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- ' ~ FOREWORD f )

We- are pleased to present this report to the Kentucky

State Advisory Counc1l for Vocational Education and Manpower t
Development and ining. This report contains the evaluation T
yuides and instr ments for the Kentucky Adv1sor17Comm1ttee . .
_Bvaluatlon Sys ({KACES) . : . - A :

‘

¢« The Center would like to commend.Mr. Billy Howard and the

KentGcky State Advisory Council for Vocational Education

hnd- Manpower Development and Tra1n1ng for initiating a systematic

» @ffort to increase the involvement.of adv1sory$comm1ttees

. in evalyating vocational prograrms’. Adv1sory committees are
a'valuable resource for vocatlonal education. Efforts to

e advisory committees' ‘time wisely and the1r expertise

rodgctlvely are highly commendable.
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w Spec¢ial acknowledgements are extended to regionJﬁ vocational
iducation personnel and advisory committee members in Region

I ‘and Region VII of Kentucky who served on the project advisory
mmittee. Part1c1pants on the project advisory committee
cluded Mr. ‘Bill Hatley, Mr. John Gray, Mr. Rodney Dempsey,

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

seph Flynn, Mr. Frank B.:Raine, Mr. Don Brandt, and Dr.

nnis Savell from Region VII. ' '
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Appreciation is also’ extended to.the local craft committee
members, vocational teachers and reglonal staff who part1c1pated .
1; the plth test of *KACES. //

. 2w Sincere thanks are extended to Dr. N. L. McCaslin who - ‘ /_
served as project director and to Ms. Kay A. Adams who helped /
devefop dnd 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
Linton and Ms. Mary Schmidt for their efficient typ1ng of the *

manu5cr1pt ﬁh
X Robert E. Taylor, Director :

The Center for Vocational E ucatlon ‘

\ 4 The Ohio State University . N
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Kentucky Advisory Committee Evaluation System:

ORGANIZATION MANUAL
r g =

- B

Introduction . -

Advisory committee members form the primary link between vocational
education and the manpower community. They provide advice which is not
easy for vocational educators to obtain elséwhere. 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 questions to which )
advisory committees are most qualified td‘respond. ‘ ' §\$

a

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
weré 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 presented in the bar graph ‘
in the rigMt column. The typical response to the difficulty of o . :
evaluating each area is shown in tME line chart in the left column. i‘\~

. This packet of materials, - e kentucky Advisory Committee Evalua-
tion System" (KACES) was developed for Kentdcky's State Advisory
Council by The Center for Vocational Education.at The Ohic State
Universaity, Columbus, Ohio KACES provides togls and guidelines for
evaluating the three areas which were selected as most inportant.»
These are:- Relevance of Vocational Content, Job Entry Skills, .and

o amployability Skills. . A _ .

Pur se -

. 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. It is a method of helping
advisory committees to provide advice to vocational educators. The
evaluation process will help determine which aspects of the programs

” most need improvement and which are most outstanding. 1In Qddition,

» specific, practical, and meaningful feedback for making program
#aprovements will be provided. A:secondary purpose of -KACES is
increase advisory committees knowledge about and involvement in/vocational
education so that they will be better able to provide advice.

~
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Overview of Preccdures

.

KACES calls for the participation of Kentucky's local craft committecs, .
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, investigation, interpretation, and recommenda-
tion.i Each level of advisory committee w ll have a different role tog
perform in the evaluation process as illustratigrin Figuta 2.

r

Figure 2

- Evaluatien Process

Stage Local Craft Committee Regional Advisory Committee
. ] : . . f
Orientation - . ) With assistance from the ' .
. _ . . ,regional director of
//.,/)r . . ‘vocational edycation,
’ N orient local craft com-
g . .| mittees and wvocational
- o C, : achers in th/‘region
k\' &é the evaluation process
L
. . ' ~H ‘//<T§¥
Investigation Investfgate the: local . gt local craft com- '
vocational program by. ttees investigate the
interviewing vocdtional local voc itional programs
. . educators, vocational in the ri ion :
’ students and graduates, e .
3 " and local employers B
-Interpretation ZOrgani;g and interpret Summarize the jinformation
) the interview informa- . collected by the local
tion into a report which | craft committees into a
describes the: current: regional report
status, major needs, ' o }
" and recommendations for s ! «
improving the vocational | . '<fi‘ . t(
program, 4 v P . jl7 ) .
Recommendation Comunica%. the results Report the evaluation ‘
of the evaluation to local | results to the state ad-
. vocatiponal educators .and visory council and regional
\ the,regiogal advisory ‘| vocational educators’
) committee )
N -3~ ‘ -~ ]
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Tne JLdLU Advxbory Council will ipnitiate the cvaluation process
and provide gquidance to the regional advisory committecs. Each regional
advisory committec, with assistance from the regional director of
vocational eaucation, will orient the craft committees in their region
to the evaluation prodess amngt assist them in evaluating local vogational
education programs.

-

!

Lach local craft committee will imvestigate their vocational
progrdam by interviewing vocational teachers, students and graduates of
the program and local employers. After completing interviews, each
craft committec will meet to complegte, 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 of the program. The information on these '

two forms will be shared with the teaghers, counseldrs, and principals
associated with this program and forWarded to the regional advxqory

committece.

Lach regional advisory committee will- summarize the. information J
received from all .the local craft committees in their reqgion to portray
a Regional Profile and Regional Kecommendations. “I'he regional summary
report will e shared with the regional vocational education staff and
forwarded to the State Advissory Council. '

The State Advisory Council will, in turn, summarizZe the regional
information to create a composite State Profile and Stade Recommendations

_for improving vocational education programs in Kentucky.

» ‘
A diagram illustrating the flow of information among‘thé three S
levels of advisory committees dand between advisory committees and

vocational educators is presented in Figure 3. ‘<

Focus of the Evaluatiorn

The evaluation wil{_focus on thrée topics: .
J - .

1. Relevahce of Vocational Content (Is the prograﬁ?teaching the

right content?) :
Y _ * s -y N .
Z.* Stydents' Job Entry Skills (Are students 'learning- the content?)

~ ' ‘

3. Students Employability SkKills (Are students able to locate

and maintain jobs to use what they've learned?)

!
: -/
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pelevance ol Vocational Content, The word "relevant” according to
wWolniter, meant "hear tng upon the mitter at hand:  pertinent.”  The matter
Cat hand s educaging indivieduals for jobs in businens, industry or babor.
Advinory committoes will took at the match between Che content Tanght in’
e vocational educat ron programs o and the skills students need on the
fob, (Seeo Firgure ) )
Advinory committeen will examine it the school han adequate pract ree:n s
and resources (people, money, and things) for keeping the content current.
But cven the best pract icen and most up to date tacilities will not assure
that students ridceive a relevant, up to date vocational cducation.  To
teeit the relevance ot the ddication which students are receiving, one
mint look directly at the vocational content which students are learning «
Thus, the ecvaluation will focus on the content taught in vocational
prrongrams - and Courses. Current practices and trends in business and
tndustry must aluy be reviewed to determine thefr requirementys for
.-m}rlmym-:&. Using both sides of the picture, the it between vocational
' *oeeonrses and jobs in the world of work will be evaluated. :
: .

