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FOREWORD

We-are pleased to present this report to the Kentucky
tate Advisory Council for Vocational Education and Manpower
evelopment and T ining'. This report contains the evaluation
uides and instr ments for the Kentucky Advisory Committee ,

valuatiOn Sys (KACES) .

° The Center would like to commend.Mr. Billy Howard 'and the
ent6Eki State Advisory Council Err Vocational Education
nd- Manpower-Development and Training 'for initiatihg a systematic
ffort to inciease the involvement,of advisory4committees
n evaluating mocational prograMS. AdvisbrY' committees are
'valuable resource ,fOr vocationaf education. Efforts to
e advisory committees' time wisely and theit expertise
roductively are highly commendable.
.e.
Speáial acknowledgements are extended to regiona5l vocational

'thicatioh personnel and advisory committee members in Region ..

I "and. Region VII of Kentucky who served on the project adVisory
mmittee. Participants on the project advisory committee
cluded Mr. Bill Hatley, Mr. John Gray, Mr. Rodney Dempsey,

a d Mrs, Pat Curtis from Region II and Mr. James Patton, Mrs.
.D rothy Corday, Mr. George Graham, Mr. Garry Haake, Mr.

seph Flynn, Mr. Frank B:,Raine, Mr. Don Brandt, and Dr.
D nnis Savell from Region VII.

Appreciation is also'extended to.,the local craft committee
m Mbers, vocational teachers and regional staff who participated
i- the pilot test of;4KACES.

.

q, Sincere thanks are extended to Dr. N. L. McCaslin who
served as project director and to Ms. Kay A. Adams who helped
devetop and try out the evaluation system. Finally, special .

recognition is due to Dr. Jerry Walker, Associate Director for
',Evaluation, for his advice and direction and to Mrs. Marlene
Ieinton and Ms. Mary Schmidt for their efficient typing of thg
manuscript.

Robert E. Taylor, Director
The Center. for Vocational E ucation
The Ohio State University
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Kentucky Advisory Committee EvaluatiOn System.

Introduction

ORGANIZATION MANUAL
-

0'

Advisory committee members, form the primary link between vocational
education and the manpower cOmmunity. -They provide advice which is not
easy for vocational eduoators to obtain elsawhere. Yet, frequently,'
advisory committees are asked to evaluate'vocational education programs
without being given guidance or tools to use. -If tools are provided,
they are often long, complicated questionnaires, ,These.questionnaires
may ask for responses to many.questions that advisory committees have
limited knowledge about. They May leave_out the quedtions to Which
advisory committees are most qualified toPrespond.

In order to select more meaningful aspects of vocational education
for Kentucky's advisory committee members to eValuate, 40 regional
advisory committee members and 40 educators from Kentucky were asked
to select the aspects of vocational educations programs which they felt
Were the most important and least difficult for advisory committees
to evalUate. These major evaluation areas are presented in rank order
from the most to least important in Figure 1. The average response
to the importance of evaluating each area is presentedin the bar,graph
in the rigit cOlumn. The typical Eesponse to 5the difficulty of
evaluating each area is shown in tflil line chart in the left column.

This packet of materials, -"he Kentucky Advisory Committee Evalua-
tion.SystdM" (WES) wasdevelo ed for"Kentlicky's State_Acttrisory
Council by The Center for Vogational Educationrat The Ohio State
Universlity, COlumbus, Ohio KACES proyides tobls and guidelines for
evaluating the three areas hich were selected as mdat important.
These aree- Relevance of Vocational Content, Job Entry Skills,Amd
Employability Skills.

Purpose

The primary purpose of KACES is to help improve Kentucky's voca- --

tional education programs, not to proVe whether they are good or bad.
This is not an evaluation of vocational personnel. ;,t is a method of helping
advisory committees to provide advice to vocational educatora. The
evaluation process will help determine which aspects of the.programs
most need improvement and which are most outstanding. In iddition,
specific, practical, and meaningful feedback for making program
Oprovements will be provided. Aasecondary purpose of-KACES is
increase advisory committees knowledge about and involvement in/Vocational
education so that they will beApetter able to provide advice.

5



W;9IPP1CULT T,0 EVALUATE:

Typict/Ile:Tiua.

(
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,FlqUre

mo,1 niftirliltv for Arhrignry Commi tFooR tO Evalusto
ritteen Aspects of Kentucky's Vocational Programs

KAJOR EVALO/TON AREAS
. .

PfacedrIn'RANK mkortt trom molt
46 keast Important

1. Relevancy ot Content

2. job Entry Skills Ns

HOW IMPORTANT TO. EVALUATE'?

Average Hesponso

Least Moderate

I. Fmploy.vhility nf Students

4. Fundamental Occupational Skills

5. Facilities, Equipment, and Supplies

Community Support

7. Basic Academic Skill's

R. Application of Le(arning

1. rdis it lona I t:ilidanc,

10. Social Relations

11. Var ety of VoCational Offerings.

?Pla cment ScrVices

13. Career Guidance%

14. Special Neods Programs

I. Variety of Instructional Methods

Advisory council Members . 40

Educators . . 40 respondents AMPHININIE Educators
,

The importance and difficulty of e Ilia ng these fifteen aspects'of KentuckY'4 Vocational Programs were
rated by 83 State, and Regional Advi ommittee Members And Educators at a joint meeting held in
Lexingtbn, Kentucky on October 23,

/

1
respondents

-

Advisory CoUlicil Members

4



Overview of Procedures

KACES calls for the participation of Kentucky's local craft committees,
regional advisory committees, and its state Advisory Council in the evalua-
tion of. local vocational education programs. The evaluation is a four-
stage process: orientation, .investigatiop, interpretation, and recommenda-
tion. Each level of advisory committee wIll have asdifferent role to
perform in the evaluation process as illustrate io7F,igure 2.

Figure 2

Evaluation Process

Stage
.

.

Local Craft Committee
.

Regional Advisorl Committee
. f

Orientation
1

,

,

.

.
,

,

-
v

u

With assistance frOm the
regional.director of
°vocational education,
orient local craft com-
mittees and mcoational

achers in the.region
the,evaluation process

...

.

.

Investigation

.

;

.

.

1

Investigate the:local .i-

vocational program by,
interviewing vocational'
educators, vocational
students andgraduateS,
and local employers

)1("( ,

it local craft qom-'
ttees tc investigate the

local voc pional programs
in the r' ion

,"
: ,

.

Interpretation ,Organiz, and interpret
the interview informs-,
tion into a report which
describes thecurrenti
status, major needs,
and recommendatiOns for 1
improving the voca4onal
program,

-."

Summarize the information
collected by the local .

.craft coMmittees into a
regional; report

,

.

)
(I(

*
11

Recommendation

1

.

,

Communica the resul,ts
of the eva uation to local
vocational eaucators And
the,regional advisory
committee'

.

Report the evaluation
results to the state ad-
visory council and regional
vocational educators'

-3-
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Tne State Advisory Council will initiate the evaluation process
and. provide guidance to the regional advisory committees. Each regional
advisory committee, with assistance from the regional director of
vocational education, will orient the craft committees in their region
to the evaluation'prodess ancl assist them in evaluating local vooational
education programs.

Each local craft committee will investigate their vocational
program by interviewing vocational teachers, students and graduates of
the program and local employers. After completing interviews, each
craft committee will meet to complctel.two short evaluation forms which
summarize their-interview findings. A Program Profile will.be used to
rank the overall need for improvement in each of the areas which were
investigated. A Program Recommendations.form will be used to record
specific findings, recommendations for improvement and commendations
about outstanding aspects ot the program: The information on these
two forms will be shared with the teaohers, counselOrs, and principals
associated with this program and forwarded to the regional advisory

committee.

Each regional advisory committee will.summarize-the.information
received from all:the local craft committees in their region to portray
a Regional Profile and Regional Recommendations. The regional summary
report will Le shared with the regional vocational education staff and
forwarded to the State Advi,sory Council.

The State Advisoty Council will, in turn, summar4e the regional
information to create a composite State Profile and Stabç Recommendations

.for improving vocational education programs in Kentucky.

c

A diagram illustrating the flow of information among'thd three
-/ levels of advisory committees and between advisory committees and

vocational educators is presented in Figure 3.

Focus of the Evaluation

The evaluaqon will focus on three topics:
-

.1
. /

1. Relevahcc of Vocational Content (Is the prograM?teaching the
. right content?)

(6 * I
...' t ,

2.' Savdonts' Job Entry Skills (Are students learnidetthe content?)
. .

So

3: Students Employability'Skipls (Are students able to locate
and maintain jobs to use what they've learned?)

8.,

74-



Advisory
Conlin ittee
Organization

Vocational
Education
Organization

INFORMATION FLOW
LOCAL

Craft Committees
1

,11

Vocational
Teacher

ci

REGIONAL

Advisory Conunittaas

.

