of this module is to outline the
organizational setting in which job development and :training.

'~ occur.

4.12 Instructional Objectives . .

4.121 Terminal Objectives: Students will demdnstrate

- mastery of cognitive information from this module
on a’ written test. : L

4,122 Interim Objective: Students will begin pointing
out comparisons between this structural model and

‘their actual work setting. -
4:13 Description of Instructional Content -

4.131 Overview of management fnnctions

3

4.132 .Personnel functions within the management process
4,133 Job development and training as personnel functions

4,14 Description of Instructional Strategies

. Using two class periods, students will listen to a lecture .
A on the module topic. (Lecture outfine is reprinted in ‘
Appendix A.5). 1In small groups of six to eight, students
.will compare the topic ideas with their actual work settings. -
One spokesperson for each group will summarize the ‘dis-
cussions and report when the total group convenes.

-

23




| L . v
" 4.15 Evaluation Process :
. Evaluation of this module is determined. by 1) test measure-
ment and 2) correct use of the concepts and terminology

» \garbally@ class and in written assignments.

4.2 Module 2 "Functions of Job‘Devéprmeﬂl and Training"

The purpose of -this module is to describe the pro-
development and training as employment sypport
&

4,21 Rationale:\
‘cesses of j
strategies

4.22 Instructional Objectives

4,221 Terminal objectives

’ ~a) Student will be able to correctly draw two simple
- : systems diagrams, one showing the job development
‘ - : process and one outlining the training process.

: b) Student will correctly match the roles with the
~ ' . — activities and qualifications of a.job develop-
ment team. . t ;
_ ‘ c) ‘Student will list basic duties and educational
4 ) . . resources available to organizational trainers bt
.x‘ T\\ - . g B . B ‘ Y
d) Student will describe target groups and indivi%?l :
profiles of typical hard-to-employ persons. ’

Toe) Students will inventory their own existing skills *
as well as skills to be acquired to perform as
a job developer or trainer.

o M .

o

Interim objective

Students will be made aware of the functions and
roles they will role play in class and observe and,
record on field assignments. :

R . R
4.23 Descrisption of Instructional Content ;

4,231 Flowschart of the steps in both job development and
: training. "’ !

4

4.232 Rolés,'duties and tasks of jobAdevelopers and trainers
4.233 Model for skills identification and prioritizing
, _ i

[y .

T 4.24 Instructional Stfategiés

Using three class petiods::

! ) * .-av ‘
- . ' 24 . . ' e
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B ( ' . B i} ) . - ‘ . -' . : . B : o . .

. 2 a)_ students will listen to several short lectures by - .

: B the instructor Qrganized around the appropriate chapters .

from the required.text and the recommended text (books - v

: listed in Appendix A.3). | - .
_ & b) a faculty member whose §pecialty is life- skills 1denti- »
T ' fication will conduct a " three-hour workshop in SklllS
: identification and prioritizing for the total group.
(See Appendix A;6 for wdbrkshop outline). v

B . ~¢) ‘a job development specialist from a local federally- e
o, ‘funded agency will present a slide-film presentation. on.
- ©  ‘the role of the agency in”preparing handicapped persons *~ = |
0 ‘ for gmployment.
By ) AR ‘ v _
- . 4,25 Evaluation Process . 0 C. R

“ .

Evaluatlon of this module will be covered Dby l) test measure-

- ment of cognitive information, 2) pattic1pation in skills® 4
’ o ’ workshop indicated by ‘written summary of “experience. , )
. B 7 .
423 Module 3 '"Theoretical Structure" *

[}
s

- . P

-4, 3l Rationale: The purpose of this module is to incorporate two
important systems concepts into the cognitive input in the
course: Human Systems Theory and Job Development and

Training Models. .
2 e - ¢

4.32 Instructional Objectives o -'(;ﬁﬁ

i
.

4.321 Terminal objective

Student will be able to draw‘simple systems charts . .

- .- and design models which represent job development »
. % and training activities. ’ o /
i 4.322 . Interim objectiye s e g
A ) v e

. : Student %111 develop the skills of system and model
- . ' building or use with this course content as well as

0 ) - ,other applications. . . @gp' i
’ 4,33 Description of Instructional"Content " . ‘
!D 4.331 Human Systems Theory - S
; 9 ' o~ N

v - 4.332° Job DeVelopment and Training Models -+ ' . .
4.34 Description of Instructional étrategies - ,

Using two class sessions:: .

Il

[N

a) a guibst faculty member who is a systems specialist will

! * @ . . 4\/
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3

. ‘present a lecture and exercise segsion focﬁsing on the
use of systems and models to .facilitate the management
of job development and training. (Appendix A.7 contains
an outline of thiﬁa systems. presentat‘ion)

* b) instructor will present and guide "the class through a need
: analysi§ model whicH represents a systems approach to

X . training ‘ -

4.35 ‘Evaluation Process

s
»

o Students' ability to use systems models will be e luated
. through written assignments where models are requir d tQ\,)
> ' describe course-related processeé , . .

b

3

Wb .
4.4 Module 4 "Legal and Polit1cal Implicatlons . L

441 Rationale‘ “The purpose of this module is to supply" the °

N “legal and political Factors- wh1¢h directly and in 1rectly
:ﬁé? A_.ﬁinfluence JOb development an?(@rainlng , ~G
j“f#ZZl.Instructlonal ObJéctives 5;W,sp_ ) ,
. b . - " :
L 4.621 Terminal obJectlves AT - : ' '

é) Student w1ll be famillar with thebleglslatlon and.
‘case precedents which affect Job development and
r_trainlng. - .
. - b)) Student w1ll'recognize the political(strategies
', 'in terms of what is seen as advantageous Or . )

,4% ’ f‘ '~ disadvantageous in job development and tf%inlng
”.k ' ’ activities. - , .

