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PREFACE

This resource guide contains a series of seven modules designed
to acquaint -occupational and special educators with a systematic process
for developing instruction for special needs learners. - The modules
are:designed to be used in an inservice setting. They are intended to
help practicing‘teachers, consultants, and work coordinators plan,
implement, and evaluate individualized educational programs for special
needs learners. ‘

‘The instructional development model presented in these modules is
directed at special needs students who are enrolled in occupational
programs at the secondary school level. Most of the suggestions and
example materials are focused on students with mild or moderate
learning, physical, or behavioral problems.

The modules may be used individually or collectively in both
individual or‘small'group inservice activities. The concepts,
procedures, and suggested resource materials enable the user(s) to
design ‘and develop a comprehensive instructional program. The products
which are developed in each module represent one component of an
individual educational program for a special needs learner.
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HOW TO USE THIS GUILDE

The purpose‘pf this resource documen; is to improve instructional
programs and serviqes‘for special needs iearners. The concebts, resources,
and suggestions presented here are designed to help teachers improve thé
planning, impleﬁentation, and evaluatioﬁ of individualized educational
programs‘at tﬁe secondary level. Although the suggestions and resources
are 1ntegratea 1h a series seven sequential modules, it is not mandaﬁory
that all modulés be used, nor thaﬁ they be used in their‘numberéd sequénce.
There are numerous and complex considerations‘to be madé in developing
instruction; and because of the vast range of differences in instruc-
tibnai situations and teacher needs, it is anticipated that each reader

 will find a different way in which to use the information in ;hebcuide.

/' ) \\

[ Individual Use

\ — . .

If you are reviewing or using this resource guide informally, here are

a few ;Gééestions that may be helpful in getting started.

1. The following section, AN INSTRUCTIONAL DEVELOPMENT
SYSTEM, will give you a graphic and narrative over-~
view of the basic process for instructional develop~
ment used in this Guide.

2, For more specific information on the Modules, Inservice
Experiences and resource materials contained in each
module, review the MODULE DESCRIPTIONS in a following

section. :

3. If you are wondering about who are '"special needs
learners," a brief descfiption‘of the concept of
special needs and a definition are provided in' the
section entitled SPECIAL NEEDS LEARNERS. '

Iy
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4, When you are ready to consider using the modules, it
will be helpful to complete the SELF-DIRECTED NEEDS
ASSESSMENT. This checklist will enable you to identify
one or more modules which are particularly appropriate
for your s1tuat10n or needs.

g

5. - -1f -you decide to complete a modulé“or series of modules
~you'will generally find it helpful to wérk with at least
one other person. The guidelines and suggestions in
most of the modules call for the cooperation of occupa-
tional educators and special educators. If you are an
occupational educator, it will be important to get advice,
reactions, and assistance from a special educator as you
develop a special needs learner's instructional program.
If you are a special educator, it will be important to
obtain assistance and cooperation from persons in occupa-.
tional programs to insure that your students will be
vocationally prepared . :

( Small Group/Team USe:>
N

During the field testing of thesehmaterials, several of the participants

worked in small groups. The groups were eomposed of occupational and special

educators working as a team to design an instructional program for an
1ndiv1dual learner or a small group of special needs learners. This arrange-
ment provided for a great deal of positive interaction{ a&d resulted inh
‘several new and productive experieneesqforjfhe teachers involved and their
;sp c1al needs learners.

Each Inservice Experience can be completed by either an indimiduai or

an 1nstructional team. On several of the instructional planning forms that

are to be completed, space is permitted for the names of the cooperating

\1nstruct10nal team members who wefe involved 1n conpiling the 1nformation.

e

‘Module 2 is’ des1gned to 1dent1 heﬁpersohs who would be appropriate

o ,¢-, Lt
PRI

o

members of the instructional team,

Priox.:: to selecting or 1n1t1ating any of the modules, the first four

steps described above under Indzvzdual Use should be completed by the team.

15
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. ’Q‘olored Sheets ') -

' - In each module there are several sheets of yellow paper which present

resource materials or example forms. These are designed to supplement the
guidelines and suggestions in each Inservice Experience with'example

documents.

( Coding )

A multiple digit code is used to identify and organize the modules,

inservice experiences, and resource materials. 'An explanation of the

Module 3
: Inservice Experience No. 2 in
‘ , Module 3
i —— Resource material/example No. 3
) ! J/  in Inservice Experience 2
N/ 4
III. 2. 3

(Z’nstmctional Planning Forms )

~

In all but two of the 16 Inservice Experiences there is an instrucdtional
planning:form to'ge developed. In Module 1, for example, the second Inservice
Experience focuses on.Developing é Learngr Analysis Profile. A completed
examﬁie of the profilé is included (yellow sheet) in the Inserviée‘Experience.
The guidelines and suggestions for the Inservice Experience outline a number

. of co;siderations and procedures for deéveloping therprbfile. A blank copy
of the profile form to be used by the inservice participant(s) is included
at ﬁhe end of the Inservice Experience. After completing or compiling the

insﬁructional planning form a self-evaluation checklist can be used to

obtain feedback. L 16
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AN INSTRUCTIONAL DEVELOPLENT SYSTEM

The modules in this Guidévrepfesent the major components of a system for
developing and managing instructioﬁ for special needs learners. This section
briefly explains how the modules "go together" to provide a funcional
system for developing, implementiné, and evaiuating instruction and
supportive ser&ices.

The figure on the following page illustrapés the system and identifies
each of the modules. Ideally, this system Qould'be ﬁsed with individual
special needs learners because all of the seven components are éssential in
an effective pro-ram. However, some of the components are less critical
for individualization than others. Identifying Instructional Resources
(Module .3) and the Cluster and Content Analysis (Module 4) modules, for
instance, are not directly focused on the individual student, but instead bn-‘
the existing schooi and community resourées and the cluster of occupations

being analyzed.

Most teachers and coordinators are alreadvy designing and providing

instruction in a manner similar to that suggested bv the system, The basic

functions and ideés suggested by this systém are not new to education.

They are basic, fundamental components for providing effective educational
programs. There are, however, several special features of the system which
make it appropriate for special needs learners. The systém:fpr devéloping
instruction begins by identifying and analyzing the special educational
needs of _an indiﬁidual learner. Once these needs are clearly identified,

a cooper;tive instructional arrangement involving occupational educators,
special educators, and other key professioﬁals is organizéd. This coopera-~

tive instructional team then addresses the identified educational needs. .

In the later stages of the system, following the collection of information

1fz”m;
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on resgurces whiqh are.available and the éompetencies.required in the world
of work, an individual program is planned,  implemented, and evaluated by
the cooperative instructional team. vDuring and following the learner's
progrém, evaluations of progress are obtained. Evaluative information is
continuously fed back to each of the components to improve the input provided-
by the component for a particﬁiar leéfner, as weli as‘future learners. For
instance, if sufficient_educational progresé was made over a semesgérbor
school year suv that the learner is no longer considered'handicapped, this
information, when processed through the feedback loop, ﬁould alter the
learner's identification status. Similarly, if a special needs learner
was assisted by funds from a new, private foundation, this information would
be fed back so that the name of the foundation would‘appear‘on the list of
instructional resources and be used as a future réference.

There are, of course, other ways in which to arrange the components
of tﬁis system. Some educators woﬁld sugge- . ihat the syétem begin with

identifying'fhe available -dnstructional resources or analyzing the knowledges

-and skills needed for employment. However, based on the field testing of

the module series by teachers and-coordinators, the system presented here
provides a feasible and productive plan of attack for designing and
implementing programs and services for the special needs learner.

A full description of each of the system components and sub-components

can be found in the Module Descriptions on the following pages.

Aruitoxt provided by Eic:
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MODULE DESCRIPTIONS

A series of seven modules is included in this inservice resource .

guide. The modules are designed for use by teachers, coordinators, and

-consultants from occupational education-and special-education programs.

Each module focuses upon one function in developing instructional programs

for special needs learners.
Included in the front section of each module are the following:
(1) an introductory statement, (2) case studies describing special needs

students and their teachers, (3) module goals statements, and (4) a

- description of the inservice experiences included in the module. From one

to four inservice experiences are included in a module~~with 16 inservice
experiences in total. Procedures for completing each inservice experience,

resource materials, instructional planning forms, and completed example

forms are included in each of the 16 inservice experiences. Once you have

completed an inservice experience a self-evaluation checklist is provided

‘along w1th a resource b1b110graphy.

Module 1: ,
Learner Identification and Analysis

‘ This module includes three inservice experiences which outline pro~
cedures for collecting learner identification information and. analyzing
the strengths, weaknesses, and functional problemns which the identified
leqrner exhibits. Utilizing the assessment information to develop a
prescription which describes "how the student learns most effectively"
is also included. The three inservice experiences included are:

o Collecting Learner Identification Information (I.1)
o Developing a Learner Analysis Profile (I.2)

o Developing a Learning Prescription (I.3)
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Module 2:
Cooperative Instruectional Arrangements

"Module 2 involves identifying other teachers and specialists ‘'who work
with selected spec1al needs learners. In order to plan and implement an
effective program for a spec1al needs learner, the cooperative involvement
of several professionals is required. This module enables the user to
identify and establish a cooperative, working arrangement with other pro-

- fessionals who work with the learner on -a- regular basis. - The only inservice
experience in. this module is entitled:

@ Developing a Cooperative Instructional Arrangement (II.1)

Module 3:

Instructional Resources

The full and efficient use of the personnel, services, and resources
which are available in the school and community is highly important in
providing instructional programs for special needs learners. This module
describes techniques for identifying school and community resources -which
are available for special needs learners and their teachers. Several
guidelines for establishing and using a program advisory .committee to
assist in identifying community resources are also included. The two
inservice experiences in this module are:

° Developing a Speciél Needs Resource Inventory (III.1)

e Establishing and/or Using a Special Needs Advisory
Committee (IXIX.2) '

Module 4:
Cluster and Content Analysis

This module outlines procedures for identifying and analyzing a cluster
of occupations. This step is extremely important for identifying the skills,
knowledges, and basic competencies the special needs learner will need for

--empleyment- and independent adult living. Occupational training which is
based on the skills needed in a cluster of occupations will provide the
learner with more than one career option once he enters the world of work.
The two inservice experiences in this module outline procedures for:

o Identifying Career Clusters. (IV.l)

o Conducting A Career ‘Cluster Analysi# (IV.Z)




iodule §:

) Instructional Planning

The planning and sequencing of individual modules or units of instruc-—
‘tion is described-in this-module.  The units or modules are based on'a’ -
"task" (such as Completing a job application form) which the student is to
perform at the completion of the module. When the unit or module is developed
it identifies the: occupational performance objectives, basic skills and
"concepts required (such as measurlng), and instructional activities and
materials to be used. Two inservice experiences are included:

@ Developing Instructional Modules/Units (V.1)

@ Sequencing Imnstruction (V.2)

Module 6:

Instructional Implementation

This module includes four inservice experiences which outline considera-
tions that are important in various stages of implementing an instructional
program for a special needs learner. The four inservice experiences include:

0 Analyzing Instructional Materials (VI.1)

¢ Providing Reinforcement and Feedback (V1.2)

Modifying the Learning Environment (Vi:3)mm"

&)

© Planning and Coordinating Work Experience Programs (VI.4)

Mbdule.7:

Evaluation of Learner Progress

During and at the completion of instruction,.evaluation of the learner's
progress is essential. Techniques for measuring and profiling the attainment
of objectives and basic skills are included in this module, along with a pro-
‘cedure for conducting a learner follow—up survey. The two inservice experiences
in this final module are: '

© Developing a Learner Performance Profile (VII.1)

" ® Conducting a Learner Follow-up Survey (VII.2)




SPECIAL MEEDS LEARNERS

"Special needs learner' refers to those individuals who have tradi-
tionally been identified as haddicapped or disadvantaged. It is important
to note, however, that the term "special péeds" ideﬁtifies'the learner in
a completely different way than do the terms "handicapped or disadvantaged.”
vIﬁstééd of‘idengifyiﬁé.ﬁhéAle;rner“as aApéféon with‘a déficit, problem, or
inadequacy, we are identifying the person simply as someone who has a dif-
ferent set of needs. This set of "special needs" Whichbthe learner exhibits
requires us, as educators, to modify our instructional programs and provide
additional services in arder to meet those needs. The special needs learner
is someone who requifes additional, intensive instruction and supportive
sérvices before he can succeed in an educétional program. The individual
with épecial needs 1is defined by what he requires from us, and not by
medical or psychological labels. |

The féllowing definition can be used to identify the population of

learners for whom the ideas and techniques in this Guide are intended.

Scmecre with Special Needs

. « .« Ts an individual who is having difficulty succeeding in a regular or
special, career-oriented educational program dye to the effects of a
disability, disadvantage, and/or dysfunctional school placement, and who
requires: | |
1. individually prescribed, unique and more powerful teaching
techniques;
2. supplemental or supportive services which vary in type and
extent depending on individual need, and
3. additional resources from soctety for his education and for

his acceptance by society.

-1gidlj
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' o SELF~DIRECTED NEEDS ASSESSMENT

,'The Self~Directed Needs.AssessmenL is-designed to assist you'in"
selectiﬁg modules and inservice experiences which are appropriate for
meeting the inservice education needs of teachers and other professionals
working with special needs learners. It can be used by individuals or
teams to assess: (1) the importance of a series of professional'tasks
in their local program‘situation, and (2) to what extent they feel they
need to know more about the tasks.

A series of 24 professional tasks are listed on the assessment check—
list to be reviewed. For each task the reader is asked to consider two
queséioné. Based on the response to these questions, suggestions are made
which direct the reader to specific modules and inservice experiences which
pertain to the task.

Once the inservice expériences have been completed,vthe Self Needs

Assessment can be used again to determine the amount of information gained.




[E

Directions:

your needs and interests.
If you do not perform the task leave tt blank.

in the examplas.

Name :

Position:
School:

Date:

Professional Tasks

L Collect and use available assessment
information

L Collect and use available assessment
information

! Collabarate with other educators,
specialists and parents in evaluating
the learner's educational needs

} Develop an individual learning pre-
scription describing optimum conditions
and media for instruction

i Design and implement a system for
monitoring and feeding back learmer
progress and achievement on a regular
basis

Identify resource personnel (e.g.
reading specialists or bilinguists)
cspable of providing supportive help

Formalize a cooperative, team teaching
plan for serving special needs leammers

Identify a variety of commumity and
governmental agency resources in
planning instructional programs and
services

Establish and/or use program advisory
committees

‘Identify occupations and clusters of
occupations

) Analyze occupational/career clusters to
determine competencies needed in the
world of work

6
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SELY -« DIRECTED

NEEDS

ASSESSMENTI

This checklist is designed to help you (or you and your colleagues) gelect modules and ins
Por each of the tasks listed in the left hand colum, you (or 1
After completing the checklist, add your ¢
-You may want to discuss the results with your inservice director.-

Quentibn 1:

How critical ‘18 successful

_performance of this task of the

overall effectiveness of your
program?

Question 2:

I feel a need to know more
about this task? :

Unim- Impor- Lxtremely Wo Yes, a Yes,
portant tant Critical bit more much more
1 2 B 4 s 1 2 3@ s
1 2 3 4 5 1 2 3 4 5
1 2 3 4 5 1 2 3 4 5
1 2 3 4 5 1 2 3 4 5
1 2 3 4 5 1 2 3 4 5
1 2 3 4 5 1 2 3 4 5
1 2 3 4 5 1 2 3 4 5
1 2 3 4 5 1 2 3 4 5
1 2 3 4 5 1 2 3 4 5
1 2 3 4 5 1 2 3 4 5
1 2 3 4 5 1 2 3 4 5




'rofessional Tasks

11 Tdentify the basic aptitudes and
conpetencies (e.g. fincer dexterity
or sequencing skills) required for

, employment in a glven career,

“RMana sequence of nodules or units of

- Instruction according to the learner's

needs

13 Tdentify modules or gnits of
{nstruction appropriate for spectal *
- needs leammers

| ' w1iQ,Cdb}dinéfeuoccupétional and academic.. |... -

instruction .

15 Devclop performance objectives and
coals

1 Identify Instructional activities
appropriate for special necds leamers

 “17 Employ techniques or principles of
special Instruction (e.p. discrin-
Ination learning or cue redundancy)

18 Evaluate and select fnstructional
materials appropriate for special
~ needs leamners

- 19 Provide reinforcement for learninp

20 Manage and nodify when necessary the
tools, equipment, facilities,
materials, and condit{ons in the
learning environment

21 Plan and coordinate of f~campus vork
(on-the-{ob) fnstruction

- 22 Plan and coordinate vr-campus vork
-~ (on-the-job) instruction ‘

; ’3 Use a varlety of perfornance neasures
lo assess a learner § propress

24 Obtain follov=up Information on
Q  needs students leavinp or

liov eritical is successful
performince of tiis tash of the

Huestion 2:

1 feel a noed to know more
about this task?

R |

Suggested Nodules

If the cumulative score

Iz\!ﬂ::ing from school programs o

rall offectiveness of Cwmlative for a task is 7 or greater,
OVLfd. 7L Lciiveness of your Seore | YO0 should consider review-
Propram: ing the following modules
and inservice experiences,
;{1 Impor~ Latremely Ho. Yes, a Yes,
portunt fant uritical bit more * mich more
I I Yodule 4; LE, Iv,2
12 3 4 11 3 4 Hodule 5; L.E, V.2
12 3 4 3 12 3 4 5 ‘ Module 5; L.E, V.1

-

Hodule 5y LE. W1
Hodule 5; L.E, V.1

Hodule 5; I.E, V.1

Module 5; LE V.1
Nodule 6; I,E, VI.2

1

Nodule 6; I.E, V1.1
Hodule & I.E, VI,2

Yodule 6; 1.E, V1,3

Module 6; LE, VL4
Sodule 63 1.E. VI.4

Yodule 7; 1.E, VIL,1

Module 7; 1E. VIL, 2-

a4
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MODULE 1:

LEARNER IDENTIFICATION AND ANALYSIS

One of the first and most important considerations in developing cur-
riculum or instructional plans is the target éudience which will be serQed.
Assessing the learner's level of educational, psychological, physiological,
cognitive, and social development is an important initial activity for voca-
tional and special educators. Recognizing the: unique characteristics:and
special needs of individual students is essential in determining what
| instructioﬁél content 1is appropriate and which teaching methods'and'materials

can be used. effectively.

-
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This module describes three activities which are critical in the process

Natd

of idgnfffy;gg-and analyzing the needs of special learners. Each activity
is aimed at collecting and compiling information to answer these basic
assessment questions: ‘ |
1. What is the general nature of the learner's educational probleﬁ(s)?
2. What specific learning weakness, problems,.and stréngths does the
learner demonstrate?
3. What types of materials and methods and learning situations are
most appfopriate for'ﬁhis learner?

First, some ovasic identification information is needed to determine the

general nature of -the learning problem. Often this information can be found

on referral forms which describe the student and tell "why" he or she is in.
need of special services. -While such information is usually collected for
administrative purposes, it can also be helpful to the instructional
development team of occupational and.special educators as well.

Once the special needs learner is identified through the accumulation
of basic referral informafion, a more detailed analyéis_of the. student's
learning strengths, weaknesses, and special problems needs to be under-
taken. This learner analysis is based on information from documented s$ources,"
as well as observable learner behaviors, and provides an overview of the
learner’'s uﬁique characﬁeristics iﬁ ;HQAfiety of different performance areas.

‘The third basic type of information is provided in the form of a learning
prescription. Based on available diagnoétic information and the learner
analysis profile, a description should be prepared to provide information
on the individual'’s' learning style. A learning prescription outlines the

instructional techniques and materials which are most appropriate for the

learner being served. .

ERIC
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Finally, it should be pointed out that learner analysis is a continuous,
ou~going process rather than solely a one-time assessment activity. Frequently,
teachers, psychologists, and otiiers consider this activity to be a staffing
where test data and studént records are reviewed. To be effectively utilized
learner anainis profiles and learning prescriptions must be reviewed and
up-dated at least every two months. The cooperative team should review the
learner's progress relative to gains and improvements made in each oprhei
an;lysis profile areas. Théfultimate goal is to remediate and minimize

the learner's special needs to a level where he or she. can be productively

employed and economically independent.

John: A Case Study ﬂ

. o

M e—— -

" John and his family fecently moved to the community, Heiis 16 yeérs old
and.will b2 beginning the 10th grade in the E;il. In his previous school he
was placed in a classroom for the educable mentally retarded. After reviewing
John's records, the school psychologist and director of special education
decided to conduct an educational assessment and a placement‘staffing. This
is a common practice in most school districts for new students who have
transferred from épecial education p}ogréms in other districés, as wéll as
for students in the district who are referred for special education services.
Tnis school district, like others in the state, is required to conduct an
assessuent and placement staffing for each special.needs student at.least
once a year and more frequently if necessary.

The school psyéhélogist assembled and feviewed all of the information
from John's previous school records. Based on the available test information

and other data, the school psychologist evaluated John using a series of

aptitude tests and interest inventories.

17
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For the first two weeks-ofvschool john was placed in several regular
classes and in a special education resource room. The resource rocm teacher
used a number of diagnostic exercises during the firéf two weeks of school to
assess his skills and aptitudes in: basic math and measurement, verbal com-
munication, writihg, sequencing, spatial>perception, and a number of: other
areas. Ms. Galli, the resource teacher, also closely observed the develob—
ment of John's sociai relationships with his fellow students. In addition to
beigg’glaced in English, Américan‘History, and General‘Math, John wés éléb
enrolled in an introductory auto mechanics course. Each of these regular
class teachers was asked by Ms. Galli.to provide John with as}many‘explorétory_
experienceé as possiblé during the first two weeks.

During the third weék of-schaol the Assistant Director of Special
Education for the school district scheduled a meeting of John's teachers, a
counselor, the school psychologist, and his barents. At the meeting the
psychologist presented and discussed éhe information he had accumulated from
the records and through testing. Ms. Galli indicated that the diagnostic
exercises in the resource room had shown John in need of extensive additional
help in basic math processes (addition, sUbtraction, multiplication, and
division), and in writing. The auto mechanics teacher, Mr. Laird, noted
that John is extremelylinterested in working on small gas engines because he
has a mini-bike. Mr. Laird felt that with some extra help in math and
measuring John can continue in the regular class.

During the discussion John's problems and strengths in different basic
skill areas were recorded on a Learner Analysis Profile chart. After 45
minutes of discussion a comprehensive '"picture" of John begins to appeaf on
the profile chart. John's parents and teachers are able to see graphically

the areas»from several presentéa on the profile, in which John will need .

33
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_special assistance. Based on the profile and the discussion which has taken
place, the group decides to keep John in the five classes in which he is
presently enrolled. However, the director suggests that the group meet
again after the first semester to review John's progress.

As the meeting comes to a close, the teachers.appear to exﬁress a common
interest and concern for John. The auto mechanics and resource room teachers
decide to schedule a-“weekly meeting to coordinate some of thelresource room
instruction in basic maﬁh with the applied math John will be learning in
the auto mechanics class. By listening to each other's experienges_with John,
both the teachers éﬁd'hié parents feel that they have a more extensive and

'
thorough understanding of John's educational needs. Iiis parents also feel

quite satisfied that the school is making an extended effort to address

their son's individual needs.

Condition: Given the responsibility to initiate and deveop career~
oriented educational experiences for special needs learners,
upon completion of this module the inservice participant.
will:

Performance ‘
Competencies: 1. Compile an identification/referral information form

for at least one special needs learner.

2. Collaborate with other educators in the development
of a learner analysis profile for at least one special
needs learner, describing the learner's strengths and
weaknesses. ' :

3. Develop a learning prescription for at least one
special needs learner, describing optimum conditions
and media for instruction.

31

wAuvah,mum_mmhuh_n"mm_mwij:g ’

& A S8 8 A Sarark o e it a0 S b it

ERIC

Aruitoxt provided by Eic:



{
)
\

o o e o e e e N

4

A

Inservice Experience Descriptions )

Three inservice experiences are included in this module. Each of these
inservice experiences may be used in either individual or small group
instructional situations. In either case, these activities are designed to
acquaint the inservice participant(s) with procedures, criteria, and guide~
lines for identification and assessment of special needs learners.

Inservice Experience I.1:
COLLECTING LEARNER IDENTIFICATION INFORMATION

This experience involves collecting basic information on each of the
special needs learners as they are referred or informally identified. The
basic student information is collected from student files and personal
interviews. The product from this experience is a completed student -infor~ .
mation form on each student. ‘

Inservice Expereince I.2:
DEVELOPING A LEARNER ANALYSIS PROFILE

This experience enables the members of the cooperative instructional
team and other supportive personnel to develop an individual profile on
the special needs learner to be served. This profile analysis provides
an assessment relative to eight basic skill areas (e.g., quantitative skills,
verbal skills). The product from this experience is a completed learner

analysis profile.

Inservice Experience I.3:
DEVELOPING A LEARNING PRESCRIPTION

This experience focuses upon using the identification and profile
information to suggest instructional techniques and materials which may
be appropriate for the learner. The product of this experience is a
description'of'thg media, methods, and instructional situations which
will be most appropriate for the special needs learner.




/

t Inservice Experience Selector |

/
\\A . - —

Following consultation with the inservice director, I (we) have decided

to undertake and complete the Inservice Experiences which are checked (v)
below for Module 1.

‘Inservice Experience I.1: Date:
Collecting Learner Identi-
Foe © fication Information .
Inservice Experience I1.2: " School:

Developing a Learner
Analysis Profile

Inservice. Experience I.3: Inservice Director:
Peveloping a Learning
Prescription

Participant Name(s)

N)
)—;0




i INSERVICE EXPERIENCE I.1:

COLLECTING LEARNER IDENTIFICATION INFORMATION

The first step in the process of identification of a special needs learner
iﬁ&bives the collection of certain basic information about the student. Most
school districts have established a referral process which‘is used to identify

~students in need of special seryicés. In the.pést, whén teachers or other
professionals have felt that a student is having problems‘which require
special attention, the student has frequently been "referred," and subsequeﬁtly
taken out of the regular .instructional program. In -some cases,:the resulting
placement in special classes has proven to be productive, while in many others
it has been shown to be of little benefit for the mildly or moderately handi-
capped student. In either case, the identification and referral process has
often removed the student from the peé; group, and negatively labelled him or
her to both the student's peer group and the teaching staff.

The current trend in providing specia; services is to decrease ;he number
of "referrals out" of regular programs. The aim instead is to minimize
labelling, utilize the "least restrictive placement" for the student, and .
provide gpecial assiStance for both the teacher and student inrthe regular class-
room (whenever‘possible); When managea properly, this afrangement can provide
an optimum and productive legrning environment for the student with reduced
opportunity for the stigma of label;ing.to occur. @

However, some basic information is needed before the special services can
be provided to the student while he/she is enrolled in either regular‘or
specially~-designed occupagional brograms. The identification referral

process usually begins when a teacher or parent feels it necessary to bring

37 | | -
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to the attention of other teachers, specialists, coordinators, and administrators
the fact that a particular student is having difficulty. The first step in this
process involves collecting some basic information to verify that the student

is indeed having such difficulty that further professional attention is needed.

(Guidelines and Suggestioé%)

The following guidelines provide several procedures and suggestions which

can be used for collecting student identification information. These sug-

. gestions will enable you to become. familiar with the referral and identifi- ..
cation procesé used in your school district, or to develop one for §0urn
program if it is needed. After reading this section you should complété a
Student :Identification Form for at least one speéial needs learner with whom

you will be or presently are working.

1. Review any existing identification criteria, procedures
and/or forms used for the referral of special students
in the district. It is important that you are familiar
with any existing process.so that the identification
process developed or used here does not result in a
duplication of effort.

2. It is also important to censider the state department's
identification criteria as well. Often times in order
for the district to receive state grants or reimbursement
for services to special students, certain identification
information is required. Depending upon the local district's
plan for providing this information, it may or may not be
necessary to consider this in collecting student -identifica-
tion information. A sample of the identification information
required in Illinois for reimbursement of vocational educa-
tion programs for disadvantaged persons is provided on the
following page. :

[RESOURCE MATERIAL: Identification of a Disadvantaged
Person (State of Illinois), Form I.1.1]
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3. The third step involves deciding specifically upon what type of
identification information is important and essential to collect.
' Most student identification or referral forms include the
following:

o Name, age, birthdate, sex, school and grade
_placement of student

o Name, address, and phone numbers of parents
or guardians

@ Date on which the information is submitted
for review

® Name of referring teacher or teachers, or,
in some instances, parents

- @~ Reason for the referral (usually a detailed
description of the specific problems the
student is encountering)

o Special services the student is already receiving

o Type of action the referring professional
suggests as being appropriate

o Name and title of the individual to whom the
identification information is submitted. This
is usually the building principal or director
of special education.

The sample student identification form (I.1.2) provided on the fol-
lowing page illustrates a form that is currently used for this
purpose. This form was prepared by the counselor when our example
student, John, enrolled at MacArthur High School. After reviewing
this form, you should carefully consider the exact information

you feel is needed for the identification process in your situation.

fRESOURCE MATERIAL: Student Informatior/Identification Form,
Form I.1.2]

4. Careful consideration also has to be given to how the student identi-
fication information will be collected. Questions of who should
compile the information, and which information sources are to be used
will also influence the identification-referral process. In some
instances parents will point out the specific problems to individual
teachers or counselors, and request that a referral be initiated.

In most cases however, teachers or other school personnel will
initiate the referral dand utilize their observations as an information
base when compiling the neccessary information. Parent and student
interview school records, and numerous. other references can and’
should be consulted for background information.
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Form I.1.1

IDENTIFICATION OF A DISADVANTAGED PERSON (State of Illinois)

‘ ‘

IDENTIFYING DISADVANTAGED AND HANDICAPPED PERSONS

Proper identification of disadvantaged and handicapped persons
facilitates occupational education program planning; evaluation;

~ reporting and funding; and accountability at federal, regional,
state, and local levels, Each local educational agency should
establish its own identification system based on the definitions
and the criteria as explained in this chapter.

The identification process is an annual activity. A person who
has overcome his disadvantagement or handicap during one school
year should not need special services the next year to succeed

in an occupational program, Therefore, he should no longer be
identified as disadvantaged or handicapped., Also, a student who
has been identified as disadvantaged or handicapped. in the program
in which he was formerly enrolled may no longer be so identified
if he changes to a program in which he can succeed without

special assistance. .

ldentification of a Disadvantaged Person

A disadvantaged person is one who has an academic, socioeconomic,
cultural or other disadvantagement which preveats him from succeeding

.efinition in a regular occupational program designed for a person without such
a disadvantagement, and, who for that reason, needs a program modifi-
cation, supplemental services and/or special educational program in
order to benefit from occupational gducation,

Disadvantaged persons ghall be identified by one or more of the
following criteria or other similar documented criteria:

® Are overage for grade by at least two years

Criteria For e Have difficulty communicating in writing or speaking

Identification
® Are frequently absent from class or work without

apparent cause

® Have a reading level at least two grades below
grade placement

® Have a mathematical ability at least two grades
below grade placement

® Exhibit hostile or apathetic Lehavior -

e Need economic assistance to continue their educational
programs

25
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Form I.1,8
SPECIAL NEEDS PROGRAM - STUDENT INFORMATION/IDENTIFICATION FORM

Directions: Please complete us much of tne information below as possible. Sources
of information to be used in completing this form include: pupil school records,
clascroom observations, and individual cownseling with the student.

Student Name: %[, Grade Z‘Z Referral date g—- f.. Zé

Address: ) FLolate ' Sex _ A{ Birthdate /R —/5~ =4 /)
Age: Z é |
Reason for Referral Action: . ) . 4

PARENTS: Father's Mame: _MJ O,

' : , i n 2
Address: /YR P (L), Loz Z’)z/&zf/ Lol Telephone: F35-¢ /¢ )

Mother's Name: ;2,3 ﬁégg

Address: AP Télephone :
Guardian's Name: . Relationship:
Address: ' Telephone:

EMPLOYMENT: Father: /MWJ/A’)/ ,/;»QM

(occunation lother: ,QA ,///J/A/;AZ’

and place -

of erwloy-  Guardian:
ment) ‘
PARENTS CONTACTED: L~ Yes No

STUDERT EMPLOYMENT GOALS:

SPECIAL SERVICES BEING RECLEIVED:

o, . . : ‘
RECEIVED BY: 0 6B Bacezs , (Title) ;e ‘;Zigﬂ LalVate): f-2-7,
. = ) ; ‘ .

Ly -~

ACTION TAKEN: 7,




| .Form I.1,2
R@productzonrmhste

SPECIAL NEEDS PROGRAM - STUDENT INFORMATION/IDENTIFICATION FORM

' Directions: Please complete as much of the information below as possible. Sources
L of information to be used in completing this form include: pupil school records, °
classroom observations, and individual cownseling with the student.

Student Name: . | Grade Referral date

Address: - - . S : ' " Sex Birthdate
&
Age:

Reason for Referral Action:

PARENTS: Father's Name:

Address: v : Telephone:

Mother's Name:

’ Address: 2 Telephone:
' Guardian's Name: ' Relationship:
Address: » Telephone:

EMPLOYMENT: Father:

(occupation ~ Mother:

and place

of ermloy-  Guardian:

ment) ,

PARENTS CONTACTED: Yes No

STUDENT EMPLOYMENT GOALS:

SPECIAL SERVICES BEING RECEIVED:

RECEIVED BY: , (Title): | .. (Date):

ACTION TAKEN:
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‘ 5. " Recently numerous questions and discussions relating to the con-
' : fidentiality of student records have emerged from court rulings.
It is important to determine your school district's policy
regarding the use of information in student files for purposes
of referral-identification. -

6. VUhen an identification-referral form is developed or adapted
from an existing one, it should be reviewed by other staff
members and tried out on several special needs students.

7. Once the student identification information is collected and
summarized, it must be submitted to the appropriate person
for action. As suggested earlier, this will usually be the
building principal or director of special education. However,
it is important that this individual have the responsibility
and authority to see that the referral-identification is
acted upon,

8. Depending upon the availability of special services and the
nature of the student's special need, a variety of actions
may then be undertaken by the Principal or director of special
services. In some cases it may be appropriate-to conduct a
meeting of the student's teachers to determine what special
considerations or modifications are needéd in the student's
instructional program. In other cases it may be necessary
to have the student's hearing or vision tested, or to have
a diagnostic-prescriptive assessment done to determine more
specifically the student's learning problem(s).

S. 1In summary, the identification-referral process can easily
become bogged down in paperwork and exhaustive procedures,
It is best to keep it as simple and as efficient as possible.
Collect only the information needed to have the student
formally identified as a special needs learner. To accomplish
this the information collected on eachi student should reflect
the identification information needs of:

@ the cooperative team of teachers who will be
or are working with the student.

o tne state and/or federal agencies who may
provide reimbursement or special funding on

a per student basis.

v the local special education pnrogram identi-
fication criteria, -
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Inservice Experience I.l:

Directions:

\

self-Check Evaluation

Collecting Learner Identification Information

This self-check is designed to help you evaluate_ your performance ..

"for this inservice experience. For each of the items below, rate the student
information-referral form which you have compiled for a special needs student.
Expand or revise the form or the information presented following this evaluation.