Building
Principal

Regional' oirector
of Vocational

Education

r
s tate Direct°
of Vocational

Education
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1,0 e Va net. ( Vo, it '1(111.1.I yoh t iii . The Wi it "1 (\1,110 " ,i('(()rd I 7icJ I (

Webstel, means "bearing upon the matter at hand: perlinont." The matter

at 11.1h(1,..11; educaLing IhdiVlith.&; fill lobs in busine:,s, industry ot labor.

Advisory committees will look at the matt+ between Ilw confold taught in'

voc,itional education piograms and the skills students need on Ito.

WI). (See Figure 4)

Advisory ((II?UtII It-s will examine if the school has adequate practices
resources (people, money, and things) fur keeping the content current.

ltut even !he best practices and most up to date facilities will not assure

that. !oudelits'COccive relevant, up to date vocatieprial education. To

test the relevance ot the education which :Alidents arc teceiving, one

must look directly at the vocational content which students are learning.'

Thtu;, the evaluation will focus on the 'content taught in vocational

programs'and j'ourses: Cutrent practices and trends in business and

Industry must alsiL be reviewed to determine thel7r requirement41 for

,.ourses aid lobs in the world of work will he evaluated.
C)r

employees. Using both sides of the picture, the fit . between vocational

Studrnts dob-Fntry Skills. Thc evaluation of this topic will inve!;tiq,ite
.:f

tic,- rxt.c'llt f() which'untudents aro 16arning the occupacronal skills th0'y

need to perform a lob. (F;ee Figure :)) The evaluation will investig4te

if studeni.s are,leaving their vocational progr4 with the entry level

occupational skills to.perform thy job for whichOhey were traihed. The

evaluation will examine students' opportunitiro o practice.their job

s101/s in school' and commanity-baved work sett. The evaluation will

examine whether thort-'are equal o portunities a'll persons in the

community to develbp job-entry skills. The evaluation will, examine the

program entry requiremenEs, course requirements and evaluation procedures

used to ensure that all students graduate with entry level job skills.

?,flidents' on the job p_grformance will also be examinbL

Students' Employability SkilLs. The evaluation of this topic will

investigate if students are able to find and holdgood jobs when they

leave school.' (See Figure 6) In order to find emploYment. , students

should know how to go about looking fortand applying for jobs. But

employability is not only finding a.-gooc.1 job, it also.means continuing

employment and career advancement. Therefore, studentn' related

skills, such as work attitudes, work habits, personal h its, basic

academV skills, an4 willingness to learn new job skill will also be

examined-

Evaluation Areas

The three topics above have been expanded into 15 major evaluation

areas which are presented in Figure 7. These 15 major evaluation area's

form the heart of the evaluation you are,about,to undertake. Interview '

questions are organized into these areas. The two evaluation forms which 0

will be completed are also organized around these evaluation areas.
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RELEVANCY OF CONTENT
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VOCATIONAL
EDUCATION
PROGRAMS
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JOBS IN
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INDUSTRY,
AND LABOR 1111111

HOW boob is THE FIT?

V



).

Figur', 5

JOB ENTRY SKILLS

WORK

Do students have the entry level job skills
to take the step from school to work?
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Figure' 6

EMPLOYABILITY

r-N
lizt7Ry

13\13 -7
Erna
BEBB

HHILTDEAL'S FRED'S FACTORY,

PAUL'S GAS 1

LOUNGE

Are students able to locate and maintain jobs
to use what they've learned?



Figurej

Major:Evalurion Areas

° RF.LEVANC, CONTFirr

A. 06cupational Orientation Exploration

B. Relevance of Course Cont t to CUrrent Job Prac

C. Up to Dateness of Equipment

D. Relevance of Course
/
plifferings to Avarlable Job Opportunities

E.
*

F.

4
/ "JOB ENTRY SKILLS

On-the-Job PerfOrmance.

Laboratory a4 Community-Hased Work Experience Dpportunities

G. Equal EduCitional OpportUnitiek ..

..
,

,
4 /

H. Programi ,ntry Requirements,Course Requirements, and Stulnt EValuatioi
Proceduies 0

,--

/

'/
/ EMPLOYABILITY' SKILLS

/
I. 1.4ating Employment,

J. Maintaining Employment

K.
Co-workers and Customers

L. Work Habits and Attitudes

Interpersonal Relations and Public Relations with Supervisors,

/
/

M. Personal Habits/ .

/
*

/ N. Reading, Communication, and Math'Skills
/

..p
/

0. Vontinuing Career Development After Employment

-10-
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Needed Materials

To complete the evalu-tion proce6s, guidelines and, instruments-have
been developed. Since ea h level of advisory committee has'a different_
role to play, each'level. ill use different materials. . =

Two primary evaluation instruments are needed to record the results
of the evaluation. One set of instruments will,be completed by.each
Local/Craft Committee as a group, by each Regionaa Advisory Committee .
as m :group, and by the'State AdviOory-Couneil. The title, brief desCr4p-.
tion;Of the purpose and the users for ipch evaluation imsirument are
presented in Figure 8. The title, a brief description of the purpose, -**
and the usersqfor eath evaluation guide are presented in Figure 9.

Figure 8

KACES Evaluation.InstruMents

Evaluation Instrument

Program Recommenda-
tiOn Form 1

PrOgram Profile
Form

Regional (and 9tate)
Recommendation ForiP

MOP"

I a

Purpose Needed,byt

Commendations and recommenda0.ons
for 2Mproving each loCal vocatiohal
progra he recorded on this
formcb raft committee.

need for improving
various areas of local vocatiOnal.
programS willbe rated and ranked
by each crafecommittee.

-

The rlegree

todal commendations and recommenda.L
tions will be summarized fpr the
region (or stafe) and additional
regional (or state) recommendations
will be recorded.= this form.

\Regional (and State) The degree of need for .improving
Profile Form eaCh of the prOgrams evaluated

will be iUmmarized for the
region (or state).

'4*

,l, 2

1, 2

* 1. Director of State
Advisory Council

2. Regional Advisory
Committee Chairperson

3. Regional Director of
Vocational Education

4F
4. Local Craft Committee

Chairperson
5. Lotal Vocational Teacher
6. Local Craft ComMittee Members



Evaluation Guide

Figure 9

/.
KACES Evaluation Gpldes

Purpose

a. Organization
Manual N -

1Provides an in roduction to tne
Purpose of th eva1uation and an
overview of the procedures.

lo.1- Guidelines for. EAplains the role Of the Stale

the State AdvisorY Couicil in the

AdviSoy evaluation Irocess.
Council-

-.;

c. Pioc6dures for Provides st by.step procedutes

Regional for assistin .regional advisory

Advisory committes to accomplish their
Committee

i'
part in the e alnation.

4

d. Guidelines for Explains'the role of ethe

the Regional regional.director ins4the

Director of evaluation process.

Vocational
Education

e. Procedures for
Local-Craft.
Committee

f. Guideline's for
the Vocational
Teacher'. .

g. Interview
Guide

Provides step by step
procedures for assisting
local.craft committees to
accomplish 'ibeir part:in

the evaluation.

Explains the role of the
teacher in the evaluation
process.

Provides introductory instruc-
tions and questions for 7W'

local.craft committee members
to use in interviews With (1)
teachers, (2) students, (3)

graduates, and (4) employers..

Needed by: .

1, 2, 3, 4, 5*.

1; 2,

3

e
4 5

'4, 6

Director of State
Advisory Council

2. Regional Advisory
Committee Chairperson

3. Regional Director of
Vocational Education

4. Local Craft Committee
Chairperson

5. LOcal Vácational Teacher
6. Local Craft Committee Members

-12-
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-kentUcky Ad

GUIDELINES

4

r
Cry Committee Evaluation System

'FOR THE STATE ADVISORY COUNCIL

A,key to making the evaluation effort successful is to ensure that
participants are clear about their role in the process. Since so many

people will be invollied in the evaluation process, .,this becomes a'.chal-

lenging task.

The State Advisory Council will be responsible for:

1.

r.

ensuring that ill regional and local advisory committee members
nd educators understand theiro1e in the evaluation process;

'41suring that all Pirticipants in the evaluation iiroceas receive
the materials they need to complete their tasks and complete
their tasks correctly; and

3. summarizing the information.receiiived kom each region into a
composite pictUre of the ma-jor needs, recommendations, and commenda-
tions for the State of KentuckY.

Orientation

The orientation to KACES can be accoMplished in two steps: (1) the

State AdvisorY,Council holds orientationsessions in each region of Kentucky
for thetregional advisory council members and regional vocational. staff;
(2) regional council members then provige okientation sessions for local
teachers and craft committee chairpersons in-their region. Orientation
activities shOuld be based on the .informiliAon contained in the Organization
Manual. The figures in the manual cAn be used as transparency,Masters.

Organization

Since each group of,people will have adifferent role to, the
evaluation, each group will need different materials. The eval'tiatIó.
materials have been divided-into se ns so that each person will hAii

lithe instructions they need but will r be burdened with an,abundance
of paper. The materials needed by each group are listed on the next page.