4

. ‘ Studpnts Jolb ntry Skills.  The vvaluation of this topic will investigate
fhe oxtent to which students are ltarning the occuymt,ic’mal skills thdy '
necd to perform a job. (6ce Figure b) The evaluation will investigate
if students are leaving their vocat ional proqr.iin with the «:'ntry level
ocoupat ional skills to.perform the job for whichy they were traihed. The
cvaluation will examine students' opportuniticsg¥o practice their job
sk1lls in school and community-ba ,fr(i work sett.} ;. The evaluation will
examine whether therfare cqual opportunities ¥ all persons 1in the
community to develop job-entry skills. The evaluation will, examine the
Z + program entry requirements, course requiren;ents and evaluation procoedures
used Lo ensurc that all students graduate with entry level job skills.
Stadents' on the job Qgrf_ormancc will also be cxaminéd.

students' Employability $kills. The cvaluation of this topic will
investigate if students are able to find and hold”good jobs when they
leave school.  (See Figure &)  In order to find employment, students
should know how to go about louoking for and applying for jobs. But
employability is not only finding afqooﬁ job, it also.mecans continuing
employment and career advancement., Therefore, students' j related
skills, such as work attitudes, work habits, perseral h its, basic
academye skills, and‘willinqans to learn new job skillq will also be

- cxamirfed, \ .

>
* Fvaluation Areas
. . . . N .
/ The three topics above have becen expanded into 15 major evaluation
- areas which arc presented in Figure 7. These 15 major evaluation areat

form the heart of the evaluation you are. about,to undertake. Interview *
questions are organized into these areas. The two evaluation forms which @

will be completed are also organized around these evaluation areas.
. <

»

R -o-h A
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llgure 5 . " . /' e

S JOB ENTRY SKILLS

G ¢
jﬁ;‘z \

WORK

- SCHOOL

Do stuée_nts have the entry level job skills
“to take the step from school to work?

13
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Relevance of Course/éffe;ings ﬁo ?vaflable Job Oppértunities*ﬁ“

Laboratory a community-Based Work Experience Opportunities“

Work Habits and Attitudes .

pdntin&ing Career Development After Employment

Ma)or Evale?pzon Areas 4 R

A

v’ .

- . m:izvﬂ?or comm . )

OEcupational Orientation . Explora’t:.on _ S ’ -
Relevance of Course Contdht to. Curremt Job PractiGes \

l Lo
Up to Dateness of Equipment A

[4
.

. . . / | ' - R e
/ : - . . - !
7 ** JOB ENTRY SKILLS s o - e
/ C o e
. A .. ' . - g
On-the-Job Performance . "' : , T

/

 Equal Eduqéiional Opportunitieé fv o e o

Program ﬁntry Requxrements, Course Requirements, and Student Evaluatiol
Proced es v

PR . EMPLOYABILITY SKILLS

Locatxng Employment -

;Maxntaxnxng Employment ' />

Interpersonal Relations and Public Relations thh Supervisors,
Co-workers and Customers “

' Personal Habits =~ - .

. . N ,
Reaging, Communication, and Math ‘Skills o ' .
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. - ' ~10-
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Needed Materials , i ) . e o _ , 'f;;; ; -

. R .o
- ’

- To complete the evalu@ition process, guidelines and. instruments -have
been developed. Since éa h level of advisory committee has' a dlfferent
role to play, each‘level 111 use differént materlals. L :

. e Two pripary ‘evaluation 1nstruments are needed to, record the results
.of the qvaluatlonu One set of instruments will, be completed by each Ll .

. Local/ Craft Committee as a group, by each Reglona& Adv1sory Committee -

as B group, and by the State Advigory* Council. The title, a brief descrip-
tion jof the purpose and the users for gach evaluation 1ns€%umeqt are
presented in Figure 8. The title, a brief description of the purpose, -

and the usersvfor'each évaluation guide are presented in Figure 9.
. . - . * L . LN '.

g Figure 8 C ' .
L . o o T ) . "
- ' . T KACES Evaludtion Instfuments . ,
] . o q . K o I .
; . ' : .- : : o

Evaluation Instrument . .* . Purpose T 4 Needed by: *
- . N ' e - B

' Program Recommenda- ’Commendatlons and recommendag}ons q*
v © for fmprov1ng each local vocat10nal - R

tion Form

Program Profile

Form %_ ..
! o programs will be rated and ranked
‘ " by each craft”commlttee. o !
. Regional (and State) Locdal commendations and recommenda- 1, 2
Recommendation Form) tions will be summarized for the
’ - - ' region (or state) and additional »
regional (or state) recommendations - ,
will be recorded on this form. : '
|\Regional (and State) The degree of need for improving - | 1, 2
Profile Form each of the programs evaluated 4
' will be summarized for the
* region (or state).
L. ' i
* 1. Director of State ’ 4. Local Craft Committee
' - Advisory Council Chairperson
2. Regional Advisory 5. Lotal Vocational Teacher
@ommittee Chairperson 6. Local Craft Committee Members
3. Regional Director .of ) v
Vocational Education :
. -11~ .
! Y

ERIC

Aruitoxt provided by Eic:
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Figure 9

- . . T . I ]
KACES Evaluation Gﬁldes L .
- < ‘.
I'valuation Guide Purpose - - Neceded by:
B ‘ . . .
a. Organization' Provides én iné;oduétion to fhe 1, 2, 3: 4, 5%*:
Manual ~ purpose of the evaluation and an’
, overview of e procedures. ' .
"b.r Guidelines for. Egplainé the/ role of the State ', . 1 L i
the State Advisory Council in the . ;] 3
Advisory evaluation grocess. - o ) v
Council” - © * e ’ N '
c. Procedures for Provyides step by.step procedures " 1, 2, 3 i
" Regipnal for assisting .regional advisory C ot
- Advisory committees to\ accomplish their -
Committee  §. part in the evaluation. g
d. Guidelines for Explains-the role of the , » 3
the Regional régional  director inthe
Director of evaluation process. '
Vocational ' ’ .
Education ’
"e. Procedures for Provides step by step - ¢ 4,5
Local- Craft. procedures for assisting - o C ‘
Committee 1oca1-craft_comm§ptees to .
accomplish ‘their part:-in
the evaluation. . .
f. Guidelines for Explains the role of the 5 -
the Vocational - teacher in the evaluation
Teacher - process. . '
g. Interview Provides introductory ins{ayc- ‘4, 6
Guide tions and questions for ‘
o local ‘craft committee members
to use in interviews with (1) !
' teachers, (2) students, (3)
graduates, and (4) employers. )
* 1. Director of State 4. Local Craft Committee : \
. Advisory Council Chairperson. '
2. Regional Advisory 5. Lbcal Vécationa} Teacher
Committee Chairperson . 6. Local Craft Committee Mémbers
3. Regional Director of ) )
Vocational Education ' : o .
-12- h

17
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lenging task

. / .
& : C . 1 _'/
. 5 /,// : : o '
' . Kentucky :ﬁx}sory Comnittee Evaluation System L ; L\\
e ' i ‘ A. ) . ’ ’ -
5 GUIDELINES FOR THE STATE ADVISORY COUNCIL - )‘ e
4 N ' ' . - ‘ o ‘

A key to’'making the evaluation effort successful is to ensure that =

’ partzczpants are clear about their role in the process. Since SO many

people will be 1nvolved in the evaluation process, $his becOMes a chal-

' The State Advisory Council w111 be responsible for: - »;

.1. ensuring that all regional and local advisory committee members,
and educators understand theiﬁrrple in the evaluation process;

‘Ensuring that all participants in the evaluation process receive
the materials they need to cOmplete their tasks and complete

;' their _tasks correctly: and _ _ - N
3. summarizing the information receﬁyed rom each region into a’
\ composite picture of the major néeds, recommendations, and commenda~-

tions for the State of Kentucky. .