4.422 Inter1m obJective C B S .
P . ! ° v ‘
Student will begin to account for the discrepancies
between the models/theorles and the realities of job
" development and trainlng. :

- -

o .

4 43 Descrlptlon of Instructlonal Content

°a

S 4.431 Afflrmatlve Action Le islatﬂ)n- Ordeg' 4 and Title

_© VIT of the Civil Rights Act .of 1964 Ao
4,432 Equal Employment Opportunity (EES\‘ \
“’v4;433 Union involvement

“, ] :
" 4.44 Description of Instructional Strategies

&Using three class sessions:

- . |

, s

26, B
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a) 1instructor wilf present a short overview of legal and
political practices relative to management use of job-
development and training.

» ~

. b) a team of%ﬁkaSs members will present an explanation of

v Order 4 and Title VII of the affirmative action legis-
‘ lation. }

h -~ c) students will form small groups to discuss the implica-
tions of the legislation.

d) a student will present ‘the results of an investigation
of a private empl ent agency which prepares minority
’ Co . A(béack and female?ggandidates for management positions.
e) a student will provide a video tape presentation pro-
. duced by her employer (Pontiac Motor Division) in which
the coppany demonstrates their hiring and promotion
practices of minority ‘and handicapped persons. Class

res

\\ ' . ‘ . Jwill critique political strategy of the film.
. -
oy f) a panel of personnel and training executives from

Chryslef Corporation will respond to students' advance-
: «prepared questions about management and personnel
’ : practices, union involvement, private sector response
~ to j%b devélopers' efforts and employment opportunities.

) - - .

.4.45 Evaluation érocess N

i . T Thg results of this module will be evaluated’ by observing -
: and recording, theﬂindividualﬁs’participation in the pre-

. - sentatiohs as well as degree*of recognition shown in the
written content of the field ssite reports. -

»

-

4 5 Module 5 'h@ppiication"

4,51 Rationale » The purpose of this module is to provide direc~ .

e tions, examples, some experiences and feedback for the out-
' side' field application of course gontent. ’

*

4,52 Instructional Objectives

B b, 521 Terminal obJectives ‘”. o R A

R ‘s
w - ‘

’ tions and will work effectively as a team con-
\L . . : tributor.

b) -Student will Write-an'observer's-report of a
. field site visit using the designated concépts
and models. .

»

c¢) Student will identify employment/labor marketg-

N ~

a) Student will practice skllls in role play situat




B 4

v

4.53

4,532

4.54

AY .
»
] . ‘

stawlstics and regources used by job developers in
both public and pnlyate sectors.

d) Student will write a brief job description for a
job developer and a trainer, listing three organi-
zations for each which are appropriate for job

. - seeking. ‘ "

4.5%2 Interim objective -

Student will build a hierarchy of skills and cognitions
required to role play in class and act as an observer
 in field site visits. : : ‘

v

Description of Instructional Content
Directions, ‘Coaching and Practice

4,531 Role playing in class

Visits froﬁ pfaptitioners ' C -
4,533 Field site-;isitations '
4.534 Current labor and employment data
4.535 Job opportunitieé for participantsvin job development

- and training .

Description of Inskphctional Strategies

-~

Using two class sessions:

a) students will review interviewing skills and prdctice in
pairs using a real interviewing form developed for a
university consulting project. (Interview questionnaire
appears in Appendix A.8). -

b) stuhents will listen to a presentation of an industrial -
manpower planner and interact inform®11ly in a question-
and-answer session. . -

c) a student will present materials and an.explanation of the
\ purposes of thelAmerican Society for Trdining and Develop-
ment (ASTD). Students may join this organization and/or
form a student chapter.

.

d) studénts will complete intera;:}bn appraisals for each
other based on perceived group and team cooperation.

e) students will visit a job development or training site
and complete the "Field Report" form (Exhibit 3).

N

28




EXUIBHL 3 ' .
FIELD REPORT - SITE VISITATION
. r "
o
Student ame:
Company Jame:

Address: ___ P - -

Product or segvice of company: ) L
. 4 - . [}

wame of Snonser: . . o ” . . ‘ )

Date of Visit: ___ ) ' # Hours on site: -

Dept. Visited:
General functions of Dept.:

* -

Staff Arrangements: : .

A 4

o ' b
g v

ObservaEions: (i.e. environment, people, in;eraction, anything unique)

A

] A ‘Analysis: (Relate information gained to-course content: job development
process or reles, mgt, structure, systems, et ‘)

4

>4

. : Signed:
' Qtudent - Field Sponsor

Attachments: you may attach additional observation and analysis sheets,
company brochures or pamphlets, organizational charts, etc. ¢

s ; . 3

. . (,’g




4.55

This module will be evaluated by

N

ttudents will obtain and compile labor and employment

data relevant to the performance of job development

» and training and also focusing on the job opportunities
in these fields. : .

£)

Evaluation Process

a) averaging students' ihteraction ratings;

il .

b) grading field reports and inéefview questionnaires
according to pre-established guidelines.

e

N
k]

o
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5.0 CONGLUSION @ c % r
5.1 Evaluation ' > . ' . .
. ©5.11 Studént Perfo;mance ; ) TN ’
. v Shortiy.qfter the=£egigning ;: the course five cdtegqxies
e for graded work were identified ag well as .the minimum e,

'  acceptable standards for each:

Text

test

Project

. Attendance .

. Assignment . ' ' : -
v

Minimum requirements within each category were explained.

As students,completed work, theilr grades for each category .

were recorded on a "Progress Report" from (Exhibit 4). ’

Final evaluation of student performance was an average of

the grades for the work in these categories, which was the

student's final grade. ' ' ‘

i

' 5.12 Program Performance

The Oakland University Department of Education's course -
evaluation form "Student Perceptions of Teaching-Learning
Effectiveness" (Exhibit 5) was used to evaluate course and
instructor performance.