18



Materials Needed by Each Group-

Group Materials Needed

State Advisory Council -
._/ .

.,

. .

Organizational Manual ,

- Procedures tor Regional Advisory'Committee
- Regional (and State) Recommendations Formh
- Regional (ayid State) Profile

Chairperson of the Regional
Advisory Committee
(only one copy of.
each.needed per iregion)

, .

Organizati.enal Manual
Procedures for ihe Regional Adyisory .

ComMittee
.

- Regionalr4tecommendations Form
I:egional Profile

Regional Vocational .

,

Director
.

4

- OrgSmiz_ational Manual
- Procedures f,74- theRegional Advisory
Committee

.

- Guidelines for the Regional Director
Craft Committee
Chairpersonj(only one
copy of each needed
per craft committee)

. ,-

411-

Organizational Manual
Procedures for.the Local Craft Committee
°Provam Recommendations Form .

-' Proffram Ptopfile. , - ,

-- Interview Guide
Local Vocational
Teacer -

- Organizational Manual
P,rocedures for the Local Craft Committee .

- Guidelines for the Vocational Teacher
Cratpt Committee Members

1

Team One

Teamvpao

4

,s Team Three

- Interview Guide (Section I)

. ,

- Questions for Teachers (Section II)
,

Questions for Students and"Graduates
(Sections III. and IV) 4

,

Questions for Employert (Section V4,

4 Summarization

The entire evaluation process revolves,around two shortforms which
will be completed at the local, regional and state levels. The loCal
forms, Program RecOmmendations and Program Profi re located at the back .
of the Procedures: for the Iggal Craft Committee. The ional forms, Region4
Profile and Regional Recouendations are lOcated at the ck of the Procedur
for the Regional Advisory' Commit4e. e

At the state leYe.l. You can alio use the two regignal forms to summariz
e 1 ,

\the evaluation findings for the tate. The State Ad4isory Council can also
. .

follow the same proceduxes presented in the Pros:pdures for Regional Advisory
Committee when summarizing the ratings, rankinglk; and xecommerilutions provid

-

by each regibn for the.State of Kentucky.

-2-
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KordUcky Adisory Committee Evaluation System

PROCEDDRES FOR REGIONAL ADVISORY COMMITTEES.

),

1. Contadt the local craft committees.that serve the vocatiopal programs in
your region and invite them to participate in the evaluation Process.

'Your goals is to involve all the vocational programs in the region in
the.evaluation. For those vocational prograls which have no local craf
committee, or at best, a 'small or 'inactive one, you may want to use one
Or more of the alternatives listed below:

a. Ask a localcra-0 committee in a related occupational ario-to assist
in the evaluation of the program.ir

b.
. .

Help forma. local group. from the community4ppresentatives,
busingss/industry/labor and concerned bitizas) to assist in
evaluation of the program.

Have regional advisory coMMittee members conduct the evaluation
of the program.

2. Orient tpe local craft committees to the pqse, procedures, and
expected-reaults of the evaluation.

send an introductory-letter to thaRhairperSon of each local craft
committee to ask them td-participate in the evaluation. The letter
shouId also7briefly'describevwhy the evaluation is being done and
the role ofthe local.craft'committees'in the evaluation process.
A sample introductory letter is provided in Figure 1.

b. If poSsible, also hold an orientation session with the craft committee
.F.:chairpersons'in_tpe.region,to go through the evaluation materials
A, and instruments. An`orientation session can serve as a question and

answer periodtdclarify the tas4 and as a means to generate interest
and enthusiasm-.

3. Assist the local graft committees as they comPlete their part in the
evaluation. If possible, each regional advisory committee member
should work with''the local craft -committees in school or service area,

4

a. SometaskS in whith the local:commItte y need assistance are:

(1) Contacting Local employers'from business and industry for int4r-
,

vivking. ,

(2) Contacting graduates of vocational programs for interviewing.

(3) "Conducting the inter iews.

2 0
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Figure 1

Sample Orientation Letter,

TO: Local Craft ComMittee Chairpersons

FROM: Regional Advisory Council

Your craft committee
education program in
Evaluation System (KA
ou.t the-state of Kentucky.

een selected to help evaluate the vocational
our locality us4eg-the Kentucky Advisory Committee
ES). Similar evaluations will be conducted through-

The purpose of KACES is to help imgrove KentUCky,'s vocational
programs, not to proim whether they are good or bad.

A
You Will be asked to:

flirpose,

education

Procedure.

1. Inirestigateivarious features of the local vocational education
program by personally pterviewing vocational educators, voca-
tional students, gradugtes, and employers;

2. Generate recommendations for improving the program; 'sr .

3. Select thos4kaspects of the program which most need improvement;

4. Report.the results of the evaluation to local voc tional educators
to the Regional Advisory Committee.

Use of Rest1t. The results of the evaluation will be
regional, and state level to help improve Kentucky's vo
programs. The information gathered by your craft commi
with the principal, teachers and other vocational staff
It will also be sammarized and used by vocational educatthrs at bo
regional and state levels to improtre programs.

I hope that you will fully participate in the evaluation. Your involve-
ment is essentiaf to its success: An orientation session to explain the
details of the evaluation will be held on at

We look forwarkto your attendance. %

sed at the local,
ational education
tee will be s ared -

your loc ity.

the

21
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L. Although 'no interview questions have been developed Oor regional
advisory-codimittees, you are encoura*d to engage in'interViews with
students, graduates, teachers, local employers.and vocational
administrators. You may either use the interview guides provided for
the local craft committees or generate your ow queStions for the
15 evaluation afeas described in the Organiza ion Manual.

..

4. After local craft committees complete their part in the evaluation.,-
they Will send you their local evaluation report. Each.valuation
report contains three items:

A. ,,,Completed PrograM P filedorm:

b. Completed Program Rec mmendation Form A

c. Other comments (i.e., descf.ption of any special conditions-
hindiances which affect ih eValuation):

Your task will be to summarize these of information'to form
a botal picture of the region.

5. Summarize the Program Profile Forms: _The Program Profiles provide a
rat4ng and ranking of the need for improvement for various areas of
1ocaIQçationa1 education programs.

.a.. Summarize the Program Ratingsredc5rded in the right hand column of the
Program Profile Form by calculating an average for each evaluation area.

(1) Assign numbers'from one to nine to each of the rating categories,
#10 starting with one at b4e Low end of the scale and end with nine at

the High end.

(2) Tally the number'of times each rating was selected for each of the
15 evaluation areas as illustrated in Figure 2 below.

Figure 2

Tallying the Ratings

. ,

Evaluation Area. Rating

1

Low

2

. .

3 4

Medium

.

5

..

6

-

7

High

.

8
.

1. Occupational
Orientation and ,

Exploration 111 NM III 1111. Itil I III 411 1
,

2. Relevance of
Course Content

I. he h. h. ,
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(3) Multip y the number of tally mark6 by the'numlier of the category
it is in. ,(See Figure 3 below) For example, for Occupational
Orientatioi and Exploration, there.are seven tallies in category
two. Mul plying 7 x 2 gives a product of 14.

Figure 3

Multiplying the Rating Tallies

Evaluation
Area Ratin

Low .Medium High

1. Occupational,
Orientation
and
Exploration

15.

2 3 4 5 6 7 9

3x1= 7x2= 3x3= 4x4= 645= 3x6= 2x7= lx8= 1x9=
'3 14 9 16 30 la 14 8- 9

(40 Sum the products across the 9 ratings for eacrea and divide by the
total number of tapies for that-area. (See .5ure 4 below.)

-

This will yi rage score for each eval ation area at the
regional le

Evaluation Area

1

el.

4

Figure 4

Adding the Rating Tallies

Ile 14 + 9 + 16 + 30 + 18 + 14 8 + 9 = 4.03 (average
30 score)

(total number of tallies)
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J.,

b. Summarfze the Program Rankings .calculating the sum bf anks.

(1) Tally the number of times each,area received each-r nk.
(See Figure 5.)

4 Figure 5

Tallying-the Ranks

Evaluatkon Area
\.....! . l 2

Ranking
3

.

15

1. Occupational
Orientation
'and
Exploration

.

?

( 4
.

15.

. I
,

to

.

. .

4

(2) Multiply the number of tallies in each category by the rank of
that category to form products. (See Figure 6)

Figure 6

Multiplying the Ranking Tallies

11,8 x 1 = 8 5 x 2 = 10 4 x 3 = 12 2 x 15 =. 30

(3) Sum these products and divide by the total number of tallies.
(See Figure 7)

Figure 7

Adding the Ranking Tallies

8 4- 10 + 12 + 30 (sum of products)
18 = 3..33 (average rank)

(total # of tallies)

(4) Place the evaluation areas in rank order. The lowest average
rank indicates the highest need. The lowest score should be ranked
as one, the second 1.owest as 2, and so on.