¢

Orientation KN
< ) L
. .

The orientation to KACES can be accomplished in two steps: - (1) the
State Advzsory Council holds orientation seéssions in each region of Kentucky
for thefregional advisory council members and regional vocational staff; »
(2) regional council members then provide orientation sessians for local
teachers and craft committee chairpersons in- their region. Orientation
activities should be based on the 1nform'taon contained in the Organization
Manual. The figures in the manual can be used as transparency. masters.

Organization « " _ . .

» - .

Since each group of .people will have a: different role to ARy the !
evaluation, each group will need different materials. The eval ati P
materials have been d1v1ded into se ns so that each person: will héxg‘q'f

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

:

*
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Mate;ials Needed by Each Group-”

Group

State Advisory Council

Matefials Needed

"OrQanizational Manual - /I \

Procedures for Regional Advisory Committee
Regional (and State) Recommendations Form
Regional (agd State) Profile

Chaxrperson of the Regxonal
Advisory Committee

(only one copy of

each needed per xegioﬁ)

o .

Organizatiegnal Manual
Procedures for the Regional Advisory
Committee _ ’ ,
Regional—Recommendations Form

. liegional Profile

Regional Vocatlonal
Director

o ' . \f

Organizational Manual

. Procedures fof the Regxonal Advisory
" Committee ..

Guidelines for the Regxonal Dggsgtor &

Craft Cdmmi tee oo
Chairperson/ (only one
copy of each needed

+ 'per craft committee)

N

Organizational Manual
Procedures for the Local Craft Committee
Prozram Recommeridations Form

" Prodram Prgfile . !

Interview Guide

local’ Vocatlonal
Teacéer’ .

Crganizational Manual >
Frocedures for the. Local Craft Commlttee
Guidelines for the Vocational Teacher

Craft Committee Members
.]V . ; .
Team One ~ - N
TeamﬁFwo

~

Team Three

Interview Guide (Section I)

Questions for Teachers (Section II)

Questions for Students and Graduates
(Sections III and 1IV) - . ‘ .

—

Summarization

Questions 'for Employers (Section Vi,

’

T
Y -, -

The entlre evaluatxon process revolves, around two short- forms which
w111 be completed at the local, reglonal and state levels. The local

forms, Program Recommendations and Prqg;am Profi

re located .at the back .

of the Procedures for the Lqgal Craft Committee. The

ional forms, Regiona

Profile and Regional Recommendatlons are located at the

ck of the Procedur

for the Regional Advxsory Commxt

4

I

P 3 A

At the state level, you can a1§o use the two regrQnal forms to summariz

the evaluation findings for ‘the

state. . The State Ad?xsory Council can also

follow the same procedures presented in the Proc?dures for nglonal Advisory

Committee when summar121ng the ratings, ranklng
by each reglon for the. State of Kbntucky.

0

C D

and recommerdations provid
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! t Kenfucky Advisory Committee Evaluation System - A 7

. PROCEDBRES FOR REGIONAL ADVISORY COMMITTEES -
4 ] - , -

. ' ¥ . - -

1. Contact the local craft commxttees .that serve the vocaticpal programs in .
. your region and invite them to participate in the evaluation process.ngf
“Your goals is to involve all the vocational programs in the region in . v
the evaluation. For those vecational progra®ms which have no local craf /P -
committee, or at best, & ‘small or dnactive one, you may want to use onef
or more of the alternatxves listed below' '

a. Ask a local cr;\? commxttee in a related occupatxonal arqp‘to assist

- in the éevaluation of the program.(’z—

b.. Help form -a local group. from the communxty epresentatives;
"~ . busingss/industry/labor and concerned citizens) to assist in
evaluation of the program. - : :
- : . '3

c.  Have regional advisory con;ttee members conduct the evaluation
~of the program. /

2.. Orxent the local craft commxttees to the pdrpose, procedures, and
expected results of the evaluatxon.

‘a. Send an introductory lettér to théiﬁhairperson of each local craft
committee to ask them to participate in the evaluation. The letter
should also” briefly describe why the evaluation is being done and
the role of'the local craft committees’ in the evaluation process.

A sample xntroductory letter is provided in Flgure 1. .

‘h. ‘If possible, also hold an orxentatxon session with the craft committee
\ '~ ‘chairpersons ‘in tpe .region to go through the evaluation materials
'ij,and instruments.  An-orientation session can serve as a question and
o answer period: to clariiy the ta:* and as a means to generate interest
e ' 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,
. *

a. Some.tasks in wnich the localrcommiﬁteeg\m§¥ need assistance are:

'
.

. (1) - Contactxng local employers from business and industry for xntér—

'vxewxng.
" . (2) Contacting graduates of vocational programs for interviewinq.'
(3) “Conducting the intejiews. ' .

0 < - | S T |
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- : g ‘Sample Orientation Letter.
- . -
¢

TO: Local Craft Committee Chairpersons

FROM: Regional Advisory Council -

~

Your craft committee hj een selected to help evaluate the vocational
education program in your locality usdsmrg~the Kentucky Advisory Committee
Evaluation System (KACES). Similar evaluations will be conducted through- .
out the-state of Kentucky. T & ‘
© ~ ’
Purpose: The purpose of KACES is to help lmprove Kentubky s vocational
education programs, not to prove whether they are good or bad. :

‘ .1 . . . . ’
Procedure. You will be asked to: - = . i " ¢ ' .
1. InVestigate.various features of the local vocational edication
program by personally ghterviewing vocaticnal educators, voca=-

tional students, graduates, and employers;

Y

\ 2. Generéte.recommendations for improving the program; N
'3: gelect thosdk@gpects of the program thch most need improvement;
.4. Report .the results of the evaluatlon to local voc tlonal educators
to the Regional Advisory Committee.
Use of Res ; ‘The results of rhe evaluation will be ysed at the local,

regional, and state level to help improve Kentucky's vocational education
programs. The information gathered by your craft committee will be spjared
with the principal, teachers and other vocational staff in your locality.
It will also be summarized and used by vocational educatdrs at bOth the
regional and state levels to improve programs. B

I hope that you will fully participate in the evaluation. Your involve-
ment is essential to its success: An orientation session to explain the
details of the evaluation will be held on ' at .
we look forward, to your attendance. : .

» ) L. '



L. Although no interview questions have been developed for regional
advisory committees, you are encourad@d to engage iﬁ/interéiews 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 own questions for the
15 evaluatnen afeas described in the Org@nxza ion Manual.

4. After local craft committees completg their part in the evaluation, -
they will send you their local evaluation report. Each evaluation :
report contains thrée itéms: . B

.

a. .-Completed Program Pr filezfarm ’ !
b. Completed Prograni Rec mendat.ion Fc;rm b , ]
-c. Other comments (1 e., desctiption of any special conditiens
hindrances which affect thel evaluation).
Your task will be to summarize these of information to form
a total picture of the region. e
- v : , /

5. Summarize the Program Profile Forms: 'The Program Profiles provide a’
rating and ranking of the need for improvement for various areas of \
lozii\quational education programs. .

e«a. Summarize the Program Ratings,reaglded in the right hand column of the
Program Profile Form by calculatibg an average for each evaluation area.