1. Describes the learning Accurately describes the

problem only superficially general learning problem
: encountered by the student

2, Descriptive information on Descriptive information on
the student is incomplete the student is complete )

3. Descriptive information Descriptive information on

-on the parents/guardians the parents/guardians is
is incomplete complete

4. Referring teachers or per- , 3 . Referring teachers. or per-
sonnel are not identified sonnel are identified

5. HNo suggestions are pro- 1 2 3 Clear, concise, and reasonable
vided on possible special suggestions are made on appro-
services needed . priate special services’

6. No indications as to whether 1 2. 3 Clear indication that parents
parents were or should be have or have not been notified
notified ‘ : "and supporting reasons given

Comments:

Suggestions for Modification of the Student Identification Form:
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‘ - ‘ .
INSERVICE EXPERIENCE I.2:

i
)
' DEVELOPING A LEARNER ANALYSIS PROFILE |

--NOTE:-. This-inservice-experience should-be-conducted -only - = - -+ ‘oo v

after the instructors have had some experience in
working with the special needs learner(s) who has
been identified. - A minimum of two weeks of regular
classroom contact with the student is needed before
a realistic and comprehen51ve learner analysis pro-
file can be developed.

Once the student(s) has been formally identified, it then becomes the
reépdnsibility of the.cooperétive”iﬁstfuctioﬁaliteam (occupational andi

' special educators) to design and implement an effective instructional‘
-program. One of the tasks which needs to be completed during the early

' phase of instructional development is the preparation of a Learner Analysis
Profile. |

The eearner Analysis Pfofile is designed to provide thercooperating
team with an overview of the studegt's learning strengﬁhs and weaknesses,
which, in turn, provides a basis for developing a learning prescription for
the student. It is important to note here that both strengths and weaknesses
can provide impoftant diagnostic information for teachers, counselors, and
other personnel who have contact with the student.

In the past educators have typically looked at the problems of special
students and attempted to provide special remediation in discrete disability
areas, e.g., mental retardation or emotional dis;urbance. Oftentimes, |
however, we have found that certain individuals have overcome theirkﬁéndicaps
by compensation. For example, many individuals have developed their cognitive

or intellectual abilities to a level where they are no longer vocationally

handicapped‘by their inability to walk. Thus, it is impdrtan: to keep in

ot

4

33




mind the learners' strengths, as well as their disabilities when developing
- 'a Learner Analysis Profile.
The relationship between cause and effect of handicapping and disad-

vantaging situations is frequently unclear when a special needs learner is

_.identified. In order to be useful, a Learner Analysis Erofile“must”focus._w“>mwm,hwm

upon the effects, and not the causes, of the educational situations which
.réduife‘specialvéttenfion.‘ Simbly because individuals are pdqr; Qiéuéilf‘
handicapped, or a member of a minority group does not mean that they caﬁ
automatically be classified as special needs learners. Instruction and
supportive services cannot be formulated on the solé basis that a person
is Black, Spanish, poor, a migrant, or for any other cause. In order to
be effective, instruction and special services must be designed to overcome
specific effects, such as academic deficiencies, motivational problems,
iimited computational skills, and so on (U.S. Office of Education, 1972).
It logically follows then that a Learner Analysis Profile must focus upon
'specific academic, béhavioral, percep;ual, or social competencies instead
of simply indicating that the learner is mentally retarded or culturally
disadvantaged. Without a Learner Analysis Profile which provides useful
information for instructional planning this activity of assessment is of

little value.

(/;uidelines and Suggestioni:>

N ‘

The following guidelines and suggestions provide procedures for developing
a Learner Analysis Profile. When you have finished reading this section,
. Yyou should collaborate with other teachers, if possible, and compile a

Learner Analysis Profile for a special needs student.
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B 1. An example Learner Analysis Profile, which was developed

' by John's teachers, is provided on the following pages
(Form I.2. 1). This form is similar to several different
behavioral or developmental checklists that are commercially
available. It is important to remember, however, that the
specific format used for the Learner Analysis Profile
should provide a comprehensive, behavioral description of
the learner's strengths and weaknesses from an educational
point-of-view, '

[RESOURCE MATERIAL: -John's Learner Analysis Profile,
Form I.2.1] ‘

2, Appraisal/Assessment Team: The members of the cooperative
instructional team should be the professionals primarily
involved in developing the Learner Analysis Profile.
Diagnosticians, psychologists, and other ancillary personnel
can provide interpretations of test data and other supple-~
mentary information as needed. Parents should also be con-
tacted, informed, and invited to attend the learner analysis/
appraisal meetings where their son's or daughter's program
is being discussed. It is essential that the members of °
the cooperative teaching team be directly involved in
developing the learner's profile from the available diagnostic/
prescriptive information, observation reports, and other
information and data. Their involvement will make the
resulting profile and learning prescrlptlon useful in plannlng

) classroom instruction.

3. Special Need Indicators: Eight broad categories of special
need are identified in the Learner Analysis Profile. These
categories represent the major basic skill areas in which
the observable effects of handicaps or disadvantages tend to
occur. The general categories of special need indicators
include:

o Quantitative/Numerical Skills
o Verbal Skills

© Cognitive Skills

] ferceptual Skills

» Language Skills

o Psychmotor/Physical Skills

o Social Skills '

o Occupational Interests
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A general definition for each of these categories is provided

on Form I.2.2 on the following page. Within each of the major
special need categories several specific basic skills are listed.
There is also room provided for including additional basic skills
that are not listed on the Learner Analysis Profile form.

(RESOURCE MATERIAL: Special Need Indicator Categories
Form I.2.2]

Profile Ratings: For each of the special need indicators, the

assessment/appraisal team is asked to make a determination as

to whether or not this indicator identifies a strong or weak

area in the student's school performance. Through discussion of .
documenting evidence and the noting of specific learner behaviors
which the team has observed, a consensus rating for each special
needs indicator is derived. This rating is made on a five~step
rating scale which ranges from "learning difficulty" to "learning
strength." Students who do not exhibit particular disabilities
or strengths with regard to the "indicator" should be rated in the
middle. When the rating is completed, the marks (checks or dots)
can be connected to provide a profile of the student's learning
style.

Specific test data found in the student's file and likely to

be of limited value in developing the profile. In recent years
formal testing of the paper and pencil variety has come under
vevere criticism when used with special needs students. Intel~
ligence, aptitude, and achievement tests have been criticized for
their cultural bias, lack of content validity, and lack of appro-
priate norms or reference groups. :

Another limitation is the testing media itself. When learners
have difficulty reading arithmetic problems on an aptitude test,
perhaps the test is providing indicators of reading ability
instead of numerical aptitudes. The most significant criticism
of testing programs has been the inadequacy of the results for
suggesting appropriate teacihiing methods or materials. Few tests
profiles can be readily translated into useful information that
the teacher can use in planning or sequencing instructional
experiences.

This is not to say that all test results are useless. It is
important: (1) to recognize the limitations of the specific
test, (2) to know exactly what behaviors, aptitudes, etc. they
are measuring, and (3) to use the results in a prudent and
reasonable manner.
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Form I.2.2

SPECIAL NEED INDICATOR CATEGORIES

Special Need Indicator Categories ‘Definition
Quantitative/Numerical Skills Involves the ability to count,

record, perform basic arthmetic
processes, measure .and otherwise
use or manipulate numerical
information.

Verbal Skills Invélves the ability to com-
municate in written and spoken
forms. ‘

Cognitive Skills Involves the ability to follow

instructions, remember, sequence
information, plan, organize, and
make decisions.

Perceptuél Skills Involves the ability to accurately
perceive colors, forms, space,
sounds, and odors. '

Language Skills Involves the ability to listen,
' understand, and express oneself
using written and oral forms of

language. ‘

Psychomotor/Physical Skills Involves the ability to coordinate
and perform physical movements.

Social Skills Involves the ability to interact
with others and act independetly
in an acceptable»manner.

Occupational Interests Identifies_:he“léarnér]s major
cluster of occupational interest
or preference.

=
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6. Documentation for each rating made on the Learner Analysis Profile
is critical. 1In order to make sound and unbiased ratings, it is
important that both the special and occupational educators who are
familiar with the student, document or validate their perceptions
of the learning problems. Although collecting this type of infor-
mation is less efficient compared to using tests, the validity
and reliability of decisions made in this way are likely to
be more accurate and effective over time.

A number of different information sources can be used for docu-
mentation of strengths, weaknesses, or learning problems.
Several possible sources are listed below:

o Teacher report/referral

® Diagnostic-prescriptive assessment

© Social service agency referral

9 Parent communication

® Employer/supervisor communication

o Work sample evaluation report/profile

@ Medical examination

® School achievement/attendance records

@ Visual or hearing exam T

7. Diagnostic information obtained from or through these sources

should be carefully reviewed before they are actually listed
as documenting evidence for a particular learning problem or
special need. Questions such as the following should be raised:

® How current is the information?

© Does it provide directions or suggestions: for classroom
teaching which are useful?

v Does it provide information which is specific to the
‘problem?

8. Observed Behaviors: The need for teachers to work closely with
students and observe their behaivor was described earlier.

" Behaviors are observable, countable, and repeatable actions of
the learner. Behavior is "observed" by seeing and/or hearing
it. Behavior is-''countable" when it can be recorded accurately
and reliably by an observer.
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‘A "repeatable" behavior must be able to occur more than once.
Behaviors which are not repeatable are those which only occur
once, such as "disrupting the annual student art fair."
(Wallace and Kauffman, 1973).

Lilly (1975) suggests that the ability of teachers to describe the
learning and behavioral problems of students by specifying observable
behaviors which the learner exhibits, is a highly important skill.
The process of learner needs analysis can be greatly simplified,

and the problem more easily understood by recording: "Jane gets

out of the seat too often." This provides a clearer understanding

of the problem than if the behavior was described as "hyperactivity.’
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Form 12,1
0 (Lef 3)

- ' Rbpfaduction Nastor
e LEARNER ANALYSIS Assessment/Appraisal Tean;
Schoolt : o
o T

Dacéf

Learning Learning ~
Difficelty Strength

Spaclal Nead Indicators Documentation/Observed Behavior

QUAVTITATIVE/MAERICAL SKLLLS

Count and fecord

Add/subtract

Multiply/divide

- Heasure

General mumer use

Honey

Otaer quantitutive/mumerical skills:

VERDAL SKILLS

Read

Spell

Record information
Verbal commnication
Witien communtcation
Otnep verbal skills:

COGWITIVE SKILLS

Ketention

Sequence

- Abtentivencss
Ploming ability
Meenanteal aptibude
Transfer

Otier cogriiive skills:




P

.~ Special Veed Tndicators

——

Learaing
Difficulty

Learning
Strength

y“”*?”'fb;mljfé;j“'g f”.”w‘_m”.whm‘m“mmwm

(2 of 3)

W‘ | “

Docunentaton/Observed Behavior

PSYCHOHOTOR/PHYSICAL SKILLS

PEACEPTUAL SKILLS

Auditory diserimination

Form perception
For Jiserinination

Space pereeption

(olor perception

‘Touch diserimination p——t

Other perceptual skills:

LAGUACE SKILLS

[stening

Honveroal eapresaion

Techizieal vocabulary
Grarmatical expression

Otner language skills:

Piysical strength
Hand~eye coordination

Hamwal dexterity

Hobi Lity
Other passeal skills:

 SOCIAL SKILLS

Sociability |

Cooperativeness

Conformty
Loyalty

Safety

iiecrongioility
Sngibiity

Otner soei sl shalls:
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Fom 13,1
(3of 3).
o ' Foarnine o ‘ ‘ _
‘Special Need Indicators LEaTiLng Learaing ‘Docunentation/Observed thavior

|Difficulty - Strength

| OCCUPATIONAL INTERESTS

Agriculture/iatural Resources -
Automotive and Power Services

Construction/tanufacturing

Grapiiies/Commnications
Food/Clothing/Child Care

fealtn

07ice/Bustness

Other or specific decupational

interests:




( Seif—Check Evaluation )

Developing a Learner Analysis Profile

Inservice Experience I.2:

Directions:

Once you have compiled a Learmer Analysis Profile, rate your

completed profile on each of the following items by circling the appropriate

number,

Be sure to expand or revise the information presented on your

completed profile as suggested by the results of this evaluation.

1. Too many or too few special
need indicators used

2. Insufficient.or inappro-
priate documentation
provided for ratings

3. Only diagnosticians or
psychologists were
responsible for the
learner profile

4. Documentation included
categorical or medical
labels

5. Documentation and descrip-
tions were based on cause
of the handicapping con-
dition

6. The profile is of little
value in instructional
planning .

Comments:

Suggestions for Modification of

1 2
1 2
1 2
1 2
1 2
1 2

Appropriate number of special
need indicators used

Appropriate documentation
provided for all profile
ratings

An instructional team was
involved in preparing the
Learner Analysis Profile

Documentation included
specific behavioral descrip-
tions of students special needs

Documentation and descriptions
were descriptive of the educa-
tional effects of handicapping
conditions

The profile content is helpful
for instructional planning

the Learner Analysis Profile form:
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INSERVICE EXPERIEXCE I.3:

' DEVELOPING A LEARN. )G PRESCRIPTION

A learning prescription is a description of the instructional techniques
. and materials which are especially appropriate for an individual special
needs learner. Information describing the needé of a particular learner
can be obtained through developing the Learner AnalysiskProfile, which was
dgscribed in the previous inservice experience. However,’the Learner Anaiysis
Profile has little benefit unless the informatioﬁ obtained from it is incor-
porated in instructional planning. One of the sho;tcomings of testing and
assessment programs is that they typically provide only marginally useful
iﬁformation for teachers. Developing a learning prescription is one way
in which to compile iﬁstructionally helpful information. The educational
or learning prescription involves a learner-based description of:
’ _ - ® Which media will be most effective for the learner. .

» What types of classroom and interaction experiences
are most appropriate.

® What general considerations.are important in planning
learning experiences for this learner. .

<:§;idelines and Suggestions )

The following guidelines and suggestions outline a set of procedures and

considerations for developing a learning prescription. - When you have com-
pleted this section you should proceed with developing a learning prescrip-

tion for one or more special needs learners which you have identified.




"1, An example learning prescription form which was déveloped'for
John, our example student, is presented on the. following page.

D L A T

e [ RESOUR iption, Form I.3.1]

2. Based on initial classroom observations of the learner and the
Learner Analysis Profile, it i§ possible for the instructional
team to develop a learning prescription which describes:

e the most appropriate learning mode(s) for ' .
the individual student '

® the most appropriate interaction mode(s)
for learning

#» general considerations for planning the
student's learning experiences

This Learning Prescription can be used to guide the planning, .
implementing, and evaluating of instructional experiences. It
is appropriate for in-school instructional programs, as well
as on~the-job work experience training.

3. The Learning Prescription, like the Learner Analysis Profile,
is in many ways a professional judgment regarding the needs
of a particular learner. As the school year progresses,
teachers need to re-evaluate both the Profile and the Pre-
scription, and modify and refine them accordingly. As learners
become accustomed to the teacher and other learners in the
class, the types of interaction/communication techniques used
by the teacher will change. Similarly, the appropriateness
for using different instructional media with individual
learners change.

4., One of the major benefits in developing a learning prescription
is that it forces teachers to be'aware of and examine different
media and approaches. By examining different approaches and
techniques teachers become sensitive to using different
techniques which match the special needs and learning styles
of the individual.

5. The Learner Analysis Profile can provide several clues for
selecting the appropriate learning modes. John's profile,
for instance, suggests that he has difficulty with form and
spatial perception. Thus, the instructional team would not
designate for John lab exercises or activities which require
complex perceptual skills. This is not to suggest, however,
that activities requiring lower levels of perceptual skills

54
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Form I,3.1

LEARNING PRESCRIPTION

ety
B

Learner: ‘Q% | Instructional Team: _)‘zz &ﬂ‘ ék‘p{(«’e

_ School'é &(Z ﬁac %;é ,é@é z‘ Zéé d/ 4_445
Date: /Z.M f"‘é%“Z

A. Appropriate Learning Mode .
Directions: Indicate by numbering, the three most appropriate
learning modes for this student. Check others that
may also be appropriate,

/Audio/visual presentation Field experience(s)
Observation of goal behavior . Role playing
Interview/conference with Reading
knowledgeable person ‘ Audio recording
Experiment/laboratory ex- Other (specify):
perience/project

W/ Programmed instruction
Simulation/games

B. Interaction Mode
Directions: Indicate below the situations in which ¢k= student

will work most productively.

Independently (alone) ' ____Large group
Peer/partner . Individually with teacher
Small group or aide

C. Additional Learning Style Considerations:

67 AM /{/4]‘ _,?})L f’/{}:&('//,zt AAM/ = %M»ébf
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are not appropriate. If the instructional team is interested
in remediating John's perceptual difficulties, some type of
perceptual materials will be required. The materials used,
however, must be adapted to John's level.

The social skills category of the Learner Analysis Profile
provides background information for selecting the appro-
priate interaction modes. In John's case, he apparently
has adequate social skills and can interact with his peers
without major problems.
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' Form I.3.1
Reproduction Master

LEARNING PRESCRIPTION

Learner: Instructional Team:

School:

Date:

A, Appropriate Learning Mode ,
Directions: Indicate by numbering, the three most appropriate
learning modes for this student. Check others that
may also be appropriate,

Audio/visual presentation Field experience(s)
Observation of goal behavior Role playing
Interview/confarence with Reading
knowledgeable person Audio recording
Experiment/laboratory ex~ Other (specify):
perience/project :
Programmed instruction

Simulation/games

B. Interaction Mode
Directions: Indicate below the situations in which the n:uden:
will work wmost productively. ‘

Independently (alone) __Large group
Peer/partner . Individually with teacher
Small group .. or aide

c. Additional Learning Style Considerations:
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( Self-Check Evaluatio;:>

Inservice Experience I1.3: Developing a Learning Prescription

Directions: Rate the Learning Prescription which you have completed on each
of the following items by circling the appropriate number- in the three-point

seale.

1.

Information presented on
the prescription is incom~
plete |

Appropriate learning"modé;‘

are not identified

Appropriate learner inter-
action modes are not
identified

‘Additional learning style

considerations are not °
identified

Directions for comﬁleting
the prescription are
inadequate -

Comments:

After completing the evaluation you should modify your preseription
as suggested by the evaluation.

The information presented on
the prescription is complete

Appropriate learning modes
are clearly identified

Appropriate learner inter-

action modes are clearly

identified

Additional -learning style
considerations are identified

Directions are clear, concise,
and adequate

Suggestions for Modification of the Learning Prescription form:
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i(l0ODULE 2:

COOPERATIVF. INSTRUCTIONAL ARRANGEMENTS

It.has been widelyrrecognized that instructional personnel from
occupational and special education must work together cldéZly in providing
vocational preparation experiences for special needs students. As those
who have tried know, getting teachers and other professionals from two
fieldé to work cooperatively can sometimes be a difficult task. An

effective and efficient means of facilitating cooperation to some extent

is to develop a series of cooperative instructional arrangements for

" individual students.
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-
t Overview

A cooperating instructional arrangement is a vehicle for developing

and implementing a formalized, cooperative instructional plan for a

special.neceds.learner Essentially it is.a-plan for‘syst.ematically
coordinating the personnel, resources, and services which‘are availéble
both within the school and community. The cooperative instructional
arrangement indicates which teachérs, counselors, or work coordinators
currently are, or will be, working cooperatively to meet the educatioﬁal
needs of the identified special'needs leafner. Whenvnecessary, coopera-
tive instructional arrangements can also involﬁe agéneiesvoutside of the
school, such as vocational rehabilitation or sheltered workshops.

By develobing a covpdrative instfuctional'arrangement, a comprehensive
effort is made to fully*utilize ﬁhe resources availgblé for the special
needs learner. Designing a cooperative instructional arrangement often
represents the beginning of a mutual concern for the learner. Professionals
who enter into_these cooperative relationships generally find it rewarding
and safisfying'to share thcir‘expertise_in’ordef to fuily meet Ehe needs
of the spéciél learner.

Once the special needs learner is identified and his/her educational
needs assessed (Module 1), the next step is to identify a team of professionals
who can adequately Eulfill thcse needs. Module 2 is designed to accomplish
this goal. The cooperative instructional arrangement developed in this
module will provide‘a vdﬂicle for the instructional aevelopment activities
déséribed in létcf.moduies sucﬁ aé instructional planningyandHeQaluating

learner progress.
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<:Euan: A Case Study:>

Juan is the youngest in a large family of migrant farm workers from

Mexico. There are seven children in the family which lives in the South in
‘Ehe winter énd~moves-northward during the growing seasons. Spanish is
the only language spoken in the home. Juan, who is 14 years old, has
fallen: far behind in reading skills and expresses a definite dislike for
school. After being retained in the fourth grade for two years at his
home school he was referred for special services.

He is now in the seventh grade in the middle school and receives
individualized reading instfuction for two hours a day in the learning
resource center. For.the remainder of the school day he is enfolled in
regular classes, one of which is an industrial arts éonstruction class.

Recently, the resource teacher, Lee Thompson, approached the industrial
arts.tcachcr, Jim Spence, regarding Juan's reading difficulties. Mr. Thompson
asked to review, the lab manual and text used in the construction class
because Juan has expressed a great deal of intérest in the surveying
unit they were completing in the construction class. After some discussion
the two teachers identified a number of basic printed and visual materials
which Mr. Thompson could usé to expand the pnit on surveying and, at the
same time, work on rgmediating some of Juan's reading difficulties.

This cooperative ﬁorking relationship extended into other units once
the surveying unit was completed. Three other special education students
in the construction class also received special assistance once Lee and
Jim became comfortable working together. As the school year prorressed,

Lee frequently provided in-class tutorial assistance for Juan and several

other students, and accompanied the construction class on two field trips.

65

oo

74

ERIC

Aruitoxt provided by Eic:



O

ERIC

Aruitoxt provided by Eic:

AN

(/'Annia: A Case Stud;:>

Annic is 16 years ol¢ and has been blind since the age of five. She
lives with her mcther aud stepfather during the summer months. Since the
fiftﬁ grade, when it became apparenr to her parents and teachers that she
needed to becomwe less dependent on cthers, shé has attended the state-supported
residential school for the blind. Iﬁ recent years she has c;;e to fully
acceﬁt her handicap and has démonstrated near-normal patterns of social,

emotional, and psychological development. While attending the residential

school she has learned to use a cane and has become quite independent,

cw

primarily as a result of attending the mobility training classes.
There are a number of occupational classes offered at the residential
school for the junior and senior high school age students. Annie, however,

has developed an interest in data processing, which is not offered at the

school. It.is available at the area vocational center, a public

school which ié twelve miles away. After several telephone conversations
and an initial interview quolving the counselor from the residential
school (Ms. Crawley),~the data processing teachgr at the Center, the
assistant director of the Center, and Annie, she yas placed in the
introduztory key punching course. The counselor at the residential school
agreed to have the written materials for the course brailled or transferred
to cassette tapes for Annie. The costs for special equipment such as
modified key boards are reimbursed through the state-federal vocational
rehabilitation program.

Keeping abreast of Annie's needs and progress has required lis. Crawvley

from the residential school to visit the Area Center frequently. It has

paid dividends, however, because Annie adjusted well to the Area Center,

and will be working part-time as a keypunch operator at a local bank during
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the Spring demester. Ms. Crawley, the staff at the Area Center, and

Mr. Nelson from the local rehabilitation office are all extremely pleased

with Annie's performance to date, and plan to coordinate similar efforts

-

for students from the residential school-who are interested in attending

the Area Center.

Condition: Given the responsibility to initiate and develop career-
oriented educational experiences for special needs learners,
upon completion of this module the inservice participant
will:

Performance . _
Competencies: 1. Identify potential cooperative instrucational
arrangements for serving specidl needs learners.

2. Develop a cooperative instructional arrangement for
one or more special needs learners, describing the
team working with the learner and the services to
be provided by each team member.
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(/;;servicc Experience Description%:>

-

Only one inservice experience is included in this module. Although
this inservice experience is simple and straightforward, after reading
the brief description below you may want to meet with your inservice
director to discuss this experience in greater detail.

Inservice Experience II.1:
DEVELOPING A COOPERATIVE INSTRUCTIONAL ARRANGEMENT

This inservice experience will involve you in identifying other
professionals, both in the school and in the community, who currently
have, or will have, tlirect contact with the identified special needs
learner. The product outcome of this experience is a formal indication
of what instruction and supportive services will be provided by whom
for the identified student.

(\»Inservice Experience Selector:>

Following consultation with the inservice director, I (we) have
decided to undertake and complete Inservice Experience 'II.1l from Module 2.

Inservice Lxperience II.1: . . Date: .-
Developing a Cooperative i ’ i
Instructional Arrangement ~-School: 5
Participant Name(s) Inservice Director:
63
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INSERVICE EXPERIENCE II.1

DEVELOPING A COOPERATIVE INSTRUCTIONAL ARRANGEMENT

As suggested earlier, one of the keys to effective instructional
development is intér—disciplinary cooperation. In order to be fully effec—’
tive specific plans fbr cooperation on behalf of selected special needs
learners have to be formalized.

The Cooperative Instructional Arrangement (CIA) is really a tailor-
made, individualized plan for systematically coordinating programs, services,
‘and other inputs neceded to provide c0mprehenéivé, well-rounded instruction.
The CIA essentially identifies .the members of the cooperative instructional
team. Ideally, every student would have a unique cooperative team of
educators working on his/her behalf. If this is not possible, however, CIA's
can be developed 7.+ small groups of special learners (not more than 5 or 6)
who will work with the same team of instructional personnel.

The basic cooperative team arrangement is composed of one or more
representatives from career-related instruction areas (auto mechanics,
heal;h, home economics, etc.), and one or moré”representatives from special
education or special services (special education teacher, readiné specialist,
speech therapist, etc.). For certain special learners it may be apprqpriate
to‘utilize additiona® tuvisions in the cooperative arrangement. For“
instance, it may be appropriate or necessary to include work experience or
work-study coordinators, or supportive agency personnel (e.g., rchabilitation
counselors) if the student works part of the school day.

The specific makeup and effectiveness of the cooperative instructional

_arrangement/team will depend upon:. (l)uthe placement and school schedule
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Bf the learner, and (2) the availability, willinéness, and commitment\of
instructional personnel to serve the special learner.
Administrative endorsement of the CIA is also critical to its effec-
tiveness. Since the CIA depends heavily upon optimum placement for
individual special needs learners and appropriate scheduling,.it is highly

important that the administrator be involved in planning and formulating

the CIA.

<:§;idelincs and Suggestions::>

Sceveral suggested procedures and guidelines are provided below for

,develobing cooperative instructional arrangements. Afterbreading this
section of the module you should follow the guidelines in completing a
cooperative instructional arrangement form for at least bne special needs
learner with whom you currently are or will be working.

1. Two completed examples describing the Cooperative
Instructional Arrangements developed for Juan and
Annie are presented on the following pages.

/RESOURCE MATERIALS: Juan's Cooperative Instructional
Arrangement, Form II.1.1
Annie's Cooperative Instructional Arrangement, Form

Ir.1.27

2. There arc four possible cooperating groups (provisions)
identified on the Cooperative Instructional Arrangement
form. Not all .four provisions will be necessary for all
students. The number_of cooperating parties (provisions)
involved will depend upon the school situation and the
severity of the student's special needs. Juan, for
instance, is served in one building by only two cooperating
provisions - carcer-related instruction (the construction
class) and the special education resource room. Annie's
situation is somewhat moré complex. She receives the carcer-
related instruction at the areca vocational center, work
adjustment counseling and mobility training at the residential

"school, und supportive assistance under vocational rchabilita—

tion. A fourth critical person in her instructional team
is the coordinator and supervisor for her part-time cooperative
work experience at the local bank.
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Form 1I.1,1

COOPERATIVE INSTRUCTIONAL ARRANGEMENT

for
Career—-Related Special Instruction or
Instruction Provision Services Provision
Title of course in which Type of instruction/service
student is enrolled: provided for student:
7
(/ﬂzbé//léy * /@/}W [)#m
Instructor(s): Instructor(s)/Conqultant(s)/bpecialist(s):

(i &42/&&2241 e  Tlosrion
/ /

<z

Location/Building &__2%% Location/Building &[%%1%

Planning Period: F:2¢ =~ 712/ Planning Period: 20 - 7 AL

Cooperative Work Supportive Agency
Experience Provision Provision
Job Title: Agency Hame:

Location of Work Station:

Work Schedule: - Contact Person:

a.m.: ) Telephone:

pP.m.: Description of Specific Service or
School Coordinator: Instruction to be Provided for the

Student:

Planning period:

Job Superviso»fs):
ADMINISTIRATIVE _;2935525122

*School Administrator(s): - District:

(I)M@W«/ School (s) WMM/
Agency Endorsement (1f needed): Date: %’; e ey ST

*e.g. Buirlding principal, director of special ecucazicn, ar.c/cr Zirecicr
' of vocational education
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Form II.1.2 ™ 5

COOPERATIVE INSTRUCTIONAL ARRANGEMENT

for

//z’»{/,;

Career-Related Special Instruction or
Instruction Provision : Services Provision

Title of course in which Type of inétruction/service
student 1is enrolled: provided for student:

‘ Inatructor(s; : ’;‘; Instructor(s)/Consultant(s)/Specialist(s):

Location/Building.éz{ sgéf/!”z é:ﬂzz"—f Location/Building.& / éﬁé Z éf{,_,‘/'
20

Planning Period: _//:i/5" = j2: 05 Planning Period:

u

Cooperative Work" Supportive Agency
Experience Provision Provision
Job mle-&ﬁﬂy&é%m& Agency Name: Zvo g Zorvial £ 40l iirirts.
Location of Wétk Station.
Work Schedule. Contact Person: ///,c WM
a.m, : Telephone: 3 ¥/ — » 4% 5
Peme: /)0 - 30 Description of Specific Service or

Instructicn to be Provided for the

School Coo’rdinator: . Student: . Z , , .

. J
Planning period: _// : /o" =/2, 05 7@%/7[43/,&{ L
I TIFAIP. Loz

Job Supervisor(s):

Lol Ao

*School ‘Administrator(s): District: Z’M/M \_/éc,ﬁ/ml/
(V. Zral Y oedoe, /A’Vf School(s) : Vo LowZe,

(2) ned fon LA, |
Agency Fndorsement (1T needed): Date: )&/ / //

*e.g. Buillding pmncz,pal director of special education, and/or director
of vocational education
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Under the career-related instruction provision, in-school
vocational or practical arts courses at both the junior
and senior high level should be listed. :

The special instruction or services provision includes
such persons as special education teachers, reading
specialists, remedial instructors, speech therapists,
counselors, psychologists or any other persons employed
by the school to provide special or supportive services

to handicapped and disadvantaged students.

The cooperative work experience provision should identify
the school coordinator and job supervisor for the special
needs learner who is working part-time either at the school
or in the community.

The fourth potential cooperating party, the supportive
agency provision, identifies a person(s) from an external
agency (outside of the school district) who are providing
some form of special assistance for the learner. Vocational
rehabilitation, sheltered workshops, manpower training
programs, or health agencies typically fall in this
category.

If the learner is currently enrolled, one of the first tasks
is to obtain a copy of the learner's class schedule and
attach it to the back of the CIA form. This will enable

you to identify which teachers with whom the learner has
daily or regular contact.

/RESOURCE MATERIAL: Juan's Class Schedule, Form rT. 1. 37

It is important to remember that only two provisions need

to be designated to form a minimal cooperative instructional
arrangement. It is vitaliy important to remember that the
number of cooperators will depend upon the learner's school
schedule and the severity or nature of his/her special need.

If a learner is old enough to work in a work experience

program and has a disability or disadvantage that requires
supportive assistance from an external agency (e.g., voca-.
tirnal rehabilitation) the cooperating instructional team
shvuld include the persons who provide this supervision or
assistance. In-addition, the learner may be enrolled in an
occupational class that is related to his work experience.

It is also possible that the learner may be enrolled in

special education. If this is the case, there is a definite
need to coordinate to some extent -the instructional expcriences
being provided to the learner in each of thesec different programs.

In addition to identifying the professionals involved in the
CIA, the specific services or instruction to be provided
by each should be briefly described.
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16. ‘lames, locations, and possibly phone numbers for each
member of the cooperative instructional team should
. be provided.

11. In some situations it may be helpful to attach existing
training plans, supportive service agreements, or other
information pertinent to the special needs learner
identified ‘'on the CIA form.

'

12. Administrative involvement is critical to the success of
the CIA. Oftentimes only administrators can provide the
critical actions and resources necessary to make the CIA
function effectively. As the CIA is discussed among staff
members, administrative involvement is needed with the
understanding that such scheduling modifications as the
following may be neceded for certain learners:

»  Extensions of time for program completion by
selected learners. '

3. Open entry/open exit scheduling which permits
entrance/exit at different intervals as the learner
progresses’ through instruction.

-# Instruction on an individualized basis.

e Flexible schedﬁling“with modular-based
instruction. o

» Laboratory-type "hands-on'" courses for extended
study or deficiency remediation.

13. 1In . addition to scheduling modifications, administrators need
to recognize that other resources are -essential in implementing
the CIA.  The involvement of administrative personnel in develop-
ing this arrangement will generate their support for: (1)
purchase of specially-designed textbooks, instructional materials,
and equipment, (2) modification of equipment or instructional
materials; and (3) providing the necessary supplemental educa-
tional servicas.

14. Copies of the completed Cooperative Instructional Arrangement
plan should be made, and distributed to all individuals identi-
fied by the plan, as well as the parents or guardians of the
special needs learner.
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STUDENT CLASS SCHEDULE

School: Jefferson Middle School

Form I1.1.3

cooperative instructional arrangement form.

75
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Student: Juan Semester: Fall Grada 7
Pertod .' Class Location Instructor

1 8:45 - 9:30 Industrial Arts-Constructidn i8a Spence

2 9:35 - 10:20 Learning Resource Center 43 ‘Ihompson

3 10:25 - 11:10 Learning Resource Center 43 Thompson

¢ 11:15 £ 12:00 | Physical Education Gym Jenkins

s 12:00 —. 1:00 Lunch

6 1:00 - 1:45 English 36 Smfthéon

7 1:50 - 2:35 Sbcial Studies 39 Turner
NOTE: The student's class schedule is attached to the back of the




Form I, 1.1
deuatian Master

| R
COOPERATIVE INSTRUCTIGOMAL ARRANGEMENT

for

Career-Related - »»v1al Instruction or
Instruction Provision v * 28 Provision
Title of course in which Type of instruction/service
student 1is envrellsad; " provided for student:
Instructor(sy: ‘ Instructor(a)/Consultant(s)/SpecialiSt(S):
Location/Building: Location/Building:
Planning Period: $ 0 - : Planning Period: : - :
{ooper " ‘e Wark , Supportive Agency
Experiente Provision Provision
Job Title: Agency MName:
Location of Work Station:.__
Worx Schedule: Contact Person:

&.m,: " :Telephone:

pPem. - ) Description of Specific Service or
School Coordinator: Instruction to be Provided for the

; Student:

Planning period: :
Job Supervisor(s):

ADMINISTRATIVE ENDORSEMENTS

e - e e o = . - . - —— — — —— e e et e v = e e - —

*School Administrator(s): ~ District:
—
(1) School(s):
(2)
Agency Endorsement (if needed): Date:

*e.g. Building principal, director of special education, and/or director
of vocational education '

o ‘ ‘ RH




STUDENT CLASS SCHEDULE

L

S

Form II.1.3
Reproduction Master

School:
S tﬁdén t: Semester: Grade:
Pericd Class Locatz'-orz' B Instructor
1 8:45 -~ 9:30
2 9:35 -~ 10:20
3 10:25 - 11:10 )
4 1::15 - 12:00 |
S 12:00 - 1:00
6 1:09 - 1:46
7 ) 1:50 - 2:35

NOTE: The student's class schedule is attached to the back of the
cooperative instructional &rrangement form. '
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(:Eélf~Check Evaluation )

Inservice Experience II.1: Developing a Cooperative Instructional
Arrangement

Directions: After having completed a Cooperative Instructional Arrange-
ment form you are now reudy to evaluate your performance. Rate your
completed CIA form on each of the following by circling the appropriate
number on the three-point scale. FWhen you complete this evaluation it
may be necessary to revise your completed form. If you rate below a

"3" on any of the items, revise your completed CIA as suggested by the

Ttem.