6. Complete the Regional Profile Form. Write in the evaluation areas by order
of their anks as illub-trited in Figure 8. If more than one area has
the sa average rank, give the higher rank to the area with the highest

71$4 ave e rating.
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Figure 8

Example Of aCompleted.Regionalerofile Form

_

. *

Evaluation Area. (Plaeed
e N
Amount of Ne for Improveient

.

Ratirkgin rank order from

highest to lowest

. need for improvemtfit.) )

' Low

1

%

2 1

.

I 4

Medium

5 i

4

6

High

8_ q

1. Relevance of Vocational Course
.

A

f
.

.
8.32

. Locating Employment

,

.

775 .

,

3. Work Habits and

Attitudes /
..' '

.
1 _

t.75

(..."

.4. On-the-Job Performance

r

. .

L

5.95'

,

15. Up to Date Equipment
.

.

4

1.85
. 26



a. Enter the average rating score beside each evaluation
area in the space provided.

b. Plot each average rating score on a bar graph.

These rankings and ratings can be reported as the degree of
need for.improvement for various areas of the vocational
programs in your region:

7. 'Additional analysis of the data can be done. You may also
gant to:

a.

b.

Indicate the major needs for each vocational program (e.g.,

auto mechanip, clerical, etc.) or service area at the
regional level.

d,

Indicate the major needs for each school or geographic area

of the region,

'Additional Regional Profile Forms can be completed to display this
information. Follow the same procedures described above.

-

S. Complete the Regional Recommendations Form.

a. Summarize the Program Recommendations. The program
recommendations are organized by the 15 areas.

b. Pivide the recommendation-forms into these 15 areas.

c. Summarize the recommendations, and commendations in each area
by reviewing, editing, combining, and eliminating repitition.
You may;falso want to organize the recommendations by vocational
program'or service area.

d. Generate additional regional level recommendations based
'on your review of the findings and recirmendations provided
by each lodal craft committee.

9. Prepare an Evaluation Report for your region which includes:

'!
Brief description of the_number and type of programs which
were evaluated.

b. Summarized Program Profiles

c. Summarized Program Recommendations

27
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d. Regional Recommendations based on your review of the data

e. Other comments

10. Submit the Regional Evaluation Report to the Regional Director of

Vocational EduCation. If possible, arrange a meeting with the directc

to discuss the evaluation findings and recommendations. Also

submit a copy 4your report to the State Advisory Council.

-8-
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kentucky Advisory Committee Evaluation System

GUIDELINES FOR THE REGIONAL DIRECTOR OF VOCATIONAL EDUCATION

As regional_director, you play a key role in facilitating the success
of the evaluation process. Your assistance is primarily needed in three
areas:

1. Providing organizational support for the evaluation process in
'your region;

2. Assisting the regional advisory committee to orient the local
craft committees and vocational teachers in your region; and

3. Guiding the Regional Advisory Committtas they Complete their
part in the evaluation.

-,Organizational Support

An effort Should be madet in each region to ,involve all the local craft
committees and the vocational'programs which they advise in the evaluation
process. You can help generate enthusiasm and involvement in the evaluation
by communicating your support for the effort to your vocational teachers.
Help the teachers in your region understand that this is not an evaluation
of vocational personnel but rather...a' method for helping advisory committees
provide advice for.improving vocational programs at the local, regional, and
state levels.

° `

ft For those vocational.programs in the region which have no local craft
committees, or at best, a small or inactive one, you may want to ask a local
craft committeeA.n a related occupational area oehelp form a group from the
local community (parents and local employers) to ev4uate the program.

During the evaluation process you can provide organizational support by
providing release time or substitute teachers for teacher involvement in the
evaluation process.

The time requirements for the evaluation are illustrated in the Time/
Effort Chart on the next page (Figure 1).

Orientation for the Local Level Involvement

All.the regional advisory committees and vocational directors in the
state will be introduced to the evaluation process by the State Advisory
Council., Each regional advisory committee with assistance from the vocational
director should then provide orientation for local teachers and craft com-
mittee chairpersons in their region. If possible this should be acComplished
in one centralized meeting. Orientation activities should be based on the
information contained in the Organization Manual and modeled after thtorien-
tatiOn provided by the State Advisory Council. You should also become-familiar

2 9 441P



2 Hours

Orientation and

Organization

Meeting (Orien-

tation Provided

by State Advisory

Council)

Figure 1

Time/Effort Ctlart for KACES

21/2 hours

Summarize Evaluation

Forms and Report

Results .

4/ VI hours 2 hours 4-8 Hours 21/2 Hours

Orientation (Pro7 Organization Conduct inter - Complete
vided by Regional - - ) Meeting .views

) Evaluation
Advisory Committee Forms and

Report Results

.o

a
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with the information in the. Procedures for Local Craft Committee and Inter-

view Guide so that you can help explain the process to persons at the local

level.

After orientation is piovided local craft committees should be able to

Complete their-part in the evaluation with only minimal assistance from the

regional level.

Guidance for Regional Level Involvement

Become familiar wiehithe tasks to be performed by the Regional Advisory

Committee as they are explained in the.Procedures for the Regional Advisory

Committee. Provide guidance to your committee as they accomplish these tasks.

Encourage your regional craft committee to become involved in the eval-

uation activities at the local level. If possible, each regional advisory
committee should work with the local ciaft committees in one school or service

area to help them contact people to interview and to conduct interviews.

Encourage your regional advisory committee to engage in interviews with stu-

dents, graduates, teachers, and local empYys. Information from interviews

can be used when the regional committee nunaizes the local evaluation results
and generates summary recommendations for .imp oving vocational education in

the region.

Ve.
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Kentucky Advisory Committee Evaluation SysteM

PROCEDURES FOR THE LOCAL CRAFT COMMITTEE

Two meetings of the craft committee are needed to accomplish the

evaluation. Approximately two'hours should be set aside for the first meeting and

two-and-a-half hours for the second meeting. Six to eight weeks should be

allowed between the two meetings for conducting the interviews.

First Meeting

At the first meeting,.the craftcommittee members should (1) become oriented

to the evaluation.process and (2) organize for completing the evaluation tasks.

1. Orientatienr. The orientation should be accomplished by the vocational

teacher and a representative from the regional advisory council,

if possible. ,Craft committee members should be introduced to:

a. The purpose,

b. An overview of the procedures,

c. The 15 evaluation areas,

d. The two evaluation instruments which will be completed, and

e. Needed materials and time requirements for conducting the evaluation.

2. Organization. To complete the evaluation task, the local craft
committee should divide into three teais. Each team will conduct
personal interviews with either vocational teachers, students and

, graduates of the vocational program, or 19cal employers.

a. Team one will interview vocational teachers. This team
will probably need the fewest mem4ers.

b. Team two will interview vocational students and graduates.
This team will prqbably need the Most members.,

c. Team three will interview local employers. This team will
probably need more members than team one and fewer members
than team two. If your craft committee is small, you may
want to invite additional community members or eduoators
(employers, parents, teachers, or counselors) to xesist you.

33
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4

1. An Interview Guide has been prepared containing suggested interview..
_ _

questions for'interviewing each group. All craft committee members,
should receive a copy of, the introductory instructions for conducting

interviews. (Section I of the Interview Guide).

a. Each member of team one shouldreceive the questions for inter-
viewing vocational teachers. (Section II of the Interview Guide)':

. h. Each member of team tWo should receive the questions for,inter-
viewing students and the questioris.for interviewing graduates.
(Section III and TV of the Intqrview Guido)'.

c. Each member of team three should receive the questions for
interviewing'leYcal employers. (Section V of the Interview

Guide) r cv

4. Before the next meeting of the craft committee, each team member.i,
should work individually to contact ! and interview people from thedr

group. Guidelines for contacting people to intskrvew and conduc4ng,.
the interviews are contained in the introductory/instructions. in the

Interview Guide.

Second Meeting

tgli

.1/4

At the :;econd meeting, the craft committee should complete, a$ a groUR,

one copy of the Program Profile and one copy of the.Program RecomMendation's

form. These are located at the back of the Procedures for the Local Craft

Committee.

This will be a challenging task. Do the best job possible in drawing

coriclusions from your interviews. Remember that you probably now know more
about vocational education.than most other local craft committees in -

nation. You may not feel that you have the expertise to make decisiont'about

major needs in vocational programs. But vocational educators are extremely
ii4terested in the opinion$ of.local craft committees. So please comllete
every item even when you feel that you,don't know enough:

5. Each team should summarize the results from their interviews for
each of the 15 evaluation areas.

a. Select one committee member to serve as a group leader and one
member to serve as grei*recorder.

b. E,lch Loam should present' the findings of their interviews in

turn. The role of the group leader is to help keep the
presentations on target and to ask the presenters probing questions
to generate more specific information. You may'also want to set

Eime limits for the presentations.

c. DiscUss the observations and findings of the three teams. Draw
conclusions about the major strengths and weaknesses of the
vocational education program.