(1) Assign numbers’'from one to nine to each of the rating categories,
% starting with one at bbe 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
i Low Medium High
- 1 2 3 4 5 6 7 8 9

1. Occupational
Orientation and |,

Exploration 1L Dot Vg g () L4 VL UL

2. Relevance of |
Course Content

o Y el po Lo g Lo Vi

O
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(3) MultipYy the number of tally marks by the number of the category
it is in. (See Figure 3 bélow) For example, for Occupational
Orientation and Exploration, there-.are seven tallies in category
two. Mul plz}ng 7 x 2 gives a product of 14,

A

Eigure'3
. Multiplying the Rating Tallies s
A 4 " " v‘
Evaluation , ’
Area s Rating 5
Low Medium - High
° [
1 2 3 4 5 6 7 8 9
4
1. Occqpational 3xl= 7x2= 3x3= 4x4= 6x5= 3x6= 2x7= 1x8= 1lx9=
Orientation 3 14 9 16 30 18 14 8 9
and ' - : : .
Exploration s : J
N , | Lo~
15. Y S -

-

(4) Sum the products across the 9 ratings for éa;h' rea and divide by the
total number of tajlies for that-area. ' (See .Eigure 4 below.)

This will y;i}d*aﬂ—augfage score for each evaldation area at the
" regional level. - ( ' (

Figure 4

. Adding the Rating Tallies

Evaluation Area \

1 © gt 14+ 9+ 16+ 30+ 18+ 14+ 8+ 9 =4.03 (average
30 ) : score)
(total number of tallies)

p



6.

" fl. Occupational

b. Summarize éhe Program Rankings ﬁ'ﬁcalculating the sum of Franks.
- ; \
(1) Tally the numbcr of times each area received each'r nk.-
{See Figure 5. )

v . g % Figure 5
. -
vallying- the Ranks ¢ ) /
valuation Area ) . Ranking
. - 17 2 .3 . . 15] »

Orientation ' -
and &' 5
Exploration : N
" LU TAV: i L1 7/
i 7/

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

Figure 6

Multiplying the Ranking Tallies

- #8x1=28 5x2=10 4 x3=12 2 x 15 = 30

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

Fiqure 7 .
sy - )
Adding the Ranking Tallies
8 # 10 + 12 + 30 (sum of products) '

18 = 3.33 (average rank) y

. (total # of tallies)
- . : ’.—";,

Y

(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 lowest as 2, and so on.

- -
Complete\the Regional Profile Form. Write in the evaluation areas by order
of their Jranks as illubtrated in Figure 8. If more than one area has

the sa average rank, nge the higher rank to the area with the highest
e rating.

_//.

-5~ ' o



~ : .
\ ] .
Figure 8
r
i v Example of a\Cqmpleﬁed-Beqional'Profile Form
1 ' , " J . ¢ i
- Y f o i
. . Y - . A
Evaluation Area. (Placed, Amount of Ne p for Improvement : ) Awgia907
in rank order from T Low . . Medium - High Rating
highest to lowest 1 243 47 5 Je 1 8 9 -
. need for improvemoﬁl.) s ’ ' -
- | A CE N [ -
‘_"_. =T ‘. . "*7 -
1. Relevance of Vocational Course ! -8.32
Locating Employment 7.75
4 B .
f
3. Work Habits and .75
Attitudes
‘ - /
.4. On-the-Job Performance 5.95
- r
. \
/
15. Up to Date Equipment . N 1.85

»




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

v, i+ b. Plot eéch'average rating score on a bar graph. o

. 'q. These rankings and ratings can be reported as the degree of
B - need for improvement for various areas of the vocational
programs in your region.’

. ' . By

7. "Additional analysis of the data can be done. You may also
want to: } : ,

v

<

a. Indicate the major needs for each vocational program (e.g.,
auto mechani&;, clerical, etc.) or service area at the .+ .
regional levcl. " ; "
Ny - egiona e . o ‘
b. 1Indicate the major needs for each. school or geographic area i
of the region.

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

o 8. Complete the Regional Recommendations Form. ..

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

b. Divide 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 also want to organize the recommendat;ons by vocational
program ‘or sarvice area. . '

-

‘d. Generate additional regional level recommendations based
‘on your review of the findings and reﬁarmendations provided
by each local craft committee.

.

9, . Prepare an Evaluation Report for your regidn which includes:

% &

- ‘ ‘a. Brief description of the number and type of programs which
were evaluated.

b Summarized Program Profiles

c. Summarized Program Recommendqtioné

27




' 7
s L
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 Ekducation. If possible, arrange a meeting with the directc
to discuss the evaluation findings and recommendations. Also .
sgbmit a copy o‘r your report to the State Advisory Council.

[
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ﬁbntucky Advisory Committee Evaluation System

. ) : . |8
k GUIDELINES FFOR THE REGIONAL DIRECTOR OF VOCATIONAL EDUCATION

. - .
! M -

l\' -
f

. As regional‘diréctor, 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;

u;,ll‘f?"’ # ° *

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

3. Guiding the Regional Adv1sory Commltt?f,as they bomplete their
part in the evaluation. : '

Q\Orgaﬁizational Support

{

" An effort should be made! 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 suppdrt for the effort to your vocational teachers.
Help the teachers in your region understand‘that this is not an evaluation
of vocational personnel but rathen\a method for helﬁing advisory committees
provide advice for.1mprov1ng vocational programs at the local, regional, and
state levels. . '

2 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 committee 'in a related occupational area or' help form a group from the
local community (parents and local employers) to evaluate the program.

PO

v

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

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

v

~

o “ . v

Orientation for the Local Level Involvement :

All: the regional advisory committees and vocational directors in the

state will be 1ntroduced to the evaluation process by the State Advisory

Council., Each reglonal advisory committee with assistance from the vocatlonal
i 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 thg orien-

tation provided by the State Advisory Council. You should also pecomé'familiar

S 29
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Figure 1

Time/Effort Chart for KACES

2 Hours 24 hours
Orientation and Summarize Evaluation
Organization . | Forms and Report
Meeting (Orien- ; Results
tation Provided . N
by State Advisory ]
Council) |

! |

- |

' |
o ,
| ‘ - 4 |
. . |
J(l‘: hours 2 hours 4-8 Hours 24 Hours
Orientation (Pro- 10rganization Conduct inter- Complete ‘
‘|vided by Regional [ .y Meeting - -  views -y Evaluation |
Advisory Committee Forms and
. Report Results




O
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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 provided 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 g

Become familiar with,the tasks to be performed by the Regional Advisory
Commnittee as they are exPialned 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 craft 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 emp Information from interviews
can be used when the regional committee aglzes the local evaluation results
and generates summary recommendations for 1m oving vocational education in
the region. . . . :



.

Kentucky Advisory Committee Evaluation System

PROCEDURES FOR THE LOUAL CRAFT COMMITTEE
L)

Two meetings of the craft committee are needed to accomplish the "
cvaluation. Approximately two "hours should be set aside for the first meeting and
two-and-a-half hours for the second meeting. Six to eiqht weeks should be

allowed between the two meetings for conducting the interviews.

y , - First Meeting

At the first meeting, the craft committee members should (1) become oriented
to the evaluation -process and (2) organize for completing t?e evaluation tasks.
D )

i ‘: ) .’ .
1. Orientatior’. 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, P *

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 teams. Each team will conduct
personal interviews with either vocational teachers, students and
graduates of the vocational program, or lgcal employers. ’

. a. Team one will interview vocational teachers. This team
will probably need the fewest memhers. .
. ~ ’ L
b. Team two will interview vocational students and graduates.
This team will prgbably 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 edugators
(employers, parents, teachers, or counselors) to agsist you.

« ) - .