1. Only one provision is 2 3 At least two provisions
completed (filled in) . are completed

2. Incomplete or inaccurate 1 2 3 Complete und accuxate
information is provided for information is provided

3. One or more of the identi- 1 2 3 Each identified provisian
fied provisions is of - is essential for meeting
questionable importance the educational ieeds of
in meeting the educational the student
needs of the student

4., No administrative endorse- 1 2 3 Appropriate admirnistrative
ments are provided endorsements are provid

Comments:

Srggestions for modification of the CIA Form:
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The following are specif{ic references of recading material which can

be reviewed along with the inservice experience activity. The materials
found in these readings expand upon the ideas, guidelines, and suggestions

included in tiiis inservice experience.

Antone]lis, G. P. and James G. B. Cross Discipline Planning. Salt Lake
City, Utah: Olympus Publishing Company, 1973.

Phelps, L. A. and Lutz, R. J. Career Exploration and Preparation for the
Special Needs Learner. Boston, Massachusctcs: Allyn and Bacon, Inc.,

'1977.

Young, E. B. et al., Vocational Education for Handicapped Persons: Handbook
for Program Implementation. Washington, D'. C.: U.S. Government
Printing Office, 1970.

89

80




O

ERIC

Aruitoxt provided by Eic:

MODULE 3

- INSTRUCTIOLIAL RESOURCLS

In order to effectively coordinate occupational and special education
instruction, the‘instructional team needs to be aware of and utilize the’
resources and supportive seryices which are available. In this module
resources are defined as persons or agencies which can provide services and
other types of assistance for special needs learners. Resources are also
used to assist instructipnal personnel working with special'needs learners.

As society has become increasingly comncerned with the needs of individuals
with special problems, numerous programs and services have been established
by federal, state, and local governmental agencies. The business community,
industryv, labor, civic groups and other public and priQate organizations also
provide numerous resovrces for handicapped and disadvantaged individuals.

It is vitally important that these community resources be used ¢fficiently

and coordinated with the w¥7sources available within the school district.

This module providzs several suggestions for identifying, coordinating, and

using the instructional resources available in the community and within the

school district.
31
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Dverview )/

Two types of instructional resources can be used to facilitate pro-

gramming for special needs learners. School resources are those which are
generally avaiiable within the school or school district. When developing
indi: :dual programs for special needs learners, the commonly-used school
resources include: (1) career-related instruction, (2) special or supportive
instruction (such as a classroom special education teacher), (3) special or
supportive services (such.as a speech therapist or interpretor), (4) coun-
seling, and (5) cooperative work experience instruction (usually provided

by a co-op or work—study coo: linator).

With the development of the career education movement, using community
resources has become an important aspect of all educational programs. Com-

@ . ity resources can be tapped to provide supportive assistance and services
->r bocl: special needs learners and instructional ,taff, Community resources
vor apecial needs learners are generally available from: (1) fedeval, state,
and local governmental agencies (such as the ﬁmployment Service), (2) com-
munity agencies aad organizations (Goodwill Industries, for example)., (3)
business, industry, and labor organizations or associatibns, and (4) citizen
or special interest groups such as the Lions or Kiwanis.

One means of identifying community Fesﬁurces ié through the eétablishment
and use of an advisory committce. Program advisory committees composed of
parents, emplqygrs, and instructional staff, once they are established and-
operating, also tan be extremely useful and helpful in the overall operation
of occupational programs for special needs learners. |

This moduie will include two inservice experiences which are focused
on identifying and using re surces, In:crvice Experience III.1 involves
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developing an inventory of the school and community resources which are
locally available. The second inservice exp.rience provides suggestions

and guidelines for establishing and using program advisory committees,

<:jDarlene: A Case Stud¥:>

Darlene is a special needs learner enrolled in Mr, Lockwood's Commgrcial
Foods I zlass. She is well coordinated and has no dexterity problems but
has difficulty remembering instruction pgiven in class. Mr. Lockwood has
found that in a one-to-one learning situation she is able to perform well.

Darlene is very interested in baking and seems to have an artistic
flair, She would like to work for a bakgry and has expressed an interest
in cake decorating. Shc has a great de;i of patience and is willing to
spend a considerable amount of time to accomplish the efiect she wants,

Because of her interest and ability in Commercial Foods she is doing
well in Mr. Lockwood's class, However, she is not intgrested or willing
to spend time in some of her academic subjects, In consultation with the
resource teacher (Ms. Grant) Mr. Lockwood has decided that some work
experience would help Darlene see a need for math an+ reading.

Using the community resource data card inaex which they developed last
vear (see Inservice Experience III.l), Mr. Lockwood and Ms. Grant identified
a shurt term work station for Darlene. Karl Williams, who “is the head”
pastry chef at the Vandervilt Hotel, is an excellent chef and has the ability
to relate well to students.

Darlene was pleased to be able .= d - - ¢ she did well and enjoyed.

She began to see the need for reading and math but stili h=d difficulty in
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the classroom, Using the Special Needs Resource Inventory (see Inservice
'EXperience I1I.1) Ms. Grant was able to locate individuals who could tutor
Darlene on a one-to-one basis in math and reading,
Darlen.. is progressing and looks forward to Commercial Foods II class
"as weéll as a part-time co-op work experience with Mr, Williams next year.
She is trying hard in her academic subjects now so that she will be able

to graduate and take an apprentice position with Mr., Williams,

k—_/’l

Conu rion: Given the responsibility to initiate and develop career-
oriented educational experiences for special needs
learners, upon completion of this module the inservice
participant will:

Performance
Competencies: 1. Organize and develon an inventory of available

school and community resources.,

2. Establish and/or use advisory committees to
identify instructional resources,

02
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‘ Inservice Experience Description%)

Two inservice experiences are included in this module, Each of these
experiences may be completed by the inservice participants either in small
group or individual inservice situations.

After reading the following paragraphs and in consultation with the
inservice director, you should select and complete those experlences which
are relevant and pertinent to your program situation,

Inservice Experience III.1:
DEVELOPING A SPECIAL NEEDS RESOURCE INVENTORY

This experience provides the opportunity to review and summarize
available school and community :.sources. The product of this experience
is a comprehensive directory of available resources and supportive services,
which are locally available to support the educational program for special
needs learners,

Inservice Experience III.2
ESTABLISHING ."ND/OR USING 4 SPECIAL NEEDS ADVISORY COMMITTEE

This experience involves either establishing a new advisory committee,
or utilizing an existing committee to provide advice and direction for the
special needs instructional program. The outcome of this experience is at
least one advisory committee meeting in which educators, representatives
of business, industry, and labor, federal or state ‘agencies, parents, and
learners collectively review and assess the proposed or existing program.
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(/>Inservice Experience Selecto£:>

N

Following consultation with the inservice director, I (we) have decided
to select and complete the following inservice experiences for Module 3;:
Instructional Resources:

Inservice Experience III,l: Date:
Developing a Special Needs
Resource Inventory

Inservice Experience III.2: School:
Establishing and/or Using
a Special Needs Advisory Inservice Director:
Committee

4

Participant Name(s)
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INSERVICE EXPERIENCE III.l: .

DEVELOPING A SPECIAL NEEDS RESOURCE INVENTORY

An inventory of the availablc program resources is important in
developing instruction. An inventory of available resources provides
teachers, c0unsélors, aud coordinators from both occupational and special
education with an expanded awareness of the professional services which
are locally available for individuals with special needs, as well as services
available to educators involved in working with special needs learners.

The Resource Inventory can be brogdly divided into two categories:
school resources and community resources. In the school resources cate-
gory, the available resources might include: occupational instructors
(e.g., .auto mechanics teachers), teachers and consultants providing special
services or instruction, counselors, work experience or work-study coordina-
tors, job placement personnel, teacher aides, diagnosticians, or any other
educator who has regular or frequent contact with special needs learners.

Utilization of commuﬁity resources is also an importaut aspect of all
educational programs., Educators have recognized for éome time the impor-
tance of utiliziug community-based, specialized employer-employee knowledge

.he process of preparing students for active participation in the work
force. Through full utilization of community resources, the experienqe
and knowiedge of the citizenry can provide . .alistic experiences for students -
both in school and on the job site.

Instructional resources or supportive services for special nceds
learners can also be obtained from a variety of community resources, Sucﬁ

community resources as: (1) federal, state, and local governmental agencies,
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(2) community agpencies and organizations, (3) business, industry, labor
organizations, and (4) citizen and special interest groups can provide a

nurber of supplementary and supporting services.

(/ﬁGuidelines and Suggestions

The following surpestions and guidelines will assist you in developing
a Resource Inventory tor an existing or proposed special needs program.
Once you have finished reading this section you should proceed with develop-
ing a resource inventory for your instructional program.

1. A suggested form for the Special Needs Resource Inventory
is provided on the following pages. This is only a sug-
gested form for compiling the Inventory and should be
modified to suit the needs of your program.

/RESOURCE MATERIAL: Special lNeeds Fesource Inventcry,
Form, III.1.1/

2. Uhen developing a Resource Inventory it is helpful to
divide the resources to be surveyed into two broad
cetegories - school resources and community resources.
You will note that on Form III.1.1 the school resources
are identified on the front-of the sheet and the com-
munity resources on the back.

3. The Resource Inventory should be organized for an
individual school program or departments, such as

home cconomics or agriculture. Most school districts

and communities are large enough that they require some
specifics for designation of the available resources.
.enerally, the resources which are available and appro-
priate {or occupational and special education programs
in a community are numerous. For the purposes of organi-
zation and efficient use, the Resource Inventory to be
developed here should focus on one particular occupational
or speciul education program. The example inventory
provided in Form III.l.1 is for the home economics
prosram in a school district, and is used for all of the
junior and senior high courses in the program.
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4. Certain basic information is required in compiling and using
a resource inventory for any educational program. Since
most educational resources are identified by the individuals,
agencies, or organizations who provide them, the basic in-
formation should include the name of the resource person(s)
to be contacted. Additional essential information will
include; - ‘ .

® title or position of the resource contact person

® a short, concise description of the specific resource
or supportive service that is available

» location (address) of the resource contact person's
office or business

» phone number of resource contact person

5. While developing the Inventory it is important to keep in
mind the information needs of those who will use it. The
primary user will likely be yourself and the other individuals
who are assisting in its development. In addition, however,
it may be a useful tool for counselors of various special
needs learners who may wish to solicit outside help in work
adjustment or vocational counseling for individual students.
Other teachers may also find the Inventory helpful in lo-
cating specific resources to assist with their career educa-
tion instruction,

6. When individuals, agencies, or organizations are contacted
in the process of developing the Resource Inventory, con-
sideration should be given t-» involving such persons in a
program advisory capacity. You may wish to invite selected
individuals to serve as members of the proposed, or an
existing program advisory committee. Information pertaining
to the organization and use of advisory committees is pre-
sented in the following inservice experience (III.2).

7. Existing advisory committees are an excellent place to begin
the search for community resources. Since one of the recognized
functions of such advisory committees is to coordinate com-
munity resources, they can frequently provide several excellent
suggestions and leads to locating specific resource persons
and services,

8. Several different types of school resources should be con-
sidered. Often educators are unfamiliar with the resources
in their own school district which can be tapped to assist
special needs learners., It is helpful to review a directory
of school district personnel to gain an overview of the dif-
ferent types of professionals who are employed either full
or part time by your district. Individuals representing
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the following general resource categories should be con=
sidered in your inventory of school resources.

e Specific Career-related Courses ‘
.(Instructors or aides who teach courses in
closely-related occupational programs)

e Special/Supportive Instruction
(Classroom teachers and aides who work
exclusively with students having learning,
~- ' behavioral, or physical problems)

. o ' Special/Supportive Services »
s (Reading specialists, therapists, bilinguists,
interpreters, mobility consultants, and others)

e Counseling
(Regular, vocational, or work adjustment counselors)

o Cooperative Work Experience
(Cooperative work tralnlng, prevocatlonal or
work-study coordlnators)

e Other School Resources »
(Administrators, job placement coordinators,
instructional materials spec1allsts, etc,)

9. Prior to identifying community resources you should attempt to
locate and review any community resource directories which may
already have been prepared. The United - ‘Way and -similar social
service agencies usually have compiled directories of special
services that are available from various organizations and
agencies in the communlty. Before addlng these resources to
your inventory be sure to verify that Lhey are currently
available, and that the names of contact persons, phone numbers,
and other information is accurate.

10, 1In addition to school resources, a number of different community

resources should be studied, and included in the Inventory.

o Federal and state agencies - Among the several federal
and state agencies with regional or local offices that
provide various supportive services for special needs
learners are the following:

Federal Agenéies

Vocational Rehabilitation
Employment “Service '
Comprehensive Employment & Training Act (CETA) Administration
Social Security Administration

JOBS - National Alliance of Businessmen
Job -Corps

National Youth Corps

Community Action Program

Veterans. Administration

Bureau of Indian Affairs

Immigration and Naturalization Services
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State Agencies

Mental Health Agency .

State agency or school for the blind

State agency or school for the deaf

Public health agency

Family service agency

Department. of welfare

Governor's Committee for Employment of the Handicapped

e Community agencies or organizations - Numerous services
and resources are available from such sources as:

Chamber of Commerce

Mental Health Association

Mental Retardation Association

Crippled Children's Society

Goodwill Industries

YMCA/YWCA . ... d .
Opportunities Industrialization Centers (0.1.C.)

¢ Business, industry, and labor organizations frequently
provide or sponsor specialized training programs for
individuals with special needs. They also provide such
resources as field trips, career speakers or classroom
presentations, plus occupational and instructional infor-
mation on various careers, career clusters, or industries.

@ Citizen and Special Interest Groups, in addition to
civic organizations such as Lions, Kiwanis, Rotary, and
Elks, frequently offer special services or assistance,
Certain special interest groups co' -ribute in unique
ways to educational programs for the special needs
learner. These include:

National Association for the Advancement of Colored People
Congress of Racial Equality

Urban League

American Indian Education Association

Indian Tribal Councils

League of United Latin American Citizens

These and other community resources may need to be further de-
scribed. If more space or information is needed to describe .the
resource, it can be recorded on index cards for quick retrieval,
These resource description cards can be kept in a central file

for use by the instructional team. Two examples of such com-
munity resource data cards are provided on the following page,

/RESOURCE MATERIAL: Community Resource Data Cards, Form III.1.Z7
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Once the Resource Inventory is compiled, administrators may
wish to duplicate it and distribute to the appropriate staff.

Keeping the Resource Inventory's information accurate and
up-to-date is important, A system should be worked out for
periodic review and updating of the data, and dis tribution
of revised versions of the inventory or directory to all
users,



Form III, ...

‘COHMUNITY RESOURCE DATA CARDS

Instructional Kesources

CARELR-RELATED INSTRUCTION RESOURCE

Career Cluster/Occupation: _ Z - . /A 7

Name of Resource Person: /_é: 4 P P ecr s

Title: 4 Address: £ & 275, LA A

Phone: 24 — o L X2 Yo, 3 :

Appropriate fpr (students;'grade level, etc.):. ?QA ¥ /ot QAA&‘gé
A tsgn . 1;.. ” ‘s v

Type of PResource Qchcck all that are appropriate)

_l:/Ficld trip ‘ ____ Speaker

Classroom consultant ____ Individual student tutor
___ Instructional materials gy~ Sponsor of short term
v~ Instructional content resource work experiences

Detailed description of resource:

Service Resources

SUPPORTIVE SERVICE RESOURCE

Type of service: Source of service (iame of agency/

. organization):
. y. Student assistance & ) .

Pareant/£amily assistance 2 e R e e
School/teacher assistance V4 T
Other (describe):

——

Name of contact person: ';Z;17c zéﬁ%zﬁé¢agajn;

Address: _ & Lwode (Froeid” Phowe: __ g 24 —4A/
/(,)1/,7;5‘& Office hours: /c)--/;,zJ' Y ~/0

>

Record previous contacts or referrals below:

Date Studeng Action

7/ v /74 7 v

/}/4 J:(ZZ, V'C/Le J
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‘ . , ' oo Form 'J'If.‘l.]
SPECTAL YEEDS RESOURCE INVENTORY ’
Program: .

1

. . District: | School(s): ‘ fevelopers:

Date;

SCHOOL RESOURCES

Resource “Title or Location Description of Specific
Contact Person Responsibility and Phone Resource or Setvice

Career- ’
Related , ‘ ‘ _
[nstruction

Special/ ‘ . ’ -
Supportive ‘ ‘ .
Instruction

—

Special/
Supportive

"rvices

Cornseldng

+

Cooperative
Work B ‘ N
Experience/Work ‘ .

[nstructional ‘ : ‘ o 3
Yedia and
Vaterlals ‘ v ‘ _—

* Otier
School
Resources - ‘ ‘ ‘ 3 )

legngf




SPECIAL WEEDS RCSOURCE IRVINTORY

: Ctom LILLT
*Reproduction Master

Agency
. 'Resoureces

ﬂ‘f Conmuni ty
. Agencles/
.- Organizations

——

-~ Federalfstate

% Programs-

et i — - e = v e me . e

Resourcé . Ttleor o Loeation

Contact Person - - - Resgonsibilitz SRR and Phone

| ,‘vDescription of Specific-

Resource. or Service

-~ Bustness/

Industry/, o

- Labor
~ Organizations

 Citizen/
Special

- Interest

_ Groups

» 10:her‘Communities ‘
+Resources
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| ' Form III.1.2
e : - Reproduction Master .
' COMMUNITY RESOURCE DATA CARDS s |

Instructional Resources

CARULR~RELATED INSTRUCTION RESOURCE

" .Name of Resource Person:

Title: ' . Address:

Mhone:

Appropriate for (students, grade level, etc.): )

Type of Resource (check all that are appropriate)

Field trip - _ Speaker
::: Classroon consultaat | _____ Individual student tutor
‘____lnstructional rmaterials _____ Sponsor of short term
Instructional content resource - work experiences

Detailed description of resource:

F o amape

. Service Resources

SUPPORTIVE SERVICE RESOLURCE
Type of service: ) Source of service (iName of agency/

. . organization):
Student assistance 8. )_

Parent/family assistance
School/teacher assistance
Other (describe):

——
—
—

-—

~ Name of contact person:
Address: - Phone:
Office hours:

Record previous contacts or referrals below:

Date Student Action

Cr1e o

Career Cluster/Occupation: - ' ‘ : : BRI B




(::Self—Check Evaluatib%:)

‘.Inservice-Experience'III.l:'”Developing”awspecial‘NeédéfRé§ddf§évihVéhEEr§‘

T

Directions: Now that you have compiled a resource inventory or set. of .

- resource cards it is timé to evaluate your
ileeds Resource Inventory or Cards on each of the following
he three-point scale.
s needed following this
on any of the <{iems.

pleted Speecial
terms by circling the appropriate number in t
Resource Inventory or Cord Indexr a

or revise the
evaluation if you rated your product belcw a 3

. 1. Poorly organized

2. Incomplete information for.
the identified school
resources :

3. Incomplete information for
the identified community
resources '

4. ‘Unclear descriptiohs of
resources/services

5. Incomplete‘inventqrymof<mm
available school..resources

6. Incomplete inventory of

~available community
resources

Comments:

SN

performance.

Rate your com-

Expaind

Well organized

Complete information pro-

"vided for the identified

school .resources

Complete information pro-
vided for the identified
community resources

Clear descriptions of
resources/services

Comprehensive inclusion of
all available school
resources

Comprehensive inclusion of
all available community
resources

Suggestions for modification of the Special Needs Resource Inventory:

O
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INSERVICE EXPERIENCE III.2:

" 1]

ESTABLISHING AND/OR USING A SPECTAL NEEDS ADVISORY COMMITTEE

J

.
Advisory committees or councils play‘a‘fﬁncﬁiéﬁal énd highly important
‘bee'in'identifying resources as well as overall program operation. For a
number of years, industry-educafion committees have been producti&e and
beneficial in serving the needs of teachers, administrators, and‘studénts
in occupationél programs. Citizens' advisory committees have also been
effectiveiy used in other school programs, as well as governmental and
;community agencies serving individuals with special needs.

With the onset of career education, the use of educational advisory
committees has become increasingly popular. Advisory committees can be
effectively useditd support the cooperative instructional team in an§'or
all of the following functiouns:

1. Identify and coordinate the use of various community
resources for the instructional program.

2. Provide advice on the appropriateness of instructional
content,

3. Review and provide recommendations on instructional
materials, facilities, and equipment,

T

4, Assist with placement of students in cooperative work
experience and full-time employment positions.

5. Develop and sponsor community public relations programs.

6. Coordinate manpower need, and follow-up surveys to
collect pertinent information, '

7. Review and evaluate the total special needs program
periodically. -

A number.of different types of advisory committees can be used.

Depending upon the local situation, it may be appropriate to consider:
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1.  Using exlstlng career, occupatlonal or special educatlon
advisory councils, or subcommittees of these councils.

2., TForming a joint advisory committee from existing career,
occupational, or special education advisory councils.

3. Forming a new advisory council representing the interests
of the special needs instructional team, employers, agencies
(governmental and community), students, parents, and repre-
sentatives of the special needs community.

4, Expanding the role of child study teams (individual student
planning committees) to include advisement relative to

planning a special needs learners' program of occupational
education.

<:»Guidelines and Suggestions :)

The following general‘guidelines and suggestions will be helpful in

determining the specific need for, and establishing a functional program

advisory committee.

1. Determine the type of advisory committee needed in your local
program situation, Specifically, what role, function, and
purpose can an advisory committee provide in your program?

2. Assess any existing advisory committees to determine whether
or not they can fulflll the role, function, and purpose you
previously identified.

3. Decide whether to: (1) initiate a new advisory comgittee, or
(2) request a joint advisory committee using representatives
from existing committees, or (3) utilize an existing advisory
committee in the areas of occupational and/or special educa-
tion,

4. If necessary, work with administrative personnel and other
members of the cooperative team to formulate a proposed
school beard endorsement for the new or joint advisory committee.

- /RESOURCE MATERIAL:  Sample School Board Endorsement for A
' Special Needs Advisory Committee,
Form IIT.2.1/
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Form III. 2.1 -

Sample School Board Endorsement for a

Special Needs Advisory Committee

The Board of Education of - on

this . th day of - , 19 ', authorizes the

establishment of a continuing committee té be known as "The Special
Needs Advisory Council.' This councii is to be organized and conducted
under procedures to be proposed by the superintendent of schools after
receiving advice from the school staff and other suitable consultants
and upon approval by the Board of Education,

The advisory qoﬁncil is not fegarded as a substitute for any
other form of citizen participation in school affairs. It is intended
to supplement and stimulate other types of citizen participatian.

The purpose of the special needs advisory council will be to
serve as an arm of the Board of Educaﬁion by proviéing advice and assist-
énce'td the board, as well as to the administrators, teachers, and
students in the program.

The Board of Education reserves the right to dissolve the Citizens

~advisory council at any time and for any reason,

In authorizing the development of this advisory council, the Board
of Education pledges complete cooperation in the council's work. The
citizens advisory counéil wiil~be expected to operate within the guide-

lines set forth.

*Adapted from Hofstrand, R. K. and Phipps, L. J. "Advisory Councils for
Education: A Handbook,'" Urbana: Rurban Educational Development
Laboratory, College of Education, University of Illinois, 1971. p. 33.
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5. Once administrative and school board endorsement is obtained R
for the proposed committee, several planning tasks need to be '

completed:

®» Identify and select prospective advisory committee
members to serve on the committee using some
objective selection criteria, such as: expressed
interest in serving, relevant professional back-
~ ground, other relevant background experiences,
involvement in or relationship to occupational
or special education, C

» Select a diverse and comprehensive advisory committee
membership composed of representatives from the
following groups: :

a. teachers serving on the cooperative instruc-
tional team

b. supportive service personnel, e.g., counselors,
diagnosticians, or social workers -

c. employers or prospective employers or special
needs learners

d. personnel from state and federal agencies
serving the special needs population

e. personnel from community agencies serving the
special needs population

f. parents of special needs learners
8. past or present students

¢ Prepare and distribute a letter of invitation to serve on
the advisory committee similar to the one illustrated on

Form IIT.2.2. ‘

/RESOURCE MATERIAL: Sample Advisory Committee Appointment
Letter, Form III.2.2/

S

® Once-the committee membership is finalized, prepare and - By 'Mh%
distribute an agenda for the initial organizational meeting <
along with a roster of the committee: members.

/RESOURCE MATERIAL: Initial Advisory Cormittee Meeting
: Agenda, Form III.2.3/

/RESOURCE MATERIAL: Sample Roster of A Special ileeds._
Advisory Committee, Form III.2.4/
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If an advisory committee is to be helpful and productive it

'should outline a program of work which covers a substantial

period of time. Those advisory committees which tend to be

most effective, map out the areas of the program they feel

need to be examined, and develop a coordinated plan for their:
advisement activities. An annudl.program of work is a helpful
technique for developing a long-range plan.

/RESOURCE MATERIAL: Annual Program of Work, Form III.2257
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Form III.2.2

' SAMPLE ADVISORY COMMITTEE APPOINTMENT LETTER

Dear

The Board of Education of ‘ _ takes great
pleasure in welcoming you as a member of our working team. Your willing-
ness to serve a two year term on the Special Needs Advisory Committee is
greatly appreciated.

Your active interest and participation in this committee's activities
will undoubtedly be of great benefit to the current and future students
served in this program. Your background and experience will be influential
‘in helping us to improve and expand our special needs program and serv1ces.

The enclosed agenda w1ll provide you with the date, time, and location
of the next committee meeting. Please review the proposed. agenda and
become acquainted with the roster of committee members. If you cannot
attend or have any questions please contact the committee secretary.

Phone

Once again, thank you for your interest in our special needs program.

Cordiéliy, o

Superintendent

Erclosures

cc: ' + 5 Secretary
Special Needs Advisory Committee
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form III. 2.3

THITIAL ADVISORY COIBMITTEL 1LLTLC AGL.iDa

e g Wy

AGLLEdDA

Special ieeds Advisory-Comuittee ileeting

Date
Location
Yime

7:30 p.m. Introductions of all members (adninistrator or teacher
‘ serves as temporary chairman)

flelcowe and the special needs advisory conmmittee ciharge
(Superintendent or Chairman of Sciiool Board)

i . .
Gverview of the program (tewporary chairman)

Discussion of the advisory committee concept, oparational
guidelines and development of the program of work

Annual program of vork form distributed and discussion
of tentative area of concern (see Form 1.30)

Discuss agenda for next meeting
Set date, time, and location for next neeting

Adjournment

ERIC
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Form III.2.4
) SAMPLE ROSTER OF A

SPECIAL NEEDS ADVISORY COMMITTEE

Branch and Calhoun Area Vocational Centers
Battle Creek, Michigan

David Lockwood

Special Education Teacher
Bronson High School
Bronson, MI 49028

Donald MacKenzie
Assistant Principal
Legg Junior High School
Coldwater, MI 49036

Mattie J. Spruili - Parent
173 Homecrest _
Battle Creek, MI 49017

Herb Adams
L.E.A.P.
Community Services Bldg.
Battle Creek, MI 49017

962-5139 ",

Anna Busick - Parent

174 E. North

Battle Creek, MI 49017 L
965-8053

Margaret Roderick -
EMH Counselor

Battle Creek Central High School

100 W. Van Buren Street
Battle Creek, MI 49017
962~-5581

Richard Powell, Counselor
Albion High School

225 Watson Street

Albion, MI 49224
1-517-629~9421
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Delores Diggs
Manpower Programs
County Building
Marshall, MI 49068
781-9811

. Mr. Dave Sootsman

Chairman of Committee
Michigan Employment
Security Commission
171 W. Van Buren
Battle Creek, MI 49017

Vanessa Baklund - ~ Parent
18504 - 23 Mile Road
Marshall, MI 49068
781-4658

Don Lacey ~ Student
Calhoun Area Vocational Center

Building Maintenance Program

John Dygert

‘Director of Vocational Education

Branch Area Career Center
Coldwater, MI 49036

" Ken Strong

Director of Special Needs Program
Branch Area Career Center

' Coldwater, MI 49036

Jack Faulkner
Branch Areca Career Center
Coldwater, MI 49036



Fom IIT.2.5
MNMPM@MOFWM lW-
Speclal Needs Adv1sory Commlttee
~ Sandman Communlty Schools

- Dates for Committee -
Rev1ew/Dlscu551on

Area of Concern

| Employment oppor-
tunities for
graduates

Status of Drop-outs

 Availability and
coordination of
community services

Appropriateness of
instructional

objectives

Fall neeting

Winter meeting

Early Spring
meeting

Late Spring
meeting

Committee Activities

Reviewed a recent
regional manpower
survey

Interviewed local

' employment agency

representative at

meeting

Discussed‘employment
outlook with other
area employers

Intervieved 2 recent
~ drop-outs at meeting

MwMﬁmMﬁmm‘

parents of drop-outs

Met mith‘juvenilé prO'

bation officer

Discussed available
services with VRS

& Employment Service

representative at
meeting

Revieved instructional

goal statements for
all prograns before -
meetlng

| Repiemed‘instructional
objectives fron state -
- office of education . .o

Recomnendations & Suppested Solutions o

- (loser communication with parents of

,

~ Recomnend opening the nurse aide program

mmmwwﬂmmsMMst“

 Possibility of part-tine work for some
- students at the sheltered wortshop

should be examined

11z

‘potential drop-outs is reconnended, |
“Overall, however, the progran does an -
excellent job of encouraging special
needs students to stay in school -

C0unselors and admlnlstrators should keep

in closer touch with conmunity service

agencies by exchanging information such

as uemos, brochures, placement 1nformatlon, -
et ona regular, monthly ba31s | B

Specific recommendations made to individual

Instructors that certain goals should be Ti“%

deleted and others added, - Also Suggested

a greater overall emphasis on da veloping
basic skills in special needs students,

‘Instructors need released time to modlfy
and improve thelr 1nstructlonal obJectlveS‘Jl




(,;elf—Check Evaluatio;:>
\ R

Inservice Experience III.2: Establishing and/or Using a Special Nceds
’ Advisory Committee

Directions: In the spaces below, check or circle the appropriate responses
describing your actions for this inservice experience. If you can respond
positively to questions 2-9, you have successfully completed this experience.

l. Type of Advisory Council used/formed in the inservice experience:
(check one response)

1. Existing career, occupational, or special education
advisory committee '

2. Joint committce formed from existing committees

3. New ocCupational—spggial‘p; special needs advisory
" committee

4. Expanded child study team
Circle one response

2. Advisory committee members scleccted or designated? yes no

3. Advisory committec representative of the appropriate = yes no
- groups (educators, businessmen, agency personnel,
parents and students)?

4. Appropriate endorsement for advisory committce yes no
obtaincd?

5. ~Agénda’preparcd and distributed prior to initial yes no
mecting?

6. All committec members appointed by'letter or yes no

informed of their proposed involvement? '

7. Roster of committce members prepared and ' yes no
distributed prior to initial mecting? '

8. 1Initial mceting of special neecds advisory yes no
committce held? - : 2
9. Summarize below the outcomes, actions taken, or
rccommendations formulated at the mceting. Also
"1list any plans for additional mecectings?

D PR PN R
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of Resources and Guide for Expenditures. Washington, D. C.: Government

Printing Office, 1572.

Vocational Education/Special Education Project. “Program Guide:"
Mt. Pleasant: Central Michigan University, 1973.

Inservice Experience III.2: Establishing and/or Using a Special Needs
' Advisory Committee

American Vocational Association. The Advisory Committee and Vocational
Education. Washington, D. C.: American Vocational Association, 1969.

Burt, S. M. 1Industry and Vocational-Technical Education. New York:
McGraw-Hill Book Company, 1967. :

Cochran, L. H., Phelps, L. A., and Skupin, J. F. Guide for Effective
Utilization of Advisory Committees. Mt. Pleasant: Central Michigan

University, 1974.

Hofstrand, R. K. and Phipps, L. J. "Advisofy Councils for Education: A
‘ Handbook.'" Urbana: Rurban Educational Development Laboratory, College
of Education, University of Illinois, 1971.

State of Illinois. '‘Advisory Committee Member." Springfield: Division
of Vocational and Technical Education, Illinois Office of Education,

.~ Bulletin No. 29-672 -(undated).
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priate for special needs. learners.

MODULE A4

— -

CLUSTER AND CONTE{p ANALYSIS

The instructional content in occupational programé ig generally based
on the competencies needed to explore occupations or p¥ehgye for employment.,

Exploration competencies (such as recognizing the variety of occupations in

the allied health fields) are usually emphasized at the Jupjor high or middle

school level. Specific preparation competenciés.(such a8 opharting a pétiént's
vital signs) are usually taught at the highfééhoolyor POSt_gecondary level. - |
At both levéis teachers must decide what instructional ®Ontepnt is appropriate

and essential for preparing students.so they will make 2 gyccessful transi-

tion from school to work.

This module will present and discuss_several techﬂiQues_for analyzing

clusters of occupations to determine instructional cont®Rt yphich is appro-



e e

N
Overview )

In the past educators have used a variety of processes to make decisions
about the need for new occupational programs or the need for improvementé
and changeé in course content. Recently, the career education movement has
suggested that clusters of occupations can be used to develop educational
programs which will have immediate relevancy for the world of work. Clusters
of occupations used in this curriculum development approach usually reflect

the major industries found within our society, such as manufacturing

health, or public service.

Curriculum and instructional development “is focusing closely on the
use of occupational clusters because it reflects several emerging educational

needs. These needs include:

1. The need to provide a greater range of occupational
choices.

2. The need to provide individuals with occupational
versatility and mobility in occupations,

3. The need to more adequately meet the needs of those
youth who will not become college graduates.

4. The need for individuals to adapt easily to the
'on-going occupational, technological, social,
cultural, psychological, and economic changes in the
workplace and society.

The cluster~based curriculum approach offers several positive alter-
natives for both the instructor and the learner. Foyr benefits to be
derived by using the cluster-based approach include:

1. The common elements of learning experientes which are

provided in a cluster curriculum prepares the learner

for a cluster of related occupations, thus insuring
some mobility among occupations within the cluster.

-
o
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2. A curriculum which is based on the cluster concept has
more relevance for learmers interested in not just one,
but a variety of occupations. Occupational choice can
be postponed until the time of entry into the world
of work.

3. VUhen students are involved in studying common job
skills such as measuring or reading specification
charts, the distinctions between occupational skills
and academic instruction in math or reading become
meaningful.

4. The study of clusters of cccupations provides a basis
for examining several other aspects of work. The
social, managerial, and other human relations/interactions
aspects of work can be studied on a cluster basis as well.

This module includes two inservice experiences related to occupations for

“special needs learners: identifying career clusters and conducting a career

..cluster analysis....The occupations identified in the.first experience -are

then analyzed in the second experience. By completing both inservice
experiences, you will identify occupations for which eventual employment is

feasible, as well as identify the knowledges, skills, and basic competencies

needed to obtain employment.

<:§on and Sylvia: A Case Stud;:>

Ron and Sylvia teach at Farmington ﬁigh“School which is located in
a city of appr;;;mﬁtely 100,000 population in the midwest. Ron teaches
the horticulture program while Sylvia is a teacher of the educable mentally
handicapped (EMH). In the past year three IMH students were placed in Ron's
class, which was a new experience for Ron who is a second year teacher.