5.2 Summary ' ‘ ) t . S,
In summary,- Job Development and Training was designed to offer
+  beginners an introduction to and theoretical grounding in the
fyeld as well as a variety of interaction experiences with.other
Iudents, faculty and practitioners. The intent was to sample
many areas and to encourage students to pursue additional course
g work in the sectors they found inviting. ‘ '

5.3 ReCommendatibns : A , i _ A B
After reviewing the ihstructor's view of the workability of this-
pilot format as well as the students' responses on the course
evaluations, the following changes are being considered.

a) Separate the training component from the job develepment com- )
ponent,. The training function could easily be a separate '

. course and would make a good sequence step to be taken after -

. { . the job development course.

b) DiV1de the ‘class time utilization differently. It might be - .
yery_advantageous in a course such as. this to provide a con- ‘

& .
.

o - 31 ' . '




s : , FXHIBIT 4
‘ : PROGRESS REPORT IIRD -368 .

L4

- ., Name: .

o — — —

1. Did you read the Xomplete teg;? Yeg;_; (3.0) No___ 1.

<

2. Test Score:

P A ]

3. Project - Choice‘éf at ‘least one: ‘ 3.

\

a) Class presentation

. Date: o Topic: Length:
b) Field Trin . ,,/), )
Date: 1’ “Location: Supervisor:
¢) Field Supervigor '
Dates: Location: # Students:

d) Speaker

Date: . : Topic: ,
e) Book Report - T
Title: Date expected:

-
s

f)‘Othet (see me)

Y

4. Atténdance: 11/13 = 3.0 CIRCLE ABSENCES; 4.
Sept: 5 12 19 26° Odt. 3 10 17 24 31 Rov. 7 14 popec. S
5. Three-Question Assignmeﬁt, Due Wov. 14 : - 5.

= - - — - — - ———_— T T — S U T Sl L S >

1

EXTRA WORK: List and mark "planned" or 'done" . ) .
. . . P¥oned/Done

a) | ' . L ! ' ’ - EW

bl b " T T

b) o ' ‘ ~ EW

C) ' ) . . | S - E‘q .

dy ' EW

.
) )
~




EXHIBIT 5

. VL
DEPARTMENT OF EDUCATION - OAKLAND UNIVERSITY
Student Perceptions of Teaching - Learning Effectiveness

1

This form is designed to assess your satisfaction with courses offered by
Oakland University's Department of Education. The first ten items are
concerned with your perceptions about self-development as a result of this
course. Items eleven through twenty relate to the instructor's behavior

and course content. !

On the five point scale, ‘ratings are to be interpreted as follows:

\ "5 Highly positive; highest score
4 Positive . : 1
4 3 Neutral . 0 SN
: 2 Negative ' :
' 1 Highly megative; lowest score °°
, H
I L
\ 6 0
) H - W
Part 1 . .. i X
1. I felt motivated to perform at a high
level in this course. 5 4 3 2 1
2, I did related readings and/or discussed
related topics outside of class. - 5 4 3 2 1

3. When people discuss topics in this field,
" I am better able to recognize when they
are using good or poor arguments.’

4, When'a question comes up in conversation,
. I can recall relevant information. : - 5 4 3

5. I developed increased awareness of ways
to contront problems in this field. 5

6. 1In confronting new problems, I can use
* .general ideas or techniques from the
course to solve them.

7. I maintained or increased my interest, ‘ . .
in the field .5 4 3 2 1

8. I developed significant understandings
or skills in the field. 5 4 3 2 -1

9. I‘became awarefof implications and appli-
cations of the subject matter in my own life. 5 4 3 2 1

33
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- R o

10. 1 played an active role, rather than
a passive one, in mastering the content °
of this course. \>

Part II

11. Were the courses objectives:made clear
to you? '

12. Did the instructor appear adequately

- prepared for each class?

13. Was course content presented in ways
which captured-and maintained your
interest?

14. Did the instructor appear sensitive to
students' feelings?

15. Was the instructor willing to provide
assistance outside of class? /

16. Were opportunities presented for student

' participation in class (€.g. to discuss,
ask questions, express opinions, etc.)?

17. Was the workload appropriate in terms of
what you: got out of the course?

18. Do the method(s) by which you are to be

. evaluated seem to be a fair assessment of
what you have learned?
"19. Overall, how would you rate the instruction
~in this course? ' T
. 20. Would yau be willing to take another course
: froq this instructor?

, -~ 3 '

11/73° :

W

mO -

o0

zorr




c)

d)

equal amount of time spent at a field site.

There is some unneéessary overlap in the content of some
of the modules which could be eliminated by careful
Planning of future sessions of the course.

»It might be advantageous to change the order of presentation

of some of the modules. Specifically, to change Module 3,

"Theoretical Structure! to second position and move Module 2,
"Functions of Job Development and Training," to third
position. ’ :

cenﬁrated period of cognitiQe information followed by an .

e

L.
.

ey




APPENDIX A.1l

COURSE DEVELOPMENT MODEL

1.0 DEVELOP STATEMENT OF RATIONALE

1.1 Define Course Purpose
1.2 Locate Course Within Curriculum

2.0 CONCEPTUALIZE THE COURSE
. 2.1 Identify Course Goals

/ 2.2 Identify Major Course Topics
2.3 Describe the Client System

- p.0 DESIGN THE COURSE STRUCTURE

3.1 Formulate Course Objectives
3.2 Describe the Course Content
3.3 Present An Overview of the Instructional Strategies

3.31 Describe the Teaching/Learning Activities
3.32 Describe the Instructional Resources’
3.33 Describe the Grouping Patterns

3.34 Describe Time/Space Utilization Patterns

3.4 Design an Assessment System . "

'3.41 Design a Pre~assessment System
3.42 Design an Interim Assessment System
3.43 Design a Terminal Assessment. System