34
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Complete one copy, of the Program Recommendations form as a group.
Use additional sheets if necessary. Use the form to record your
major recommendations and commendations. Organize your conclu-
sions by the 15 evaluation areas. An example of a completed
Program Recommendations form is presented in Figure 1.

Develop recommendations for up to five areas of the vocational
proc*am which are in grea,test need of improvement. Recom7nda-
tions should be concrete activities or actions that should te
taken to help improve th'e current situation. When possible,
back up your recommendations with the findings from your'
interviews.

b. Develop,commendations for up to three areas of the vocational
program which are the most outstanding: Support your commenda-
tions with information from your interviews.

7. Complete one copy of the Program Profile form as a group. The
purpose of this form is to provide a summary of your evaluation
findingS. You will use this form to rate the degree of the need
for improvement for each of the evaluation areas that you in:
vestigated. An example of a completed Program,Profile is presented
in Figure 2.

a. Use a democratiC process for compieting,the form. Seek
concensus or agreement from the committee when entering a
rating.

b. Complete the right hand side of the form first. Assign an
overall rating.of law, medium or high need for improveme
to each of the areas listed by placing a dot in the app opriate
square. The rating refers to the need for improvement. Areas
which are in greatest need of improvement should be rated the
highest. Notice that there ar#nine possible ratings that each
area could receive. Try to distribute the ratings across the
grid so that all nine ratings are used at least once. You
are comparing each area with every other area to select those
areas which most need to be improved. As you complete the
form, you may go back and re-rate areas if the group decides
that the ratings need to be altered. After you have rated
each item, connect the ratings by drawing lines between the
dots to form a profile as illustrated in the example in
Figure 2.

c. Complete the left hand column of the form. Rank the items
from 1 to 15 in order of highest to lowest in overall need.
The higheSt need area should receive the rank of 1, the
second highest the rank of 2 and so on. If more than one
item has been given the same rating decide as a group which
item should be ranked higher. No, items should receive the
same rank.

Share the results of the evaluation with the local educators
involved in this program and with the regional adviSory committee.

-3-
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Figure 1

Example of a Completed
Program Recommendations Form

Program Recommendations

Program: Practical Nursing

School: Blue Grass Vocational School

Recommendations
of!

A. Occupational Orientation and Exploration. Many practical nursing
students have an unrealistic view of their future career. They have
limited knowledge about working conditions, typical daily routine,
and opportunities for advanCement. Provide ouortunities for every
studentin the program to seend time with a practical nurse while
on the job.

F. Laboratory and Cooperative Work Experience opportuhities. Teachers
spend a large percentage of their time in lecture situations which
leaves insufficient time for developing skills and techniques needed
on the job. Enable students to spend more time practicing job skills
and less time listening to the teacher talk;

I. Locating Employment. Employers indicated that a large number of
students they had interviewed were not prepared for their initial
job interview. Students do not know how to prepare a resume and were
aware of only newspapers as a source to look for jobs. Include
topics on "how to apPly for jobs" and "job interview techniques"
for practical nursing students.

Commendations

L. Work Habits and Attitudes. Graduates of the program showed highly
positive attitudes toward their jobs and exceptional integrity in .

solving job related problems. The program Should be commended for
helping students develop highly positive work habits and attitudes.

0. Continuing Career Development After Employment. The program maintains
Contact with graduates through bi-monthly problem-solving seminars.
These appear to be highly^successful.

D. Relevance of Course Offerings to Available Job Opportunities.
Over 95 percent of the graduates of the program have been placed in
jobs related to their training. The program appears to be meeting
job market demands very well.

-4;
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PrOgram:

School:

Figure 2

EXAMPLE OF A COMPLETED
PROGRAM PROFILE

Agribusiness

Central Kentucky Vocational Center

Ranking of
the Need for
Improvement

Evaluation Areas

Rating of the Need
for Improvement
Low
Need

Medium
Need

_

High
Need

2,

y
g
y

A.

.

Occupational Exploration and
Orientation

/7-,

8
U
w
o

B. Relevance of Course Content to
Current Job Practices

.

.

.

41$'

w
u
g C. Up to Date Equipment

4,

5
w

a
D.

.

Relevance of Course Offerings to
Job Opportunities Available .

E . On-the-Job Performance.

. .

.

idt
d'U

..-4

.-4

e4

IA

F.
.

Laboratory and Cooperative Work
Experience Opportunities .

/1( g G. Equal Educational Opportunities

,

7

1
el

,

H. Program Entry Requirements, Course
Requirements, and Student ,

Evaluation Procedures 4

.

,

.

J1 I. Locating Employment 1

p

01111

, J. Maintaining Employment

/I

m
7_44

...4

.bd

IA

K. Interpersonal and Public Relations
with Supervisors, Co-workers,
and Customers 4

....1

>1
y
-.4 L. Work Habits and Attitudes

. o

i#
A
A
M
N.,

M. Personal Habits c14'

.r.

o
.-4

pe.N.
a

Reading, Communication and Math
Skills ,

\

t

r

If/

0. .CrtinuinloCareer Development .

,

,

_ .

.

-5-
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a. Submit cow; of the program profile nd recommendations tc;

the leacher(s) involved in this vocational program and to the
principal(!;) ol the school(s). Ask them to provide your
committee with written feedback concerning their reaction
t o t Ite recommendat ion:: and "next ntepl:' t oward imp I ement at ion.

If poss i Ifle, commun icate the resu I ts in_ pe_rson to the vocal. i (-ma 1

teacher-( ) and the school principal so the recommenda.ions
, and posibilitios for implementing them c-n be discw!sed.

, .

h. Submit a packet of materials to the Regional Advisory Com-
mittee. This packet should include:

(1) Program Profile

(2) Program Recommendations

(3) Other Comments (number of advisory committee members
participating, number of individuals improving the
evaluation process)

V;

38
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Kentucky Advisory Committee Evaluation System

GUIDELINES FOR THE VOCATIONAL TEACHER

111

The vocational teaCher can provide the following types of assistance
during the evaluation process.

1. Become familiar with the ev. 6 process As it is explained in
the Organization Manual and Procedures fot the Local Craft committee.

(
Use the information in those two evaluation guides to help explain the
process to your crpft committee at the first meeting.

2. Provide the craft committee members who are interviewing students,
graduates and local employers with a representative list of
interiiew candidates.from which they can choose.

a. The student list should include, if possible:. high, average,
and low achievers; males and famales;.minorities; and Ilth
,and 12th graders.

b. The graduate list should include: employees in jobs related
to their training; employees in jobs unrelated to their training;
unemployed graduates; new employees; and employees who have
been working a year or more.

c. The employer list should include: large and small businesses;
newly established and older businesses; and employers who have.
hired many graduates as well as those who've hired only a few.

3.) Help craft committee members to set up their interviews.
You should not be part of the interview teams, however. Allow
the craft committee members to conduct the interviews personally.

4. its your craft committee goes through the interview guide, you may want to
assist them in selecting appropriate questions and rewording questions
to make them more relevant tQ your vocational program.

1

5. One craft committee team will interview you in your role as
vocational teacher. This interview will probably require about
one hour. If it can be arrangedo consider being interviewed in
a "fish bowl" setting with the other craft committee members
listening in. The interview might be done at a luncheon or dinner.
Your response to the interview questions will provide the craft
committee with a comprehensive base of information about the
vocational program. 1
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Wht n t ht. taf 1 umo t t ii 1 t (It I lir 1 Pt:V nit meet int; , you
.houiC meet with them tut I Ii, I n hall ut the meetinq to enhore
that they knuw how to 1111 unt the two evA,luation formn correctly.
1-towevrr , whi-n t hr cottittli II ttv titt-qttl ter s rue reddy to- I i -1,1 out t he eyit

t 01 , :1110010 i.gcti,."0,td 'w it . YOU!. altuc !icy encouratje

yout crat t t t iO to ti 7;.1.1!.!. t he iiifnrm.it oh. col 1 cc:tett t tom the

mhterview.. frankly and to re(oord thou honent rankInw; and recummendat

7. 'Alik the cratt committee to share thetY evaluation results with you
when they have completed the two forms. Please take some time to
di..cuss their rankings and recommendations for the vocational
.program and to provide feedback concerning follow-up actions you
will undertake to implement their advice. If you do not agree
with any of the results, share your perceptions with the committee.
They may want to change their evaluation or they maywant to keep
it same. Encourage the craft committee to make their own decisions.
Remember that this is nut a personnel evaluation. The purpose is
to help your craft committee become a better resource for you.
The evaluation process provides a second pair of eyes to help
you see the'vocational program as other people see it.
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Kentucky Advisory Committee Evaluation System

INTERVIEW GUIDE

Section I: Introductory Instructions

Purpose of the'Interviews

The purObse of the interviews is to provide ihe craft c ttee with
in-depth information about the vocational program. You and WJer members'
of the craft committee will Use the information collected dui.. :the
interviews to draw;conclusions about the vocational program az4 to recom-
mend changes for its improvement.'