This year’the CurriCUium committee at Farmington High School has been
charged with the task of reviewing and updating fhe courses in.several
departments. Both Ron and Sylvia represent their departments on the committee
and are_vitally interested in revision of their curriculum.
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Since they have worked together before and feel thiat both of their
programs can be improved to more effectively serve special needs students,
they decided to work as a team. They felt strongly that job and indepen-

dent living skills shiould be the basis for the curriculum in their programs.

The Farmington school board had recently adopted a policy statement

-

endorsing career education, and asked the curriculum committees in all

schools in the district to consider adopting the career cluster concept when

they were re-designing their curricula and courses. |
.Initially, Ron and Sylvia reviewed the different occupational clusters

which had been developed and published by their state office of education,

-as:well. as other schoonl districts. - Because-Ron-teaches all of the horti-"" "'

culture classes, tgey decided tb identify and analyze/ghe occupations related
to the field 6f horticulture. Although they focused their efforts on the
horticulture cluster, they considered this cluster as part of a larger
cluster entitled Agri-Business and Natural’Resources Occﬁpations., This
larger clusteriiqcludes the agricultural meéhanics‘and forestry programs
which are also taught at other buildings in the school district. ;

They began their work by identifying all of the occupations which are

included in the horticulture program. They completed a review on the

Dictionary of Occupational Titles to identify job titles in such areas as

landscaping, floriculture, and nursery work. After a couple of hours they

identified about 25 occupations which are unskilled, encry—levei jobs as

well as skilled occupations. Vhen selecting the job titles they were
primarily concerned about: (1) the employment outlook, (2) identifying
specialized occupations that would be uniquely appropriate for certain

special needs learners (such as blind or deaf persons), and (3) the career

L4

interests of their students.
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Once they had identified the occupations, they proceeded to analyze
several of them to identify the specific knowledges, skills, and compe-

‘tencies required. By reviewing the Dictionary of Occupational Titles and

other curriculum guides they were able to déveldp a list of job tasks which
are performed by workers in tﬁe horticulture cluster. Once the list of tasks
was compiled they‘asked the advisory committee for the agriculture program,
which was composed of employers, to review the list. Dufing one of the
committee meétings the employers were able to provide feedback indicating
which job tasks were most important for employment. ~Also, during their two
inservice days they visited several local floral shops, nurseries, and.
“1aﬂd§9§9?98”buﬁine$§é$wﬁo_Obsepvgqupkers in the horticulture occupations
they were analyzing. (This procedure for idenﬁifying clusters and occupa-
tions is outlined in Inservice Experience IV.1).

Their final list of tasks included 35 major caéks such as preparing
soil mixtures, recognizing plants, and applying soil mixtures. For each
task they listed the knowledges, skillé, aﬂd basic competencies that were
needed. As they worked on thisntask analysis they soon realized that the
skills and knowledges required for employment are generally the same for
all learners. Their discussions with employeré énd their work observations
madé it clear that a person with special needs must have a saleable job
skill to ge employed. As they got further into analyzing each task they
were able to identify a number of basic skills and concepts (such as reading
a rule or telephone skills) that also were essential. Sylvia recognizea
these as skills and concepts which should be emphasized in her curriculum.
When they were finished they had outlined the skills, knowledges, and. basic
skills and concepts included in each of the 35 tasks. (Inservice Experience

IV.2 includes several procedures, suggestions, and forms for conducting

this type of an analysis).
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Although this whole process took nearly‘nine months to complete, Ron
and Sylvia felt quite satisfied with it. As one of them commented, "This
has been a very useful project. Not only will our curriculum be more
relevant, but I am more familiar with the jobs which are available and

the job interests my students have."

Condition: Given the responsibility to initiate and develop career-
oriented educational experiences for special needs
learners, upon completion of this module the inservice
participant will: S T e o

Performance
Competencies: 1. Identify career clusters and related instructional

programs.

2. Conduct a career cluster analysis to determine the
knowledges, skills, and basic competencies required
for employment.

( Inservice Experience Descriptioni:>

As indicated earlier, two inservice experiences are included in this

module.

The following paragraphs describe more completely the inservice experi-
ences. Under the direction of your inservice director, you should complete
both of these experiences in a manner which will make them relevant and

pertinent to "'your" program.

Inservice Experience IV.1
IDENTIFYING CAREER CLUSTERS

The first step in curriculum analysis is identifying the career cluster
or clusters for which instruction will be provided. This experience will
systematically identify those career clusters which are appropriate for

- existing or needed instructional programs. The product of this experience




will be the identification of at least one cluster of occupations which is
consistent with an existing or planned instructional program. This cluster
of occupations will provide a framework for analyzing the tasks required

’ for employment.

Inservice Experience IV.2 : .
CONDUCTING A CAREER CLUSTER AWALYSIS o

A career cluster analysis is similar to.a job or task analysis. The
only difference is that it examines the common elements of a cluster of
occupations, as opposed to a single occupation or task. It is essentially
an analysis to determine the appropriate instructional content for a
cluster-based program or course. The skills, knowledges, and basic com-
petencies which are identified are incorporated in individualized instruc—
tional plans for special needs learners. The product of this experience
is a detailed instructional analysis listing the essential knowledges,
skills, and competencies required for entry employment in the cluster.

( Inservice Experience Selector )

Following consultation with the inservice director, I (we) will com-
plete both of the inservice experiences in Module 4:; Cluster and Content
Analysis:

Inservice Experiences IV.l Date:
and IV.2:
Identifying Career Clusters School:
Conducting a Career Cluster
Analysis Inservice Director:

Participant Name(s):
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INSERVICE EXPERIENCE IV.1:

IDENTIFYING CAREER CLUSTERS

The concept of clustering occupations into families or groups has been
around for a good many years. It's popularity has increased considerably,
however, with the advent of the career education movement in the pdblic
schools of our nation.

Career education has suggeéted the use of career clusters as a basic
framework for curriculum development at both the elementary and secondary
lével.r Clusters-or families of closely related occupations serve as a basis
for deriving curricula which are oriented toward providing career awareness,
ekplAration, and preparation. The normal progression of career development
suégests that leérﬁing exXperiences focused on career awareness occur at the
elementary level, and that exploration and preparation experiences take place
at the junior and senior high school levelsf Evans (1975) has noted that
career development is a dynamic prdcess with awareness énd exploration
experiences continuing to reoccur at thg junior and senior high school levels.
fhe need to articulate and coordinate career education at several ;evels
has brought about a renewed interest in using the career cluster approach
(Kenneke, et al., 1973).

A variety of different schemes for clustering have been develoﬁed and
introduced in recent years. Some of these schemés have been developed to
facilitate curriculum development while others hgve been oriented toward
serving a career counseling or guidance purpose. Most of the clustering’
schemes utilized for curriculum development have used the major industries
‘as the criteria for clusﬁering. That is, clusters which represent the dif-

ferent major industries- found in our economic system, such as construction,
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health, and manufacturing.l In recent years the most widelyfused clustering

. scheme has been the one proposed by the U.S. Office of Education. The U.S.0.E.
.Career Clusters and an analysis of the Business and Office Occupations cluster
is presented on Form IV.1.1 on the following page.

[RESOURCE MATERIAL: U.S. Office of Education Career
Clusters, Form IV.1.1]

Specificity of Career Clusters

The specificity or breadth of an industry-based career cluster is an
important éonsideration in curriculum development. Career clusters are
more brbad-in scope (include a greater variety of 6ccu§ations)‘ét ﬁﬁe'
elementary school level than they do at the secondary level. Transporta-
tion is an appropriate cluster for serving‘the career awareness function at
lghe elementary level. At the secondary level, however, where the focus is
exploration and préparation for a career, the broad cluster of transﬁor—
tation has to be subdivided into a number of more specific clusters such
as ground transportation occupations, air transportation OQQQpations, and
éq on.

It is fairly easy to recognize that clusters become increasingly more

* specific (focusing on fewer occupations) as the curriculum objecﬁive moves
away from career awareness and toward preparing students for career entry.
At the late secondary level (grades ;l and 12) most clusters are represented
as occﬁpational education programs such as auto mechanics, small engine
repair, and auto body'repair -~ all of which are part of the transportation

cluster discussed earlier.
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Clﬁéter Identification Format

It is possible to use a number of different approaches in identifying
and arranging occupations in one or more career clustérs. The approach used
here is similar to an approach dgveloped at Ohio State (Frantz, 1973). The
format for specifying clusters using this approach is presented in the form
;f a matrix, and is displayed in Form IV,1.2,

This format can be used to identify clusters of occupations for either
career exploration or career preparation programs at the secondary level.
The major difference is that the number of occupational or job titles which
are identified on the form is usually greater in a career exploration cluster.
-The level occupations identified (from unskilled to highly skilled) is °
usually greater in a career exploration cluster also. More occupations are
usually listed in an exploration cluster, since the 1nst;uctional goals are
pfevocational or exploratory in nature. Fewer occupations are identified
for a career preparation cluster since the instructional objective here is
to prepare the individual for job entry. It should also be noted that the
titles of career preparation clusters are more specific tﬁan titles of
career exploratioh clusters. Form IV.1.3 illustrates the specificity of

several different career exploration and preparation cluster titles.

e o e i, i, oo iy — —_—

, )
. Guidelines and Suggestions

K
S

The following guidelines and suggestions should be followed in com~
pleting the task of identifying career clusters using the proposed format.

1. The suggested Cluster Identification Form (Form IV.1.2)
is used to specify or identify one career cluster. ' If
the cooperative instructional team with whom you are work-
ing is focusing on wmore than one area of occupational
instruction, multiple Cluster Identification Forms will
have to be used.

[RESOURCE MATERIAL: Cluster Identification Form
Form IV.1.2] ‘




Fom IV.1.2

6ZT . -

- Check: o
CLUSTER IDENTIFICATION: FORM B“"““‘“" Clstar
‘ S ‘ Preparation Cluster
Cluster-Related X '
Instructionsl Areas | CAREER. |
(Course titles andfor major| o\ y s ¢ v Omaental Bortioulture Geeupationg
~unstruettonal wntts) ' ;
, Lendaeape Cardney | e
~ Landseaping Groundskesper Landseape Dsiger La‘ndscapeArchztect
Florieulture Flovey Grover Ploral Degignar Florist
T Tree~Trirming Foreman |
Abroricul turg Treg=Surgeon Helpzr Trae Surgeon Arborist
Co : Gréenskeepar ;ﬁeg;?mtfzdm’ e Aqronomigt
- peNELO : 3 v . " .
Turf Mavmgemgx. Crecnsuorkey Irmigation Controller Nof Suplies Solewnas
Huree ) laborer, Kursery * Salesmam 'Salesperson  Caxden Center anager
: Mo Hoso Handler Nursery Supevintendent
Bagger-and Burlep Hon |
 Creanhouse (reenhouss Horker Salasperson Greenhouge Openator/Monas |
ger .
Laborer Sorter/Packer Operator Cleck Craitsan  Supervisor - | Middle Manager
‘ A:s‘sistant‘ Loader Driver Installer Technician  Inspector Foreman
level: Helper Attendant Aésem;cr Mde Complex Operator 0ffictal
llorker Tender :
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worm IV, 1.3

COMMON CLUSTER TITLES

Career Exploration Clusters

Transportation Occupations

Office and Business Occupations

liealth Occupations

Construction Occupations

Agri-business and Natural
Resources Occupations

Personal and Public Service
Occupations )
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Career Prep3ation Clusterg

Automotive Servi€e g..ypations
Auto-Body Repair OQcUpatiOns
Recreational Vebhicle gervice Occupations
Service Statdion OQQupatiORS

“Accounting Occup3tiong

General Office Clexy pgccupationg
Mail and Postal OSqyparions
Secretarial OccuPatigons

Office Machine 0€Cypstions

Dental OccuypationS
Environmental Health Occupationg
Nursing Occupatiofs

Residential ConsfTucg{on Occupations

Building Mainten2fte Qccupationg

Agricultural Mecha@ny.g gccupations
Ornamental HorticUlgyyre Occupations
Forestry OccupatiOng

Food Production 2td geryice
Occupationg

Clothing Production and Service
Occupations



Identifying the Cluster. As suggested earlier, the specific
title(s) of the career clusters which are identified will depend
upon the objectives of the instructional program. Broad cluster
titles, such as Transportation Occupations or Construction _
Occupations, are appropriate for junior high, exploratory programs;
while more specific titles, such as auto service occupations or
building maintenance occupations, are suited to senior high,

career preparation programs.

The initially-selected title should be considered a tenta-
tive selection. After the instructional areas are specified and
the occupational/job titles identified, the cluster title can
be modified to accurately reflect the group of occupations for
which career exploration or preparation instruction will be pro-
vided.

In several states, specific clustering schemes are used by
the State Office of Education. Such schemes are frequently
designed to reflect the manpower needs of the state. They are
generally used to classify occupational education programs across
the state for purposes of supervision and reimbursement.  The
clustering system used in Illinois is pPresented in Form IV.l.4
on the following page. Before proceeding further, you should be
aware of any state or local curriculum clustering models that
may already be in use. You may find that the existing schemes
may or may not fit your specific instructional development needs.

[RESOURCE MATERIAL: Illinois Cluster System, Form IV.1.4]

Identifying Instructional Areas. The second task in identifying a
career cluster involves identifying the related instructional areas.
The existing career-related courses or major units of a course
should be listed in the left column of the Cluster Identification
Form. TForm IV.l.2 provides an example of the major instructional
units in the Ornamental Horticulture Occupations cluster.

[RESOURCE MATERIAL: Cluster Identi fication Form, Form IV.1.2)
Selecting Occupations. The third task is the identification and
selection. of occupations making up the cluster(s). Each of the
boxes on the Cluster Identification Form provides a space for one
Or more occupational (job) titles to be listed. The most compre-
hensive and accessible source of job titles is the Dictionary of
Occupational Titles (D.0.T.) which has been published by the U.S.
Department of Labor. The two volumes of the Third Edition of the

D.0.T. provide a great deal of descriptive information for some

22,000 occupations. Occupations which may be particularly appro-
priate for special needs learners can be classified at four levels:
unskilled, semiskilled, skilled, and highly skilled. General job
title descriptors such as laborer, operator, and foreman are pro-.
vided for each level along the bottom margin of the Cluster Identi-
fication Form. These descriptors can be used as general guides in
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deternining the level of each occupacion to be included in the
cluster. These levels can be determined by using tihe D.0.T. to
identify the degree of involvement the occupation requires
relative to using data, interacting with people, or manipulating
things (physical objects). Ratings of the data, people, and
things involvement for each occupation are given in the code
number (4th, 5th, and 6th digit positions) of each occupation
found in the D.0.T. An index of each of these ratings is pro-
vided by Form IV.1.5 on the following page,

[RESOURCE MATERIAL: Data, People, Things Hierarchies,
Form IV.1.56] :

Specific Considerations in Selecting Qccupaticnal Titles. Tradi-
tionally, a number of criteria have been used in selecting occupa-
tions for which instructional programs are to be developed.

Employment Outlook. The present as well as anticipated future
demand for workers trained in the cluster is a major consideration.,
Training people for jobs that do not exist has been a criticism of
many occupational programs, and does little to improve the outlook
for persons with special needs who often have employment problems
even with vocational training, Recent local or regional manpower
surveys, vocational program advisory committees, state departments
of labor, and federal publications such as the Occupational Outlook

- Handbook can be helpful sources of information. Information and

data describing the current supply of trained workers looking for
employment in the cluster area sinould also be obtained. .

It is unlikely that in most districts occupational and special
education teachers will have the responsibility of collecting and
organizing information on the employment outlook for career clusters,
They should, however, carefully review the available manpower infor-
mation, or request additional information from the director of
occupational education or other program planning personnel, before
selecting occupations which are to be analyzed for the purpose of
developing instruction.

Specialized Occupations, It is important to keep in mind that
often the physically handicapped are uniquely capable of entering
selected specialized occupations, Specialized occupations, such
as Volkswagen auto mechanics, are frequently overlooked or disre-
garded in manpower surveys because of the traditionally small demand
for trained workers in highly specialized occupations. Even though
the demand for workers may be small, it may be sufficient to absorb
a few well-trained individuals with infrequently occurring handicaps
such as blindness or deafness,

The Michigan School for the Blind in Lansing offers a vocational
program for training Volkswagen mechanics. Because of the standard-
ization of parts and design of the basic VW model over a number of
years, blind individuals have the unique opportunity in this instance
to develop and use a rather sophisticated mechanical skill. The 2-5
students who graduate from the program each year are placed in .
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Form IV.1.5

DATA., PEOPLE, THINGS HIERARCHIES

fx;om the Dictionary of Occupational Titles

Every job requires the waorker to function in relation to Data, People, and Things, in varying degree-
The relationships #pecific to Data, People, and Things can be arranged in each case from the simple t:
the complex in the form of a hierarchy so that, generally, each successive function can include th.
sitnpler ones and exclude the more complex functions.? . S,
[t is possible to express a job’s relationship to Data, People, and Things by identifying the highex-
appropriate function in each hierarchy to which the job requires the worker to have a significan:
relationship. ' '
Together, the last three digits of the code number can express the total level of complexity at whicl:
the job requires the worker to function.®

DATA (4th digit) ' PEOPLE (5th digit) - THINGS (6th-digit)
0 Synthesizing 0 Mentoring 0 Setting-Up
1 Coordinating 1 Negotiating 1 Precision Working
2  Analyzing 2 Instructing 2- Operating-Controlling
3 Compiling 3 Supervising - 3. Driving-Operating
4 Computing - 4 Diverting 4 Manipulating
5 Copying -5 Persuading 5 Tending . .
6] Comparing 6 Speaking-Signaling 6 Feeding-Offbearing
7 . . - w7 Serving 7 -Handling
8f No significant relationship ' 8 No significant relationship™ 8 No significant relationship "

137



dealerships throughout thc state. Such successful programs for
the physically handicapped do much more than fill a need for
trained manpower. They contribute significantly to raising the
public's expectancy and attitudes regarding the potentials of
handicapped individuals.

' Student Career Interests. The specific career interests of
the prospective students are sometimes overlooked in planning
occupational curricula. Student career interests, as well as
parent career aspirations for their children have to be considered.
It does little good to select occupations which do not reflect
a high degree of student interest. Even though there may be a
large demand for trained workers in an occupational field such
as watch-making and repair, there is no guarantee that students
will be interested in seeking training in that particular field.
In selecting occupations for a cluster, and the cluster itself
for that matter, be sure to select occupations which are appealing
to the students for the purposes of both imploring different
career options and preparing for career entry.

-~ Characteristics of -Special Needs Learmers. In a preceding
module you were required to assess and analyze the "special needs"
of the learners to be served in the instructional program. Such
characteristics as social skills, perceptual skills, and physical
skills were examined. The learner  analysis profiles completed on
each of the special needs learners should be carefully reviewed
and general trends noted. If, for instance, a number of special
needs learners to be served in this cluster program have multiple
physical impairments and are in wheelchairs, all of the occupa-
tions included in the cluster should not involve frequent
physical activities such as kneeling, stooping, or walking.

One of the dangers in using the D.0.T. or any standardized job
description for the purpose of identifying clusters of occupations
is the lack of spacific situational information. Similarly
described jobs are often performed differently in different
factories or businesses. It may be that one employer would be
willing to re-engineer or modify a job for a physically handicapped
person so that it would not involve the physical activities included
in a standardized job description.

While generally the learner's mental, physical, and emotional
characteristics should be considered in selecting occupations, it
is equally important to be familiar with and consider the specific
occupational placement possibilities for individual special needs
learners in the community.

Available Programs and Resources. Clusters and the occupations
therein must reflect the basic content of existing educational
programs. For purposes of immediate application of this process,
the resulting instruction will likely have to take place in existing
programs. While cluster identification can serve to identify the
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need for new occupational programs, that is not the major purpose
of the act1v1ty described  here. Thus, the clusters of occupations
which are selected should reflect the currlculum content' of those
vocational or practical arts courses which are presently a part of
the regular occupational program offering.

Career Preparaticn vs. Career Exploration: A Final iote. If the

intended focus of the instructional program is career preparation,
certain of these previously-mentioned considerations are more
important than others. Usually the primary consideration in a
career preparation cluster is the employment outlook. A cluster-
based program which provides .training and preparation for existing
job opportunities .represents a major .objective of vocational
education.

If, however, the instructional focus is career exploration,
the major consideration will probably be student interest. The
interests of students in exploring the use and potential applica-

wtlon of different tools, materlals or processes in dlfferent occupa-

included in the cluster. Since exploration is the maJor goal a
much broader range (unskilled to highly skilled) occupations can
be included, and less emphasis is placed on finding and including
occupations that are particularly appropriate for certain special
needs learners. An underlying objective of the career exploration
program should be that the special needs learner, as well as all
learners, find careers that are suited to their interests and
potentials,
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‘[:]Exploratlon Cluster

OJ Preparation Cluster

 CUSTER IDENTEICATION. FORM

Form IV, 1,2
Rerrotuction Yastep

Cluster-Related
Iastructinnal Areas
(Cours tities and/or major

CInatmationgl ke
{ Nyl

CAREER
CLUSTER;

) Laborer Sorter/Packer Operator . Clerk Craftsman  Supervisor Middle Manaper
. Assistant . Loader Driver ~Installer Technician  Inspector Foreman |
Level: lelper Attendant Asserbler  Alle Complex fperator (fftefal ="

Yorker

Tender

i)
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\\ Self-Check Evaluation ) ’ ; ‘ J

N

S

. Inservice Experience IV.1l: 1Identifying Career Clusters

.

Directions: WNow that you have completed this inservice experience it 1§
time to evaluate your progress. Rate your completed Cluster Identifica-
‘tion Form on each of the following items. Circle the appropriate number
on each 3-point evaluation scale. When you have comp leted the evaluation,
be sure to expand or revise the Cluster Identification Form as suggested

by the results of this evaluation.

l, Does not define the instruc- 1 2 3

tional purpose of the cluster
arrangement

2., Cluster-related instruction-
al areas are not identified -

3. Occupational titles used do
not appear to be consistent
in definition and description

4, Occupational titles are
identified at only one level

5. The identified occupational
titles are not consistently
classified by level

*6., The occupational titles

which are identified do not
reflect current job openings

7. Occupations identified are
general in nature and appro-
priate for all types of
learners .

8. Occupations identified are
inconsistent with learner
career interests

Clearly defines the cluster
as either an exploration or
preparation cluster

"Cluster-related instructional
‘areas 'are listed and identi-

fied as either course titles
or major instructional units

Occupational titles included
are chosen from a comprehen-
sive source, e.g., Dictionary
of Occupational Titles

Occupational titles are in-
cluded at a variety of levels

The identified occupational
titles are appropriately
classified by level s

The occupations which are
identified reflect occupations
in which employment is currently
available : :

Some of the occupations identi-
fied include specialized occupa-
tions which may be uniquely
appropriate for certain special
needs learners

Occupations identified are in
line with career interests’ of
the learmers

* .. .
Appropriate only for a career preparation cluster
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9, Occupations identified are 1 2 3 Occupations identified are

. not observable in nor - - - -+ . observable in and relevant
relevant to the community for the community
Comments:

Suggestions for modification of the completed Cluster Identification form:
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| INSERVICE EXPERIENCE 1IV.2

-

CONDUCTING A CAREER CLUSTER ANALYSIS

A career cluster analysis is a process of determining instructional
content. Instructional content for the previously identified career

exploration or preparation cluster(s) will be identified in this inservice

<

experience.

A nuﬁber of different systematic analysis procedures have been
introduced for use in vocational andvpractical arté (occupational) educa-
tion programs. Trade, job, and_task‘analyses.have.been.commonly~ﬁsed in-
vocationél edﬁcation, while subject field content analyses have been
employed by the national curriculum projects in the practical arts areas.
A career cluster analysis cén be designed to draw'ﬁpon the b#sic curriculum
analysis procedures used by both fields. “

The information gathered by career cluster analysis pfoceddrés can
be used for a number of purposes:

1) To determine the task content of different occupations.

2) To determine differences and relationships among occupations
useful for structuring occupations into career fields and career
ladders. |

3) To determine training programs thét can be reduced, or eliminated,
or that need to be created. |

4) To determine the'critical tasks (instructional content) that
should be'taught.in a practical arts or vocational education
program. ‘

5) To determine the critical tasks to be included in occupational

competency and certificatioh tests.
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¥m¥5336)$~T05prov1de“careér—counseling”information“to“assistwlearners”in“’”“““””
obtaining realistic pérceptions of occupations (Melching and
Borcher, 1973).
The‘Careér clus;er analysis procegs described here will focus on the
purposes of idehfifying and analyzing relevant instructional éoﬁtent in
bévgpecifiea”cluéﬁef'ofvbccﬁﬁations.‘ | - o
Thebfour¥step career cluster analysis process described here is
useful‘in determining curriculuﬁ;cﬁnfent.for both -"regular" and special
needs learners. The identification of instructional content leading to
entry employment will result from the cluster analysis. Since many of
the occupations performed by non-special needs individuals can be per-
fo:med by special needs learners; the instructional content which is ‘
identified will be nearly the same. It will differ in one reépect, however. .
The cluster analysis for an occupational program which will serve special

needs learners should also identify the basic competencies (such as

measuring or communication skills).that are required for employment in the

cluster.

</.Guidelines and Suggestionsi)

The guidelines and suggestions for this inservice experience are
divided into four major areas--one each for the steps ipwtﬁe cluster
analysis process:

l; Establishing a cluster amalysis hierarchy.

2. Developing a task inventory.

3. Conducting an external review of the task invenéory.

Lot

4. Completing a detailed instructional analysis.
146
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uster Analysis Process, Formn IV.2 1] .

[#ESOURCE HATERIAL: ¢

Step 1." Establishing a Cluster Analysis Hierarchy

In order to analyze and define the instructional content for a
cluster, a set of defined analysis levels is needed. This
arrangement of different analysis levels can be referred to as
a "hierarchy."

Form 1IV.2.2 on the following page Presents an illustration of

a hierarchy used in defining instructional content from a

cluster of occupations. The hierarchy has three levels: cluster,
. task, and task elements. The previously-identified cluster of
occupations (Inservice Experience IV.1) can be broken down into

a number of different tasks. Tiie tasks can be further divided
into the task elements of knowledges, skills, and basic skills/

concepts,

As will be demonstrated in the following steps of this analysis,
the unique aspect of this analysis format is that the tasks
specified as instructional content will be common to two or more
occupations within the cluster. Once the tasks are identified and
listed (step 2), they will be validated by an external review
source (step 3). Such external review sources as occupational
advisory committees or emplonyers can be used to review and validate
the inventory of identified tasks.

Threg specific task elements (knowledges, skills, and basic skills/
concepts) are identified in the detailed instructional analysis
to be completed as the fourth and final step in the process,

[RESOURCE MATERIAL: Cluster Analysis Hierarchy, Form IV.2.2}

Ster 2. leveloring a Task Inventory

The first step in initiating a career cluster analysis involves
developing a list or inventory of tasks. When developing a listing
of the tasks performed in a career cluster, several considerations
must be made. Among the important considerations -ive: what types
of task statements can be written, what existing sources of task
statements can be used, and how are task statements to be written?

a. Types of Tasks: Several different types of task statements

can be identified. 7The types of task statements identified at this
step in the process will depend largely upon the goals of the occupa-—
tional or practical arts education program. Developers of career
exploration programs will likely select task statements which are
exploratory in nature, and emphasize the recognition of tools,
materials, and equipment, safe practices, mathematical, and scien-
tific application, and general occupational information. Those
individuals developing career preparation instruction, on the other
hand, will emphasize the types of tasks directly required for job

entry.
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Task

Task Llements:

i— Knowledges

- Skills

— Basic Skills/
Concepts

Task

Task

Elements:

Concepts

~ Basic Skills/

CLUSTER ANALYSIS HIERARCHY

Definitions -~ Illustration: Career
T Preparation Cluster =
Cluster: A group of Auto Service Occupa- |

closely-related (by tions

industry) occupations

Maintain and replace
headlamps

Task: A unit of worker
activity that can be
divided into task ele-
ments for instruction

Task Elements: The three
instructional components
into which a task may be

analyzed
— Knowledges Basi¢ copnitive cohcepts Recognize headlamp
the individual must identification
understand and comprehend nuwnbers
to successfully perform
the task
— Skills Basic psychomotor manip- Install headlamps

ulations, movements, or
. complex operations. the
individual must demon-
strate to successfully
perform the task
Specific capacities and Demonstrate fine motor
abilities required of an
individual in order to
learn or adequately
perform a task (U.S.
Department of Labor, 1965)

hands, and fingers

Yo
n
W
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It is possible to develop task statements which will focus on

,HninemdifferentuareastmwThemillustration«below’liSCSMthe”nine““”'“”“”'““

different types of task statements and provides an illustration

of each type. As you will notice, a wide variety of different
types of tasks may be developed and included in a task inventory.
This diversity in type of task statements permitted will accom~
modate a broad range of curriculum objectives in career exploration

and preparation programs.

Type of Task Statement

Job operation or duty

Safe practices

Equipment, tools, and materials

Mathematical applications

Science application
Specification interpretations

Occupational terminology

Occupational information

2

Work habits .and attitudes

k. Sources of Task Statements:

Illustration

Take pulse, respiration, and
blood pressure

Recognize safety color designations

Identify different grades of
p lywood

Calculate revolutions per minute

Recognize physical principles
assocciated with torque

Interpret a lubrication service
manual :

Recogrize medical abhbreviations

Locate and use the want ads to
find work

Dress dppropriately for work

The most difficult and time con-

cuaing part of this activity is developing the initial listing of
tasks. To insure an adequate and comprehensive analysis, the
inventory of task statements should be as complete as pessible.

Therefore, it is possible that

be used to locate task.statements.

helpful include:

number of different sources can .

Sources which may be most

o] Dictidnary of Occupational Titles (Volume 1)

o Previously constructed job analyées or task listings
© Curriculum or instructional guides
Procedure, service, or process- manuals. prepared by

business and industry

2 Occupational Qutlook Handbook

Here again, the goals or cbjectives of the carser exploration or
preparation program will likely determine which of these sources

is most useful.
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¢, Writing Task Statements: Several important points should be
kept in mind when writing task statements. First, task statements
should be written at a consistent level of specificity, so that
they can be readily converted into units or modules of instruction.
This, of course, is much easier said than done. As one begins the
process of writing task statements, you will note that some task
‘statements which you develop are too specific and will need to be
combined with others. You will also probably write a number of
statements which will need to be broken down into smaller tasks.

Some of the sources of task statements mentioned in the preceding
section provide excellent examples of tasks statements containing
different specificity levels.” " '"Disassembling an automobile engine"
can be considered a much larger task in terms of complexity than
"changing spark plugs.”

In developing task inventories for training programs for the Air
Force, Fruchter, Morin, and Archer (1963), found that "what" and
"how" phrases should not be combined in a task statement. Below
is an example of both 'combined" and "separated" '"what" ‘and "how"
statements.

Combined ) Separated
Conduct a credit card sales Conduct a credit card sales
transaction using a press- transaction (what)
type credit card imprinter. Operate a press-type credit

eard imprinter (how)

Even though more complete information may be provided by the
combined statement, the number of meaningful combinations of
"what'' and "how" statements could lead to a list of tasks which
is of unmanageable length. .
It is impractical to expect all task statements to be written at
precisely the same level of specificity. However, a consistent
and comfortable "range of specificity" should emerge as the task
statements.are developed. It is important to remember also that
different teachers or curriculum developers will write at dif-
ferent levels of specificity,...The “important point is that each
person should refine and use statements which are similar in their
degree of specificity.



O

ERIC

Aruitoxt provided by Eic:

p 3.

Other general guidelines to be kept irn mind vhen writing task

statements are listed below.
0 Ze& sure the task statements are grammatically consistent.

0 Llimirate unnecessary modifying phrases as much as possible,
For example, in the task, "Interpret measuring rules
accurately"; "accurately'" need uot be included in the state-
nent, it can be assumed.

© Use multiple verbs like "remove and replace" only when it
is anticipated that both operations will be covered in the
same unit of instruction.

© Avoid using vague or ambiguous verbs such as coordinate,
substantiate, operationalize, discuss, or verify.

o Make the task statements as short and concise as possible.

After the initial task inventory is developed it may be helpful

to identify each statement with an identification number. If

task inventories for more than one cluster are being developed

it may also be helpful to use letter abbreviations to identify

the different clusters. If data are to be collected and tabulated
on each task statement, the use of code letters and numbers will
make the process more efficient. A sample coding system is pre-
sented in the example inventories on the following pages.

Forms IV.2.3 and IV.2.4 present two task inventories. One inven-
tory was designed for a career preparation cluster in auto
mechanics occupations, and the other for a career exploration
cluster entitled construction occupations,

[RESOURCE MATERIALS: Task Inventory--Auto Mechanics Occupations,
Form IV.2.3
Task Inventory--Construction Oceupations,
Form IV.2.4]

You should now proceed with developing a task inventory for your
cluster. :

Conducting an External Review of the Task Inventory

Once a preliminary list of tasks has been identified for the
clusters, it is important that they be reviewed and validateq

as essential instructional content. When seeking curriculum
validation information on a list of task statemeats, a variety
of questions can be asked. The information requested from a
particular validation source, such as an occupational advisory
committee, will depend upon ‘the ability of the source to provide



. Form IV.2.3 . ... ...
Check One

TASK IﬁVENTORY (] career Exploration Cluster
m Career Preparation Cluster

Cluster: Auto Mechanics Occupations

Id. Code Task
AMO1 Service the components of the mechanical system.
AMO2 Service cooling systems.
AMO3 Service lubrication systems.
A0S Service fuel and carburetion system.
AMOS Service 1ignition systems.
AMO6 Service exhaust systems,
AMO7 Service electrical systems.
- AMOB Service cranking motor systems,
AMO9 Service charging systems.
CAM10 Service standard transmissions,
AMll Service clutches.
AMlZ Service differentials,
AM13 Service driveshafts;
AM14 éefvice brake systems,
AM15 Service sﬁspension systems,
AM16 ‘Service hydraulic system components, . \
AM17 Servicg alr conditioning systems,
AM18 Service emission control systems,
AM19 Service front end alignment,
AM20 ‘ Lubricate vehicle chassis and change engihe oil aﬁdwfilter.

a2 Mount, balance, and rotate tires.
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: L] Career farloparion Cluster
TASK INVENTORY —_ . . -
_ | | Sareer Onvevarction Cluadcr

Cluster: Construction Occupations*

1d. Code Task

Con. 01 Writing specifications

CON U2 Selecting a site

CNe a3 Surveving and mapping

Con 04 Soil testing

¢on 058 Preparing working drawings

CoN o Selecting and purchasing a lot
CON J7 Planning the living space

Cau a8 Financing and contracting

col U9 Building the substructure

Cox 19 Building walls

can 11 Building floors and ceilings
¢oN 12 Enclosing exteriors

Con 13 Roughing in utilities

14 Completing :the house

Con 15 Landscaping homesite

Co 16 Planning cormunity services
CON 17 Citv and regional planning considerations
coN 18 Plannine business facilities
CoL 18 Managing community development

*Adapted from Lux, J.G. and Ray, W.E. The World of Construction: Industrial
Arts Curriculum Project. Bloomingtqp, Illinois: McKnight Publishing
Cormpany, 1970, ' 4,
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_hthe”information.".Foruinstance,wscrew-machine"operators are
considered an expert validation source when attempting to
determine the specific job skills needed to be a screv-machine
operator. However, supervisors and employers of screw-machine
operators may be better able to describe the basic skills and
attitudes which screw-machine operators should have in order to
be "successful" at their jobs.

a. Validation Information: A variety of different types of
validation information can be obtained from different sources.
Let's look first at what information employees or job incumbents
can provide. The most critical information an employee can
brovide is identification of the tasks he is required to perform
on his job. Once this initial question of acctual job performance
is carefully analyzed, a number of other pileces of information
can be obtained from the job incumbent. ‘

o Frequency of task performance

o Whether or not the task should be performed as part of their
present job : -

© The learning difficulty associated with the task

o The prerequisite skills needed before the task can be
performed effectively

® The complexity of the task
@ The minimum level of acceptable task performance

Employers or supervisors can provide more specific feedback with®
regard to:

o Importance of the task to the job as a whole

e The basic skills, aptitudes, and attitudes required to
perform the task 5

© " The commonality of tasks across more than one job

6 The life-expectancy of the job or task. Will it become
e technologically obsolete in the foreseeable future?
From those listed above, two pieces of information are critical
for instructional planners. First, which tasks in the inventory
are essential or desirable for entry employment in each of the
occupations. in the cluster. Second, which tasks are common to
more than one occupation within the cluster. The first piece
of information dictates which tasks should be included in the
cluster-based instructional program. While the second can
suggest a general sequence for the instruction.
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b. Types of External Keviaw: in occupational prograis a uumnber
of different sources have been used to review and validate cur-
riculum conteut. Questionnaires, interview forms, and task
analysis inventories have been used with advisory committees,
employer organizations such as the Chamber of Commerce, employee
organizations such as unions, or individual employers and
employees, and graduates currently enrolled in post-secondary
training institutions.

telching and Borcher (1973) have prepared an excellent set of

procedures for selecting and locating worker samples. The proce-
dures they suggest are designed for using mail surveys, but also
outline some general considerations for conducting telephone and
interview surveys. The procedure they have developed is presented
in Form IV.2.5.