A’33 ‘. N ."
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. ,‘- . ) ] ‘ . . ’
1. An Interview Guide has beon prepared containing suggested interview
quesitions for' interviewiny each group. All craft committee mombers‘
should receive a copy of the introductory instructions for conducting

. interviews. (Section I of the Interview Guide). ¢
a. Pach member of tecam one should: receive the questions for inter- ';
viewing vocational teachers. (Section II of the Interview Guide)f“//
b, Fach member of team two should receive the questions for,inter— e
viowing students and the questiors. for interviewing graduates. '#
(Section IIT and IV of the Intgrview Guide).
¢. kach member of team three should receive the questions for ™
interviewing 1&8cal employers. (Section V of the Interview
Guide)« : ’ T "
s X%-.
4. Refore the next meeting of the craft committee, each team membewr..
should work individually to contact and interview people from their -
group. Guidelines for contacting people to lnt rview and condugéghg.A 8
the interviews are contained in the lntroductory instructions in the \\
Interview Guide. . N

S

Second Meeting

o\“v g
At the \vtond meeting, the craft committee should complete, as a group, “d;

one copy of the Program Profiléd and one copy of the Program Recommendation's
form. These arc 1ocated at the back of the Procedures for the Local Craft

- Committee. L . 3 “
This will be a challenging task. Do the best job possible in drawing ',
coficlusions from your interviews. Remember that you probably now know more Ra
about vocational education .than most other local craft committees in thq - ﬂg

natien. You may not feel that you have the expertise to make dec151on£ about

major needs 1in vocatfonal programs. But vocational educators are extremely
terested in the opinions of local craft committees. So please comggete*‘

every item even when you feel that you.don't know enough:

.

5. Each team shodld summarize the results from their interviews for
cach of the 15 evaluation areas. -

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

b. ikach team should present the findings of théir 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
time limits for the presentations. :

/ .
c. Discuss the observations and findings of the three teams Draw
! conclusions about the major strengths and weakne§ses of the
vocational education progrdm.

34
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Complete one Lgkx_oL the Pr rogram 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.

a. Develop recommendations for up to five areas of the vocational
progkam which are in yreatest need of improvement. Recommenda-
tions should be concrete activities or actions that should ‘be

taken to help improve the current situation. When po‘91blo,
back up your recommendatlons with the findings from your"
1ntervlows

N “

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

Complete one copy of the Program Profile form as a group. The
purpose of this form is to provide a supmary of your evaluation
findings. You will use this form to rate the degree of the need
for lmprovement for each of the evaluation areas that you in-
vestlgated. An example of a completed Program.Profile is presented
in Figure 2.

a. Use a democratic process for completing¢the form. Seek
concensus or agreement from the committee when entering a
rating, )

S

—

overall rating of low, medium or high need for improveme

to each of the areas listed by placing a dot in the appfopriate
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.

b. Complete the. right hand side of the form first. ASSigifgz//

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
invq}ved in this program and with the regional advisory committee.

-3~



Figure 1

Example of a Completed
Program Recommendations Form
=

Program Recommendations

Program: Practical Nursing

School: Blue Grass Vocational School

Recommendations

»

Occupational Orjentation 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 opportunities for every
student“in the program to spend time with a practical nurse while

on the job.

Laboratory and Cooperative Work Experience onortuhitiea. 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:

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

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.

Cbntinuing,Career Development After Employment. The program maintains

contact with graduates through bi-monthly problem-solving seminars.
These appear to be highly' successful.

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. ’




Figure 2

EXAMPLE OF A COMPLETED
T PROGRAM PROFILE

Program: Agribusiness
School: Central Kentucky Vocational Center
Ranking of Rating of the Need
the Need for Evaluation Areas for Improvement
Improvement Low edium High
- Need [Need Need
‘J [N
€| A. oOccupational Exploration and e
éZL 2 Orientation o
S P%
4 w| B. Relevance of Course Content to
/2’ o Current Job Practices / :
(1] a8
7’ {pmé e
/ €[ c. uUp to Date Equipment
3 . N
E D. Relevance of Course Offerings to
4 Job Opportunities Available ' A
/é u E. On-the-Job Performance
’ -
s 'dl F. Laboratory and Cooperative Work ¢ g
/0 v Experience Opportunities
] <
/ ¥/ 6. Equal Educational Opportunities
o
Al H. Program Entry Requirements, Course \\
n Requirements, and Student . ‘\\
] Evaluation Procedures 4
t ' Do

I. Locating Employment

NN

J. Maintaining Employment

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

N

L. Work Habits and Attitudes

M. Personal Habits

R R
Employability| Skills

" N. Reéding, Communication and Math

Skills

0. Continuing Career Development

"\ ‘After Employment

—~—

-5-
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) a. submit g copg oof the program protile and recommendat tons to

’ the teacher(s) involved in this vocational program and to the
principal (5) ot the school (n). Ask them to provide your )
committee with written }Ellleﬁﬁflb concerning their reaction
to the recommendat ions and "next stepg” toward implementation,
If possilfle, communicate the results _iox}'_l)_q_{:_:_;.(_)_rl't'o thulvm:nt ional
teacher () and the school principal so the recommendafions

I3 . . . « » . .
and pogsibilities for implementing them C>m pe discudsed.

$
L. Submit a packet of materials to the Regional Advisory Com-
, mittce.  This packet should include:
(1) Program Profile . .

(2) Proyram Recommendations

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

z
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: Kentucky Advisory Committee Evaluation Sysutem

GUIDELINES FOR THL VOCATIONAL TEACHER

L4
.

The vocational teacher can provide the following types of assxstance .
during the evaluation process.

1. Become familiar with the cve&ua&&én process ks it is explained in
the Organizatiion Manual and‘Procedures fotr 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
interview candidates from which they can choose.

a. The student list should include, if possible: high, average,
and low achievers; males and females; -minorities; .and 11th
.and 12th graders.
«
b. The graduate list should include: employees in jobs related
] to their traihing; employees in jobs unrelated to their training;
’ unemployed graduates; new employees; and employees who have
been working a year or more. P

c. The employer list should include: large and small buéinesses;
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 commxttee members to conduct the interviews personally.
4. 1S your craft committee goés through the interview guide, you may want to

assist them in selecting appropriate questions and rewording questions
to make them more relevant to your vocational program. .

- N ORI i - ‘

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 arranged,s 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 1nformat10n about the

vocational program.

39 ‘
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[ wihiwn the craft conuittes gathers {or the by second meeting, you
should meet with them tor the trrst halt ot the moecting to ensure
that they know bow to till out the two evaluatiun forms carrectly.
However, when the comitt e membels daie peady to-013k out the evaluatl
torms, you should exoune yourselt,  Youlr abnence will cheourage
your cratt committee to discuns the information collocted trom the
tnterview, trankly un(i to redord thear honest rgmkan:; and recommendat

7. ‘Ask the cratt committee to share thety evaluation results with you
when they have completed the two forms, Flease take some time to
divcusg 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 aqgree
with any of the results, share your percuptions with the committee.
They may want to change theilr evaluation or they may want to keep
1t same. kncourage the cratt committee to make their own decisions.
Remember that this i1s not a personnel oevaluation. The purpose is
to help your craft committee bwcome a better resource for you.

The avaluation process provides a second pair of eyes to halp
you see the vocational program as other pcople see 1it.

ERIC
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Kentucky Advisory Committee Evaluation System

INTERVIEW GUIDE

Sectibn I: 1Introductory Instructiorns

Purpose of the ‘Interviews

The purpose of the interviews is to provide the craft cogmittee with
in-depth information about the vocational program. You and Wther members
of the craft committee will use the information collected dur¥ag the
interviews to draw.conclusions about the vocational program angj to recom-

mend changes for its improvement.