NN
Your craft committee will divide into three teams. Each teem will

interview either the vocational teacher(s), students and graduates of this
vocational program; or lbcal employers. The sections of this guide contain
questions for interviewing one oAthese groups. -tech craft eamittee
member will%receivotthe section for the group (s1he is ifiterviewing. "

Section
Section III:
Section IV:
Section V:

Questions for Vocational Teach
Questions for Students
Questions for Graduates
Questions for Local Employers

ers

During the interviews, each person on your craft committee will12e
looking at "only one slice of the pie" since each committee memberwill be
speaking'to different people. When you come together at your_next Committee
meeting, you will share the results from your interviews-verbally with the
other craft committee members. The craft committee will then, as a
group, draw conclusions about the vocational program and complete two
short evaluation fonms, Program Profile and Program Recommendations.

The evaluation process is organized around 15 ma/or evaluaXion areas7
These areas are listed,in Figure-1. °The interview questions in each settion
of this guide are diYided among lihese 15 areas. However-, not all 15 areas
will be covered with each group that is interviewed. The final evaluation foi-.1
which you will complete at your next meeting are also organized pround7
these 15 evaluation Areas. Please look over a copy of the ProgralS
and Program Recommendations before conducting your interviews. Your crift'
committee chairperionand the vocational teacher have copies.
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Figure 1

Major Evaluation Areas

Relevance of Content.

A. Occupational Orientation ana EkPloration

B. Relevance of Course Content to Current Job Practices

C. Up to Dateness of Equipment

D. Relevance of Course Offerings to Available Job Opportunities

Job Entry Skills

E. On the Job Performance

. F. . Laboratory and Community-based Work Experience Opportunities

1
G. Equal Educational Qpportunities

H. Program Entry Requirements, eburse Requirements, and Student
Evaluation Procedures

Employability Skills

I. - Locating Employmeht

J. Maintaining Employment

K. Interpersonal anAublic Relatio s with Supervisors, Co-workers,
And Customers

L. Work Habits and Attitudes

M. Personal Habits

N. Reading, Communication, and Math kills

, 0. Continuing Career DeVelopment after Employment

-2-
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Selecting Interview Questions

The interview questions suggested in the guide are meant to be used
'with flexibility. Not all the questions will apply to the vocational program
you are evaluating. ..or example, questions about employability bkillS may nc
be appropriate for a home economics program. Just usek_the queptiOna Which am
pertinent to your vocational program. Reword questions to adapt them
to your program. Feel free to also'add questions of your own. The
vocational teacher can assist you in selecting appropriate interview
questions. Before you conduct your interviews.go through the interview
questions and circle those which you plan to ask.

Selecting People to Interview

Each craft committee member should arrange interviews with
individuals from the group they have been assigned to interview.
Interviews may be conducted in person or over the phone'. Another
alternative is to provide the individual with a series of written qmestions
and ask them to write out answert.

Each craft committee member should conduct separate interviews and
interview as many people as possible. If pessible, Speak to each person
individually. Students and graduates may be interviewed in.groups if
necessary.

The vocational teacher will provide a list'of interview candidates
for you to select from. Some guidelines for selecting people to inter-
view are described below.

_ Team One. The-most questions have been developed for interviewing
the vocational teacher.. However, the fewest number of separate inter-
views are required of team one. Plan to conduct an.in-depth intervieW
.4;iih the vocational teacher(s). If there is time, YoWshould consider
conducting,your interview in a "fishbowl setting" with the other craft
committee Members listening in.

-Team Two. Some members of team two shou10einterview students and some
members should interview graduates. Select a variety of students to
-interview,Such as minority students, both above and below average
students, and both male and female students. You will probably want to

_focus on llth and 12th grade students. When selecting graduates to
interview, select representative graduates of this Vocational program.
For example', graduates should be interviewed mho: are employed:
in a job related to their training; are employed in a job unrelated to
their training; are unemployed; are,newly employed; and have been employed
for.a yeat or more.

4 3
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Team Three._ -Members of team three should speak,to as many employers
in occupational fields related to this vocational program as possible.
One good source of employers is other members.-of the °local craft committet
Feel free to interview your fellow craft comMittee members but also
interview Some non-committee employers.

Select a variety of employers to interview, such as both large and:.
small businesses, both newly established.and older businesses, and both
employers who have employed many graduates of this vocational program
and those who have employed:only a few.

Conducting the Interviews

Introduce the individuals you,are interviewing to the purpose of your
evaluation. '.Help them understand that.your purpose is not to judge the
quality of the vocational'programs bUt rather to provide practical
recommendations for improving the programs.

During the interviews, try not to accept...simple "yes" or "no" answers,
You may want to pursue responses using interviewing techniques. For p'
example:

1. Probe the person you ate interviewing by using phrases such as:
"Please explain your answer." "Can, you give me an example to,
illustrate that." "That's interesting--tell me more about that.
"I don't quite understand what you mean."

2. Paraphrase or repeat back the interviewee's answers to make
sure that you both have the same interpretation-.

3. Help the person you are interviewing stay on target if (s)he
begins to talk about topics which are not relevant or elaborates
too much. .Bring the conversation back on target by using phrases
°such as "Since our time is limited, let's go on to the next
question."-

During each'interview, tecord answers to questions and your own
observations, insights, and'recommepdations on scratch paper. After
completing all the interlfiews you should prepare a Work.Shiet similar
to the example in Figure 2 below. Use the work sheet to summarize your
interviews. Organize your .summaries by evaluation area so that you have
a separate:summary for each area you investigated. Record the strong
and weak points of the vocational program in relation to each evaluation
area. You will not be asked-to turn in your interview results so use
A format that will help you discuss Your findings with other craft -

committee members.

-4-
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Figure 2

1Example Work Sheet

(for a person who inter ed students)

Evaluation Area Facts/Comments/Suggestions

A. Occupational ' Strong: /n general, students could name
Orientation'and many local businesses they could work for
Exploration . and could describe typical working condi-

-tions to be found-in various types of
businesses (gas station, garage, tax dealer).t.,

Weak: . In general, students were unclear
dbout job requirements, could not adequately
deperibe a typical day on the job, did not
Anow salary rangfie, and were unfaMiliat
with opportunities.for advancement.

B. Relevance of
' Course

Content

Strong: Students have exceXIV noWledge
.,,

. of brakes and well-balanced ijg ing
. ..

knowledge of the trade.

Weak: Students do not receive enough
training'in specialty areas, such as:
Tuneup, Electrical Diagnosis, Front. End
Alignment, Air Conditioning, and AutoMatic !

Transmissions. Local garages need people
bath knowledge in these areas.

Ak.
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Section II: Questions for Interviewing Vocational Teachers

A. Occupational Orientation and Exploration

1. What activities are used to.help junfOr high school students
interested in this field explore ooppations before they enter
high school?

2. What procedures are used to help entering vocational students
select a pk.ogram which fits their interests and abilities?

3. What methods and materials are used to provide voCational
students with current information about employment optoortunities,
saleriesi job requirements, working cOnditions, and current
practices in their chosen occupation?

4. What experience-based instructional activities are used to
directiyAntroduce vocational students to business and industry
(e.g.; Ileld trips, career daY,:resource people from bUsiness
and industry, etc4? '

B. Relevance of Course Content to Current Job Practices

(Review the primary inst tional materials used by the teacher(s)
and studenis in this prdgam. Ask the teacher if you can scan some
of the following materials which they should have available: course
outline(s), course objectives, lesson plans, and classroom.test(s).
Also glance through the primary textbook and primary laboratory-manual
used in each course. ,'Your primary interest in this quick review of
the course materials is to see if the content is reasonably up to date,
accurate, and focused on the essential skills students need to learn.)

5. What are the vocational course offerings in this program?

6. What' are the primati competenies students,learn if this program?

7. How were the competencies needed in this occupation identified?
What steps or procedures were used to make sure that they were,
in fact, in the occupation?

8. When was ttiis program last updated? How was this done?

9. What topics taught in this occupation do you feel need to be
updated?

-6-
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C.: Up to Date Equipment

10. What process is used for-reviewing and updating the equipment?

11. What equipment, if any, do you feel needs4o be replaced in
the near future?

.12: What alternative solutions are sought when there ib not money
,.available to replace obsolete equipment?/

. /

'What recommendations do you have for imProving the laboratory
and shop equipment available,to studenti?

D. .Relevance of Course Offerings to Available/Job Opportunities.

What procedures do you use for maintaining-current information
about local employment opportunities4 state emilloyment
opportunities? national omployment'opportunities?
a

15. What prodedures are used to limit tudent enrollment in ovei-
Crowded occupational areas?

16. What procedures are used to init ate new programs or courses
, in emerging fields with-many jo opportunitcges? What new
programs, if any, have been in iated withirvthe,pest five years?