[RESOURCE MATERIAL: Process for Locating and Using Worker Samples,
Form IV.2.5]

c. Format Considerations: The specific format selected for
presenting the task statements inventory for external review will
depend upon the information desired from the reviewers. As sug-
gested earlier, the information of most importance in a cluster-
based instructional program is: (1) which of the identified
tasks are essential, desirable, or unnecessary for entry employ-
ment in the identified occupations, and (2) which of the identi-
fied tasks are commonly performed in more than one occupation
within the cluster.

The cluster analysis survey (Form IV.2.6) ¢« “"e back of the

-following page presents an example survey fuwrw which will provide

both kinds of information. Depending upon the size of the

business, this form can be used with employers, supervisors, or
employees. It has been used as a data gathering instrument in
either an interview situatien or a mailed survey questionnaire.

[RESOURCE MATERIAL: Cluster Analysis Survey--Auto Body Maintenance
Cluster, Form IV.2.6]

After having modified the Cluster Analysis Survey form to include
the occupations in your cluster and the tasks from your inventory,
you should proceed with the survey to validate the task listing.

Completing a Detatled Instruciional Analysis

The final step in the career cluster analysis process is to .con-
duct a detailed instructional analysis of each of the tasks.

Once the task inventory has been reviewed and evaluated by an
advisory committee, employers, ewmployees, or other possible
external validation sources, an appropriate decision can be made

as to whether or not to include the task in the proposed curriculum.
If a decision is made to-include the task(;),‘a»detailed instruc-
tional analysis will need to be completed.

O e
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Form IV, 2,6

1 1
PROCESS FOR LOCATTNG AND USING WORKER SAMPLES
‘ ‘ : Send: pere
Contact . 1 il il reninder '
JSecure endorsye Secure Pull sample 1 :
eaployee L'-'rwnt and help 1 naocs and (ton total Inventorfes cards (flest [ ;:;‘;(I:I::d ,l
organdatlony of the addresses neaber ship dlrectly to {ol low-up neludln
organization of meabers (Randonly or the vorkers two weeks “Lanother Eopy
ratifie) lf'm of the favenef\
| —ed [ tary (§ vesks
after lst
natling)
Secure endorse- Sample emplay- Solfelt mmcs‘
Contact ment and help et randonly Declde | ang addresies
eop loyer ‘40( the organl- and solledt how best to . of employees
horganizations] feation and/or the coopera- contact worker: Fron eaployers
: jeaployer tion of the :
Sample
Contact Conp Jet
" : Soliclt i plete
W\ Hov "’k Contact volunteers eoployers task wollee-
0 Locate vorkee T lemplogers  bam e - - 7 {]tn e persomally-and tion fron
‘ saples ditectly total organi~ nolfedt naney vorker
I aation of employces sample
| memberahip v
l Ask the organ; Send or delivey
Contact .~ |* [Secure names 5 fzation to \ packets of
enployees  fpland nddresoen , nonlnate Inventorfes to
directly | [from tax coopecative /ﬂ]cmla}'ers and
“tecords | nenbec have- then
| / distribute to
/ enployees
Kail L / ‘
{mventorfes | T = - -\
directly to \
vorkers
Contact Secute nazes Vo Concaet Sengeﬁzllo:-
tralning  [™Mond addrenses 1 personalized \ | eaploees :;10 e:r ¢
Inatitutions of graduates fallow-up personally and “p hi's ug-
(post=high 48 outlined diatridute mgloym o |
Imventor{
schools) |b9ve FHories complete che |
{nventory '

lﬂelching, WL and:Borcher; S
" Colunbus:

D, Procedures for Constructihn and Using Task Iﬁventories.

The Center for Vocational Education, The Nhio State University, 1973,
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dame of '-\’C-’;‘!’OVIC&_?‘:C.‘ S e g A
Place of & ,.37 a5

(/('c,w aiton:
Jo. of Years in fc

cunration: /o

CLUSTER ANALYSIS SURVEY

Cluster:

Listed L‘:‘Zow are a series of tasks performed in one or riore of:

u-rwmtz,ors.
the chcctec' try oceupations zae;*zv_fzer’ ;‘or this elus or. For each taskh-
that is "essential or erittical’ for successful, erntry :.rformaee in thne
idemtt f2 pd occ'u“amarz, place an ":c" tn the epvropriate hox. For cach tads
that 18 a "desirable" competency in a worker entcring the identified
oceunation, nlace an "o' in tre appropricte box. Add s tasks whick are
cssential (x) or des mole (0) to succecssful occupational performomise
vhien are not listed.
’ = as
SELECTED ==
‘ Pt 2| =
"ENTRY. 218 | 5|8=
...... - : 0l & -
OCCUPATIONS sl 373 2z
=l a3 (==
= =2 AP D
Nl /A TS} D eed
Hlgow =g«
. paga™ |3 pori)
o =13
ol Bl =5
=5 < |2
- wl < 23 ) <
1d. Code TASKS
. : , Yo
ABlY O1 Remove, overhaul, and replace trin and hardware X (/ N i
: : : =1
- e Y
ABM 02 Perform bumping operations ‘ ></)K (% C’
' by - ’ .\.
ABM 03 Remove and replace body components X % AN
s . ' i i - 4 SR
ABM 04 Prepares surface for painting . (L) AT A
-
ABLM 05 Apply masking tape and paper i X /K
ABM 006 Operate spray paint equipment X C
ABM 07 Perform lacquer refinishing )\/ ‘2
ABM 08 Perform enamel refinishing X C’
ABM 09 lemove and install glass X é; X7
ABM 10 Preparing vehicle for delivery ) & X
o | ‘ =~
ABM 11 Estimating damage repairs )’( )’\/
ABM 12 Select and use appropriate materials and suppli"‘é"s' X | X X >\
Q ’
: o - . 1 ) \
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Occupational and cpecral educators siould be equaliy involvad in
this stage of tie career cluster analysis process. Tuais staze
essentially pulls together all of the data and informatinii from
employers, supervisors, employees, and graduates, and forms a
basis for instructional planning. 3oth formal and informal
feedback from the reviewers should be carefully analyzed and
considered during this phase. General teacher knowledge of
student interests and aptitudes, as well as the occupational
teacher's knowledge and experience regarding employment and
work practices in the cluster will also be important in develop-
ing the detailed instructional analysis.

The detailed instructional analysis will focus on identifying
the instructional elements of each task. Knowledges, skills,
and basic skills/concepts were defined earlier as the three
components of a task which are critical to planning and
providing specific career preparation or career exploration
experiences,

a. Detailed Instructiomal Analysis Format: A format for the
detailed instructional analysis is presented on the following
pages. A one-page format is used to analyze each task separately.
As illusi.ated in the examples, task knowledges and task skills
are identified for each task. The basic: skills/concepts (such

as measuring or sequencing) wihich are required for eaci knowledge
and skill are also identified.

[RESOURCE MATERIALS: Detailed Instructional Analyses, Form Iv.2.7]

D. Task Knowledges: For each task it would be possible to list
a number of discrete knowledge elements. It is helpful, however,
to consider identifying task knowledges at different levels. The
Taxonomy of Educational Objectives for the Cognitive Domain
developed by Bloom and others (1956) is a helpful reference,.

Form IV.2.8 illustrates the five different types and levels of
task knowledge statements. Within each of the five levels a
number of different types of task knowledge statements can be
developed. From IV.2.8 also provides an example task knowledge
statement for each level which is oriented to occupational
instruction.

WVhen analyzing each task it is important to review the different
types and levels of possible task knowledge statements, and
attempt to identify the essential task knovledges for a task

at different levels.

[RESOURCE MATERIAL: Levels and Types of Task incwledges,
Form IV, 2.8]

c. Task Skills: Task skills are the Puysical, manipulative
components or operations of the task. une of the difficulties
in identifying and listing task skills is the lack of an
appropriate classification scheme for vocational skills.. . Tue
existing taxonomies provide a conceptual anaiysis of psvchomotor
skills which is wuch too specific for curriculum develoupment in
occupational or practical arts educatiomn.
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Form IV.2.7

DETAILED INSTRUCTIONAL ANALYSIS
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LEVELS AND TYPES OF TASK KNOWLEDGES

Level and Typel ' Task Knowledge Statements: ZIllustrations

1.00  KNOWLEDGE of:

Terminology : Define the concept of torque
Specific facts - Identify the normal human pulse rate
Conventions Recognize rules for dividing words (in typing)
Trends and sequences Recognize current casual wear fashions
Classifications & categories Identify a specific range of type sizes
Criteria Recognize the standards for licensing

‘ beauticians
Methodology Identify a basic troubleshooting procedure
Principles and generalizations Recognize Ohm's Llaw
Theories and structures Identify the theory of electronic covalence

2.00 COMPREHENSION by:

‘Tra:slation ‘ Read a set of blueprint specifications
Interpretation Interpret an elevation view
Extrapolation Estimate the tolerance required in a slip fit

3.00 APPLICATION by:

Analysis of elements Analyze the design elements in a floor plan
Analysis of relationships Analyze the mechanical system of a hydraulic
pump : ‘
Analysis of organizational Analyze the organizational pattern of a labor
principles untion

4.00  SYNTHESIS by:

Production of a unique Draft an interoffice memo
comnunication ’ .

Production of a plan, proposed Design a residential wiring plan
set of operations

Derivation of a set of abstract Classify the advantages/disadvantages of a
relations specified floor plan

5.00 EVALUATION by:

Judgments--internal evidence Assess the accuraégﬁéfmq“thread pitch
Judgments--external criteria Evaluate the costs and benefits of using
' different types of floor covernings

lBloom,:B.S;,~et al., A Taxonomy of Educational Objectives: Cojuitive Domain:
New York: Longmans, Green, Co., 1956.
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For purposes of the detaileu sustructional analysis, it is inpor-
tant to list the Lasic precedures, operations, or processes which
are included in the task. This uill defire the skills needed in
a procedural or developrental context whici is useful in instruc—
tional plarsing.-

d.. - Bazic 3kills/Concepts: ' Tie format prasented in tie two
examples provides for the identification of basic skills/

concepts for both the task knowledges and task sl:ills. Basic
skills/concepts are the specitic abilities required of an
individual in order to learn or adequately perform the task.

This part of the analysis makes it particularly appropriate for
special needs learners. The basic skills/concepts identify the
areas of tne job in which persons with perceptual, mental,

learning behavioral, or physical problems may encounter difficulty.

The basic skills/concepts provide another level of analysis
which is more specific than the knowledges and skills involved
in the task. They provide a more specific description of the
functional abilities required to perform the task.

Prior to identifying the basic skills/concepts, it is helpful to
review the basic skills/concepts listed on the Learner Analysis
Profile in ifodule 1. You will recall that several basic com—
petencies were listed in eight major areas: :

Quantitative/numerical skills
Verbal skills -
Cognitive skills.
Perceptual skills
Language skills

, Psychomotor/physigal;skills
Social skills o
Occupational aptitudes‘h

-

=

Reviewing the skills/concepts in each of these areas will lelp

to identify a "comprehensive' list of basic competencies

required for employment in a particular task(s) and cluster.

By using a common set’ of basic skills/concepts, it will facilitate
the matching of learners to prospective jobs, when an individual’s
Learner Analysis Profile (from Module 1) is matched against an
instructional analysis for a particular task.

[RESOURCE MATERIAL: Learmer Analysis Profile, Form I.2,1 (in
Module 1)] .

You should now proceed with conducting a detailed instructional
analysis.

Sy
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o
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Fowm IV,3.5
Reproduction Master

Name of Pespondent:
Place of um_"Zoymerzt:
Necuration:
Jio. of Years in Cecunation:

CLUSTER ANALYSIS SURVEY

Cluster:

Yppatiows: inte’ weles are a series of tasks nerformed in one or more of

she selected anty occw ations ir:'entif‘ier.’ for this cluster, For each task

shat in Mepnential or eritieal' for successful, entry performance in the
i lmtifled oeounctiom, riace an ot 2y the crrropriacte hox. For each task
it inoa "leatrvd.l '*" e olanalab Aod Yol in a vorker entering the identified
prausation, place an "¢ in the crrropriate How. Add ann tasks Yhick are
scsential (x2) or decirable (o) tc cucressful occunaticnal performance
shisn ave net linted,
SCLECTED
ENTRY
OCCUPATTONS
Td. Code TASKS . .




Td.

Code

DETAILED

Form IV.2.7
Perroduction '‘aster

INSTRUCTIONAL ANALYSIS

TASK:

Task tnowledyes:

Basic Skills/Concepts:

Task Skills:

Basic Skills/Concepts:
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Inservice Experience IV.2: Conducting a Career Cluster Analysis

Directions:  This evaluation form will assist you in determining
the adequacy of: (1) the Task Inventory and (2)
the Cluster Analysis Survey, and (3) the Detailed
Instructional Analysis forms which you have com-
pleted. . When the evaluation of each form is
completed, be sure to revise or expand the infor-
mation on the form, as suggested by the evaluation.

Task Inventory Evaluation (Check the appropriate box, or circle appropriate
number on each scale)

1. Name of cluster from which tasks
are drawn is identified? yes no

2. Type of cluster (exploration or

preparation) is identified? A yes no

3. Task statements tend to 1 2 3 "What" and "how'" phrases are
combine "what" and “*'how" not combined in single task
phrases statements

4., Inconsistent range of 1 2 3 Consistent range of specificity
specificity in task in task statements is maintained

statements is obvious

5. Task statements reflect 1 2 3 Task statements are grammatically
grammatical inconsistencies coxsistent

6. Task statements are vague 1 2 3 Task statements are clear

7. Task statements are ambiguous 1 2 3 Task statements are concise

Cluster Analysis Survey Evaluation (Circle an appropriate number on each scale)

1. Identification information 1 2 3 Identification information de-
describing respondents is - scribing respondents is
incomplete complete

2. Small, limited sample of 1 2 3 Adequate, representative sample
respondents used of respondents used

3., Space is not permitted for 1 2 3 Space is provided for the

.adding tasks -respondent - to- add -tasks

4, Space is not permitted for 1. 2 3 Spaces are provided for the

adding entry occupations respondent to add entry occupa-

tions to the survey form.
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Detailed Instructional Analysis Evaluation (Circle an appropriate number on
~each scale)

1. Identified task knowledges 1 2 3  Identified task knowledges pro-
are incomplete vide an accurate and compre-
hensive description of the task
2. Identified task skills =~ 1 2 3  Identified task skills provide
are incomplete an accurate and comprehensive
' description of the task
" 3. Identified basic skills/ 1 2 3 Identified basic skills/concepts

concepts are incomplete provide an accurate and compre-
hensive description of the task

Comments:

Suggestions for Modification of:

.1) the Task Inventory

2) the Cluster Analysis Survey

3) the Detailed Instructional Analysis
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HODULE 5:

o #INSTRUCTIONAL PLANHING
) ! UC

Instructional planning involves the developing and sequencing of
specific modules or units of instruction. Planning is tﬂé step in which5:~
the information gathered from the previous activities is’incorporaﬁed in
a series of instructional units designed for a special needs iearner.
Here the 1eérner assessmuent information (Module 1), the available
fesources (Module 3), and the job analysis information (Module 4) are
aii combined to develop and appropriately sequence a series of units

that will lead to the attainuent of entry employment and‘independent

adult living skills.




TR

two inseivica euperiences i this wodule emphasize the cooperative
involvement of occupational and special educators in planning specific
units or modules of instruction. The first inservice experience outlines
a procedure and format for developing instructional modules for the

learner, while the second outlines a numver of alternatives for sequencing

modules and insiruction for special needs learners.

~
\

Uvervies ;

-’

Nt e+ o st o

Written instructional plans developed by occupational and special
educators are inportant for several reasons:
i. They enable the teacher to systematically write and develop
instructional activities which make optimum us: of the teaching

resources available from occupational and special educators.

2 ell developed instructional plans aid the teacher and other
instructional staff in monitoring learner proj ress throughout
tiie instruction.

3. .ritten plans are also essential in evaluaiion and revision of
tiie instructional unit or module for future use.

A nunber of different advantuges have been cited by educators wio use
written iustructional plans. In wvorkin_ with special needs learners,
written plans are especially critical because they:

1. Provide a for.at. for specifying the related instructional con-
tent to be presented by both occupational and special educators.

2. .ssist the instructional team in clarifying instructional
ovjectives for an individual student.

3. vrovide a sense of stability for the overall instructional
process.

4., assist the instructional team in selecting appropriate anc
r2levant activities for the learner,

5. Provide a buiit-in progress evaluation systeu.
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b. Lead. to efficient use of imstrucrtional time.
7. Provide a basis for evaluating the unit of instruction.
8. Reduce the amount of triaj-.ud-error in instruction.

© Insure continuity of content within and between instructional

nodules.
10. 'Aid substitutes and assistine :.:: ctional staff.
Instructional modules will be use -ihe basic format and vehicle

for instructional planning. An instructional module for a special needs

learner is aqi . iifferent in format and content than the inservice modules
you have beeu - . ing and using. It is important that you do not confuse
the two.

An instructional module is similar to what other instructional
developers have traditionally called lesson plans or instructional units.
¥or cw» nurposes, the instructional module will focus on planning instruc~-
ticn ror one of the tasks identified within a cluster of occupations. You
will recall from ilodule 4 that a task is defined as: a wnit of worker
activity that can be divided into task elements for instruction. Task
statements such as '"recognize safety colorldeéignations," or "servicing
automotivé brake systems" will become the title and overall focus of the
instructionél module,

In order to effectively develop‘; plan for teaching a tasl: to a
special needs learnér, several specific planning considerations have to be

made. These considerations are made by spelling out several different

kN
items to be included in your instructional module or unit. The critical

components of an instructional module for a special needs learner will

include:
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1. Performance objectives whicn specify the occupational concepts,
skills, and competencies to be learned.

2. Basic skills/concepts which specifv tiie basic competencies to
' diveloped by the learncr prior to or during the instruction.

3. Basic skill/concepts content identifies the specific basic skills
and concepts involved in the task, which can be taught by the
special education or basic academic instructional staff.

4., Instructional activities, vhich describe the specific experiences
the teachers and learners will undertake in both occupational
and basic or special instructional situations.

5. Instructional resource mat¢.ials which will be used as a part
of the instructional ac ivities.

6. A checklist system for wonitoring student attainment of the
performance objectives and basic skills/concepts in the module.

Sequencing the presentation of modules ana concepts to be learned is
also an important aspect of instructional planning. Several sequencing
principles are presented and discussed in the second inservice experience

in this module, while the first experience will focus exclusively on

develop.ing instructional modules.

- N,

/ .
{ Cathy: A Case Study

Cath+ 73 enrolled in the Ornamental lorticulture program at an area
vocational center located in a suburb of a large midwestern city. Through-
out her junior and senior high school years she has continued to encounter
reading problems, even though she has been in the remedizl reading program
since the fifth grade. This year she has developed a keen interest in
horticulture, and working with flowers in particular. During the first
quarter she and the other students conducted a series of experiments which
will give them an understanding of plant theory. Mr. Bergston, the

ilorticulture teacher, and #s. oson, an instructor in the Learning Skills
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Lab at the Center, together developed an instructional module for each

experirent similar to the one presented in Form V.1.2(a) in Inservice

Experience V.1l in this module.

e

The first experiment, whichgés presented in .he example module,
focused on: recognizing the effect of tempe?ature on germination and
growth, A number of performance objectives were identified which Cathy
and other learners were to have attained at the conclusion of the experi~-
ment. The basic skills/concepts (such as measuring with a rule and
reading a thermometer) involved in each of the objectives were also
described. On the revers: side of the module, a number of instructional
activities describing how the Horticulture and Learning Skill-~ lab
instruction were coordinated were listed. During the 15-day experir:nt
Ms. Roson worked with Cathy on: (1) understanding the key technical
vocabulary terms such as "vermiculite" and "germination," (2} measuring
the heigh;s of the plants, and (3) reading and recording the tewperatur:
on the thermometers. As the experiment progressed, Ms. Reson and Ifr.
Bergston talked frequently about the enthusiasm and interest Catuy was

exhibiting as a result of their team effort.

e e e

.,

Matt: A Case Study )

Matt is 25 years old and has never attended a public school. Siace
the age of five -he has lived in a state hospital for the sewvercly handi-
capped. While his hearing and vision are impaired to some extent, he

has excellent finr aotor coordination and manual dexterity.



O

ERIC

Aruitoxt provided by Eic:

Some time age three of the staff members at the sheltered vorkshop in
the state hospital where ilatt resides Lecame interested in new training
techniques. Prior to this, Dick Atkin, one of the staff members, had been .
in contact with the otmer of a smail shop that sells and serviées‘motorcycles
and other recreational vehicles. The owner noted that itey frequently
accumulated a large supply of spafk plugs that could be re-sold if they
were clemed and adjusted. After considerable discussion, and a demonstra-
tion 6f the cleaning and adjusting process, the manager provided Dick with
several dozen used spafk plugﬁ and the tools and materials needed for
cleaning and adjusting qhém.

bick and his two associates began thoroughly learning the task themselves
and searching for numerous, alternative ways in which it could be performed.
They eventually outlined a task procedure and several possible ways of
teaching it to Matt. The procedure which they developed is presented in
Form V.1.2(b) in Inservice Experience V.l. The procedure and task breakdown
is outlined cn the front of the form, while the instructional procedures
and materials used are outlined on the back.

This task, when taught by an -auto mechanics teacher to non-special
needs learners in a scﬁggi setting, is generally. considered quite simple.

“or Matt, however, the task.had to be divided into and presented in much

smaller segments for learning to- occur. It took approximately 10 1/2

hours to train Matt to perform the task t« criterion level. Criterion

level was defined as cleaning and adjusting 15 plugs per hour to the

manviacturer's. zpecification. In the five four hour worx days that

tollowed, Matc's production reached 85, %3, 106, 110, and 115 spark plugs

per day. During this period he earned $101.80,
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The ;rocess of detailed task analysis as dgmonstrgted by Dick Atkin
and his colleagues hés proven to be highly succeszful in teaching and
training severely handicapped persons like llatt to perform vocational
tasks. Until recently, society has chosen to believe that there was
very little that severely handicapped people could-do. By choosing to
look for alternate ways of performing and teaching the task inste;d of
Ehe limitations of the learne:., Dick Atkin and others have uncovered a

valuable and sizable manpower resource.

(/;iaude: A Case Study ﬁ\\

~

Mr. Bingham, Ms. Logan, and Mr. Cattington have been planning and
coordinating Claude's cooperative education work experience tnis year.
) ‘
Me. Bingham teaches in the Learning?kesource program at Addison High
School while Ms. Logan is a teacher~coordinator in the distributive
education (retailing) program. Jeff Cattington is one of the three
auto and power mechanics teachers at Addison, which is located in an
urban setting and attended by predominantly black and Spanish-speaking
students,

Ciaude is 18 and lives with his mother and five brothers and sisters
in a low income housing apartment complex. At the beginning of the tenth
grade his reading and mith achievement scores were 3-4 grade levels below
those of iiis peers. he was subsequently referred for rerzdial assistance
and as been in the Learning Resource program for 2 1/2 years.

In September  r., Cattington was able .o loc:te a pé;t-time job for

Claude in a neighborhood gas station. Iu addition to pumping gas and

working in the driveway, he has learned to change tires and replace



exhaust systems, Recenély, he lLas geen working with the owner-mechanic,
learning lhow to use the electronic diagnosis scope. In more than six
.months he has missed only four days of work and reéeived two pay raises.
ile currently makes $3.85 per hour. '

Claude's mother feels he has excelledwinfhis school work primarily
because of the intense interest shown Byﬁhis teachers, this year. Hhen
Llaude first went to work Hs.‘Logan and iir. Bingham met frequently tol
plan a series of modules that were coordii.ated with his job activities.-
One of the first modules was "Handling credit card transactions" [see
Form V.1.2(c)]. In this module Ms. Logan emphasized techniques for
cperating the credit card machine, verifying credit, and greeting the
customer, while Mr. Binglham reinforced the math and writing skills involved
in filling out credit card reéeipts.

Later in the semester, the emphasis was directed toward job seeking
and wmaintenance skills such as filling out job applicatiaﬁs, joining a

union, and applying for a social security number. The social security

module, which was developed by the team, is presented in Form.V.l.Z(d).

=1

Jene, Claude will have cor -leted all of the courses for graduation
except one. lis grades and school attendance have improved considerably
this year. As soon as school is out he will go to work full-time at the

station and has assured everyone that he will enroll in the adult evening

program in the Fall to complete his graduatien requirements.
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Condition: Given the responsibility to initiate and develop career-
oriented educational experiences for special needs learners,
upon completion of this module the inservice participant

will:

Perforuance
Competencies: 1. Develop a detailed instructional module which

will include;

a. performance objectives

b. basic skills/concepts

c. basic skill/concept content

d. instructional activities

e. instructional resource materials
f. progress monitoring systen

2. Sequence instructional modules and concepts in
accordance with the needs of individual learners.

. “

. :
H . - . . . . }
\ Inservice l;xpex icice Descrlptlons o
e e et et e e e otes = e e s s e e e —

| Two inservice experiences are included in this module on instructional
planning. Each is described in greater detail below.

Inservice Experience V.1:
DEVELOPING INSTRUCTIONAL #ODULES

This inservice experience will describe the components and processes
involved in developing an instructiona; module. In this experience you,
as a member of the instructi-nal team of occupational and special educators,
will work collect:vely ‘in specifving objectives and planning teaching
techniques to be used. The outcome of this expe: ience will be at least
one completed module for one or more special needs learners.

service Lxperience V., 2:
SERQUENCING ITWSTRUCTION

This Inservice experier .« w: ° . :quaint you with a variety of specific
considerations which should be made when planning the sequence of instruc~
tion for one or more special needs learners. Considerations related to
overall sequencing of modules, as well as spaciilc considerations dealing
with the prerentatinn of concepts, skills, etc. within a module will be
discussea. The product of this experience will be a priority sequence of
at least ten instructional modules for one or more special needs learners.

1387
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lnservice Lxperience SelLector

Following consultation with the inservice director, I (we) have
decided to undertake and complete the Inservice Experience checked (V)
below for Module 5.

Inservice Experience V.1: Date:
Developing Instructional
rlodules School:
Inservice Experisnce V.2: Inservice virector:

Sequencing Instruction

rParticipant dame(s):

o _Lg}d
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‘IuSERVICE EXPERILJCE V.1:

l DEVILOPILG INSTRUCTIONAL MODULLS ’

The first phase of instructional planning involves developing instruc-

tional modules. As suggested earlier, an instructional module can also be
thought of as a lesson plan or a unit plan for teaching. Typically, an
instructional module will focus on one of the tasks listed in an inventory
of tasks for a career cluster (Module 4). A number of instructional
modules then will be included in a course or instructional program.,

An instructional module for a special needs learner should include
the following:

l. Performance cirjectives

2. Basic skills/concepts

3. Basic skill/concept content

4. Instructional activities

5. Iastructional resource materials

6. System for monitoring learner progress

The most important considerarion when developing an instructional
module is the content of the module, rather than the arrangement of head-
ings on the page. It ic essential that an instructional module for most
special needs learners enrolled in occupational and special education
programs include the six componenté listed above. A format for planning
which is :unctional and easy-to-use is also important in making efficient
use of time which occupational and special educators have for joint
planning. Form V.1.1 on page 191 presents an instructional module format

that has been field tested and adopted by a sizable number of occupational
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—and special ecducators. This is not to supgest that all of thes: teachers
and coordinators currently use the two-page form exactly as it is presented
here. Some teachers have developed slightly different column or section
headings, and rearranged some of the sections on the sheet. llowever, the
consensus feeling among those who have developed and used this format is
that the form iduntifies tihe critical information needed to effectively
plan an educational experience for a special needs learner.

[AESOURCE MATERIAL: Inetructionul iodule Format,
torm V.1.1)

e e - -— - e o wmmm e N

| Guidelines and Suggestions )
~

N . e

The following sections will discuss each of the instructional module
components, examining the purpose and intended use of the information, and
listing several guidelines to follow in*writing that segmen. of the nodule.

1. Four example modules are presented on the following pages
for reference purposes. The four examples, taken from the
case studies presented earlier; can be referred to for -
clarification and illustrations throughout the guidelines '
and suggestions which follow.

(AESOURCE MATERIALS: Ezample Instructional Modules—-

Catny - Peecognizing the effects of temperature on
germination and plant growth, Form V.1.2(a)

vatt - Clean and adjust spard piugs, Form V.1.2(0)

Clawd - Hundling eredit curd transactions, Form V.1.2(c)

Applying fer a sorial security card, Form V.1.2(d))

2. <(Cluster/Program. This ucading at the top of the module (on
both sides of the sheet) should identify the cluster and/or
instructional program in which this instructional module
will be used. .uwdule 4 focused on identifying clusters and
related instructional programs and should be used as a
reference in completing this section of the module.

ERIC

Aruitoxt provided by Eic:
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- CLUSTER/PROGRAH: .

I o ‘ ‘ Task:

OCCUPATIONAL TSTRUCTION

BASIC SKILL/CORCEPT TASTRUCTION

zZ6T

Leamer fetivities:

Teacher Activites:

Teacher Ac‘tiuities: |

| Teamer detiviiies:

ook

INSTRUCTIONAL RES

OURCE MATERIALS

lame/Title . | Hecla

Sowrce |

iare/Title | Media | Sowrce
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- CLygTER/PROGRAM:  (rnamental liorticulture o “Eom V';'g(a)
| Task: kecognizing the effects of temperature B
I o, {02 ] o on germination and plant growth learner: {22l
ﬁ_‘—/\/--—-\__, ko .

‘ ) o Basic Skills/ | Y 'ro-

—_— ‘QcCuPﬂti‘)nal rerformange Objectives 1 concents Ba‘sic‘ Skill/Concept Conteqt | v "::SS
——TN T ; ‘ .

YHLO Gyen e b gaps0aTY t00ls, materials, | | 'ggg
3l equzpmcﬂt; and requisite knowledge, g 4
Te3| the leamen il | %3?:’
£ el 33 g Q
b “g B1, obgerve the 1ength of tipe for seeds to , 8 a0
SR permins®® Lo pwo temperypyreg | 1

ar obt"li mterials

be 588y re vETMCUl{pp with vater

Co 50% £1ve seeds in ngiculite

Lgn eep |
“do Re%rd Jate of Planting on tape | Record Date of planting
0 ¢pe pOt information | Date of germination
gr laee one POU 10 hor box while ‘
Raying Other Iy room
{2 Record the rate OF groye) , L ey ‘
T Redy and Tecord the remperature in Read a To within plus or minus one or two deg,rees

the roon and hog pox ‘ - thernometer |
b 0S8y when seeds pave perminated |
(Jhst appear aboye vermiculite) | : o
Co Rechrd the date, Toom te‘mperature,‘ ~ Measurement Read a ruler to within plus. or minus
-y gx temperatyre, and height : o 1/16" accuracy
OF oqeh plant daqly on a worksheet

3, 5;ate 3 Q“nclusion refarding the effect Generalization Plant in varmer “environmerit ,
of tenP *atugc on 88mlnation ‘gerninated and grew faster than plant
N in the'room temperature environment
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 CLUSTER/PROGRAY:

gn.exmination

mwMﬁMMI%wWHMm

Ornanental lorticulture
Tosk: Recognizing the effects of temperature -

agd plaot prouth

BASIC SKILL/COHCEPIIIHSTRUCTION

| ‘?éacher Activitos' o

Assist student n collecting materials and
preparing vermiculite
Plant seeds on & Friday so observation can
occur the following week
Review and discuss purpose of experiment
Ask student to describe the results of his/ler
~ experinent to rlassmates

Leafner Actim’ties:

ot eacher Aot 1vztzes' L

~ Reinforce key terminology and spellihg

Verniculite . Environment

*Maripold seeds Seedling
Saturate Thermometer
‘Germination

liave students measure and record heights of
various plants for practice exercise
liave student take and record temperatures

outdoors and indoors for practice exercise - -

[earen Aetivities:

Water plants daily under supervision of teacher
(1/4 cup for 4" potted plant)

Measure temperatures daily and record

Measure plant height daily and record

INSTRUCTIONAL

RESOURCE HMATERIALS
__liome/Title | Media | lore/Title | iedia Source
Verniculite in container } 2 vooden markers
1 contalners B
Seeds (maripold)

Worksheet
liot box
~Two thermometers

Ruler
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COSTER/PROCRAE fork Trstning S b

Cormeterit

- s - “‘ Task: ‘Clean‘aud adjust apork plugs j o Leamer: ;Q:K;rf%"
' . )
Pronrcss Occupational Performance Objectives - Baéé;ciktilsl Basic Skill/Concept Content q:s;s |
WULINE Cluen the necessary tools, materals, '8 ¥
{38 aquipront, and requisite knouled g
YA quipment, an mwwze mwegg M
S8 the leamer will: | | R
SRS ‘ - | ‘ | o 13
S LR Pick‘up and place plug in ooivant‘solution |Finger dexterity Grasp and hold spark plug S
N SR 2, Remove and place plug in plug holder jig ~|Form discriminap Recognize electrode (top) and ground
~ with bottom up ‘ | tion (bottom) ends of spatk plug
3. Wire brusli until clean (use cleaned condi- Hand-eye : Brushing strokes
 tion plcture for comparison) coordination
b Deternine plug gap by using different Humber recogni-| 025, .030, 035, .040 (sizos on the .
~ slzed guages and placing them between tion | various guages) -
 the gap until appropriate size is located ‘ R :
5. Ueternine whether plup gap is correct by Number recogni=| Match 3 digit numbers shown above with
. -comparing guage size with the maSter |+ tion and ~ those on a wall chart
size on the poster attached to tho o matching
bench 1k , |
R 6.~ If necessary, close gap by tapping‘the ; Grasping | lizuner handle ‘
‘“ ‘ground of the plug lightly with a soft- |  [Fine motor ‘ Lrght tapping of hamzer on metal
face hammer unitl the gap guage is | coordination
-moveable within the gap, but both the | |Manual dexterity o
electrode and ground are touching the “(Touch discrininp- Feeling the distancés between metal:
surface of the gap guage tion  surfaces by placing a metal plug
1, Remove plug fron jig and place in v, between the surfaces
Grasp and remove ‘ -
inspection basket B , .