1

. 4.0 DESIGN/DEVELOP INSTRUCTiONAL MODULES

5.0 INSTRUCT THE STUDENTS ‘., .

< Q
A <5
.
Y

6.0 EVALUQTE PERFORMANCE
. A L
6.1 Evaluate Student Performance

6.2 Evaluate Program Performance

., 7.0 MODIFY THE COURSE STRUCTURE

WILLIAM JORNS
OAKLAND UNIVERSITY
ROCHESTER, MI ‘

%




3

 WILLIAM JORNS ¥

APPENDIX A.2

L]

S » INSTRUCTIONAL MODULE DEVELOPMENT MODEL

Al

- 1,0 DEVELOP STATEMENT OF RATIONALE —

1.1  Define Module Purpose
1.2 Locate Module Within Course Structure

2.0 FORMULATE~INSTRUCTIONAL OBJECTIVES

2.1 Specify the Terminal Objective(s)
2.2 Specify the Interim Objectives

3.0 DESCRIBE INSTRUCTIONAL CONTENT

e

Inventory Learning Tasks & Subject Matter
Determine Student Input Competence

Specify Actual Learning Tasks & Subject Matter.
Organize Instructional Content ’ ;

FREFRERER
W

4.0 DESIGN/DEVELOP THE INSTRUCTIONAL PLAN : "
Describe Teaching/Learning Activity
Select/Develop Instructional Resources
. Describe Grouping Patterns
Describe Time/Space Allocations
Organize for Instruction K

I NN
¥ I TR RN

5.0 DESIGN/DEVELOP AN ASSESSMENT SYSTEM , o

Identify the.Assessment Variables )
Describe the Assessment Strategy ' :
Select/Develop the Assessment Instruments

Specify the Assessment Procedures -

vt
R US BN O

6.0 INSTRUCT THE STUDENTS * - e

7.0. EVALUATE PERFPRMANCE

r

OAKLAND UNIVERSITY ,
ROCHESTER, MI ' :

3T
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6. 1 Evaluate Student’ Performance
. 6.2 Evaluate Program Performance

- APPENDIX A.l .

COURSE DEVELOPMENT MODEL .

DEVELOP STATEMENT OF RATIONALE

1.1 Define Course Purpose
1.2 Locate Course Within Curriculum “ '
CONCEPTUALIZE THE COURSE
2.1 Identify Course Goals '
2.2 Identify Major Course Topics
2.3 Describe the Client System

bESIGN THE COURSE STRUCTURE I

S
3.1 Formulate Course Objectives .
3.2 Describe the Course Content ’ ‘ :
3.3 Present An Overview of the Instructional Strategies

3.31 Describe the Teaching/Learning‘Activities
3.32 Describe the Instructional Resources

3.33 Describe the Grouping Patterns

3.34 Describe Time/Space. Utilization Patterns

t

3.4 Design an Assessment System
3.41 Design a Pre-assessment System
3.42 Design an Interim Assessment System
3.43 Design a Terminal Assessment System

DESIGN/DEVELOP INSTRUCTIONAﬁ MODULES

INSTRUCT THE STUDENTS  °

EVALUATE PERFORMANCE

£,

-

MODIFY THE COURSE STRUCTURE

.
- oy

OAKLAND UNIVERSITY o ,
ROCHESTER, MI o .
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DEVELOP STATEMENT OF RATIONALE

1. 1 Define Module Purpose '

1. 2‘i Locate Module Within Cqurse Structure

FORMULATE INSTRUCTIONAL OBJE%%IVES

’ -
INSTRUCTIONAL MODULE’ DEVELOPMENT MODEL

-

-~

» : .

, 2.1 "Specify the'Termindl Objective(s)
2.2 Specify the Interim Objectives

DESCRIBE INSTRUCTIONAL-CONTENT
. ¢ .

B O

3
3.
3.
3

Inventory Learning Tasks & Subject Matter-

Determine Student Input.Competence :
Specify Actual Learning. Tasks & Subject Matter Ve
Otganize Instructional Content

N . .

40 DESIGN/DEVELOP THE INSTRUCTIONAL PLAN ‘ -

-

4.1
4.2
4.3 Describe Grouping Patterns
4.4
4.5

Organize for Instruction

Déscribe Time/Space'Allocatione

Describe Teaching/Learning] Activity
. Select/Develop Instructional Resourdgs

5.0. DESIGN/DEVELOP AN ASSESSMENT SYSTEM

6.0

- 7.0

-2

INSTRUCT THE STUDENTS °.

'EVALUATE'PERFORMANCE

5.1 Identify the Assessment Variables R
5.2 Describe the Assessment Strategy
5.3
5.4

WILLIAM JORNS |
OAKLAND UNIVERSITY - . .
ROCHESTER, MI

Select/Develop the Assessment Instruments
§pecify'the Assessmeént Procedures
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- APPENDIX A.4 _
: TEST - HRD 368 : . .

= Job Development and Training .
, +
Part I - Objective :
) 25 answers, 2 points each = 50 points oo

Short Answer - Fill in the blanks

1. Lisg 4 of the 8 major barriers to employment for the hard-to-employ:
- . o : .
1 . : 3)

2) 4y | ,

-

2, Two of the basic aspegts of job development are: -

1) : .
2) ) %

N

°

Three groups that are most affected with anxleties because of hiring
disadvantaged workers are: :

i
’ P U - o -

3.

’( . 1 ) d : -

{

\ C2) “ L ' ‘

o, 3)

"4, Mhat are two of the duties of a Job Market Analyst?:

1)
2) - \
True or False - Circle correct answer. 0 ' ) Circle
5,- Job creation refers to the creation of professional T F -

employment opportunities.

f. "ne of the major problems in job development is the develop~ T F
‘ment of roals reflecting idealism or ideology without any
reference to factual information sources or the resource

]

capacities of the agency. 2
AS
7. The responsibiliﬁy of the job developer ends at date of T - F
employuent, i . : . . .
5. It is betterftf/:ork through‘industry or business associa- T. F' _
tions ratier than with individual companies.