17. What prOtedures are used to s op programs that offer few job
opportunities or those in whiCh students can receive better job
training elsewhere? What programs, if any, have been dropped
within the past five years?/"

,

is.
,

In what Ways,do you involve representatives from the manpower
' COmmunity,(other than advi/Sory committees) in planning, evaluating,

and updating vocational programs and courses?

E. On the Job Performance
/

1.94,'In.yourcandid estimatIOn, what percent of the vocational
students graduating from this program are in each of.the following
categories: (Read a111 the categories one tine then ask the
teacher to estimate'thepercentage of students which fall into

a

each.)

a, Eow,proficienci In job entry Skills?*
b. 'Below averige,Proficiency in job entry skills?
c. 'Average 1:,rofi6iency in job entry skills?
d, 'Above averag proficiency in job entry skills?
e. High proficiency in job entry skills?

* Job entry skills are those skills that a person has to have on
initial employment.

4 /
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F. Laboratory and Cooperative Work Experience Opportunities

20. What percentageldf the students in. the program 4fe involved in
cooperative work study or other community based work experience
programs this year?

21. What types of work settings are currently being 46ed?

22.. Are there enough work statiOns to serve all the.students? What

alternatives are used for giving work experience to students who
cannot be placed in real job seitings?

23. On the average, how many hours per week are students involved
in practicing their job skills in labor.Oory or work settings?

24. What outside work assignments have been used this yea!: in the
laboratory or shop? What procedures'are followed in yocating
outside assignments?

.J7
G. Equal'Educational Opportunities

25. Are both males.and females enrolled in the program? If yes,
what percentage of each make up the total enzdllment? (If

the percentage for either sex is low find out if any efforts
are being made to increase enrollment.)

26. What opportunities are there for physically and mentally
handicapped students to participate in this program? What
special assistance (counseling, alternative programs, eic.)
is provided for these students?

27. What percentage of ethnic minority students are involved in
this program? What type of assistance is offered to students
with limited English speaking ability?

28. What type of assiatance is provided to potential dropouts and
early school leavers?

jH. Entry Requirements, Course)Requirements. and StUdent Evaluation
.

Procedures .1

29. What are the elltry requirements for this program?
What coUrses'are required for graduation?

30. What evaluation procedures are used to measure students per-
formance and knowledge of job skills prior to, during, and at
the end of their vocational program? How are the results_from
the tests used?

31. If a student is having difficulty in a particular vocational
course, what procedures are used to help the student develop
the necessary skills? (For example: special tutoring, remedial
courses, etc.)

32. What procedures are used to deal with students who are frequently
absent from or tardy to their vocational classes?

-8-
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I. Lociating Employment

3. What type of job placement serVices within the school are
providedcfor students?

.

/34. What procedures are used to coordinate job placement efforts
of teaChers, counselors, and coordinators within the school
to voi over-solicitation of industry?

/ 35. hat job plicement avenues outside the school are used?
(e.g., State Employment 'Service, Newspapers, Private EmplOyment
Agencies, Trade Magazines and Journals, etc.) How does the school
coordinate with placement organizations outside the'school?

71.

36. What percent of last year's graduates of this program were
placed by or thiough the school? What percent of last year's
graduates entered training related occupations?

37. What classroom and out-of-school activities, if Any, are used'
to introduce students to the process of locating and applying
for employmest?

1

38. How do students learn about the following:

a. Using sources of.employment information (e.g., newspaper.
.want ads, employment agencies, etc.)

b. Job interview techniques
c. Completing job application forms
d. Preparing resumes, work samples, personal references

J. Maintaining Employment

39. 'What percent of last year's graduates who entered training .

related occupations completed the initial job entry period
sucCessfully? For 'those who did not complete the initial
period, do you know why?

K. Interpersonal Relations with SuperviSbrs, Co-workers, and Customers

40. What classroom and out of school activities, if any, are used
to help students develop interpersonal skills for interacting
with supervisors, fellow workers, and customers?

L. Work Habits and Attitudes

41. What classroom and out of school activities, if any, are used
to help Students'develop positive work habits and attitudes?

42. How are students helped to develop the following habits?

a. Dependability, and efficient time utilization
b. Responsibility and initiative
c. Safety precautions and neatness in performing job tasks
d. Positive attitude toward work

-9-
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M. Personal Habits

43. What classroom and out of sChool activities are used to help
students develop good personal habits? (e.g., appropriate
dress? money management? j,health? and social behavior?)

N. Reading, Communication, and Math

44. What process is used for coordinating students' vocational and
academic instruction so that vocational courses emphasize
academic skills and academic courses have vocational applications

i
45. Is remedial assistance Provided fo poor readers, slow learners,

or other students with below avers academic skills? If yes,
how is this done? . N,

46. What .opportunities do studentS\have to practice the following
skills:. \

\,

a. public speaking - extemporaneous and prepared
b. listening and remembering instruction
c. creative.writing
d. summarizing reading,material

0. Continuing Cdreer Development after EmplOyment
r"

47. How does the school prepare students in the following career
development areas:

a. seeking job advancement through promotion\
b. transferring skills in one occupational area to a related joi
c. willingness to learn new job skills and participate in

continuing education after employment
d. leaving a job due to being fired or-layed off;or for

personal reasons

48. What follow-up activities does the school provide to hflp
students continue to learn after they leave school? For

example:

a. follow-up questionnaire
b. .follow-up job counseling and/or placement
c. continuing education

50
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Action III: Questions for Interviewing-Vocational Students
.

A. Occupational Orientation and Exploration

Ask students several questions to find out how much they knoWrabout
working conditions and requirements in business and industry.
For example:

1. Describe a typicaljday on the job as a
(insert name,of odcupation)

2. What businesses or industries in this city.could you work for?

.3. ,What:geographic areas offer the gre test. opportunities for
,employMent in this occupation?

What jpb requirements will you have to meet to become employed
in thiS occupation?

5. What are the oppprtunities for advancement in this occupationT

6. What is the salaky.range for this ocCupation?

7. What do you think are,the maid..diSadventages of working in this.
occupation? Advantages?

8. What do you expect the workid*conditiOns for this job to be
like? (e.g., hours, physical Climate, amouhE of repetitious
tasks, etc.)

9. Why did you enroll in this vocational progtam? If you had it
to do over, would you enroll in the same program?

B. Relevance of Course Content to Current Job Practices

.10. %hat parts of your school coursework do you feel are best
preparing you for the job you will do after graduation?.

11. how do you think your courses could ),etter prepale you for your
job?

L. On the Job Performance

12. (To explore the specific job entry skills, ask the student
several "how to" questions.related to performing entry level
skills needed on the job. Several examples are listed for
cosmetology.),

51
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."Wliat steps would you follow in bleaching virgin hair? How.
would you partition the hair and in what sequence would you
cut each partition for a precision cut?"

. Formulate several questions related to key skills in
the occupational area for which the student is preparing.

,

_,!*F. 'Laboratory and Cooperat
,

13.- Briefly describe t t time jobs and other work experience you
have hach

o
perience Opportunities

14. How many hours of 1 ratory or shop instruction have you had?
Briefly describe some of the things you have worked on in your
lab or shop.

I. Locating Employment

15. What are some of the sources you would use to look for a job?
(For example: newspaper want ads, employment agency)

16. What kind of information would you want to know about a job
before you agreed to accept it?

17.- Have you ever prepared a resume?

. 18. Have you ever filled out a job application form?

19. Will you have to take a pre-umployment test to get a job in
your field? How would yoU prepare for taking this test? ,

20. Have you ever been in a job interview with an employer? Do
you feel that you could do well in a.job interview?

J. Maintaining Employment

21. If you find a job related to yoUr training after you graduate,
what reasons would motivate you to leave that job?

22. For what reasons do you think people are fired from their jobs?

L. Nork Habits and Attitudes
10.

23. What would you do if you were a .boss and one of your employees
is frequently absent from work wieilout permission?

24. If you had to visit the doctor during %..i.Ork, what would you tell
your employer?

25. Pretend it's your first day on,a job as a car salesman. Your
boss introduces you to the other salesmen and leaves telling
you to "sell those cars." You have received no other instructions
What would you do to learn more about your job?

5 2
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26. Pretend you are a helper on a heavy construction /ob. You allow
a big tractor to overheat and drive it till it breaks doWn.
You know ydur boss will be upset about your mistake. What would

you do?

27. What would you do if one of your co-workers was taking goods
from.work without permission?

28. What safety rules would you follow when
(name a job task for this occupation requiring safety precautions)

29. Do you enjoy working in and of itself or do you see it more as-
something you haVe to do to make money?

30. If you thought of a Letter way to do part of your job than what
your bos suggested, what would you do?

5 3
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Section IV: Questions for Interviewing.Graduates

A Occupational Orientation and Exploritir

1. In what ways does your present job not meet4the-expectAtions
you had when you were student,with respect to salary? -working

conditions? employment opportunities? day to day routine?
opportunity for advanpement? other expectations?