Qu.q Tgh g
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athalid g

vatall alil aljuol apalh Palpo

(CCUPATIONAL THSTRUCTION

BASIC SKILL/CONCEPT INSTRUCTION |

| Peacher Aetivites:

Design and build a apark plug holding jig that will hold

plug in stationary, inverted position-

“Provide individual demonstrations of each step in

procedure

Instructor places hands-on learner's hiands and manlpulatei |

fingers for various steps

Drill the learner on recognition’ of single. numbers, then |

multiple numbers |
Continuous reinforcement

Leamer letivities:

Tbaaher Aetivities:

Leamer Activities:

INSTRUCTIONAL RESOURCE MATERIALS

Name/Pitle

Media

Sourae

Spark plug holding jig
Spark plug gap guage

Number charts

Wire brush

Spark blug cleaning solvent
Soft-face liammer

Source lame/Title | Media

1
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CLUSTER/PROGRAY ekt ing and Diseribution/Retatling Fom 1 1éle)

N b Task: liand] card transgetior ‘5 )

I, ey | 7 ‘ e credit Tansactions leamer: ,/likganaéé
| | Baste Spills/ | . ‘

Propress Occupationni Performance Objectives | ~AACOHC:L23 Basic Skill/Concept Content
SSISIS|  Grven the mecessary tools, materials, Vigk
U2ISIR]  equipment, and requisite Anouledge rafd
AS1Y3] the leamer will: | |0y
Pl é Bl Identify and describe the information Reading/reten~ Information commonly found on credit card§|5E
N IR : required on a credit card transaction tlon. sales receipts NS

L£L6T

|3, Describe and demonstrate the nethods/

a. product description
b, quantity |

¢, customer number

- d, custoner signature
e, Cost
£, tax

2 Demonstrate the procedure for hundling
credit card transactions
- a, obtain card from customer
b, itemize purchases and tax on receipt
form
¢, set cost digits on machine
d, place card in roller machine
e. place receipt in machine
f. roll head over card

g, remove receipt and card for purchasel

- to skgr.
h, return card to. purchaser
1, place store“copy of recelpt in
~ predeternined location

procedures for checking credit card
validity
" "d, check signature on card
b, check expiration date on card
¢, call telephone nunber to verify
credit rating

{Verbal cgpmund-

Verbnlvcommun.

‘ Telephone

cation

Weitten' commun,
Record nymbers

Addition
Multiplication

Verbal ¢qmuun,

Genera] pumber
use

Conmun icatiOI

‘Orally describe the different sections

of the recefpt

%mmunemmpmmuu‘”

F{1l out & credit card receipt fotm |
FProm pump meter, cash register, or addinJ

machine ,
Itenmized purchases (gas, oil, parts, tax)

Computing tax on purchases or reading tax| |

* chart

COmmunicate with purchaser

Read and interpret expiration dates on

- credit cards (12/76)

Request Verification for specific credit
card (e.g., card no, 560 226 7) -

N



CLUSTER/ ROGW Marketing and Distribution/Retailing ‘

- I‘d,“ilo.'.'-“/ 7 l&ak llandle credtt card trasactions r‘it“ o o

ot nnnmsnucu B .n,m/con-:‘c‘tpr‘n.‘STnucrtnn L
Teac'wr'n‘cthtes:“ U T etiitiest T T
Desig"n“and"nr'ient"etu‘dents (in a small gtoup) to a role | Discuss with retalling teacher the procedures and

playing activity to tesch them about sales trans~ | content of the task
> attions involving- credit tards : B LT LTI

Preview pamphlets and workbook exercise students |
will use - .

Prepare a norksheet on identification of the sections
of a credit card sales forn

| Leamer fetivities: ‘ | Leamer Activities;
] Rl play credit sales purchase with classmates | - Practice filling-out a credit sales slip
e Review {llustrated pamphlets on “sales talk" Practice using credit card machine -

: Complete Exercise 6 in workbook

INSTRUCTIONAL RESOURCE NATERIALS

ficme/Tritle | Meda | Source lame/Title | Hedia | Souree
'fBaéic Retall Credit"  |Workbook |U of Texas | Sample credit cards | ,‘ | - | T
- "Customer Credit Series"- Dooklet | Scholastic | Demonstration machine o e 3ust i ther o
| | ol | Magardee | o a?
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* CLUSTER/PROGRAL;

All clustefs/Cooperative Work Lxpericnce

 Task: Apply for a social ‘security card

~ Fom ¥, 1',2 (d)

Leamenr:

»

Basic Skills/

1, Choose to apply for a social security

card if he/she does not currently
_possess one,

2, Complete an application for Social
Security Mumber (or replacement if lost

* card) by providing accurate and com-
plete information,

Accuracy

IWritten
| communication|

| Technical

Form completio

vocabulary ”

Full name, Name given at birth
Place of birth (city, county, state),

Age on last birthday, Mother's full name

at ‘birth, Father's full name, applied

“hefore? Sex, color or race, Mailing

address, Date, Signature,

Verify and double check information
prov1ded

Print 1nformation clearly

‘Hother's maiden name
" Previous federal applications for:

-social security number
railroad number
- tax account number -

“Color or race

' “white
Negro
other

Treasury Department, Internal Revenue
Service -

1 “Occupational Performance Objectives ‘Basic Skill/Concept Content Pro- | -
{Propress) ‘ Concents : Lo lpress | .
"N‘C U Q) (‘ on T | ' rU Q"ﬁ e
R RN tven the necessary hackground znfopma- R A

‘ﬁﬁggwtmnwa@ﬂwwwn%m ‘:eg
Y zemewn ggE
SEER %0
AT R0
IS R|9p
SR NIQ

' b
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CLUSTER/PROCRAM:  ALL ciustérs/COOperetive'wOrk Experience

;16 - Task:

Apply for a social security card -

"
o

occupaTiOiAL Hypper®

BASIC SKILL/CO: CEPT I STRUCTION

A—;‘7"'5\;——”"""*-—;*-

EGC!ILI’ Act 'Lv?. (,(’d

} Discuss the purposﬂ QE social seCUri[y, how it is dedUCted

fron paycheck, ety jp small groyps,

Organize a f{eld Efib for small Broyp to’ the social
security admlni5tbation offices,

Invite a coop emploRy g visit the class and discuss
how social security deductions e computed § sub~ .
“miteed to [RS,

Arrange for ©J85S @t O”t application form,

Learner ettuities!

Students L] out 3pblication forng ysing personal
informatiop Sheety

SwMMScm&EﬂhMmrsmmhmdmm&

Interview an ¢gployR regarding 5°Qial security

Teacher Activities: - -

 Obtain ot prepare seversl copies of Application fqr”,m”_,;‘,;;;V“‘m;;;

- ‘Social Security nuzber form,
Develop role play situations where students has to:
- 1. request and complete a replacement application form
* 2. request and complete a request for change in-
Social Security Records. ‘
Have application form information brailled or translated
to primary language if needed.

iearmer Activities:

Have students list on paper all of the information required

on. the application.
~Practice stating information in the briefest form
' (esg., dates: 1/1/76), ‘
Students check each other's information sheets. ‘

 deductions, |
Students take completed forms to Post 0ffice and submit
. individually, or in teams, - |
Practice printing required infcrmation clearlv. -
| B [4STRUCTIONAL RESOURCE MATERIALS
iiane/Title _ Nedia Source ilame/Title Media: | Source
o ” | Application for Soctal Security Mumbeq forn Post 0ffice

200
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Aruitoxt provided by Eic:

. Learner Identification. Tie instructional wudule you -are about

to develop is an individuazlized instructional plan. Tiaus, the
name of the special needs learner for whon this plan is being
developed shouid be placed in the blank in the upper riy L
corner of tne module. ‘ ;

To aid the iunstructicrnal team in develoving this module, the

learner analysis profile and learning prescription whic!i were

developed in Module 1 for this learner-s..ould be revieweu prior - e,
to developing the module., It will be helpful ‘to-have  these "~~~ = = = oef
docunents available during the writing of thls and subsequent.

modules. '

Task Title. As described in todule 4, the basis for occupa-
tional curricula can be viewed as a cluster of occupations.

The specific competencies required for employment in one or
more of the occupations can be identified as "tasks." These
commonly performed, occupational tasks become the Lasic unit
for curriculum development. Each module then is focused on

one particular task which either‘familiarizes, or prepares

the learner for the occupations in which that task is performed.

At the top of the form on both sides, the cluster and task

from which it comes should be c¢learly identified. These head-
ings are similar to such designations as "course" and "unit

or lesson," which are commonly found in other instructional:
plans. '

A task is a general behavioral description of the performance
the learner will demonstrate when th2 instructional module has
been completed. As noted in kHodule 4, several different types
of task statements can be used. An example of each is provided
below:

Type of Task Statement - Illustration
Job operation or duty = | Take pulse, respiration, and blood
' pressure
Safe practices ‘ Recognize safety color designations

Equipment, tools, & materials Identify different grades of plywood
Mathematical applications Caleulate revolutions per minute

Science application Recognize physical prznczples asso-
iated with torque

‘Specification interpretations Interpret a lubrication service manual
Occ;pational terminology Recognize medical abbreviations
.~Occupational information ‘ Locaﬁe”and use the want ads to
find work
liork havits and attitudes Dress appropriately for work
201
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Aruitoxt provided by Eic:

At this point Jou'shouid have fiZZea in the cluster/program

title, the learner's name, and the task title on both sides
of the module form. A blank form is included in front of the
self=check evaluation section of this inservice experience.

Occupational Performance Cbiectives. .A.performéncevobjective

is an observable, behavioral description of what-the learner
will be able to do at the completion of the instruction.

-Performance objectives will~specify~thewgdaividual behaviors

which, when collectively demonstrated, enable the learner
to perform the task. Usually included in a performance

objective are:

o the situation or conditions under which the
performance will be demonstrated

o a councise description of the performance

» the criterion or level of successful per-
formance to be attained

Several examples of objectives and a general format for
developing performance objectives are presented in the
example modules. Specific criterion or performance levels
are not included in the objective itself, but-are incorporated
in the monitoring and evaluation system to be described
later. A general condition statement is provided at the top
of the column. More specific condition statements can be
written for 1nd1v1dual modules 1f necessary.

As suggested earlier the tasks identified in the Career
Cluster Analysis (Experience Now. IV.2, Module 4) should serve
as the task titles for each module. That is, for each task
that was identified in the Career Cluster Analysis, an
instructional module should be developed. Performance
objectives for the module then should focus- on the task
knowledges and task skills which were identified as the
major clements of the task in the Detailed Instructional

Analysis.

At thig point, you should stop and list the specific occupational
performance objectives the learner will attain. The objectives
should represent the skills and knowledges needed to perfbrm

the task. :

Basic Skills/Concepts. Once the task is identified and the
perforuance objectives stated, the basic skills associated

with the task can be identified. The basic skills or concepts
are an extremely critical part of the instructional plan for

a special needs learner. They identify the basic competencies
or abilities that the learner will need in order to learn and/or
perform the task. Thus, they indicate areas of basic competency.
that need to be ''developed,'" either during or before the instruc-
tional experience, in order ‘for the learner to successfully
perform the task.

202
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Baeie Skills-as Prerequisite Skills: In one sense basic skills
can be viewed as those skills which learners rnwst have before
they can undertake the learning of a task. This view suggests
that certain developmental levels must be reached before . ‘
learners can be expected to successfully undertake and complete
~ - learning experiences which require higher levels of ability,
- Certainly this is reasonable and logical in situations where
‘there are gross differences between the developmental levels
in question. For example, it is obvious that auditory acuity
- (hearing) is a needed competency ot basic prerequisite if one
expects to learn to take a patient's blood pressure (given
the current medical technology for this procedure),

The problem with this notion of prerequisite competencies is
that, in most instances, it is extremely difficult to determine
- " which competencies are really prerequisite to learning a given
o task or concept. General patterns of motor development,
socialization, and language development have been noted by child
psychologists and others who have studied human development. .
Within any of these "general" patterns of development, however,
certain sequential stages may not occur.in the same sequence nor
at the same age for all individuals. TFor example, some children
learn to walk at ten months, others walk at 16 or 20 months.

It is difficult to predict with precision exactly what level

of basic skill competency one needs to have attained in order
to successfuily learn a given task. Therefore, there is room
to suggest that if the prospective special needs learner has
attained certain minimal competencies which are important. for
task performance, that should be sufficient to permit the
learner to initidte the instructional module. In all likelihood,
if the special needs learner is recommended for placement in an
occupational program, the specialists and professionals who are
suggesting this placement can substantiate that he has attained
at least minimum levels of competence in the areas critical to
vocational education.

Basic Skill Enhancement or Refinement: Basic skills apd
concepts can also be viewed as abilities which are to be further
developed and refined through occupational experiences. Per-
ceptive teachers and coordinators will view occupational
instruction, such as "tuning-up a two-cycle gasoline engine,"”
as an opportunity to also increasz the learner's basic skill in
reading comprehension. It has been demonstrated in many
instances that many special needs learners have poor reading
comprehension, and they find traditional methods of reading
instruction to be uninteresting. If, however, a learner is
enthusiastically involved in servicing a lawn mower engine, he
may be motivated to read when he realizes the information he
needs to complete his project must be obtained by reading and
comprehending accurately the information in a service manual.

210
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Categories of Busic Skills/Concepts: Form V.1.3 on the following
pages presents the Basic Skill and Concept Index.: The Index is
divided into eight major areas of basic skills and concepts that
can be readily learned or reinforced through occupational 1nétruc-
tion. Ulthln the elght major areas, a total of 76 specific con-
cepts,and skills are identified. Although the Index is ‘extensive,
it is not necessarily complete. You may find it necessary to add

basic skills and concepts as you develop modules for your special

needs learners or new _occupational programs.

[RESOURCE MATERIAL: Basiec Skill and Concept
Index, Form V.1.3] :

The Index is designed' to be used as a reference or resource. Once
the occupational performance objectives have been specified, they
should be closely reviewed to determine the basic skills/concepts
required in each performance. As the objectives are reviewed,
certain skills and concepts will appear obvious.  Measuring
distance and sive can readily be seen as a basic skill for laying
carpet, for example. Other skills and concepts can be identified
by referring to the. Index.

The specific skills and concepts for each objective should be
listed opposite the objective in the center column on the front
of the module form.

It is important to note that not all objectives will have basic
skills/concepts. For example, in the example module, "Apply for
a social security card," (Form V.1.2(d)) there are no basic
skills/concepts listed for the first objective which says the
learner will "choose to apply for 'social security card." This
objective emphasizes an attitude that the instructional ‘team

is attempting to convey. While affective (attitude) objectives
are highly important, they usually do not require basic skills/
concepts similar to those listed in the Index.

After having read Guideline io. 8 you should now be ready to
list the bastic skills/corcepts for your module. Remember,
review eacn objectine closely for the basic skills/concepts
which are included, then write the name(s) of the basic

‘skill(s)/concept(s) opposite each objective in the center
" column. '



Form V.1.3

(1 of 5)
BASIC SKILLS AND CONCEPTS INDEX
Major Areas of the Index
Major Area Definition
Quantitative/Numerical Skills ' - TInvolves the ability to count, record,

perform basic arithmetic processes,
measure and otherwise use or manipulate
numerical information.

Verbal Skills Involves the ability to communicate
in written and spoken forms.

Cognitive Skills Involves the ability to follow instruc-—
’ tions, remember, sequence information,
plan, organize, and make decisions.

Perceptual Skills \ Involves the ability to accurately
perceive colors, forms, space, sounds,
and odors.

Language Skills ‘ Involves the ability to listen, under-
stand, and express oneself using
written and oral forms of language,

Psychomotor/Physical Skills - * Involves the ability to coordinate
and perform physical movements.

Social Skills Involves the ability to interact with
others and act independently in an
acceptable manner.

Occupational Interests : ‘ " Involves the ahility to determine one's
and Aptitudes _ occupatioual likes and dislikes and to
adjust to changing work situations.
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'10. Basic Skill/Concept Content. The third major component of the.
module outlines the specific instructional content which is
related to the basic skills/concepts that have been specified.
This section of the module will identify specifically those
things that the special or basic education instructor can
directly focus on when providing supportive instruction.

The best way to describe this section of the module is to dis-
‘cuss an example. Form V.1l.3(c) (page 197-198), which is one
of the example modules developed for Claude, focuses on the
task of '"handling credit card transactions.'" The final per-

. formance objective requires the basic 'skills of numerical use
and telephone communciation in order to verify credit ratings.
In the Basic Skill/Concept Content column the specific numerical
and telephone skills for this task are clearly identified, 1In
order for the supportive teacher to remediate the basic skills
and concepts, it is necessary for additional information (such
as knowing that the learner must interpret calendar dates in

numerical form) be provided. '

Identifying the specific content for the basic skills/concepts
helps the instructional team become fully aware of the scope
and nature of the task. This leads to a clearer understanding
of what the occupational task actually involves, and provides
some meaningful, relatable content for all members of the
instructional team to teach.

As a rule, if a basic skill/concept .is identified for a given
occupational performance objective, there should be at least
one phrase or statement which provides specific instructional
content for teaching or remediating the basic skill/concept.

11. You should now refer back to the instructional module which you
are developing and list the basic skill/concept content for each

baste skill/concept.

12. Instructional Activities. . Now we are ready to examine the back
or reverse side of the mdoule format. Instructional activities
represent the major component of the instructional module format
on this side. An instruétional activity, as the term will be
used nere, describes the learmer and teacher activities which
will be used in conveying the instructional content outlined by
the performance objectives and basic skill/concept content.

The teacher and learner activiEies which  focus on the occupational .
instruttion_(performance-objech%és)}areﬂidéhtified'on the left
side of the form, while the. teacher and iearner activities

focusing on tihe basic skill/concept content are listed on the

right side of the form. These teacher and learner activities
describe the interaction which will occur during instruction
. between the teachers, learner, other learners, and instructional

media and materials.

ERIC =~ | | .
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The instructional activity outlines a variety of. learning events

which might be appropriate for the special needs learner and

his occupational and special education teacliers. It is important
that special and occupational personnel be collectively involved

in selecting and planning the instructional activities. Special

educators can provide numerous trips and suggestions for teaching
the special needs learner which cccupational educators will find

helpful when implementing specific instructional activities.

Types of Instructional Activities: This inservice module has
pointed out the vast individual differences that special needs
learners exhibit. They vary tremendously in the nature of their
learning characteristics and learning styles. Therefore, one of
the basic principles in designing instructional actimities is to
utilize activities and methods which are multi-sensory. A
battery of different multi-sensory techniques should be used to
take advantage of individually-unique learning styles.

Effective teachers use an arsenal of different instructional
activities which employ the multi-media, multi-sensory approach
to learning. Johnson and Johnson (1970) have identified 25
general types of instructional methods or teacher/learner
activities. Form V.1l.4 on the following page lists and provides
a brief description of each of these methods as they are referred
to by Johnson and Johnson.

[RESOURCE MATERIALS: General Methods of Instruction,
Form V.1.4]

This list of general instructional methods can be used as a

“reference or resource in selecting activities for individual

students. When an instructional activity is selected, however,
it must be tailored to both the instructional content und the
learner. In order to do this, short descriptive statements

have to be written describing the specific teacher-learner-media
instructional involvements.

You will note that the activity statements do not spell out a
specific step-by-step procedure.for instruction. The instructional
activity statements which are developed should be viewed us ten-
tative, suggested teaching strategies. It is of primary importance
that several different activities be planned, and that selection
and actual use of one or more of these activities will depend

upon: (1) the interest or motivation of the learner, and (2)
various situational constraints, such as the availability of
instructional materials, etc. .

Numerous types of instructional activities which are appropriate
for special needs learners can be found in tite example modules
which were presented earlier.

222
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Form V.1.4

GENERAL METHODS OF INSTRUCTION

Comparative Analysis — Athought process, structured by the teacher,
employing the description, classification, and analysis of more than one
system, group, or the like so as to ascertain and evaluate similarities
and differences.

Conference - A one-to-one interaction between teacher and learner
where the individual’s needs and problems can be dealt with. Diagnosis,
evaluation, and prescription may all be involved.

Demonstration — An activity in which the teacher or another person
uses examples, experiments, and/or other actual performance to illus-
trate a principle or show others how to do something.

Diagnasis ~ The continuous determination of the nature of learning
difficuities and deficiencies, used in teaching as a basis for the selection
~ day_by day or moment by moment — of appropriate content and

methods of instruction.
- Lot PR

Dirccted Observation - Guided observation provided for the purpose of
improving the study, understanding, and evaluation of that which is

observed.

Discussion - An activity in which pupils, under teacher and/or pupil
direction, exchange points of view concerning a topic, question, or
problem to arrive at a decision or conclusion.

Drill -- An orderly, repetitive learning activity intended to help develop
or fix a specific skill or aspect of knowledge.

Experimentation — An activity involving a planned procedure accom-
.panied by control of conditions and/or controlled variation of condi-
tions together with observation of results for the purpose of discovering
relationships and cvaluating the reasonableness of a specific hypothesis.

Field Expenence — Educational work experience. sometimes fully paid,
acquired by pupils in a practical service situation.

Field Trip — An educational trip to places where pupils can study the
content of instruction directly in its functional setting, e.g., factory,
newspaper oftice, or fire department.

Group Work — A process in which members of the class, working coop~
eratively rather than individually, formulate and work toward common
objectives under the guidance of one or more leaders.

Laboratory Expericnce - Learning activities carried on by pupils in a
laboratory designed for individual or group study of a particular subject-
matter area. involving the practical application of theory through obser-
vation. experimentation, and research, or, in the case of foreign language
instruction, involving learning through dernonstration, drill, and prac-
tice. This applies also to the study of art and music,, although such
activity in this instance may be referred to as a studio experience.

1John’son, S.R. and Johnson, R.B.. Developing
-Individualized Instructional Material.
Palo Alto, Calif.: Westinghouse, 1970.

€Y
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Lecture — An activity in which the teacher gives an oral presentation ¢
facts or principles, the class frequently being responsible for note
taking. This activity usually involves little or no pupil participation b
questioning or discussion.

Manipulative and Tactile Activity — Activity by which pupils utiliz
the movement of various muscles and the sense of touch to devele
manipulative and/or perceptual skills,

Modeling and Imitation ~ An activity frequently used for instructio:
in speech, in which the pupils listen to and observe a model as a bas:
upon which to practice and improve their performance.

Prob[ém-Salving — A thought process structured by the teacher an.
employed by the pupils for clearly defining a problem, forming hypo
thetical solutions, and pdssibly testing the hypothesis.

" Programmed Instruction ~ Instruction utilizing a workbook or mechar:

ical and/or electronic device which has been "programmed” to hel:
pupils attain a specified level of performance by (a) providing instruc-
tion in small steps, (b) asking one or more questions about cach step i:
the instruction and providing instant knowledge of whether each answe:
is right or wrong, and (c) enabling pupils to progress at their own pace

Project — A signifizant, practical unit of activity having educational
value, aimed at oz: or more definite goals of understanding and
involving the investiz:tion and solution of problems.

Reading — Gatherizz information from books.. periddicals. encyclo-

pedias, and other prizied sources of information, including oral reading
and silent reading by :adividuals.

Recitation — Activizizs devoted to reporting to a class or other greup -
about information z:guired through individual study or group work.

Role-Play — An aciivity in which students and/or teacher take on the
behavior of a Lypotkzatical or real personality in order to solve a prob-
lem and gain insight inzo a situation.

Seminar — An activity in which a group of pupils, engaged in research
or advanced study, meets under the general direction of one or niere
staff members for a discussion of problems of mutual interest.

Sensitivity Training — An activity in which a group and a trainer meet
to self-consciously examine their immediate feclings and perceptions
about themsclves and cach other in order to gain skill in authentic
communication, leadership. behavioral flexibility, or social sensitivity.

Shopwork — An activity emphasizing skill development through experi-
ence in woodwork. metal work. or, other industrial processes and
procedures. - . ’

Skill Practice Session — All activity in which pupils have apportunity
to put into practice those skills and understandings previously learied
through other instructional activitics.
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13.

14,

Spectal Teaching Activities/Tecimiques: In recent years a
number cf special instructional techaiques have emerged in the
field of special education which are extremely lLelpful in out-
lining instructional activities. The strategies, techniques,
and procedures listed in Form V.1l.5 are abstracted from Smith's
(1974) text on clinical teaching and are most appropriate for
learners who might be traditionally classed as mildly retarded,
emotionally disturbed, or learning disabled.

[RESOURCE MATERIAL: Special Teaching Activities
and Techniques, Form V.1.5]

After reviewing the suggested instructional methods and tecnniques
presented in Forms V.1.4 and V.1.5, you should now be ready to
list the instructional activities to be used in your module.

If possible, botih the occupational and special or basic educa-
tion teachers should be, cooperatively involved in listing the
instructional activities.

Instructional Resource Materials. It is extremely difficult to

.‘'consider the selection and use of instructional materials

separate and apart from the instructional activities. At times,
the availability of certain materials will dictate the selection
of a particular activity. More often, however, the selection

of a particular activity will imply the use of certain instruc-
tional materials. -

The instructional resource materials section of the module is
designed to-identify the instructional materials which will be
needed to implement the suggested instructional activities.
Three items of information=are required in identifying the
instructional resource materials: title/name of the material,
the media (i.e., film loop, transparency, etc.), and tie source
reference which describes where the waterials can be obtained.

A variety of different types of instructional media will be
required in implementing different instructional activities.

Here again, the emphasis is on selecting and using instructional
materials of differing types. Form V.1.6 lists several different
types of instructional materials of media, and-identifies ‘the
sensory modes which each materials/media utilizes. Vith most
special needs learners who are integrated into regular school
programs at the secondary level, experience has shown that those
media which utilize multi-sensory learning modes generally tend
to be the most effective.

[RESOURCE MATERIAL: Types of Instructional
Media/iiaterials, Form V.1.6]




{lost of the instructional resource materials tnat are-identified
will -be used by the learner(s). Since many of these instructional .
materials vill come from the field of occupational education it is
important that they be carefully reviewed by both- the occupational
and special education teachers to examine their appropriateness
for special needs learners. In many instances, the emphasis will
be placed on using materials which communicate very basic concepts
at a level which the learner can readily comprehend. Care should
be taken to select only instructional materials that are available
such as the FOG Index for determining reading level. Inservice
xperience VI.l in the next module describes the use of the FOG
Index and general considerations for evaluating instructional

materials.

As occupational and special teachers collectively plan the instruc-
tional strategies and materials to be used, an interesting inter-
action takes place. 'As the planning discussions continue, the
special/basic education teacher or remediation specialist begins
to learn more and more about the nature of the task which the
student -is or will be learning. This happens as a natural out-
growth of the occupational teacher's explanation and descrip-
tion of how he/she teaches the task, and the materials he/she
generally uses. As this interaction continues, the special or
basic education teacher can begin to identify, and further refine
the basic skills/concepts needed to perform the task. Through
reviewing the occupational materials and planning discussions
with the occupational teacher, the special or basic education
teacher can readily identify the basic competencies and concepts
which he/she can teach and meaningfully relate to the occupa-
tional instruction the learner will be receiving.

Sources of Instructional Materials: Recently, publishers and
teachers have begun to develop vocational materials for special
nz2eds learners. Listed below are three directories which should
be consulted to locate instructional materials in a wide variety
of vocational program areas.

o Vocational Instructional Materials for Students with Special Needs
by D. €. Towne and S. Wallace
Available from: WNorthwest Regional Educational Laboratory
700 Lindsay Building
710 S.W. Second Avenue
Portland, Oregon 97204

© Vocational Education Resource Materials for Special Education
by R. Hl. Lawbert, L. ¥W. Tindall, and others
Available from: Center for Studies in Vocational-Technical LEducation
E University of Uisconsin
Madison, Wisconsin

9 Learning Resource Directory .
by Westinghouse Corporation
Available from: Local libraries and instructional materials
centers

O
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Form V.1.8

SPECIAL TEACHING ACTIVITIES AND TECHNIQUES

A. Reinforcement of Desired Behavior - providing immediate and appropriate rein-
forcement following a behavior that is to be increased or strengthened.

#» Use a token system, punch card, or green~-stamp system to provide
an on-going reward/reinforcement system.

o When teaching new skills, reinforce the learner's correct response
on every occasion. '

o Reinforce reasonable degrees of progress toward the final goal.

@ To eliminate undesirable behaviors, competing or incompatible
behaviors must be found and introduced. As these contending
behaviors occur, the positive one(s) should be heavily reinforced.

o Certain behaviors can be changed simply by removing certain
negative conditions or inhibitors. It .is important to-be aware
of these factors and remove the ones necessary to expand and
strengthen desired behaviors.

¢ After a behavior has become established, changing the reinforce-
ment from a regular to variable-ratio schedule will assure its
stability.

B. &xercise - opportunities to repeat and practice experiences in a variety
of ways.

C. Distributed Practice - practice in learning concepts and most other material
should be spread out, or varied according to the characteristics of each
student as well as the nature of the material.

D. Active Participation - active involvement in a task readily facilitates
learning, and has several advantages:

(1) it .focuses the learner's attention on the task at hand,
(2) it fosters greater efficiency in learning,
(3) it provides a dynamic source of feedback, and

(4) it gives more opportunities for meaningful reinforcements
for desired behavior.

E. Overlearning - practicing a task beyond the point of initial mastery.
Improvement in learning, retention, transfer, and relearning will be
facilitated by overlearning.

F. Stressing Accuracy - stressing accuracy instead of speed will reduce the
chance of learners practicing errors. This is especially important in
learning of new material and basic concept formation. :

C. Minimal Change - shifts in concepts and instructional content focus should
be as 'minimal as possible. Retention and continuity of generalization can
be maintained if the progressive steps are small and blended together well.
H. Utilizing the Learmer's Strengths - it is important to utilize the learner's
strengths (e.g., manipulative skills) to enhance development of weaker S
areas (e.g., quantitative reasoning).

J 217
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Form V.1.6

TYPES OF INSTRUCTIONAL MEDIA/HATERIALSl

MEDIA , PROBABLE LEARNING SENSATIONS
Vis.| Aud. | Tac. | Kin.| Ole. j Sav,

" - Demonstration with real objects/materials X X X X X X

3-D models - mockups X X X X X X

Games - Simulators X x X X x X

Sound/Siide Programs X X

Filmstrip - Cassette/Record X X

TV - Broadcast, Closed Circuit ‘ x %

Video and/or Audio Recorder X x

Film, 16mm - BW/Color, Sound x| x

Film 1oop, 8mm - X

Filmstrip X

Slides X

Overhead transparencies X

Books, magazines, texts, booklets b ox

Pamphlets, brochures, manuals, workbooks X

Newspapers, cartoons v X

2-D Displays, charts, graphs, posters X

Drawings, photographs, schematics, maps X

Opaque projectuals X

Telephone, intercom - X

Other, specify

1

ileynolds, M.L. et al. Occupational Cluster Guides.
Mt. Pleasant: Vocational Lducation/Special Education
Project, Central Michigan University, 1Y73.
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15. As the final step in developing your instructional module, should
now be ready to list the instructional materials you plan to use. -
Keep in mind the guzdeZLnes and suggestions listed above as you
proceed,

16. Learner Progress Columns., The final component needed in the
 instructional module is a means for keeping track of how
individual learners do in learning the task. Some mechanism is
necessary whereby the occupational and special education members
of the instructional team can monitor the learner's progress
toward attainment of the performance obJectlves and basic skills
in the module.

Module 1 emphasized the need for continuous re-evaluation of the
learner's achievement as well as various aspects of development.
Emphasis has also placed upon developing performance objectives
which would describe in observable, measurable terms what the
learner would be able to do., Both of these concerns can be
easily incorporated in the 1nstruct10nal module we have been
building. ‘

Please refer to the example modules . or the blank module form
which you have been filling in. You will notice there are two
narrow columns marked "progress'" on opposite ends of the. front
side of the form. A four-column format is used on the left

side for the occupational performance objectives, while a three
column arrangement 1s provided on the right for the basic skill/
concept content. As the learner moves toward attaining the
performance objectives and basic skills, teachers can monitor
his/her progress by. placing checks or dots in the appropriate
columns. '

Although three and four progress levels are used on the module
format presented here fewer labels could be used if the form
were modified. Different lables for the levels could also..

be developed to suit the instructor's preference.

The levels of progress should be described in behavioral terms
elsewhere. As shown in Form V.1.7, the labels should provide a
qualitative or quantitative indication of how well the objective

or basic skill was attained. This operational definition of

each of the levels is important for communicating among instruc-
tional staff-and with parents and employers regardlng the learner's
progress.

[RESOURCE MATERIAL: [Learner Frogress Level
Descriptors, Form V.1,7]

A Progress Monitoring System: Finally, it should be‘pointed out
that the learner progress monitoring columns are part of a
progress monitoring system that is further described in other
modules. You will recall that Module 1 presented and discussed
the Learner Analysis Profile which assessed the learner's basic

- skills in several areas, such as verbal skills and quantitative
skills. The progress information describing the learner's e
attainment of the basic skills/concepts should be used to ’
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revise and update the Learner Analysis Profile on a repgular
basis. . ‘

Techniques for compiling and reporting the learner's progress
for several modules will be described in Module 7 which
follows. In Module 7 the development of a Learner Performance
Record which compiles data from the monitoring columns of

the instructional module, is outlined. The Performance

Record is used to communicate pertinent information to parents,
employers, and future teachers describing what the student has

--learned to date. - :

| 9
N
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Form V.1.7
LEARNER PROGRESS LEVEL DESCRIPTORS

Occupational Performance

e Introduced - the student/learner has become acquainted with
the general task, as well as its function and/or purpose
~ through previous experiences or instruction. However,
the learner has not yet begun to develop or demonstrate
any significant, recognizable competency in performing.
the task. * -

e Involved - the student/learner has begun to develop and/or
demonstrate minimal competence in perfbrmzng a féw
-selected parts (subskills)- of the task.

e Productive - the student/learner has developed and/or
demonstrates a minimal level of competence in performing
several parts (subskills) of the task. The student/
learner would be employable in specialized, entry level
occupations requiring only minimal-skills.

e Employable - the student/learner has deveZoped'and/or

demonstrates a level of competency which would make
him/her employable in a normal, competitive work setting.

Basic Skills/Concepts Content

e Introduced - the student/learner has become acquainted with
the basic skill or concept through previous experience
and/or instruction.

° DeveZoping-- the student/learner has demonstrated some
capacity to perform the basic skill, and/or interpret
and apply the basic concept.

e Competent - the student/learmer is capable of accurately and

repeatedly performing the basic skill, or inizrpreting and
applying the basic concept. ‘
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'Gelf-Evaluation Checklist )

T TN

~

™

Inservice Expérience V.l: Developing Instructional‘Modules

Directions:

Rate each of youwr completed instructional modules (Form V.1.2)

against each of the following items by circling the appropriate number in the

three-point scale, or checking (V) the appropriate blank.

Upon completion

of the checklist, you will want to expand or revise your modules as sug-

gested by the evaluation.

10.

11.