: . (.
: 2. Job development- for the poor is considered a standardized T F
process that should be strictly adhered to.

*

. Q ' ‘? ' 3 - | L ‘.;




S
17, Knowledze of corporate structure and function is a key T T
asset to a Job devcéloper. '
11. Job development activities uwust be integrated into a smooth T E
workins team and also provide a common identity between staff
nembers who are doing the same work. -
12, Yovin~ thc hard- to~enploy into fobs that are desired by high T r
seniority union workers will e viewed as an asset.
13. Fhe Faployment Specialist should usually possess some pre- T F

vious cxperience in corporate employment/personnel worl.

‘iultiple Choice - Circle correcf answer |

w . . :
t ’ N
" 14. The best labor market information is developed and filed by
a) Welfare Departrnent | 1 < " :
b) Stete Fmployment Service ) h ‘ o

\ c) Department of Social Services . . ,
’ ?&13. The Placement Specialist who must be capable of managing\community. and
T agency resources to make the client ""job ready" would not\he concerned
: with which of the following: : . , N
i a) providing counseling to give the ‘client a realistic view of the
work environment that the hard-to-employ worker is entering:
_ b) providing accestc to medical services, tools, or transportation . °
' - facilities when necessary to improve the opportunity for employ-
ment *
¢) advising supervisors on handling of problems related to the hard-
to-employ worker.
16. Which of the following strategies or approaches is not appropriate
A in approaching a prospective employer for 'your hard-to- employ clients:
.- a) benefits to company ¢ . "
b) utilization of community labor market
c) moral conviction or social oblfgation appeal ] 5

s BN

& d) none of the, above o ,

N k3
17. Which of the following statements is not a;\ikganizatioqal considera-
tion in job.development:
a) team effort :
b) change during growth period
" ¢).constant job rotation ‘ _ ]

1 o d) dewelop a sense of group identity ' : a
. J
Short Essay : . : . ) .

18. tVhat are some of the differences in "power structure" and "kinds of

influence' in _
a) private sector .
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Part II - Subjective Analysis &
Possible: 50 points )
The following questions make up the other 50% of this test. Answers will
be scored on the basis of ! ‘
1) ability to use new terms and material correctly
2) awareness of what's going on in course content and in your
own life )
3) logical and well-constructed answers )
4) consistency and avoidance of repetition ot S

\

. 5) honesty-amount of self reflected in aﬂsweré S
Read all questions first before you start. . , . s
1. What did yoﬁ learn from the text that was: ' , .

a) New to you (summarize or outline general™topics)

-

4

(e
. s

. b) Turned you on:

¢) Turned you off:

\afp 2. What]was. the test construction experience in class like for you in
terms, of (comment briefly) ' )
, ‘ Cs
a) learning or not learning text material
~
b) what youudiscovéréd'about test construction ' .




—4-

1S

- - 2. c¢) group and interpersonal behavior

¢

| . o

d) what you learned about yourself - especially in terms of skills or
qualities , ¥

3. Was this cladsroom experience pleasurable %or unpleasurable and why?

% S

P

o

-
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M 4
STAFF DEVELOPMENT AND TRAINING
‘ : &
_ LECTURE OUTLINE
* L}
q
.
L ]
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_ "Staff Development and Training" . . .

L]
- - Lecture notes from
) Janice M. Guerriero , ' ‘ .
K School of Education : : N S
Oakland University : :
June }4, 1974

e

. Content Qutline

, I. Management ° - : N
A. Theory
B. Modeils

C.' Processes
II. Staffing : ' )
Eduéatian, Training and Development
III. Organizational Develapment (op) |
Role of the Trainer .
Iv. Psychological Environments

Impact on.Employee
. ‘ .

Sources:

Clients Come Last, Volunteers and Welfare Organizations, Esther Stanton,
Sage Publicationsagieverly Hills, California, 1970.

Principles of Managem®at, programmed léarnihg aid, George R. -Terry,
Learning Systems Cofipany, Homewood, Illinois, 1970.

Training and Deve10pmen£ Handbook} Robert L. Craig and Lester Ry Bittel,
eds., McGraw-Hill Book Company, New York, 1967.

Management of Organizational Behavior, Paul Hefse& and Kenneth Blanchard,
Prentice-Hall Inc., Englewqod Cliffs, N.J., 1972.

-

Managemenf of Human Resources, Pigors, Meyers, and Malm, McGraw-Hill
Book Company, New York, 1964. -

The Adult Learner: A Neglected Species, Malcolm Knowles, Gulf Publish-
ing Co., Houston, 1973.

"Psychological Environments: Expénding thelscope.of Human Ecology,"
Paul M. Insel and Rudolf H. Moos, American Psychologist, Volume 29,

March 1974, Number. 3.
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) I. “Management
/N\ How staff development fits within the management perspective
A. Management Theory

Modern management theory looks at patterned variations -
situational differences

Management theory is important to'all categories of organiza-
tions: business, government, medicine, education, volunteer
organizations, church and the home.

View management as a system or model for behavior within (not
between) organizations.

. B. Management Models

Models are theoretical constructs or abstractions, the real is
. determined by analysis of the departure from the model. Models
< also are combined ‘rather than puré (in the real world).

N

Some gronpings’of modern management models: o l

v

1. Process or operational model - based on what a manager does

2. Social system model - based on cultural interrelationships
. . t g
. 3, Systems model - based on two or more components where
change in one incurs a change. in the other(s)

4, Quantitative model - the logic or data.model

.

5. Human behavior model inter- and intra—personal relationships
and their effect on management.

1. favor the human behavior model - see an organization as a unique
living organism whose basic component is the individual, hence the
importance of the interaction of people, motivation and leadership.