2. If you had it to do over, would you have entered this OccupatiOn?

3. What parts of your school work do you feel have best prepared
you for your present job? (Ask the graduate to name particUlar

courses, work experience opportunities, etc.)

4. What areas of your job do you wish your school work had covered
in more detail? in less detail?

5. In what areas of your job aid you feel you had out of date or
inaccurate information when you started working? .

6. Overall,jlow do You think your education could have better
prepared you for your current job?

7. If you had it to do over, woul&you have enrolled in this
vocational program and taken the courses you did?

E. Ort the,Job Performance
'

8. What parts of your jab do you feel the least comfortable doing?

9. What parts of 'your job do you feel you are the best at?

I. Locating Employment

10. how did you go about looking for a job?

11. What problems did you have looking for a job?

12. What could your school have done to better help you to find
a job?
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J. Maintaining Employment

13. Have you had the same job since you graduated? (If not, ask
the student to describe why he left the job.)

14. Have any of the students in your graduating class quit their
jobs voluntarily? Why do you think they quit their jobs?

15. Have any of the students in your 4raduating class been fired?
Why do you think this haPpened?

K. Interpersonal Relations with Supervisors, Co-workers, and Customers

16. What problems have you experienced, if any, in getting along
with othoF people you work with? For example: problems with
your boss? problems with your co-workers? problems with customers?

L. Work Habits and Attitudes

.17. Do you enjoy your job? What do you enjoy most about it?' What
do you enjoy least about it?

18, If you had to be absent from work'ior personal reasons, what
would you tell your boss?

19. If your boss asks you to do something that ypu don't completely
understand and then leaves, what would you do to learn more
about the task?

400.
If you make a mistake on-the job that you know yourboss will
be very upset about, what would you do?

21. If you-think of a better way to perform one of your job tatiks
than what your boss suggests, what would yoU do?

22. What would you/do if one,of your co-wOrkw is taking goods
frOmAlOork without permission?

23. Do you think that your vocational program helped you to develop
good work habits, Such as responsibility? dependability?
pride of.craftsmanship? willingness to continue to learn new
things? following safety rules? using time efficiently?
How could your vocational program have helped you.more in these
areas?

N. Rea-ding, Communication, and Math

24. Do any of.your skills in reading, math, or communication need
to be improved in order for you to perform your job? If yes,
what skills?

-15-
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0. Continuing Career Development After Employment .

25. Have you participated in any further job training since you
started working? If yes, what type?'

26. Have you received any promotions or salary raises since you
started-working? What future opportwnities for advancement do
you have in this field?

27. In what related jobs do yolik feel qualified to seek
employment if you could no longer work in this occupation?

't

'41;.

56
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Section V: Questions for Interviewing Employers

B. Relevance of Course Comtent to Current Job Practices

1. In what areas of their jobs do students tend to be poorly
informed when they start working?

2. Would you,iecommend any arigitional topics which should be
taught to students preparitg for this occupation?

3. t areas of their jobs do Students tend to know the most A
bout w en they atart working?

4. _Do you, feel that students are taught any subjects in their
vocational program that they don't need on the job?'

C. Up to Date:Equipment-,

-5. From your experience, what equipment or technology used ip this
occupation are students typically unfamiriar with when thby '
begin working?

D. ,Relevance of Course Offering to Job Opportunities Available

6. For which jobs does your firM have the most difficult
in recruitin4 qualified employees?

7. For Which jobs does your firm have too many applicants?.

B. What training programs would you recommend limiting'the enrollment
in or dropping all together because employment opportUnities
are scarce?

9. What are your recoRmendations for improving the coordination
between your firm and vocational education for better'developing
employees to meet your manpower needs?

E. Performance of Job Skills

10.. In your candid estimation, what percent of the vocational
students graduating from thil,program are in each of the
following categories: (Read all the categoties one time then
ask the employer to estimate the percentage of students which
fall into each.).

-17-

5 7



)

a: Lov,roficiency in job entry sk4ls
b. -Perow average pmficiency in job entry skills,
c. Average proficiency in job entry skills
d. Above average proficiency in job entry skills

e. high

4
oflciency in job entry skills

.

F. Laboratory and Cooperaeive Work Experience Opportunities

11. Do you think that vocational students receive enough practice
of.their job'skills in real or laboratory work settings
before they graduate?

1

12. Have you employed work-study.students? (students who work

part time and attend school part time)

13. What problems, if any, have you experienced in employing
work-study students?

.14. .
How could the vocational school assist you in:.

Providing part time job,s for Mgro .s.P.4ePt? _

Providing a-greater variety.of part ti* jobs for students?

15. What recommendations do you have for improving the work studyk

program?

G. .Equal Education Opportunities

, 16. How Could vocational education programs better help you fill
affirmative action requirements?

17. How could vocational education programs improve the chances
of people with handicaps in finding and maintaining employ-
ment with your company? For example:

a. Individuals with physical handicaps?
b. Individuals with mental handicaps?
c. IndiVidualS with limited English speaking ability?

d. Vales and females in non-traditional occupations?
e. Others?

I. Locating Employment

18. How, do you usually obtain applicants to fill jobs? Would you
like to see theSe sources changes or expanded in any way?

-18-
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19. What are your main reasons for rejecting an applicant after
the initial interview?

20. once a choice of applicants has narrowed to a final few, what
is the primary reason for hiring one applicant over another?

21. What are the major areas of improvement needed by Job applicants?

J. Maintaining Employment

22. What 'is (are) the primary reason(s) your firm terminates
(excluding resignations and RIF's)?

employees

K. Interpersonal Relations with Supervisors, Co-workers, and Customers

23. What are the major areas of improvement needed by'your
employees from vocational programs ih interpersonal relation-
ships.with supervisors? co-workers? customers?

. Work Habits and Attitudeg

.24. What are the major areas of improvemenkneeded by your eMplOyees
from vocational programs in their work habits--for example:
dependability and follow-through? efficient time utilization?.
responsibility and initiative? safety precautions? neatness and
pride of craftsmanship? use of instructions? What recommendations
do you have for-improving the school's role in developing.students
work habits?

,

25s What improvements are needed in attitudes toward work held by
your eMployees from vocational programs?

M. Personal Habits

26. What improVements are needed in the personal habit6 of your
employees from vocational programs? For example;'' social
behavior? dress? .money management?

N. Reading and,Communication and Math
.t

27. Do your employees from vocational programs typically haye
adequate reading, comfilunication and computation skills to do theiF
,jobs? If no, in what areas do skills need to be improved?'

0. Continuing Career Development after Employment

28._ Are your employees from vocational programs typically able and
motivated to change and advance in,their jobs? For example:
are they willingto learn new job skills? Are they able to-
transfer skills from one job to a related job? '

-19--
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PROGRAM PROFILE

Ranking of
the Need for
Improvement
from 1 to 15

Evaluation Areas -

_

Rat ng of the Need
for Improvement

Low
Need

Medium
Need

High
Need

t A. Occupational Exploration and Orientation
C'

cs)

,....
to

B. Relevance of Course Content to Current
Job Practices

o
k'

,
C. Up-to-Date Equipment

-

c,3

o
cc

D. Relevance of Course Offerings to Job'
Opportunities Available

.

E. On-the-Job Performance
. .,

4,
u)

F. Laboratory and Cooperative Work
Experience Opportunities

.

E
14.1

.oo
--,

G. Equal Educational OPportunities

H. Program Entry Requirements, Course
Requirements, and Student Evaluation
Procedures

......, .

1,12.

u)

I. Locating Employmenti
J. Maintaining Employment

.

K. Interpersonal and Public.Relations with
Supervisors, Co-workers, and Customers

.

, L. Work Habits and Attitudes
c,3

.S..) M. Personal Habitsa.
E

t4.1 N. Reading, Communication, and Math
Skills

%

/

,

0. Continuing Career Development after
Employment *
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PROGRAM RECOMMENDATIONS

PROGRAM:

SCHOOL: .

.

Recommendations

.

..
0

'.

Commendations

.

i.

C.)

.

.

.
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REGION

REGIONAL PROFILE

NUMBER OI PROGRAMS EVALUATED

Evaluation Areas
,

Low

1

Amount of Need for Improvement

9

Average
Rating(Placed in Rank Order

from highest to
lowest need)

Medium High

2 3 4 5 6 7 8

1.
.

2.

(

I. I.

*

3.
,...

.

4.

5. .4 #

....
6. /in

,

, 7.

. ,

c

a.

9.

.
.

10.

. A

11.

.

ilak

,

12.

' . .

13.

.

,

15.
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REGIONAL RECOMMENDATIONS
REGION NUMBER OF PROGRAMS EVALUATED

Summary of Program Recommendations

,

_

,

I\

Summary of Program Commendations
..

a

..

a

t-

4,

.

-

Regional Recommendations

.

,

_
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