12,

13,

Career cluster specified
Instructional program specified
Name of learner identified
All:ﬁéduié coﬁpgnents completed

Task is not stated in
performance terms

Performance objectives are
not observable or measurable

Performance objectives are
overly specific

All basic skills/concepts
are not identified for the
appropriate objectives

Basic skill/concept content
is only superficially
identified

Basic skill/concept content
is limited to one area (e.g.,
math skills)

Instructional activities
reflect only a single method

“of instruction

Special teaching technique
are not mentioned :

Instructional materials

. involve single media approach

(e.g., reading only)

1

yes

ALl responses should be '"yes" or "3",

no

no

yes

yes

no

yes

no

A behavioral or performance
"task" statement is provided

Performance objectives are
observable, measurable

Performance objectives are
too general, broad

Basic skills/concepts are
identified for each appro-
priate objective

.Basic skill/concept content

is specific and comprehen-
sive

Basic skill/concept content’
covers several areas (e.g.,

language, math, etc.)

Instructional activities
are multi-media in nature

-Specialized teaching techniques

(e.g., overlearning) are
incorporated in the instruc-
tional activities

.The listed instructional

materials are multi-media
and multi-sensory



Comments: -

Suggestions for Modification of the Instructional Module:
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INSERVICE uAPERIENCE V.2:

SEQUENCING INSTRUCTION

Learning occurs over time. The sequence of events through which
learning occurs is "planned" in most educational programs. In some
instances, however, the instructiopal planne; may pp;uglways consider or -
analyzé alternative sequences for providing instruction. Often the
seéuence of instruction is established from the teacher's previous experience

i 1n teaching the course or a.particular unit. These previdus ekperiences
may or may not reflect several critical principles of~sequencing’instruc?"
tion for special needs learners, nor are they likély to reflect a "variety
of different sequences" which may be necessary in instructing selected _
special needs learners.

The problem of sequencing instruction can be defined at two ievels.
The initial problem is determining which general sequence of taéks
(instructional modules) included in the course is most appropriate and
effective. Once this questign is resolved, the question of how shall
the component skills in each module be presented must be addressed. This
inservice experience willhfocus, for the mcst part, on the first problem,
thaE.of sequencing modules or units of instruction. However, many of the

o pfinciplés of instructional sequenciﬁgzﬁiil also apply to the sequencing

of subordinate or component skills within the module.

-7 ™~
(\»Guidelines and Suggestions 4/)

The following general principles for sequencing of occupational
instruction modules are presented by Mager and Beach (1967), and serve

as an excellent framework for considering sequencing problems. Depending




upon the specific learning styles of selected special needs learners, certain
of these principles may be more important than others.
After reading this set of guidelines you will be asked to identify a

series of sequences you would consider in teaching several different modules.

1. Interest Sequencing: Motivation for learning is a fundamental
problem for many disadvantaged and handicapped learners. Thus,
one of the basic sequencing principles involves selecting ’
instructional modules the learnmer is highly interested in when
beginning instruction. The most efficient, and-often the most
effective, means of determining a learner's interests prior to
instruction is to hold a series of short, informal discussions
with the learner and/or the parents. Sequencing of instruction
based specifically on learner interests is essential until the
learner begins to realize the "spin-off" tasks, concepts; and
skills which are ralated in some manner to his major occupational
or vocational interest. Once a learner's awareness and interest .
have broadened to include the related areas of the course, it
is appropriate to consider other criteria for sequencing instruc-
tion. The following is a brief case study describing how the
interest sequencing principle is used.

p—

Illustration: Jamie approached his welding teacher on the first .
day of class expressing his urgent need to repair the kicKkstand
on his motorecycle. . That afternoon during his planning period

the welding teacher and Jamie met in the lab. .In 20 minutes,

the instructor used the crack in the kickstand bracket to intro-
duce Jamie to the bastic principies of arc welding, certain

safety precautions, and several other concepts by repairing the
bracket with Jamie's close supervision. By capitalizing on
Jamie's immediate and intense interest, the instructor was later
able to introduce Jamie to a variety of skills related to arc
welding, many of which also encouraged him to improve his reading
and writing skills.

2. Logtcal Sequencing: In certain instances the nature of the sub-
ject matter will dictate that one instructional module be taught
before another. For example: one must be able to read a
thermometer prior to charting a patient's temperature. However,
the decision as to which tasks or concepts are absolutely pre-
requisite to others is seldom that simple. Generally, there is
not nearly as much reason for logical sequencing as most teachers
would like to believe. It should be realized that an individual
does not necessarily have to understand the thermo-physical
principles of arc welding before he/slie can repair a bracket;
nor does one have to be able to add three column numbers manually
before he can compute a billing if a calculator is used.

ERIC
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Illustration: Tasks that involve trouble-shooting or identifica-

tion and dzagnoszs of service problems are usually taught by
logical sequencing. Jan, a physical handicapped student, was
attemptzng to follow the basic trouble-shooting procedure out-
lined in a programmed instructional text for her introductory
electronics course. The suggested procedure was based on
inductive logic. That is, she was attempting to locate problems
in the branches of individual circuits before testing each of
the major circuits. Her instructor recommended that she use
the altermative trouble-shooting procedure based on deductive
Logic which was more appropriate to the task of locating a bad
component in a complex circuit board. This procedure enabled

-her to '"narrow down" the location of the bad component by testing

the major circuits first.

Skill Sequencing: Sequencing instructional units in a skill
development pattern is more appropriate for vocational programs
than practical arts programs. Skill sequencing has been utilized
extensively in programs where singular career ladders have been
viewed as the primary structure for instruction. . It is especially
important in short-term training programs that the person be
trained for entry-level employment (e.g., auto mechanic helper)
before additional instruction or training enabling him to be
employable as an auto mechanic is provided.

Frequency Sequencing: Frequency sequencing is a principle which
is highly consistent with the concept of career cluster analysis
which was presented in Module 4. You will remember that the
cluster analysis approach suggests that those tasks which are
common to several occupations in the cluster should be the
initial focus of the instruction. Similarly, the frequency
sequencing principle suggests that those skills which are used
most frequently on the job should be taught first. The modules
which follow are then sequenced in order of decreasing usefulness
or importance. Here again, if the training period is short, the
learner will at least have those skills which he will use most
frequently on the job. For example, in most service stations
pumping gas is more important for a service station attendant
than being able to repair threeQSpeed transmissions.

Graduated Sequencing: There are a number.of simple considerations
related to graduate sequencing which have been noted by developers
of programmed instructional materials. Johnson and Johnson (1970)
have identified seven commonly used graduated sequences:

Simple to complex

Facts of generalizations
Concrete to abstract
Practical to theoretical
Meaningful to unknown
Past to present

Present to future

NV S~ WN
J .
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Illustration: Helen was about to open a checking account because
she had just received her first check from the school district
for working as an assistant in afternoon kindergarten class.

Ms. Jenking, her learning resource room teacher, saw this as an
opportunity to reinforce and perhaps further improve Helen's
matnr srills.  Once she had learmed the practical aspects and
importance of balancing her checkbook and keeping accurate
records, the next step was to introduce units on "banking service
charges" and ''interest' since she had to be able to interpret
these on her bank statement each month. The next concept was
"borrowing money" and a discussion about how much the bank paid
her in interest for keeping her money there, and how much the
bank would charge her for borrowing money. By this time the
sequence, which had begun with the very practical, concrete,

and meaningful task of "maintaining a checking account" had
progressed to the more theoretical and somewhat abstract dis-
cussion of comparing interest rates for lending and saving.

Total Job Practice: One of the potential hazards in using the
modular or unit approach in developing instructional plans is
that learners may never get to practice the entire job. ' As the
component skills of a task are learned and practiced, it is
important that they be integrated; that is, practiced in con-
juncticn with:the previous tasks that have been learned. As
more and more tasks are learned and integrated the resulting
performance becomes involved and closely replicates the more
complex nature of total job performance. Mager and Beach (1967)
recommend that at least 5% of the total instructional time

for occupational instruction should be devoted to total job
practice. :

The Instructional Sequencing Worksheet, presented in Form V.2.1
on the following page, is designed to ‘assist instructional
personnel in reviewing different sequencing alternatives. As
many as ten modules may be sequenced according to any of the
sequencing criteria described above. By listing several modules
and examining different sequence possibilities, the occupational
and special education team can determine the sequence of modules
which is most appropriate for an individual learner.

[RESOURCE MATERIAL: Greg's Instructional Sequencing
Worksheet, Form V.2.1] ‘

Using the blank sequencing workshezet which is provided, you
should plan at least two sequences for implementing the modules
whicn you developed in the previous inservice experience.
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1. Studeng Interest Sequence A 5 .7/ / 5. 2 ol = v

Form V.2.1
INSTRUCTIONAL SEQUENCING WORKSHEET
Directiona: In section I of this worksheet list the tasks or instructional

modules tie student is to be taught in the coming weeks. You can list as
many as ten if you care to. OUnce tne tagks or modules are listed, develop

_ some¢ altemative equence for presenting these to the student, using the

tiree sequeneing criteria provided. iIhis can be done readily by writing
tie tdentification nwmbers for ‘each task/module in tne appropriate boxes.

Learner: 4&414 Course: 5214/ Z ;54& 5 Grade: 57
‘7 .

I. Tasks/Modules to be Taught

Module Title/ Module Title/

Id. No, Task Statement ) Id, No. - Task Statement

1 M coodlivothe 5/,/4’«4/ M 6 ﬂ/«mgy

o yoregier
Cc»d@lﬁxdifff 5?4*’674 442‘;a362<- /ﬁE‘z4z%E;;, ,44¢§4j?4A9¢4¢é3?

2 7
3 A/@fﬁ /MW/MW o 4"3 S il M,
4 %/,42(;/7 flwd( _.cfmf/ | Tantie. 9 A
5 M@Zy Comcslioit oA 1 —Z‘“é; Wg %n(w(

II. Alternative Ingtructional Sequences

Initial

Final

Task/Module - Task/Module

Z

fiame of Learmer: <l

Interest Sequencing Rationale: ) £

2, Graduated Sequence

Type:

3. Other types of relevant
sequences (i.e., logical,

skill,

frequency, or

total job practice): / < 7 £l e 5 A3 /0

L2 ity
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_ © Form V.2.1
‘ Reproduction iaster
’ S ‘ INSTRUCTIONAL SEQUENCING WORKSHEET

Directions: In section I of this worksheet list the tasks or instructional
modules tiie student ts to be taught in the coming weeks. ' You can list as
many as ten if you care to. Unce the tagks or modules are listed, develop
some altermative sequences for presenting thece to the. etudent, using the
tiiree sequencing eriteria provided. 1his can be done readily by writing
tne identification nwmbers for each task/module in tne appropriate bozxes.

Learner: Course: Grade:

I. Tasks/Modules to be Taught

Module Title/ Module Title/’
Id. No. Task Statement o Id. No. ~ Task Statement =
1 w_ 6
2 7
; . . . R
4 s 9
5 ) 10

II. Alternative Instruetional Sequences

Initial " Pinal
Task/Module _ Task/Module

1. Student Interest Sequence

Hame of Learmer:

Interest Sequeneing Rationale:

2. Graduated Sequence

an, -

Type:

3. Other types of relevant
sequences (i.e., logical,
skill, frequency, or
total job practice):

O
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/Self-Evaluation Checklist j,
\

Inservice Experience V.2: Sequencing Instruction

D'rections: Rate your completed Instructional Sequencing Worksheet (Form
v.2.1) on each of the following items by circling the appropriate number
in the three-point scale or by checking the appropriate blank. . After. ...
completing this evaluation, you will want to modify the planned sequences
of instruction as suggested by the evaluation. ALl responses should be
”yes” or "3, ‘

1. Hame of learner identified: yes no

2. Tasks listed are not suffi- 1 2 3 Tasks listed are related in
ciently related to permit content and can be sequenced
sequencing

3. Interest sequencing rationale 1 2 3 Interest sequencing rationale
statement is unclear statement is clear

4. Identified interest sequence 1 2 3 Specified interest sequence
does not reflect consideration reflects consideration of
of the student's learning student's learning style
style (Module 1) (Module 1)

5. Specified sequence is - 1 2 3 Specified sequence is related
unrelated to a potential to a potential career - :

’ - career interest ' interest

6. Specified sequence is not 1 2 3 Specified sequence is based
based on an avocational - on an intense avocational
interest o interest '

7. The graduate sequence of tasks/modules reflects:

a. Simple to complex yes' " no not appropriate

b. Facts to generalizations Ves no not appropriate
" c¢. Concrete to abstract yes no not appropriate

d.. Practical to theoretical yes no not appropriate

e. Meaningful to -unknown yes no not appropriate

f. Past to present yes no not appropriate

g. Present to future yes no not appropriate
Comments:

Suggestions for Modification of the Planned Sequences:

B2
-
W
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The following are specific references which can be reviewed for each

of the inservice experiences in this module. These references will offer
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Mager, R. F, Prébating Objectives for Instruction. Belmont, California:
Fearon Publishers, 1962.
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Inservice Exparienca V.2: Sequencing Instruction

Bailey, L. J., and Stadt, R. Career Education: New Approaches to Hume:.
Development. Bloomington, Illinois: McKnight Publishers, 1973.

Johnson, S. R., and Johnson, R. B. Developing Individualized Instructional
Material. Palo Alto, California: Westinghouse Learning Press, 1970.

Méger, R. F., and Beach, K. M. Developing Vocational Instruction. Palo
Alto, California: Fearon Publishers, 1967.

Popham, il. J., and Baker, E. L. Planning an Instructional Sequence.
Englewood Cliffs, New Jersey: Prentice-Hall, Inc., 1970.

Texas A & M University. 'Developing Lesson Plans.”" College Station, Texas:
Center for Career Development and Occupational Preparation, College
of Education, undated.
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MODULE 6

INSTRUCTIONAL IMPLEMENTATION

Implementing of instruction refers to those activities which usually
follow the planning of instruction and precede evaluation of learner
progress. When implementing instruction for special needs learners
several considerations are critical. Determining the appropriateness
of'instructioﬁal materials and establishing techniques for providing
feedback and reiﬁforcement are two essential considerations. -Adjusting
the learning environment for physically handicapped learners and
coordinating work experience programs as an extension of in-school

instruction are other major considerations when implementing instruction.

237

245




O

ERIC

Aruitoxt provided by Eic:

: . .
Overview -

- ol

- 7

When implementing instruction, occupational and special education
teacher;, as well as prevocational, work~study, and coop coordinators,

should be concerned with: the instructional materials they are using,
straﬁegieg‘fér ﬁfovidiné 6ptiﬁum7feéégackv;ﬁd fé£nf6rceménﬁ fbf thé iearners,
and special considerations when placing the learner on the job for training.
In addition, the modification of the learning environment to minimize

the impact of physical problems on the learning process is an important

area of concern.

As suggested in Module 5, utilizing é variety of different types of
instructional materials is often crucial to successful remediation of
learning problems for mildly handicapped.students. It goes far beyond
simply selecting a variety of media, however. Instructional personnel
need to carefully analyze each instrugtional material they intend.to use.
Once analyzed, the characteristics of the material (such as the'réading
level) should be coggéyed with the learning style characteristics (identi-
fied in Module 2) of the special needs learner which were identified in
Module 1. Inservice Experience VI.l outlines several techniques and
strategies for analyzing instructional materials to be used with special
mneeds learners. : .

Providing reinforcement and feedback to learners is an essential part
of all teaching activity. Because special needs learners frequently
exhibit atypical classroom behaviors and response patterns, it is important
that the teacher be skilled in selecting and applying the correct rein-
forcer in special situations. A number of practical behavioral management

techniques are outlined in Inservice Experience VI.2.
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Special needs learners, especially those with physical problems,
often encounter barriers in their educational experiences. It is impor-
tant that occupational and special educators minimize the impact of

physical disabilities on instructional experiences. To insure that special

" needs learners have full and equal access to education, often educators

must modify or adapt the facilities, tools, equipment, and materials they
use. Inservice Experience VI.3 offers a number of suggestibns and guide-
lines for modifying the learning environment.

Another critical area of consideration in implementing instruction
is the learner's transition from school to work. Since special needs
learnefs have historically encountered difficulty in making this transi-
tion, a numbef of different work experience/work-study programs have been
introduced to provide special needs learners with eariy and extensive
opportunities to adjust to a work environment prior té their departure

from school. Inservice Experience VI.4 will outline a number of consid-

erations for managing work experience programs for special needs learners.

Rhonda: A Case Study )

Rhonda is 15 years old and has been in the eighth grade for two years.
Last year she was retained because her teachers and parent-‘felt she was
not prepared socially to handle high school. Although she has average
abilities in neafly all areas, for the past two years (since her mother
died) she has been somewhat emotionally insecure. During the first
semester she was removed from two classes because of fighting and oﬁher

disruptive acts. Presently, she is placed in Ms. Dooley's health careers
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orientation course, physical education, and in Ms. Jenkins' resource room
for three hours daily. Ms. Jenkins works with her on recognizing and
respecting the rights of others, accepting direction and supervision, and
getting along with others.

Earlier in the year Ms. Dooley asked Ms. Jenkins to help her evaluate
the text, reference @aterials, and lab manual which Rhonda uses in the
health careers course. After applying a readability formula and another
special education materials checklist which Ms. Jepkins uses, they decided
that supplementary, low-level reading materials would have to be obtained
to replace the main text which contains“material approximaﬁely three
grade levels above Rhonda's reading level. (Inservice Experience;VI.l
describes the‘instructional materials evaluation process used by Ms. Dooley:
and Ms. Jenkins).

Knowing that Rhonda wouldlike to work part-time to have some pérsonal
spending money and help cui with her family's finances, Ms. Jenkins
discussed Rhonda's situation with Mr. Preston,lthe W.E.C.E.P., coordinator.
After reviewing‘Rhonda's records, it appears that she will e eligible fér
placement in this federilly-funded, ;art-time work experience program for
potentilal drop-outs during the final quarter. (Inservice Experience VI.4
outliines a-series of programs and considegations for planning and coordinating
work experience programs for épegial needs learners.)

Rhonda's admittance‘to the W.E.C.E.P. program, however, depends tpon
her continued, improved performance in the health careexs class and resource
room. Ms. Jenkins and Ms., Dooley developed a coﬁtingency contractg(which
was also signed by Rhonda) indicating that before she would be placed in

W.E.C.E.P. during the final quarter, shévwould: (1) attend all of her

classes without an unexcused absence for six weeks, and (2) carry out all




of her assignments without arguing. (Contingency contracting and other
reinforcement techniques are described in Inservice Ekperience VI.2.)

3
,/—‘“‘\

[ \
\ Goals ]
-

Condition: Given the responsibility to initiate and develop
‘ career-oriented educational experiences for special
needs learners, upon completion of this module, the
inservice participant will:

Performance - '
Competencies: 1. Analyze instructional materials as to their

appropriateness for special needs learners.

2. Provide appropriate feedback and reinforcement
for desired performance by special needs
learners.

3. Modify or adapt the learning environment to
minimize barriers to learning for special
’ needs learners.

4. Plan and coordinate work experience programs
designed 'to servé ‘special needs learmers.

~
<ernservice Experience Descriptions 4/)

This module includes four inservice experiences that are directed
toward assisting occupational and special educators in implementing instruc-
tional programs. Each of the experiences is described below to assist the
inservice participant in selecting those inservice experiences pertinent
to their inservice needs or situation.

Inservice Experience No. VI.1:
ANALYZING INSTRUCTIONAL MATERIALS

This inservice experience focuses on the assessment of one or more
specific instructional materials to be used with a special needs learner.
The product of this experience is a completed evaluation of the instructional
material which will include, among other considerations, an assessment of
the reading level of the material.
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Inservice Experience do. VI.Z:
PROVIDING REINFORCEWENT AND Fist’ DBACK

This inservice experience will introduce or re-acquaint you with a
series of specific principles of behavioral management in the classroom.

. A contingency contract is presented and discussed as a format for operation-

alizing a number of behavioral management principles. In selected instances,
teachers or coordinators may choose to use the contingency contract format
with special needs learners who exhibit extreme behavioral problems in the
school or work setting. The product of this experience is a completed
contingency contract for one or more special needs learners.

| Inservice Experience VI. 3:
MODIFYING THE LEARNING EWNVIRONMENT

¢

Several considerations for modifying the facilities, equipment, tools,
and materials are presented in this experience. The outcome of this
experience is a completed worksheet which identifies the modifications
needed in the educational environment for a special needs learner.

Inservice Experience VI.4:
PLAWNING AND COORDINATING WORK EXPERIEWNCE PROGRAMS

This inservice experience presents and discusses a number of special
considerations to be made by coordinators and teacher-coordinators in
adapting their work experience programs to accommodate special needs learners.
The outcome of this experience is a familiarization with these various
unique considerations to be made in managing cooperative work experience
programs for special needs learners. WNOTE: This experience is appropriate
for those teachers or teacher-coordinators who either have or will have
responsibility for placement and supervision of special needs learners
on part-time jobs.
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( Inservice Experience Selector /)
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Following consultation with the inservice director, I (we) have
decided to undertake and complete the Inservice Experiences checked

(/) below for Module 6.

Inservice Experience VI.1: Date:

~"Analyzing Ihstructional
‘Materials

Inservice Experience VI.2: ' ‘School:

Providing Reinforcement
and Feedback

Inservice Experience VI.3: Inservice Director:
Modifying the Learning
Environment

Inservice Experience VI.4:
Planning and Coordinating
Work Experience Programs

Participant Name (s)
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INSERVICE EXPERIENCE VI.1:

ANALYZIWG INSTRUCTIOWAL MATERIALS

Analysis of'the specific instructional materials to be used with
.sbecial needs learners is critical to effectivel& implementing individualized
instruction. To be effective, instructional materials, like many of the
other program components, musz be individually tailored to the learning
style and level of the special needs student.

Module 1 presented two inservice experiences related to assessment of
learning styles. Experience I.2 focused on analysié of learning strengths
and weaknesses, while Experience I.3 incorporated this aséessment data in
the development of a learning prescription which outlined different instruc-
tional media appropriate for the learner. As suggested by the learning

prescription, a multitude of different types of instructional materials

can be used with special needs learners. . -

-
(/;;idelines and Suggestions >

The following guidelines and suggestions will be helpful in evaluating
the appropriateness of teacher-made or commercially—produqed instructional
materigls for a special needs learner. Once you have finished reviewing
the following guidelines, you should select an instructional material you
are currently using and evaluate it in accordaﬁce with the guidelings.

1. If the material being evaluated includes written narrative
that the learner has to read, it is critical to determine
the readability level of the material. Readability is
defined as the relationship- of the reading level of printed
material to the abilities of the learner. Readable, printed
materials, which could include texts, reference materials,
workbooks, worksheets, classroom tests, or other forms of
instructional materials, are materials which have qualities
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(of format, style, and level) that match the learner's
abilities. Phillips broadly interprets readability to include
o ~ such factors as: legibility, interest, and ease of under-
' standing. '

\-

2. The FOG Index (developed by Robert Gunning) has become
recognized as an efficient and reasonably accurate measure
of reading level of materials for the secondary level.
Three simple steps are required in applying the FOG
Index to determine the reading. level of any 1nstructional
material:

a. Take several samples of 100 words each, spaced evenly
throughout the material. Count the number of sentences
in each sample. (Stop the sentence count with the
sentence ending nearest the 100 word limit.) Divide
the total number of words in the sample (100) by the
number of sentences. This gives you the average
sentence length. Record this figure.

b. Using the same samples, count the number-of-words that
have three or more syllables Do not count words that
are:

e capitalized ‘

combinations of short, easy words (e.g.; bookkeeper)

o verb forms made into three syllables by adding -ed,
~es (e.g., created)

’ : : - Record this number directly under the figure obtained in
the first step.

1

c. The FOG Index is determined by totalling the two factors °
just recorded (average sentence length and number of three
syllable words in the sample), and multiplying the total
by .4 (four tenths). This gives you the approximate grade

level of the written material. It should be noted, however,
that this estimate tends to run somewhat high with more
difficult materials.

3. A worksheet is provided on Form VI.l.l to assist you with computing
the FOG Index using the previously stated procedures. It is ‘
recommended that a minimum of three 100 word samples be used, and
that an average of the reading levels for each sample be ‘used as
the final estimate of the reading level of the material.

[RESOURCE MATERIAL: FCG Readability Index
Worksheet, Form VI.1.1]

4. As suggested earlier, readability formulas can be used for
several purposes in addition to assessing the reading level of
materials. The FOG Index may also be used:

a. To check the readability of worksheets and exercises
given to ~-dents. '
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b. To point out lengthy sentence structure that is
likely to inhibit comprehension.

c. To point out words that are likely to be problems
for selected learners.

d. As a tool for rechecking teacher-prepared materials
after they have been rewritten.

5. In addition to reading level, several other factors need to be
considered in selecting text materials to be used by special
needs learners. :

a. Double column pages provide for easier eye move=-
ment and tend to be more legible.

b. Type face should be 10-12 points in size in order
to be easily read by most learners. Enlarged
print materials have been commonly used with
visually impaired learners.

c¢. Black printing on dull-finished white paper
tends to provide for optimum legibility.

d. Generous spacing between lines and wider margins
are also conducive to increased reading comprehension.

6. Perhaps the most crucial consideration in selecting reading
material is its compatibility with the learmer's interest.
Generally speaking, the reading ability an individual demn—:~
strates can be expected to increase by as much as two ful.
grades if the reader's interest is high.

7. Once these e¢ssential characteristics of the instructional
material have been identified, it is imperative that they
be compared with the characteristics of the learner in
question. A review of the learner analysis profile and
learning prescription (from Module 1) should be made before
a final decision on possible use of the material is made.

8. Another consideration in evaluating instructional material
- has to do with content validity and format appropriateness.
A series of questions can be addressed on both of these
points. The Instructional Materials Checklist (Form VI.1.2)
" on the following pages includes 20 items that focus content
validity and format appropriateness. All instructional
materials used with special needs learners (including audio-
visual materials) should be evaluated with this or a similar
checklist to determine their appropriateness.

[RESOURCE MATERIAL: Instructional Materials
Checklist, Form VI.1.2]
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Form VI.1.1
Reproduction laster
FOG READABILITY IWDEX WORKSHELT

-%itle: Type of Material:
(e.g., textboolk, test, procedure manual)

Sample 1 (100 words from page no. )

a. No. of sentences in the sample

b. ____~ Average sentence length (100 divided by a. above)
é. —_ o. of 3 syllable words in the sample

d. Sum of (b) and (c) above

X.4 Multiplication factor

Reading level for Sample 1

|

Sample 2 (100 words from page no. )

a. ___ No. of sentences in the sample

B. —___ average sentence length (100 divided by a. above)
vé.__;_i;b.ﬁo; §f 3Hsyl1a5ié.woras iﬁ théksémpié | |
d. . éum of (b) and (c) above

X.4  Multiplication factor

! teading level for Sample 2

&

Sample 3 (100 words from page no. __ )
a. ____ No. of sentences in the sample
b. ____ Average sentence length (100 divided by a. above)
€. _____ No. of 3 syllable words in the sample
d. Sum of (b) and (c) above
X. 4 Mu%tiplication factor [———————————‘ | AVERAGE READING LEVEL
- FOR ALL THREE SA/PLES

Reading level for Sample'3

| o
o
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Form VI.1.2
Reproduction Master
(1 of 3)

INSTRUCTIONAL MATERIALS CHECKLIST
Directions: Commercially-produced or teacher-prepared materials can be
evaluated using the review criteria listed below. Both oceupational and

special educators snould assess the material prior to purchase or final
revision (if teacher prepared). ‘

Title: . Evaluators:

Media Type (film, book, etc.:)

Source: Date:
Rating Inappropriate
Lo Hi Criteria (check)
1. Is the instructional material potentially 1 2 3 ‘

interesting for the learner(s) for whom
it is intended? ’

2. Are the skills/knowledges/attitudes it 1 2 3

will develop appropriate for the
learner?
3. Are the skills/knowledges/at;itudés it 1 2 3

will develop consistent with the
instructional objectives of the unit?

4, Does the material contain explicitly 1 2 3
stated goals so that students and v
teachers alike will be able to evaluate
their performance?

5. To what extent is the material controlled 1 2 3
to provide the appropriate reinfcrcement :
for correct responses and near correct

responses? :

6. To what extent can students actively 1 2 3
participate with the instructional :
material?

7. .To what extent are the materials useful 1 2 3

with both individuals and groups?

8. Are the directions for using the material 1 2 3
too complex for teachers and/or learners
to readily understand?




Tk

10.

11.

12,

13.

14.

15,

16.

17.

18.

15.

To what extent is the material flexible
c¢nough to permit additions, deletions, or
modification of content?

To what extent is the material portable

Jand readily available from the

distributor or manufacturer?

To what extent has the material been pre-
tested, pilot tested, and evaluated with
different special needs populations?

To what extent does the material permit
the teacher to evaluate diagnostica™ 'y
a student's level of performance *

". determine where the learner should

begin?

Are there cost-~benefit considerations
to be made in using this material?
Will the material produce results that
outweigh' the costs?

Will the material have to be adapted to
another media form (e.g., braille,
enlarged print, etc.) for visually
handicapped learners?

Will the material have to be adapted to
another media or format for orthope-
dically handicapped learners (e. g., self-
instructional packages for homebound
instruction)?

Will the material have to be adapted to
another media (e.g., cassette/audio
tapes to print) for hearing 1mpa1red

. learners?

Are the illustrations/pictures appro-
priate for special needs learners?

Is the material sufflc;ently durable for

'“cldssroom or lab use?

‘Are sufficient and appropriate examples

or applications used to realistically
present the information?
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Rating
Lo “HL
1 2 3
12 3
1.2 3
1 2 3
1 2 3
1 2 3
1 2 3
1 2 3
1 23
1 2 3.
12 3

Form VI.1.2

Reproduction Master

(2 of 3)

Inappropriate

Criteria (check)




. Forin _'/'I. 1.8
Reproduction laster
(3 of 3)

20. Other considerations/criteria:

21. DISPOSITION (Check one): \ Do not purchase and/or use

Purchase and/or use 'as is"

Purchase and/or use after
modification ‘
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9. Finally, it is important that the results from the readability
analysis or instructional materials checklist be-utilized.
If the materials zppear to be inappropriate, teachers must
have a commitment to revising the material(s) or locating new
' ' material(s) that are appropriate and usable. Often the
results from these evaluations can be used to convince adminis-
trators of the need to purchase new or modified materials.

//ﬁ, . ‘\\
K\felf—Check Evaluation J

Inservice Experience VI.l: Analyzing Instructional Materials

Directions: After evaluating at least one instructional material with
both the FOG Readability Index and the Instructional Materials Checklist,
you will want to use this self-evaluation to determine the adequacy of
your evaluation of the selected instructional material(s).

FOG Readability Index

1. Were several samples (at least 3) used in calculating the FOG Index
(reading level)? yes . no

2. Were the reading levels accurately computed? ves no

}  , 3. Was an average reading level factor computed using all samples?
. yes - no

4. Was any action taken to modify or replace the material after the
reading level was determined? yes no
If yes, please describe the action taken: '

Instructional Matefials Checklist

‘1. Was more than one person involved in evaluation of the instructional
material (s)?

yes no
. .

2. 'Were responses provided for each of the 19 criteria? yes

3. Was any action taken to purchase, modify, or replace the material(s)
- based on the results of the Instructional Materials Checklist?

yes no

If yes, please describe the action taken:
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INSERVICE EXPERIENCE VI.Z:

PROVIDIWG REINFORCEMENT AND FEEDBACK

Instructional pe;sonnel are continuously involved in providing rein-
forcement and feedback to learners in educational settings. The pfesence
of special needs learners tends to increase the difficulty of this task
for the teacher because of their atypical behavioral or learning style.
Wallace and Kauffman (1973)Anote that iﬁ.is unlikely that teachers will
be successful in remediéting academic or school learﬂing skills if they
are not skillful in managing classroom behavior.

Although it has been practiced and used informally for a number of
years, recently educators have begun to systematically use behavior
‘modification in all types of instructional situvations. Behavior modifi-
cation refers to anf.systematic arrangement of environmental events

that produce a specific change in observable behavior (Wallace and

"Kauffman, 1973).

\ Guidelines and Suggestions_;:>

Listed below are several suggestions and techniques for providing
reinforcement‘and feedback that can be used by occupational and special
educators. It is important that all teachers working with the special
neéds learner be aware of the reinforcement arranéements,and scheduling.
Coordination apd communication is important in planning, as well as
imp;ementing the uge of such reinforcers as the opportunity to go to
the shop during a free hour or study hall. In some instances it will
be necessary to coordinafc reinforéement and feedback plans with parents

and employers.
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Once you have finished reviewing these guidelines and suggeétions you
should consider developing a formal plan for providing feedback and rein-
' forcement similar to the one presented in the Contingency Contracting

form (Form VI.2.1l).

1. The first consideration involves identifying the target
behavior. A decision has to be made as to whether the
target behavior is to be positively reinforced to strengthen
it, or negatively reinforced to eliminate it. Identifica-
tion and specification of the target behavior is an essential
first step. An example of a stated target behavior can be
found on the Contingency Contracting form on the following

page.

[RESOURCE MATERIAL: Contingency Contracting Form,
Form VI.2.1]

2., Selection of the reinforcer to be provided for the learner
is perhaps the most critical step. To be effective a rein-
forcer or r ward must be:

® highly desirable in the learner's eyes
© not obtainable elsewhere

In many instances, the best way to determine the appropriate
reinforcer for a special needs learner is to simply ask what
he or she would enjoy doing most from a range of possible
activities. Special education teachers and counselors are
also excellent sources of this kind of information.

3. Homme (1970) has developed an approach for providing rein-
forcers in the form of an agreement or contract. The learner
‘benefits from an explicit statement of the relationship
between present behaviors and the consequences of such behavior.
A negotiated contract between the learner and teacher states
that the teacher will provide a desired reinforcer after the
-learner demonstrates the desired target behavior. A contin-
gency contract can be either verbal or written, but must be
similar to any good business contract, i.e., fair to both
parties; clear and concise statement of terms, be adhered to,
and provide a positive incentive. The Contingency Con-
tracting Form on the following page presents an illustration
of a written contingency contract that can be developed and
used, in which special and occupational educators are jointly
involved in monitoring the learner's performance.

4. 1Initially, reinforcement/feedback must be provided immediately
following the behavior on a continuous schedule, At first,
the reinforcement will probably be provided only for a small
bit of demonstrated performance.
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S. lldnaging tae delivery of continuous, immediate reinforcement
in a large class is virtually impossible. It is helpful to
astablish a secondary system cof providing credit points that
the learne: can accumulatz. A tokep gystem, or green—-stamp
program, is also a functicual technique for reinforcing
desired behavior. Accuwulation of points influences the

. learner to act ‘in acrordance with the desired outcome or

. goal. Point systems and cuarcs have also beex used by both
occupational and special education tcachers and can serve
as functional secondary reinforcement systems.

6. When you are concerned with the development of new skills
or behaviors, it is especially important that the learner .
be reinforced after every correct performance. Random or
intermittent patterns of reinforcement should be used only
after the new skill or behavior has stabilized.

7. Initially it is important to frequently use tangible rein-
forcers (e.g., tokens, or an.opportunity to work on a
personal project). These tangible reinforcers should always
be paired with .a social stimulus (i.e., positive recognition
by teachers or peers). Gradually the tangible reinforcers
can be removed‘and shifts made to reinforcers that are less
artificial and more natural.

8. Modifying behavior for many learners involves the principle
of successive approximations. An analysis of the target
behavior can be dune to determine the different components
or natural steps involved in acquiring the target behavior.
Reinforcement is then provided as each of these natural
steps is attained. The initial performance requested of
the learner is a small, easy-to-perform part of the expected
final performance. If the requested performanéé is too
difficult or beyond the learner's ability or level of com-
prehension, no amount of reinforcement or reward will help.