A common theme found in most definitions df\management is "WORKING
WITH AND THROUGH INDIVIDUALS AND GROUPS TO ACCOMPLISH ORGANIZATIONAL.

GOALS". - j

" Achieve these goals through léeadership to be successful . . .




l

C. Management Processes

Main Managerial Functions

'S

PLANNING

‘CONTROLLING -=———+——e ORGANIZING

MOTIVATING

From: Management of Organizational Behavior

Common Duties:

1.

3.

4.

Planning

Organizing

Motivating

Controlling

Hersey & Blanchard
)

- setting goals and objectives for organiza-
tion and developing work maps showing how

these goals and objectives are to be accomp-

lished. Once plans are made:

bringing together resources, people, capital
and equipment in most effective way to
accomplish goals -~ integrate reéburces.

employees to influence how efficiently
organizational goals will be met. (Such as
directing, communicating and Teading) .

(Low motivation as bad as low ability).

- feedback of results and follow up to compare
accomplishments with plans and to make
appropriate adjustments when outcomes have
deviated "from expectations. '

50

refers to ‘level of performance required of -
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Another &iew'of management functions: »

Fundsmental functions making up menagement process
(five combinations, A, B, C, D, E, are shown)

MANAGER

] < () {

LA - PLANNING - ]
P L i P

ORGANIZING | ] )

»
AmNG STAFFING . .

IAL!.«\IIHG rlmonvumc;i . IMe!NAhNGI
' ' . l OIRECTING [ [ BIRECTING P

—

<

[ CONTROLLING

, i !
. T INNOVATING COUID(NAYING,
. v »

(i) :

| . TG OALS ]

From: Principles of Management
‘ George R. Terry
II. Staffing . > | o

———— i

*Staffing includes

acquiring

pacing members for positlons called for by the
_ , organizing work.
maintaining

Manpower requirements are defined, candidates for positlons are
recruited and selected and incumbents are appraised and developed.

>
Emphasis is on the importance and quality of managers throughout
the spectrum of management.

Staffing is personnel function, which is part of the organizing
process. o .

1. Manning the Organization

Staffing (especially management)
right person in right job

3 _-recruiting S -y
-selecting :
-promoting .

- 51




—transferring
—retiring of members

2, Staffing also includes

v

“ . —training, education and employee development
—manpower planning
- -human resources deyelopment-

Staffing is part of organizing people resources.

Staffing is a management job -- it's the manager who supervises
the work flow of his staff. ' ’

Staffing. involves two top management functions.

1. Policies :
.o P
2. Personnel administratioqgt;

Staffing duties include:

: 5
1. Job descriptions e =
o i .
{
. 2. Employee specificationsh
3.. Recruiting Coe gt
4. Selection ) %J
»\ l“w n . . . . Q
5. Hiring ‘ " , X L

" . Staff maintenance and development_generally refers to:

. Education and}Training : -
Learning or Relearning Rationale:
Learning - A change processf

why change'. ,
urqglance between technologic development and
social skiil which is why organizations fail

difference between successful sciences (chemistry,
phys1cs) theory and application

unsuccessful sciences (psychology, sociology,

political science) theory but not skills
‘early contributions to behavioral sciences provided
knowledge without effective behavioral change

N

Q .>\ - 5:3 . N %@uﬁ—a/,qf&'




<l {yf/’ &; &n ‘ 4}7 | 6

’ . pure knowledge limited in value unless it can be
"applied in real situations.

.
N “ -

/ ) There’ has been little money devoted to research in the behavioral
' . sciences compared to the amounts spent to develop "things" in
- the hard sciences. “

Definitions of Education and Training
\Education: ~acquisition of the art of‘the utilization of knowledge
| * Training: an educational strategy that is job or task related
. . ’ ;o

aimed at providing or improving a pertinent skill to ~«
increase productivity. - . .

Education: usuallyfputside agency . ‘ : ) : L

_Training: can be br6ught in because it's specialized.

Time and difficulty'involved in ‘making various changei.'

Y z :
= -~
g
e - GROUP BEHAVIOR -
T - . n St
B INDIVIDUAL BEHAVIOR B
. “_;’ ° . B PR
Zlels ATTITUDES; . 1. _ _ et
{ 1| xnowtepce '
é . ‘ oy
= (Short) ————————— Time imvolved ———————— (Lovng) )
From: Management of Organizational Behavior
-~ Hersey & Blanchard S
It is easiest to change knowledge (cognition). Attitudes are -
harder to change because they have positive and negative emotional R
CHARGES . v . . . ;

Individual behavior is even more difficult to change, and group
behavior is the hardest of all because of the influences of
group norms, peer pressure, and the need to belong. .

Some reasons to provide education and training , o

Education and Training . X i . . , ¢

-1, Increase productivity profitS/deliveryE“"economicaily yiable

2, Employee morale or placating = ' } 7 R .
. 3 : ’ /

3. Affirmative action and EEO requirements

[ 3
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4. Atquiring and enhancing, specialties - e
5. Presitige _

6. Tax or grant advantages

-

[A

Short History of Trainin}. and Develqpnent
_ p : - , |
Ancient apprenticeships - direet instruction, no literacy.

o Guilds ~ : o
P ' Craft training ' o

8 - .
Industrial erae .
Factory schools * o _ S,

Association beginnings - » ‘ , B

1
-~

: Federal: government and legislation acts' Manpower Development “in
’ 1962° . o -

Industrial training associations
Warwfears: On—the—Job Training (OJT)
VManagement training emerges

Training directors defined .
ASTD formed Amer. Soc. for Training and_ Deve&qgment

Two major considerations. in staff development %
. . . ah, ' s o
3 1. Learninghiheory: Androgogy - Adult Learning Theory
B '~ Different from the way children
" learn’

.o - Includes experience overtime

2. Need Analysis: If not responsive to needs, not -effective
_ Politics of Training

"fix” people
-fear of too smart, too strong
-threatening ~
-discover something- bad ' < .-
-middle staff a convenient dumping - ground .