. Your craft committee will divide into three teams. Each team will
interview either the vocational teacher(s), students and graduates of this
vocational program, or local employers. The seéctions of this guide contain
questions for interview1ng one of, these groups. -Each craft goundttee ;fgfj
member will’ receivé‘the section for the group (s’he is intezviewing. RENN

Section II: Questions for Vocational Teachers
Section III: Questions for Students

Section IV: Questions for Graduates i :
Section V: Questi'bns for Local mplayers )

pDuring the interviews, each person on your craft committee will .be
looking at "only one slice of the pie" since each committee member. will 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 S
other craft committee members. The craft committee will then, as a .. .«
group, draw conclusions about the vocational program and completé two *
short evaluation fonms, Program Profile and Program Recommendations.

The evaluation process is organized around 15 major evaluation areas.:®
These areas are listed .in Figure 1. ‘The interview questions in each section
of this guide are diyided among ghese 15 areas. However, not all 15 areas
will be covered with each group that is intervzewed The final evaluation form
which you will complete at your next meeting are also organized pround*-:'gw;~
these 15 evaluation areas. Please look over a copy of the Program Prog&%%;?fi
and Program Recommendations before conducting your interviews. Your craft LY

*committee chairperson- and the vocational teacher have copies. STy
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Major Evaluation Areas

Relevance of Contert
" A. Occupational Orientation and Exploration
B. Relevance of Course Content to Current Job Practices

C. Up to Dateness of Equipment

N . D. Relevance of Course Offerings ‘to Available Job Opportunities

Job Entry Skills. ’ -

E L
E. On the Job Performance AN
"% , -
. - F.o Laboratory and Community-based Work prerlence OPPOrtunities
u:' G. Equal Educational Opportunxtzes : ‘ . Qﬁ”
jf ., H. Program Entry Requirements, Cburse Requxrements, and Student v'i'
‘ Evaluation Procedures
S Employability Skills
{qf' . 4
v f- . I..- Locating Employment
. &'v“e( > ) )
* J. Maintaining Employment
,_q“.‘ B
uf( K. Interpersonal and‘?ubllc Relatlogo with Supervxsors, Co-workers, i

and Customers

L. Work Habits and Attitudes

o
A}

M. Personal Habits

N. Reading, Communication, and Math\§kills

. 0. Continuing Career DeVelopment'after Employment

¢

" . -




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 progran
'* you are evaluating. J[For example, guestions about employability §kills may nc
be appropriate for a home economics program. Just use\ the quegtions which a:
pertinent to your vocational program. Reword questions to adapt them B
to your program. Feel free to alsc add questions of your own. The
vocational teacher can assist you in selecting appropriate interview
‘questions. Before you condyct your interviews. go through the interview
questions and circle those whxch you plan to ask. - .

Selecting People to Interview

Each craft commxttee member should arrange xntervxews with 4 _

individuals from the group they have been assigned to interview. R

- Interviews may be conducted in person or over the phone. Another , .

) ‘alternative is to provide the individual with a series of written questions
and ask them to wrzte out answers.

Each craft commxttee member should conduct separate intervxews and
interview as many people as possible. If possible, speak to each person
individually. Students and graduates may be interviewed in .groups if
necessary. :

The vocational teacher will provide a list'of 1nterview candidates
. for you to select from. Some guidelines. gor selecting people tq_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

“» . Wwith the vocational teacher(s). If there is time, you. should consider

ey, conducting .your interview in a "fishbowl setting” with the other craft
' ctmmittee members listening in.

_‘_“vTeam Two. Some members of team two shouid?interview students and some
. members should interview graduates. Select a variety of students to

. 'interview, such as minority students, both above and below average
“‘4_students, and both male and female students. You will probably want to
.focus on 1llth and 12th grade students. When selecting graduates to
interview, select representative craduates of this vocational program.
For example, graduates should be interviewed who: 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 yeaz or more.

L : 43 .
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Team Three. -‘Members of team threelshould 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 committee
Feel free te interview your fellow craft committee members but also
1ntervxew some non-committee employers. -

Select a variety of emploYeis to interview; such as beth 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
N recommendations for improving the programs. .

]

:.,

Durlng the interviews, try not to accept»sxmple "yes" or "no" answers,
You may want to pursue responses usxng interviewing technlques. For ¢ -
example: ,

l. Probe the person you afe interviewing by using phrases such as:
’ "Please explain your answer."™ "Can you give me an example to .
\23 illustrate that.” "That's interesting--tell me more about that."
"I don't quite ‘understand what you mean."” ‘

2. Paraphrase or repeat back the 1nterv1ewee 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 ls llmlted, let's go on to the next
question." '

During each’ interview, fecord answers to ‘questions and your own

. observations, insights, and ‘recommendations on scratch paper. After
completing all the interviews you should prepare a Work. She'et similar
to the example in Figure 2 below. Use the work sheet to summarize your
interviews. Organize your summaries by eyaluation 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 evaluationh
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.

ERIC

Aruitoxt provided by Eic:
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Figure 2. -

Example Work Sheet

(for a person who intervi

- - .
Evaluation Area Facts/Comments/Suggestions - A

“A. Occupational ° : ' Strong: In general, students could name
Orientation and many local businesses they could»uork for
Exploration . . and could describe typical workimg condi-

‘tions to be found in various types of
busxnesses (gas station, garage, car dealer)

Weak: - In general, students were unclear

. : dbout job requirements, could not adequately

7 degcribe a typical day on the job, did not
‘know salary rangés, and were unfamiliar

| Yl _ with opportunities for advancement.

h

B. Relevance of Strong: Students have excelr%
> Course . of brakes and well-balanced b
Content ’ knowledge of the trade. s ff. e
' 1 s e
;7 ! . ' Weak: Students do not receive enough
training' in specialty areas, such as:

Tuneup, Electrical Diagnosis, Front End
Alignment, Air Conditioning, and Automatic
v ~ Transmisgions. Local garages need people
« 0 With knowledge in these areas.




Section II: Questions for Interviewing Vocational Teachers

¢

Occupgtional Orientation and Exploration

1. wWhat actxvxties are used to help junior high school students
interested in this field explore ocgupations before they enter
high scliool? .

2. what procedures are used to help entering vocational students
" select a program which fits their interests and abilities?

ek
3. what methods and materials are used to provide vocational .
students with current information about employment Opportunitics,
salaries, job requirements, working conditions, and current
practices in their chosen occupation?

4. What experience-based instructional activities are used to
' directly dntroduce vocational students to business and industry
(e.g., field trips, career dey, reseurce people from busxness
and industry, etc. )? . ‘

Relevance of Course Content to Current Job Practices

4

(Review the primary ins tional materials used by the teacher(s)

and students in this pr am. 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.)

i

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

6. What are the primaf¥ competeq‘;es students,learn &g this program?

» z

»7. Hou were the competencies needed in this occupation identified?

What steps or procedures were used to make sufe that they were,
in fact, ﬁeeded in the occupation?

8. When was this 'p£09ram last updeted? How was this done?

" 9. What topics taught in this. occupation do-you feel need to be

updated?

1
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C? up to Date Equipment

10. WwWhat process is used for'reviewing and updatiné the equipment?

11. what equipment, if any, do you feel needsﬂ#o,be'replaced'in
the near future? ) f
! a R -12;‘ what alternative solutions are sought wheﬁ there i% not money
v o _h'available to replace obéolete'equipment?/ .
. N / .
13. 'What recommendations do you have for iqproving the laboratory
°  and shop equipment available to students?