» III. Organizational Deleopment' A Modern Management Model

»

LT 0D - a process for developing an organizational climate based on’

social science principles for-diagnosing and copin coping with.
inadequacies in inter—personal, group, and intergroup behavior

\\ ' in the organization s culture. . -

CEEN

P S
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, . ,
OD leads to behavioral changes such as dec%sion making, communi-
cation planpning, problem solving, and exercise of authority and

responsibility.

£
. -

0D reinfdrcesvexisting strengths

OD - Value Statement

1. participatiob of all relevant people c .
- 2. individual respect and dignity . ’ .
’ i ’ 3. personal values explicit and public

Phases of 0OD:

“1. Diagnosis
N organizational climate and culture

2, Intervention -~
plan for improvement °
a ' : ’

Training should not result from consclence or convention but as
a response to real organizational need.
* v
OD attempts to change social norms and values as a primary
A, mediator of organizational change. ) : °

| - - Typical OD interventions:
1. team building :¥   « .
] ., 2. survey feedback‘uA ' : o s
‘ 3' managemenf of éonflict | o - .
, 4, technostructural changes
%f AS.. non-traditionél training

Individual training programs .ineffective unlessnrﬁlated to an overt
organizational plan for change - : <

Why individual training ineffective:
1. transfer of learning - not at working site
2. critical mass: how many to train?

3. group.norms stronger than individual deviance

-~

Individual training works in skill training but not in behavioral
or attitudinal change. /




S ' . : , 9

Group norms operate - group change takes longer but more effeotive
and perpetuating.

When target for change is the organization, OD is- effective f&r
improving organizational performance. .

-

-

1. .morale

2. .productivity

- should be result of diagnpsis

r / 1
' ‘g 0D, training 1is seen as an intervention o v
|
o , |
. - collaborative effort plan and implementation
» L - © \
¢ Jklead to value examination and norm changes in organizational ) L

culture - L

. MESSAGE: Training should facilitate organizational change, not
- ' attempt to provide it!

7 All those affected by change should collabogativeiy diagnose -
problem and plan interventions. B

Consolidate strengths .-

|
|
o . |
|

“Xrainer is the‘helperlfthe facilitator, the consultait .

OD is a theraby mddel: diagnosis and intervention

It attempts to change an organizational ‘climate made up of attitudes

and beliefs- | o o .
IV. Psychoiogicai Enviroaments , ‘
*Human Ecology - distribution ef human populations ' ‘h : .
*Social Ecology =~.interaction of man and environment - toward , '
mafimum human functioning _ _' . ( - S o/
vj)é%nvironments have personalities just like people. o . “ oo

.-

Murray talked about environmental press on personal needs, called
‘ environmental press 30cial demands of a situation"* '
\ . . ~ > * N " .
: We have lots of personality imstruments but only a few measUres
: of ehvironmental influence.

'
’

We should study environmental press because your perception of ., - - _2@

your environment influences your behavior. Some .studies show type .
, of environment is the .strongest influencing factor in a particular

behavior. . l ' : . . : ° Y




~

Patterns. in Environments:
1. Relationship dimensions - nature and intensity of personal
* relationships in environment' involvement and support

%2, Personal development or goal orientation - potential for
personal ‘growth and self esteem
. /
3. System maintenance or change - maintain contrgl
orderly and clear in.
" expectations
reépodsive to change

1%
TOWARD OPTIMUM ENVIRONMENT> STARTS TO OCCUR WHEN CRITICAL
DECISIONS ABOUT CHANGE IN THE ENVIRONMENT'ARE .IN HANDS OF.
PEOPLE WHO FUNCTION WITHIN THAT ENVIRONMENT .

Lo

NE HAVE A NEED FOR INVOLVEMENT - WHICH MEANS PREDICTION AND CON—

~ TROL OVER OUR,  OWN ENVIRONMENT WHICH MEANS TO US’SELF-ESTEEM AND
- COMPETENCE. : | .

i
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" ' * APPENDIX A.7
, A ' Lecture Outline

HRD 368 - JOB DEVELOPMENT AND TRAINING

1.0 HUMAN SYSTEMS THEORY
% 1.1 Concépt of "System"

1.11  Structure
. 1.12 Process .
1.13 Organization (Order)

ﬂ&yﬁginypeé of’%yétems

h‘":'f&:l.?“i‘;’:,\ .
IT?Tﬂ*Physical Systems
1.22 Social Systems

, J
1.3 Value of Systems Theory
. 1.4 Social Systems Theory .
1.41 Characteristics of Social Systems o
1.42 Types of Social Systems
¢ 1.43. Structural-Aspects of Social Systems
1.431 Social Structure
. 1.4311 Components of Structure
- 1.4312 Principles of Structure
1.4313 Common Structural Units
. 1.432 Concept of Relationships '
R . .. 1.4321 Relationships Between Systems
- 1.4322 Relationships Within Systems p
1.4323 System-Environment Relationships
’ 1.433 Concept of Environment : .

1.4331 System—-Relevant Environment
% 1.4332 Levels of Environment
| ' -+ 1.4333 Structure of the Environment -
| .
‘ L 4
‘ 1.44 Process Aspects of Social Change

4 ' 1.441 Characteristics® of Process
- 4 | 1.4411 Action and Sequence
1.4412 Structural-Functional Relationships
. 1.4413 Performance Cycle
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1.44131°

1.44132
1.44133
1.44134
1.44135

60

Analysis’
Design
Development
Implementation
Evaluation




X .
. - & ¢

A SYSTEM is defined B8 an assemblage of elements and activities that form
an organized whole for the attainment of a gpecific purpose.
SYSTEM PURPOSE is the .goal and/or objective for which the system is eg-
tablished and organized. The purposes of a system gre realized -through
" the activity which the elements engage in to produce a predetermined out-
- put. Purposes determine the processes required and the processes deter~*
mine the kinds of elements that will make up the system. , ‘

exists. It

SYSTEM ENVIRONMENT is the larger context in which a system
everything

compriges all things that surround the system and includes
that may affect the system and that may be affected by the
system receives its purpose and input from its environment

system. A
and a system

has to produce an output which satisfies the expectations of the environ-
ment.’

-

|
SYSTEM BOUNDARIES delimit the aystem space and set it aside. from the
environment. oundaries include all those entities which' make up the

system. : _ \

~

p . . 3 4
SYSTEM SPACE #s the domain which the system occupies?aQNSefined by its
boundaries. _

SYSTEM INPUT is what the system receives from its environment: resources
_ (people, physical objects, materials, money and ideas), expectations, con-
b : ‘ straints and culture. , - :

’

h\!
SYSTEM OUTPUTS are what the system produces and sends back to the environ-
.ment. . . _ .

o . 'SUBJECT (CLIENT) is the entity around which the system is organized and
which has to be transformed by the system from an input state to an out-

put state.

SUBSYSTEMS are identifiable parts of the total system that perform a
o major function in achieving the objectives of the system.

ELEMENTS are “the specific parts of a subsystem (or system) that are se-
lected to accomplish specific tasks required for the attainment of the
objectives of the system. Elements are human physical or ideological.
SYSTEM PROCESS 1is a general sequence of action working gradually over a
period of time toward an end. A process cam be broken down into multiple,

quicker operations, tasks and actid/ties. .

 FUNCTIONS refer to the organized tasks and activities performed by the
. subsystems of a system in attaining the objectives of the system.

TASKS AND ACTIVITIES are the actual performance of specific steps neces-
sary in the operation of a certain function. . . . T

SYSTEM RELATIONSHIPS are the COnnections between the elements and activi-
ties of a system. ' .
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SYSTEMS THEORY presents concepts, principles and models that describe
the structure, organization and behavior of gystems. s

SYSTEMS VIEW is a way of thinking by looking at entities as systems, as
assemblages of parts which are organized into wholes for the achievement
of specific objectives.

SYSTEMS APPROACH is a formal, analytical planning method for progressing
from the éormulation of objectives to the achievement of these objectives

through cpntrolled and orderly specification of the parts of the system
and the integration of those parts according to the actions to be per-
formed.

SYSTEMS ANALYSIS is a determination of what needs to be done in order to
attain the objectives of a system. It involves the identification of.
problems, the modéling of the environment and systems in it and the
determination of ba®h the resources available and the constraints under

'which a system will exist.

SYSTEM DESIGN is a' ‘conceptual representation of what is needed to ‘achieve

the goals of a system. It aims at the construction of a model or blue-
print of the system. It involves the specifying of the parts and actions
of the proposed system, identifying methods and means for handling them
and the selection of the preferred approach.

SYSTEM DEVELOPMENT -involves making a- reality o¥\@he designed model. It
involves constructing the actual system from the’ blueprint and testing
it to be sure it is able to achieve the objectives of the system.

SYSTEM IMPLEMENTATION involves installing the system at full performance

and monitornding its operation as it attemptsgko achieve the objectives
for which it tablished.

SYSTEM EVALUATION  is a procedure for monitoring the operation of the
system to provide an accurate assessment of progress toward achieving -
the objectives of the system. .

SYSTEM MODELS organize and present system concepts and principles in a
scheme. The system models approach involves the use of models to ana-
lyze, design, develop, implement and evaluate systems. MODELS may be

(1) a representation of a real system, or (2) a theoretical projection
of a possible system. MODEL BUILDING is a strategy by which conceptual
representation of a system is constructed and from which specific out-

comes can be determined.

4

STRUCTORAL MODELS are a scheme that organizes the concepts and principles

that define a system at a given time and displays its organization and

.structure, ‘ . .

PROCESS MODELS are descriptions of the behavior of a system over a period'

of time.

@




APPENDIX A.8 ) P

Oakland University
Rochester, Michigan

Manpqwer Development - Higher Education ‘System
INTERVIEW QUESTIONS FOR .

SURVEY OF TRAINING NEEDS |
FEDERAL REPRESENTATIVES - 4 :

»

Q

A. Primary Areas of Responsibility

1. What do you see as your five major or primary responsibilities?

L g

‘ (1) , v
)= | ]
3) ‘ - '
: (4)
(5) ..

2. Rank the responsibilities you have identified in terms of
importance in order to accomplish your job?

\ 3. How many hours do yod‘ﬁgend, every week in each area of respon-
sibility? : o v o :
4. How do you evaluate your performance in each area of respon-
sibility? 4 . .
\ 4 B¢y J ‘ | _ -
(2)
o (3)
\ (4)
- .
; (5) . ' :
: S N
‘ 5. Do you feel your® job performance could be improved in any area(s)
- of responsibility in terms of the criteria you have mentioned?

If yes, please explain,

1




B.

Supervision
»

1. How do‘you and your supervisdr work together to accomplish your
responsibilities? ' -

4

2. What could you do to help your supervisor help you accompllsh
your responsibilities7

. Training Needs

1. In relation to the five responsibilities which you ranked, 1ndi—
cate what specific type of training you need and how you think
this could best be achieved? 1i.e. need better background if
accounting and -think you could best get this training at a local :
college or university.

2. What‘training is available to you?
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-

3. Do you know people in the. Regional office who can provide the
types of training and/or information you need so that you can
provide good technical assistance to your 'prime sponsors?

] . ‘ . ) '
4., Has the training which you have received in the past six months
been helpful or not? (week trainlng at the Abbey, T.A.T.C.
training sessions this fall) e

If you do not think it has been helpful whéﬁ would yod suggest?

{

D. Recommendations

1. What would you like to see done with the 1nformation from this.
" interview? :