! r

ST . D.F¢Re1evance of Course Offerings to Available/Job Qpportunities.
~v’;  ,14. What procedures do you use. for maintéining"current information
Lo . about local employment opportunities@ state employment
- L K opportunities? national omployment opportunities?
. o Q

15. ‘Hhat procdedures are used to limit tudent enrollment in over-
crowded occupational areas? ,
. 3 . . .
ko ‘ " 16, what'procedures are used to initiate new programs or courses
R I _ ¢« in emerging fields with-many jok opportuniti@s? What new
. . programs, if any, have been initiated withinvthe _past five years?
C . ° ?.
17. What pracedures are used to stop programs that offer few Job
. ; opportunities or those in whréh students can receive better job
training elsewhere? What programs, if any, have been dropped
) ‘ . within the past five years?/ .
F N . . ke ) ] r
N 18.‘ In what ways do you involve representatives from the manPOWer
’ ‘community (other than advisory committees) in planning, evaluating,
‘. and updating vocational grograms and courses?

/

o E. On the Job Performance /
. ool ,.:;5 /

o "19¢  "In, your candid estimat;on, what percent of the vocational :

- students graduating from this program are in each of the following
' . categories' (Read all the categories one time then ask the
‘ teacher to estimate’ the percentage of students which fall into
'Aeach ) f ) .
/ .
a. Iow proficiencf in job entry skills?*
b. ' Below averdge broficiency in job entry skilla?
c. Average brofiéiency in job entry skills?
d. 'Above average proficiency in job entry skills?
e. High profic%chy in job entry skills?
1 / , »

' . O . /' . : . : .
* Job entry skills are ose skills that a person has to have on
initial employment. :

. - ..-7{ _'
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Aruitoxt provided by Eic:

4

Laboratory and Coéperative Work Experience Opportunities

'20.

21.

22.

23.

24.

What perceéntage Gf the students in the program g#e involved in
cooperative work study or other community based work experience
programs this year?

What types of work settings are currently being'ﬁsed?

Are there enough work stations to serve all the students? What
alternatives are used for 91v1ng work experience to students who

cannot be placed in real job settings?

On the average, how many hours per Weeg are students involved
in practicing their job skills in laboratory or work settings?

\ .
What outside work assignments have been used this year in the ’
laboratory or shop? What procedures:are followed in Jocating
outside assignments? '¥ﬂ

Equal Educational Opportunities

25,

26.

27.

28.

Are both males. and females enrolled in the program? If yes,
what percentage of each make up the total enxdllment? (If
the percentage for either sex is low find out if any efforts
are being made to increase enrollment.) :

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

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

What type of assistance is provxded to potent1a1 dropouts and
early school leavers?

v
. v
-

Entry Requirements, Coursej}Requirements, ahnd Sthdent Evaluation

Procedures ;}f
29. What are the entry reguirements for this program?

30.

31.

32.

what courses are required for graduation?

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? )

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,)

Ny

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.« Lodating Employment ’ ‘ )

o
e

e

36.

37.

38.

' Wwhat type of job placement services within the school are

provided. for students? .

. What procedures are used to coordinate job placement efforts

of teachers, counselors, and coordinators within the school
over-solicitation of industry?

:mﬂ()i}l . . . . 2 ‘
hat job pf‘cemeqt 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?

What percent of last year's qreduates of this program were

placed by or through the school? Wwhat percent of last year's
graduates entered training related occupations?

What claesroom and out-of-school activities, if any, are used’
to introduce students to the process of locatxng and applying

for employm?t?
How do students learn about the following:

Using sources of employment information (e. g., newspaper.

a.
want ads, employment agencies, etc.)

b. Job interview techniques —

c. Completing job application forms

d. greparing resumes, work samples, personal referenees

Maintaining Employment . .

v

39.

. o >
‘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?

3

Interpersonal Relations with Supervisors, Co-workers, and Customers

' What classroom and out of school activities, if any, are used

to help students develop interpersonal skills for interacting
fellow workers, and customers?

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

40.

with supervisors,
Work Habits and Attitudes
41.
42,

How are students helped to develop the following habits?

bDependability, and efficlent time utilization

a.

b. Responsibility and initiative

c. Safety precautions and neatness in performing job tasks '’
Positive attitude toward work

’ . -~

d.

-9 ) -
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M. Personal Habits

43.

N t
What classroom and out of school activities are used to help
students develop good personal habits? (e.q., appropriate
dress? money management?_ghealth? and social behavior?)

N. Reading, Communication, and Math

-

what process is used for coordinating students' vocational and

44.
academic instruction so that vocational courses emphasize
academic skills and academic courses have vocational applications
45. 1Is remedial assistance provided foiepoor readers, slow learners,
or other students with below avera academic;skills? If yes,
how is this done? N v
. \ :
46. What opportunities do students\have to practice the followzng
. skills: \,
’ \
a. publ;c speaking - extemporanedus and prepared
b. lxstening and remembering znstructzon
c. creative writing N )
" d. ”summarzzzng reading material =
: '. N\ -7
0. Contlnuzng Career Development after Egplquent ' .f. | W“éhl,,g_w_
T L R
‘f,~”/ 47. - How does the school prepare students in the following‘career"
development areas: - S .
- . .\\.
a. seeking job advancement through promotion®
b. - transferring skills in one occupational area to a related jol
c¢. willingness to learn new job skills and participate in
) continuing education after employment
d. leaving a job due to bLeing fired or -layed off, or for
‘ personal reasons : \ ’
48. Wwhat follow-up activities does the school provide to elp‘

students continue to learn after they leave school? F

example: . ' SN
- : o SN
a. follow-up guestiornaire T o *

b. . follow-up job counseling and/or placement : \
c. continuing education

_.50
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sdction III: Questions for Interviewing Vocational Students

A. Occupational Orientation and Exploration

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

1. Describe a typical Ay on the job as a » o {
(insert name of ofcupation)

-

2. What businesses or industries in this city cpuld you wotk for? -

N

Rt

‘f.3:',What geographic areas offer the gre test opportunities for
o femployment in this occupation?

4. IWhathQb :equirements will you have to meet to become employed
'_,in this occupation?

5. What are the oppprtunities for advancement in this occupation?‘.' 4

.6. What is the salary tange for this ocCupation?

7. what do you think are the main»disadvantaqes of working in this.
! occupation? Advantages? : -
8. Wwhat do you expect the workingﬁconditions for this job to be
like? (e.g., hours, physical- climate, amoun! of repetitious
tasks, etc.)

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

B. Relevance of Course Content to Current Job Practices

.10. W®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 better prepaJe yon for your
job? :

E. On the Job Performance

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

- =11-
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& '“wﬁaﬁ steps would you follow in bleaching virgin hair? How .
‘ would you partition the hair and in what sequence would you

4$,_'- o _: cut each partition for a precision cut?"

r ’ cas T * N .

;f . - .. ffi;n Formulate several questions related to key skills in
hd E-Y

the occupational area for which the student is preparing.

i

and Coopera

13, Briefly describe t
have had. S

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 ydu think people are fired from their jobs?

L. Work Habits and Attitudes

- .‘é 23. what would you do if you were a boss and one of your employees

4&# ' is frequently absent from work wishout permission? -

24. If you had to visit the doctor during &brk, 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?

P
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26.

27.

28.

29.

30.

Pretend you are a helper on a heavy construction job. 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?

-~

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

what safety rules would you follow when ' ?
(name a job task for this occupation requiring safety precautions)

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

‘

If you thought of a better way to do part of your job than whht
your bosF suggested, what would you do?

53
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Section IV: Questions for Interviewing -Graduates

A. Occupational Orientation and Explorhtgga

1. In what ways does your present job not meet the-expecta;xons
you had when you were student with respect to salary? -working
” conditions? employment opportunxtxes? day to day routxne?
" opportunity for advancement? other expectatxons?

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 partxcular

courses, work experience opportunitzes, etc.)
LY

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

. 5. Iﬁ what areas of your job'did you feel you had out of date or-
/ inaccurate information when you started workinq?

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

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

E. Ot the.Job Performance L 0

4 - .
8. What parts of your job do you feel the least comfortable doing?

9. What parts of %our job do you feel you are the best at?

-

I. Locaﬁing Employmeﬁt

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?

:lh- ' /

54




N

3.7 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 thelr jobs?

15, Have any of the students in your graduating class been ﬁired?
why do you think this happened? .

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

16. what prob ems have you experienced, if any, in getting along
with othe¥ 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? Wwhat do you enjoy most about it? What
- do you en)oy least about it? -

18, 1If you had to be absent from work”for 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?

20. If you make a mistake on the job that you know your hoss will
; be very upset dbout. what would you do?

o . 21. If you think of a better way to perform one of your job tasks
.. than what your boss suggests, what would you do?
. 22. what would you’do if one of your co-ubrkeae is taking goods

- from“Work without permission?

23. Do you think that your vocational program helped you to develop "“ﬂ
good work habits, ‘Such as responsibility? dependability? :
pride of, craftsmanship? willlngness to continue to learn new-
things? following safety rules? using time efflciently? '

How could your vocational program have helped you more in these
areas?

1

N. Reaaing, 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~




o. Cogiinuin97Career Development After Employment .  , %

25. Have you participated in any further job training since you
started working? If yes, what type?’
gt 'a ’ﬂ ".‘
26. Have you received any promotions or salary raises since you
started ‘working? What future opportynities for advancement do
you have in this field?

27. 1In what related jobs do yagy feel qualified to seek EPR

employment if you could no longer work in this dccupation?
, : . i
- .
3
"\
‘.’ﬁ_y
(RN
ey , f"";"'“‘
>
.
*
- ? . .
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Section V: Questions for Interviewing Employers

B. Relevance of Course Comtent to Current Job Practices

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

2. Would you fecommend any aqgitional topics which should be
taught to students prepari g for this occupation?

- 3. ,' t areas of their jobs do students tend to know the most A\
bout when they start 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 ‘ Y
. 'S. From your experience, what equipment or technology used ig this
: occupation are students typically unfamiriar with when they °
g begin working? ‘
D. . Relevance of Course Offering t:gEJob Opportum.ties Available .o ‘

: ‘6. For which jobs does your firm have the most difficultﬁﬁ
in recruiting qualified employeesz

7. For which jobs does.yohr firm have too many applicants?,

8. What training programs would you recommend limiting the enrollment
in or dropping all together because employment opportunities
are scarce?
9. What are your recommendations for improving the coorQination .
between your firm and vocational education for better déveloping
- employees to meet your manpower needs? - . e

v

@

E. Performance of Job Skills

I

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

N s fall into each. )

. - -17-
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as szfprof1c1ency in Job cntry sk}@ls .
b. average proficiency in job entry sklIISﬁ

c. Average proficiency in job entry skills
d. Above average proficiency in job entry skills
e. high L(Qf‘iciency in job entry skills

F. Laboratory and Cooperative Work Experience Opportunities

11.
12.
13.

.14,

15.

Lo you think that vocational students receive enough practice
of. their job ‘skills in real or laboratory work settings

before they graduate? ,

Have you employed work4study students? (students who work
part time and attend school part time) )

what problems, if any, have you experienced in employing
work-study students? ' :

-

. Hlow could the vocational school assist you in:

a. Prov1d1ng part time jobs for more students? R

b. Providing a greater variety of part time jobs fér Qtudents?

What recommendations do you have for 1mprov1nq the work studyﬁ
program?

.
[l

G. _Equal kEducation Opportunities ' ‘ )

How could vocational education programs better help you fill

. 16.
affirmative action rgquirements?
; . 17. How could vocational education programs improve the chances
of pcople with handicaps in finding and maintaining employ-
: ment with your company? For example: .
. . L]
" a..’ Individuals with physical handicaps?
b. Individuals with mental handicaps?
c. Individuals with limited English speaking ability?
? d. 'Males and females in non-traditional occupatlons?
: e. Others?
- = Py
I. Locating Employment E ’ ’ - ‘ /
18.” How do you usually obtain applicants to fill jobs? Would &ou
. like to see these sources changes or expanded in any way?
~-18~ ' .
A\ ,
\‘1 . . ’(__

ERIC
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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 2
is the primary reason for hiring one applicant over another?

m

. " 21l. 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 employees
(excluding resignations and RIF's)? o -

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

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

- L. Work Habits and Attitudes

"24. wWhat are the major areas of improvement needed 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

4&. work habits? » . .

-

. 254 What imprdVements are needed in attitudes toward work heldiby
your enmfployees from vocational programs?

w g% -
+° M. Personal Habits 3 \‘gﬂ

: ‘.7
26. Wwhat improvements are needed in the personal habits of your
employees from vocational programs? For example; social
M : A .

behavior? dress? money management? A

N. Reading and Communication and Math R

-27. Do your employees from vocational programs typically have
adequate reading, comhunication and computation skills to do their
,JJobs? If no, in what areas do skills need to be_improved?u Co

O. Continuing Career Development after Employment

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

v

-~]19-
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PROGRAM PROFILE

PROGRAM: /
SCHoOL: |
Ranking of Rating of the Need
the Need for . for Improvement
Improvement Evaluation Areas ) Low | Mediur] High
from 1 to 15 Need | Need Need
5 Occupatignal Exploration and Orientation
§ Relevance of Course Content to Current
S Job Practices
§ Up-to-Date Equipment ‘ )
T r
%_ " Relevance of Course Offerings to Job'
@< Opportunities Available
On-the-Job Performance
@ .
S Laboratory and Cooperative Work
2 Experience Opportunities
& 2
E Equal Educational Opportunities
- § Program Entry Requirements, Course
\“ Requirements, and Student Evaluation
? Procedures
Locating Employmen‘tg
, Maintaining Employment
2 1 \
s Interpersonal and Public.Relations with
7] .
S Supervisors, Co-workers, and Customers
§ Work Habits and Attitudes
S
% Personal Habits
§ Reading, Communication, and Math '
Skills /
7
Continuing Career Development after
Employment ’

[



PROGRAM RECOMMENDATIONS

1

PROGRAM:

SCHOOL:

Recommendations

.

Commendations

(€]

ERIC

Full Tt Provided by ERIC.



REGION

REGIONAL PROFILE

NUMBER OF PROGRAMS EVALUATED

[ Evaluatio® Areas
(Placed in Rank Order
from highest to
lowest need)

1

, Amount of Need for Improvement

Low Medium High

9

Average
Rating

2 3 4 5 6 7 8

T~

o <

1.

12.

13.

14.

15.

63
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REGIONAL RECOMMENDATIONS

REGION NUMBER OF PROGRAMS EVALUATED

Summary of Program Recommendations

Summary of Program Commendations

+

-

Regional Recommendations