For example, if you are concerned about getting a learner
"~ to clean up the lab or classroom, have him begin by putting
away the tools, then cleaning the machine, and finally
sveeping the floor; as opposed to simply directing him to
"elean up."

9. To eliminate certain behaviors, it is helpful to find and use
behaviors that either oppose or are incompatible with the
learner's undesired behavior. In a classroom setting, when
another nearby learner is performing the task correctly, a
heavy dose of reinforcement for the correct performance will
likely diminish the incorrect behavior. Quick elimination
of reinforcing behavior is also effective. If teacher
attention is reinforcing for the learner, such attention
should not be‘provided when a performance is incompatible
with the target bLehavior.

o 962
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Form VI.2.1

CONTINGENCY CONTRACTING FORM

Jote:  Contingenen contracting ean be done on either a verbal or written

ne

basis.,  The form belov is an example of the less frequently used
oritten contract form,

Contingency Contract

involving

Instructor(s): . Learner:

s 75 4

Date: )[{;Z’( vy
TARGET PERFORMANCE: - 'i

//‘)/"’//"l ! R

L LA
I7 the above ctated target performance is suecess fully demonstrated by

:f:e Lecmer, the incentives/revards listed below will be provided by the
srropriate Dustructional stafl, y

+

THCENTIVES/RIUARDS:

félfé/*~427jéé «4?4;&@222;//‘? . 4 iy ' 27

M% LZM/Z, //)st/céﬁm__,‘r_

/ﬂﬁlﬁézj 2z (f}?) J/¢{44117/29 /1raka_v44x32f/ JZ?L.¢¢Q>4

Signatures

Learner: Instructor(s):

2 . , S 7
Cori) Fpe ol . 74_4%/ j@/ﬂﬂ/

Qogrca. Jonbine
Nate: {//g ,/75'
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~10. ‘thenever possible, stimuli that are aversive should be removed
from the learning situation. If, for instance, the learner
encounters difficulty when working in teams with certain class-
mates, it is best to arrange the team assignments so that
problems are avoided and the learner works with team members
that can provide positive reinforcement for desired behaviors.-
Removal of aversive stimuli diminishes the negative reinforce-
ment which causes or perpetuates the undesired behavior.

1l. Rewards and reinforcers should be keyed to performance and not
obedience. Rewards given for accomplishment of desirable goals
are much better than simply requiring learners to comply with
any standards of the system, which they do not sece as desirable
for themselves or the system. Rewarding students for accomplish-
ment will lead to independence, while continuously rewarding
them for obedience will tend to make them dependent.

12. A simple and practical principle of behavioral management was
formulated by Premack. The Premack Principle states that:
"anything a learner likes to do more can be used to reinforce
any ‘behavior he likes to do less." Through observation and
getting to know learners, teachers are able to determine their
preferences. lighly preferred activities can then be used to
reinforce less preferred activities. The greater the dif-
ference in preference between the two activities, the greater
the reinforecing power of the preferred activity. Listed
below are two arrangements that could be used to operationalize
the Premack Principle in occupational programs.

Learner's Preference Reinforcement Avrangement

Learmer prejers working on his Provide an opportunity to work
"otochclﬁ to completing a on the motorecycle contingent
uGL ding exercise. upon success ful completicn

of the welding exercise.

Learmer chooses to sit in the tlake access to the reading
elassroom and read instead materials cortingent upon
of engaging in lab activities. opservation in the lab.

Later make-access to the
materials contingent upon
participation.

13. Obviously, several specific considerations should be made in design-
ing and 1mplement1ng procedures for providing reinforcement or
feedback. Gold has identified one rule that is critical to pro-
viding feedback to learners as they perform manual tasks. The
Rule of Diminishing Feedback states that:

Eaen time an instrucior corrects an error that /as .
seen made previously, enough information to correct

the error should be provided, dut less information
than tne time before.

2641
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I1f, for instance, a learner is haviung trouble setting the

feed and speed on a machine lathe, the instructor might
indicate what the appropriate combination of feed and speed

is for the material being machined. If the learner encounters
trouble with feed and speed settings in a later operation, the
instructor might provide feedback only on the appropriate
speed. Limiting successive feedback in this way provides an
incentive for the learner to internalize feedback when it.is
provided.

14. Another guideline for behavioral management has to do with
the use of group contingencies. In certain situations
teachers will find it useful to manage the providing of
reinforcerwent on a group basis instead of an individual basis.
In such instances, each member of the group must exhibit the
desired behavior before the reinforcement is provided. This
technique is commonly used by industrial education teachers
who make dismissal of the class contingent upon the completion
of each class member's clean-up responsibilities. In situa-
tions like this, peers will give encouragement, or distract
other learners as little as possible in order to obtain the
reinforcement. Care must be taken, however, to insure that
the failure of one learner does not result in punishment for
the entire class.

15. Once desired target behaviors are attained or obtained, there
are several techni-i=s that can be used to maintain them.
These maintenarc. *;-zhniques include:

o gradually reducing the frequency and/or
amount of reinforcement provided

o gradually delaying the reinforcement after
performance

o gradually fading from artificial to natural
reinforcers

o reinforcing self-control behaviors

16. 1t is imperative that the behavioral management program be
coordinated with all ¢ i« learners' teachers, as well as
his parents. If the . ..get behavior is to increase school
attendance and decrea.e tardiness when the learner is in
school, this will obviously require the cooperation and
participation of sclicol personnel and parents in providing
the necessary reinforcenent.

o | | 265
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Form VI.2.1
Reproduction Master
CONTINGENCY CONTRACTING FORM

Jdote: Continagenen contracting ean be Jdone on eitiier a verbal or written
basts. The form belov is an cxamrle of the less freausntly used
written contract form,

Continpgency Contract

involving

Instructor(s): Learner:

Date:

TARGET PERFORMANCE:

If the acve ctated target performmce is successfully demométrated i
tre learmer, the ineentives/revards listed below will be provided by the
arpropriate ingtructional staff.

TIUCENTIVES/REVARDS :

Signatures

Learner: ' Instructor(s):

Date:

ERIC - -
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<\Self-Check Lvaluation</>

Inservice Lxperience VI.2:. . Providing Reinforcement and Feedback

Directions: If jou elected to develop a written contingency contract

(Form VI.2.1), the items below will nelp you to evaluate the adequacy o
ene contract you nave developed. If you can respond positively to eaci

of the questions, you have successfully completed the inservice experience.
de sure to modify the contract as suggested by tae evaluation, if necessary.

1. Are the instructors and learner who initiated the contract clearly

identified? yes no
‘2. Is the target performance observable? yes no
3. 1Is the target performance measurable? yes no

4. 1Is the target performance a reasonable
expectation for this learner? yes no

5. Are the incentives/rewards listed sub-
stantial enough to generate the target
performance? yes no

6. Are the conditions of the contract

clearly stated? yes no
7.. Is the contract fair to both parties? yes no
8. Are all of the parties affected by the
contract (counselors, parents, other
teachers) etc.) awvare of its existence? yes no
g?
Comments:

Suggestions for ilodification of the Contingency Contract:




LJUSLRVICE LXPLRILGCLE VI.3:

HODIFYIL.!G TiL LEARI'IVG LuVIROMG@EIT

.. In more recent ye;fé”éducators anu parents alilke have become concerned

« about the adjustment of facilities, tools, and equipment'used“iu occupa-

tional pfogfams by special needs learners. In the past, some special

needs learners have ﬁot been édmitted to or adequately served in occupa-

tionallprobrams because of existing, non-adaptive facilities or equipment.

iiowever, recently federal and state legislation‘has facilitated tne

removal of architectural and otiier physical barriers vhich might prohibit

or limit handicapped learners from participating fully in occupational,

as well as other educational programs.

<:7 Guidelines and Suggestions )

A number of general suggestions can be made for possible adaptations

of equipment and facilities for learners with different physiéal\handigaps.
It is important to remember, iiowever, that specific modifications will be
based on the needs of individual learners, and that these physical adjust-
ments will vary greatly even among learners having the same disabilit?.

If you currently are teaching learners who require modification of the
learnihg environment, you should complete the knvironmental iiodification
tJorksiieet (Form VI.3.1l) after reviewing the following guidelines and

suggestions.

1. ‘Gtiodifying facilities and equipment requires assessment of
the needs of individual learners first of all. Reference
shiould be made to the Learner Analysis Profile or Learning

" Prescription wiich was developed in'liodule 'l to revieu the’
particular needs of individual learners. liodification in
facilities, tools, equipment, and materiais should only be
made to the extent that permits the learner to engage in a

meaningful and productive learning experiences.
g :
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2. Uhenever possible, regular tools, equipment, and materials
should be used so as to not over coddle special learners.
Care must be tuaken so special materials and equipment are
used only when necessary, thereby minimizing the attitude
that special considerations are always necessary for
physically handicapped persons.

3. One of the most jimportant considerations in planning or

- adapting an envircnment for special needs learners is
flexibility. Does the existing environment take into
account that special needs learners will work at different
rates? Does the setting enable the learners to use dif-
ferent materials and different learning methods at the
same time? Does the environment offer different work
surface heights to accommodate learners who prefer to sit,
stand, or lounge? Does the room have different sub-spaces
for reading, lab work, discussion, listening, or viewing
¢=lf-instructional media? For the environment to be
attractive and stimulating for learners with learning and
behavioral problems, it must be flexible enough to accommo-
date the individual preferences and needs of such learners.

4. Color is another important consideration. Selection of basic
colors and color combinations will depend largely upon the
characteristics of the special needs learners being served.
Darker, depressing tones may be helpful in working with learners
who are hyperactive, while brighter colors (yellows and reds)
may be helpful in stimulating learners who are apathetic and
despondent.

5. Yuker and his co-authors (1967) have identified four general
types of school equipment that can be used to meet the
individual needs of physically handicapped learners.

Stanazrd unmodified school equipment

Standard equipment that has been modified .
Specially designed, commercially available equipment
Specially adapted equipment for individual learners

6. The Lnvironmental iodification Worksheet (Form VI.3.1) can be
used bv occupational and special education teachers to deternmine
the mc ifications needed prior to placing a physically handicapped
learner in an occupational program. As shown by the example, in
most cases only one or two sections of the worksheet will need to
be completed--unless the learner is multiply handicapped. Com-
pletion of the worksheet provides both the teachers with a better
understanding of the changes needing to be made.

[RESOURCE MATERIAL: Environmental Modification
Worksheet, Form VI.3.1] :
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Form VI. 3.1
ENVIRONMENTAL MODIFICATION WORKSUHEET

Directions: For the special needs learmer identified below, list the ‘
modi fieations which are necessary to accommodate this learmer in the

tdentified occupational program,

2 .
Learner: M Occupational Program: dﬁ >y Q“ Z Z /_{Zz :7“_‘.4,‘?

Occupational Instructor: (o rais é‘e
. I
Special Education Instructor: ‘,Z,j )Z]M
/

1. Modifications for Hearing Impairment: ) (e ) . ‘.
o peotaer wnel cwetfld (o anx m _ M) & WZ@ /g/&/#
il iiniials cntone Ble imepen S @boii e Lte Loncdin”

S Lnat setariy sl 2 Modilen £ /m«zxz&e*?j oo Zecs S

- e % Zf,/}f.-azd/(;lm/ﬂd " stz ’J ;

& 4 :

2. Modifications for Visual Impairment:

g S aamnd

3. Modifications for Orthopedic Impairment:

> -
/?Z:- e /é’yzz&&“/

4, Other Modifications:
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7.

Few, if any, modlflcaLloub are usually required for deaf or iiearing

impaired learners.  Tuo specific modifications are suggested by
Szoke and Vest (1976) however:

¢ A\ red light installed next to the suitch Lndlcatnnb
wien tie machine is in operation

s Bells connected to a light that turns on when tiwe
~ bell rings. This is applicable on typewriters, class
Lells, timers, fire alarms, emergency stop procedures

The degree of equipment modification required for visually handi~

capped learners will depend upou the type and extent of vision
loss. An orderly and non-altered environment is important to
the safety and mobility of blind learners in a lab situation.
Some other modificiations such as the following may also be
needed (szoke aud Vest, 1976):

e Control dlals and switches which are easily accessible;
special control dials with tie actual rather than visual
markings--for this one can use brailled tape or raised
marks (e.g., dots of Elmer's glue)

» Auditory rather than visual warning signals

o Guard plates (wiere feasible) on power equipment
» Specially designed comuwunication and measuring tools
and other devices arve available and should be consid-
ered for the visually impaired student on an individual
basis. These include: Braille shorthand machines and
stenotype devices, adapted calculators, equipment for
preparing raised line drawings, light detectors that emit
a sound stimulus, audible multimeter, audible electronic
level, brailled micrometers, calipers and rulers, sound
monitors for indicator lamps, automatic fluid measuring
devices for darkroom work, Braille bevel protractors,
vernier rules, transformer testers, and feed indicators
for lathes ) .
Several facility and equipment modifications.may be ngcessary
implementing instruction for orthopedically hiandicapped learners

(students- in wheelchairs, on crutches, or with artificial limbs)
(Szoke and Vest, 1976): :

Facilities:
¢ Absence of obstructions, ample space botween aisles and
around power equipment, storage areas for students in-

wheelchairs

» .on-skid floor to fdc111tat handling of crutches
and wireelenairs

271

2067



O

ERIC

Aruitoxt provided by Eic:

Alterations in neigiut ot worli benchws, storage cabinets,
etc.~-~typically tlhiese have to Le ilowared and recessed
to accomnodate students in wheelchiits

Simple handles rather than knobs on cabinets for amputees
wvith prostheses ‘

Mobile demonstration table tunat can i .- d from student
to student

Sinks and water controls suould be acc. . .ille to students
in wieelchairs-—--batwing faucets that require minimal
manual dexteritv for manipulation and gooseneck spigots
that allow f-o -reater ease of operation by providing
ample roo:r = - ~n the sink and the spigot are especially
helpful for : students with upper extrewity orthopedic
involvement

Equiprent:

Guard plates (vhere feasible) on power equipment; machine
switches on power equipment may need to be moved for
easier accessibility

Sem.. . ationary equipment should be put on variable

height bases

Regular equipment may neec¢ to be adapted, e.g., iiand
controls added to machines usually operated by foot

controls

Special light weight hand tools or tools with extra
large handles for easy use by students with weak hands



Form VI.3.1
Reproduction Master

ENVIRONMENTAL MODIFICATION WORKSHEET
Directions: For the special needs learmer tdentified below, list the

modi fications which are necessary to accommodate this learmer in the
tdentified occupational program.

Learner: = Occipational Program:

Occupational Instructor:

Special Education Instructor:

1, Modifications for Hearing Impairment:

2. Modifications for Visual Impairment:

3. Modifications for Orthopedic Impairment:

LI

4, Other Modifications:
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<:Self-Check Lvaluation >

Inservice Experience VI.3: Modifying'the Learning Lnviroament 4

Directions: If you are currently working with a special needs learmer(s)"
with a pnysical disability of some type, you may find it necessary to use
the snvironmental Modification Worksheet. For each of the items below,
rate your completed Environmental “odification Worksheet. If you are
unable to rate your worksheet at "3" on each item, modify the worksheet

aceordingly.
1. Completed by only . 1 2 3 Completed by consulting an
one teacher appropriate teacher or
specialist
2. Learner assessment infor- 1 2 3 Learner assessment infor-
mation not reviewed mation reviewed to gain full
understanding of Jdisabiliiy
3. Modifications not fully 1 2 3 Appropriate modifications
or adequately described ' ' fully and adequately described
4., Suggested modifications 1 2 3 Suggested modifications are
may be necessary absolutely necessary to

accommodate this learner

Comments:

Suggestions for Modification of the Environmental Modification Worksheet:
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THSERVLCE EXAPERLLUCL V0.4:

PLANNLIG AdD COORDIVATIUG WORK LXPLRILHCE PROGRAMS

(/;;idelines and Suggestions ;

HOTE:  This experience is appropriuate for those teachers or scacher-
coordinators who either have or will nave responstvtlity for placemeni.
and supervisi  of spectal needs leurmers on part-time jobs at the junior

or senior aly.e school lLevel.

Much has been written about the use of cooperative education or work
study qé a meaningful and essential component of a comprehensive occupa-
tional program for special needs learners. Work experience programs wvill
Le defined here to include all types of programs that involve the learner
in some form of part-time work as part of his or her educational program.

dumerous suggestions and principles for planning and coordinating work
experience programs are provided in several texts. Two of the more com-

plete and popular reference texts are: Mason and ilaines, Cooperative

Uccupational Education. Danville, Illinois: Interstate Printers & Publishers,

1972, and Kimbrell and Vineyard, Strategies for Implementing Work ..ierience

Programs. Bloomington, Illinois: McKnight Publishers, 1972. These texts
2 i seweral ¢ther manuals provide background information, guidelines and
s:gaestions fcr all facets of planning and coordinating work experiehce
prcgrams. The reader should become familiar With at least one of these
texts, since many ol iltie principles related to managing work experience

programs are the sile Lrrespective of the type of learner involved.

) h I

v

The sug;estions and puidelines provided hereir will focus on the special

corsiderations to be made when work experience programs are being planned

N
~1!
N

(o)
=
Ol



we implemented with individual special needs learners.-:

L. Several different types of work experience programs have been
initiated over the years. ilason (1Y70) has developed a de-
scriptive table (Form VI.4.1) illustrating three basic approaches
for using the work environment as part of the educational
-process. This table describes several of the basic differences:
amony each tvpe of program.

SF

(HRac0inCy MATERIAL:  Compardson o;
% .

f Turege Plans Jsing

Envirvomient, Fopm U70401]

2 A number of special work experieuce programs have also appeared
on the scene. Three of the are more fully described in Form
VI.4.2 on the following page. In addition to i:hose described
here the Vocational Rehabilitation Service also provides a
propram involving work experience for special needs learners.

JRCY MATERIAL:  Seleected Cooperative Programs for
ieeds Learmers, Form VI.4:2]

Speera
3. An effective work experience program for special needs learners
requires close coordinat.on among various in-school and out-of-
school agencies. Labor unions, the Employment Service and
. Vocational Rehabilitation are just three of the community
agencies or groups that the coordinator must deal with effectively
and continuously. A clear understanding of all facets of tie
program is needed by all of these groups. The community resource
inventory or resource cards developed in ifodule 3 may be helpful
in locating contact persons for cach of these agencies or groups.
4. Vocational Rehabilitation provides a variety of services and
treining opportunities for different individuals with special
needs. Placement, remedial, and diagnostic services are just
a few of the major services provided. Coordinators should be
sure t.at each learner is registered witi: the agency as soon
as he/she is eligible. If a community resource inventory was
developed in tlodule 3, the name of the contact person is
probably listed on the inventory.

5. kffective related instruction for learners placed in part-tiume
employment recuires a detailed analysis of the social and occupa-
tionai components of the job. The reyuirements of each job under
consideration should be analyzed and related to the students in
the pre ram. Smith (1974) suggests that tlie wajor factors for
job anulysis should include:

» The specitic type ef job, level of competenc. required,
and amount of previous exper7ence required.

. i . -+ . .
s iuployment procedures, credentials/certificates needed,
and degree of involvement wiéh labor unious required.

|
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Form vI. 4.1

Comparison of Three Plans Using the Work Environment!

Componants or Cooperative Work- Wark
Characteristics Education Study - Experienca
1. Established Yes, primary Sometimes yes, No, but
Career objective is established in some sometimes
Objective entry employ- vocational field. has general
by Student ment training Program objective education
toward career is usually earning values
power and motiva-
tion for student
2 Classroom Yes Not necessarily No
Imstruction
Related to
the Career S
Objective e
3. Established Yes Not usually No
Training
Station and
Close Super-
vision by School
4. On-the-Job. Yes No No
Tra‘ning
Ban
3. Pzid Employment Yes, usually Yes, (in some Not
by profit- plans through necessarily
making government
business subsidy)
6. An Acuisory Yes No No
Committee Used S
7. VYocational Yes No No
Youth Group
Correlated with
Instruction
8. Certified Yes No No
Teacher-
Coordinator in
Occupational
Field
9, Planned Home Yes No No

Visitations

Ferum, May 1970, p. 10.

1. Source: Ralph E. Mason, "The Effective Use of Cooperative Work Experience,” Business Education
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) Form VI.4.2

SELECTED COOPERATIVE PROGRAMS

FOR SPECIAL NEEDS LEARMNERS

Speetal Education Work Experience Programs

Students classified as special education students are placed in remunera-
tive jobs which are usually on-campus under the coordination of a special educa-
tion twacher. The program is considered a transitional bridge to adult living
for students who would benefit from initial work experiences that are semi-
sheltered or sheltered. The basic skills of independent living are taught.

Work Experience Programs for Disadvantaged Youth

This program is designed for students who are late junior or senior high
school age, and are usually classified as slow learners, alienated, or dis~
advantaged. In most of these programs a student spends his entire school day
or a major portion of it in a situation where the teache: serves basically as
a group guidan-e facilitator, and teachc¢s all of the related curriculum. This
individual usually serves as the coordinator when the student matures to
level of readiness for ‘ob placement.

Cooperative Work Trainirg

This is a program designed to provide students with maturing experiences
ti rough en., -oyment that will help them become productive, responsible individ-
uvals. The part-time work is not necessarily related to the student's occupa-
t: oal objective. The program is-designed specifically to serve disadvantaged
youcrh and adults who are drepouts and who need social, emotional, maturation,
and career exploration essential for success. All elements of the cooperative
plan are present in the operation of programs, only rhe level or employment is
tower than cooperat.ve occupational education.

Work Experienze and (areer Exploration Program (W.E.C.E.P.)

W.E.C.E.P. is a school-supervised and administered program sponsored by
the U.S. Department of Labor that includes part-time work as part of the educa-
tional progra: aimed at motivating potential 14 and 15 year old lrop-outs. The
minimum age restrictions are waived for learners in .%is - ram if the school
district can meet the program approval standards. Students can work a mawimum
of three hours a day or 23 hours a week when school is in session, and must
receive credit toward graduation for both ‘in-school related instruecrion -nd
on-the-job experience. Approval for W.E.C.E.i". programs is granted by the
State Office of Education in each state. .
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9.

o [xtent to which the worker is required to interact
with fellow workers and the general public.

¢ Specific types of requirements needed for job success,
amount of training nrovided by the employer, and tie
type of supervision given to the worker.

e Types of working conditions, potential for being
relecated or moved to another shife.

o ‘Types and levels of educational skills needed to
function satisfactorily on the job, including the
aouimt of reading required, math skills needed, demands
for handling money, and the level of communication
skills required.

Uhen matching a special neceds learner to a specific job it is
important to identify the essential personal characteristics
demanded by the job. Form VI.4.3 on the following page can be
used to analyze a potential training station for such factors
as: social skills, time factors, tolerance, and performance
skills. Analysis of rhese factors is uxtremely important for
special! needs learners because they tend to nave difficulty in

these a. 'ns.

[Hey URCE MATERIAL:  Qceupational fraining Staticn
Analysis, Form = 4.3

The related instruction component of a work experience program

must be broad enough to permit special ne:ds learners to generalize
understandings to other occupations. Since many special needs
learners tend to move from their initial jobs because of their
inability to get along with others, tiivy must be able to recognize
the comm nality of job seeking skills and other basic skills that
are transportable from one job to another.

Effective coordination for special ".eeds learners ixz dependent
upon two areas which require constant attention: (1, maintaining
acceptable per‘ormance standards on the part of the student-worker
in terms of guality and accuracy, and (2) complying with safety
requirements (Smith, 1974).

The teacher-coordinator is the central figure in establishing

work experience programs for special needs learners. Tne teacher-
coordinator is an important member of the cooperative instructional
tean which was identified in ilodule 2. A successful coordinator
spends a great deal of time working in the community, as vell as
coordinating various aspects of the in-school instructional prorram
for individual learners. Flovd (1v73) identified the major
activities of teacher-coordinators who work withn special nceds
learners:

® Secures jobs for students

o Teaches job-related class

277 C—
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10.

11.

e Prepares training plans
¢ Works w;th job training supervisors
o Visits students on the job
e Prepares reports
¢ Requests or issues work permits and waivers
o Keeps student records
® Evaluates student performance
o Selects or assists in selecting students to participate
® Secures services of resource people
e Holds individual student conferences
e Promotes program
e Visits parents of students .nd prospective students
o Organizes an advisory committee
:‘o »Develops instructional materials

When special needs learners are placed in competitive employment
training stations, the coordinator must encourage the learner t-
deal independew:itly with socialization problems he may encounter.
In order for a student~worker to be accepted by his fellow
employees, he must gain their respect without any direct inter-
ference by the coordinator. '

Special educators have repeatedly stressed the importance of
careful and prudent management of the school to work transition
for special needs learners. Smith (1974) has identified a series
of six sequential phases which desciibe several unique and
individual placement options for learners at the secondary level.

o JIn-class activities on an exclusive basis -- Prior to
any type of work placement, students should receive a
heavy concentration of prevocational information. The
emphasis shou’d be placed on procedures and techniques
for interviewing, completing application forms, recog-
nizing the social demands of work, and other similar
considerations. Whenever possible, these concepts
should be taught in situations that replicate the work
environment, as nearly as possible, in the special
classroom.

2380



Form VI.4.3

OCCUPATIUNAL TRAINILI.G STATION ANALYSIS]'

Job (ot Plecdtanie
Title:| Bsanec

ESSENTIAL PERSONAL
CHARACTERISTICS

Li.‘ur
AVQrage
hig“

1. SELF-EAPRESSIOH--cormunicate,
ask for assistance, question

2. SUCIACILITY--interact witn otner
empToyees or public

3o wORK HHUEPEHDLICE==work v tnout
supervision or guidgance

4. APPEARANCL--cleanliness, good
MAnNerisms, neatness in appeardnce

5. TLAMLWORK-=perform in close co-
ordination witn other jobs

S

1NN

1
Lia

NN

SOCIAL SKIi

N

1. PACL--perforn at a consistent
rate of speed

2. ATTLHUANCL--be reliavle in at-
tendance and punctuality

3. SLIULTAHELT i ~=-perform severdl .
acLivities at near same time v

4. - TIHING--perform tined, scneduled
activities; be dware of tinme ‘ v//’

1. ACCURACY--perfora witiin weli-
wefined tolerances

2. DLATERITY--make fine manipula-
Ligps, cooruinated movenent

3. CHOICES--select among alterna-
tives, make decisions . 1//

. LIRLCTIVN--foTiow procedures,
instructions or directions

5. ikHURY--remenser locations, pro-

I cedures, novenclatures, ctc.

v. CAUTIUN=--use care ip activities
vi1ch pose nperscnal azZdru V//

1. REPETITIVLIESS=-nave tolerance for

NN

TIHE €ACTORS

NN

SN

PEXFURIANCE SKILLS

i monutony orarepetition v~
o7 o PRASEVLRANCL--perfori continuously,
= over norimal jerivds v’
i§ 3. STAMLIA--nave puysical staaind,
strengtn, resist tatique V-

Location: &4@,/4//:« uw{x//)a/d/{

Gupnrvisor:v ﬁ’gzz //Z/;%A
Address: 21 Rl i e gl

L,
Adapted from: JPeterson, R.u. and Joues, L., Guide to Jobs fur Lae
Hentally Retarded.  Washiington, D.C.: e eican institutes for
— :
Q “esearch, ITG4. Py
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QELTOLLLLG Wb CiciP = Lormly,  ON=Caiipais , WO I ,
T == Tals arrangewcut provides an opportunity for
the learner to relate his c¢lassroom instruction to solving,
practical, joo-related problems. e . has an opportunity to
try out some of.his slkills in a closely controlled environ-
meut.  Poossible in=scuool training stations could includes

clewentary teacher aide
Luncuroow assistant

Library a.de

vlaintenanze assistant

schoel Lus waintenance
Clerical assistant

Wareiiouse waterial handler
Hlessenger/guide

Audio=-visual media assistant

The adults supervising this .ind of placement should be
familiar vith the program objectives. Tue worl: performed
sunould not be artificially contrived, but should be useful.
Financizl remuneration snould be provided. Tie purpose of
the placcuwent is to enable the learner to evaluate hiis oun
performauce, therefore tiie emphasis should ve on accuracy
as opposed to speed. '

O In-ciass actiuvities in comiination witn ineavy SH-Cam us
WOrK_ eaperience and some ofj-campus, communt ty-based
WerK experierice =- This type of placement provides for the
introduction of new work environments and situations for
the learner. A stavilizing environment is still considered
critical to adjustment in this type of program, iowever.
The in-class experiences are used to strengtuen the student's
deficiencies in selected areas, and to help him maintain
the basic skills he previously developed. Emphasis in the
on-campus work experience should be placed on appl:ication
of academic skills.

o In-class wiin hal f-days @7 ofr-camrus werk experience —-
Here again, a move toward greater independence and respon-
sibility is evident. Tue learner should be closely super-
vised and shifted from one training station to another to
acquaint him with a variety of occupational experiences.
At this stage it becomes critical that the responsibilitics
of the supervisor and teacher-coordinator becone clearly
delineated. Training plans and agr ments such as one
presented in Forw VIL4.4 on tue following page should be
developed. decords of performance and evaluation siould
also be maintaince. by both tihe coordinater and employer,

[heUURCE FATERIAL:  Training Agrcement and
Jdaby, Form VIod.d]
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w lvtal off-campuc work experience -- By the time the learner
lias progressed to tnis stage he has systematically worked
out and overcome any major weaknesses which nmight impede
his success in occupational, social, persounal or self-
sufficiency functioning. It is the coordinator's responsi-
bility to see that the learner is placed in a permanent
position when he reaches this level. Vocational rehabili-
tation can also provide assistance in the placement process.

o Follow-up -- UWien a learner is placed in a permanent
position, it should be noted that a considerable investment
has been made by the public schiool, as well as tlie supportive
service agency(s). To insure that this investment is not -
lost, regular and systematic follow-ups sunould be made for
at least tiiree years. Tlese assessments should examine the
job performance of the individual, as well as iis development
of independent living skills and level of social integration.
Lf the responses of either the individual or the employer
indicate a problem or potential problem, efforts must be
initiated to provide whatever remedial or rehabilitative
services are necessary.

Inservice Lxperience VII.2 in iiodule 7 outlines a process
and provides a series of suggestions for conducting follow-
up surveys. .

o)
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UCCUPATIUNAL TRAINING STATION ANALYSIS

Form VI.4.3
1L  Reproduction Master

ESSENTIAL PERSONAL
CHARACTERISTICS

Job
Title:

Loy,
therage

SELF-EXPRESSIUH--cormunicate,
ask ftor assistance, question.

SUCIACILITY--interact witn vtner
employees or public

WORK THUEPEMDLIICE==w0ork witnout
SUPErvISion or guiudicCu

APPLARAI«CL-~cleanliness, goou
mannerisms, nedtness in appearance

SOCIAL SKILLS

TEAHLURR==perform in close co-
ordination with other jobs !

PACE--perform at a consistent
rate of spued

ATTEHUANCL--ve reliavle in at-
tendance and punctuaiity

SLULTAILITY==perforn severdl
activitics at near same time

TINE FACTORS

TIMING=--perforin Liea, scueduled
activities; be awarv of time

ACCURACY-=perfon) witnin weli-
uefined tolerances

DEXTERITY--make fine mnanipula-
tiuns, courdinated movement

CHOICES--select among alcerna-
tives, make decisions

|

UIRECTION--fullow procedures,
instructions or directions

iiki iURY--remenber locations, pro-
cedures, nomenclatures, etc.

PERFORIANCE SKILLS

CAUTION=--use care 1in activities
wnich pose persunal nazard

REPETITIVEIESS--nave tolerance for
monutony ¢r repetitiun

PERSEVLRANCE--perform continuously,
over normal eriuds

TOLERANCE

STAMIA--nave puysical stanina,
strungti, resist fatigue

Location:
Supervisor:

Address:

1
Adapted from: reterson, R.0. and Jones, L.}M.
llentally Retarded. Vashington, D.C.: American Institutes for

wesearch, 1964,
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Self-Check Evaluation

Inservice Experience VI.4: Planning and Coordinating Work Experience Programs

Directions:  Once you have compiled an Occupational Training Station Analysis
(Form VI.4.3) and Training Agreement and Plan (Form VI.4.4) for a special
needs learner, it is appropriate to evaluate your progress in the inservice
experience. . Rate your completed forms against each of the criteria listed
below. After you have completed the evaluation, modify your completed forms
as suggested by the results of the evaluation.

Occupational Training Station Analysis

1. Job title clearly identified? yes no
2. Ratings provided for each of the 18 characteristics? yes no
3. Location/address of the training-station listed? yes no

4. Supervisor providing the analysis informatiocn
identified? ’ R yes no

Training Agreement and Plan

1. All descriptive information provided on learner? yes no

2. All appropriate members of the in-school coopera-
tive instructional team identified? yes no

3. Descriptive information on the training site
provided? o yes no

4. Prospective job activities and related instruc-

tional modules listed? yes no
5. Necessary approval signatures obtained? yes no
Comments:

Suggestions for Modification of the Occupational Training Station Analysis:

Supgestior for Modification of the Training Agreement and Plan:
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<:>Resource Bibliography *j>

The following are specific references which can be reviewed for each

of the inservice experiences in this module. Tiese references will offer
additional ideas, suggestions, and guidelines.
Inservice txperience VI.1: Analyzing Instructional iiaterials

Smith, R. M. Clinical Teaching: Methods of Instruction for the Mentally
Retarded. WNew York: MeGraw-uill, 1974,

\leisman, L. et al. A iiandbook for Developing Vocational Programs and
Services for Disadvantaged Students. Springfield: Illinois Office
of Education, 1975.

Inservice Experience VI.2: Providing Reinforcement and Feedback

Homme, L. et al. llow to Use Contingency Contracting in the Classroom.
Champaign, Illincis: Research Press, 1970.

Smith, R. M. Clinical Teaching: Methods of Instruction for the Hentally
Retarded. WNew York: McGraw-Hill, 1974.

‘Wallace, G., and Kauffman, J. M. Teaching Children with Learning Problems.
Columbus, Ohio: Charles E. Merrill Publishing Company, 1973.

Inservice Experience VI.3: Modifying the Learning Environment

Szoke, C. 0. and Vest, S. To Serve Those Who are Handicapped. Springfield:
Division of Adult, Vocational, and Technical Education, Illinois Office

of Education, 1976.

Yuker, H. E. et al. Educational and School Equipment for Physically
Disabled Students, Human Resourtes Study ilo. 9. Albertson, New York:
Human Resources Center, 1967. '

-

Inservice ixperience YI.4: Planning andﬂCoordinating Hork Experience Programs

Baxter, J. '"Labor Laws and Their Application to Special Lducation-Vocational
Rehabilitation Vork Study Program." Lansing: Michigan Department of
Education, 1971.
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Kimbrell, G., and Vineyard, 3. S. Strategies for Implementing Work Experi-
cnce Programs. Dloomington, Illinois: ilcKnight Publishing Company,
1972.

Mason, R. E., and ilaines, P. G. Cooperative Occupational Education.
Danville, Illinois: Interstate Printers and Publishers, 1972.

Smith, R. {f. Clinical Teaching: Methods of Instruction for the lMentally
Retarded. view York: ilcGraw-ilill, 1974,

Wiggins, J. L. et al. Guidelines for the Establishment of Work Lxperience-
and-Study Programs for ilandicapped Children in Colorado. Denver:

Colorado Department of kducation and Department of Social Services,
1971.
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MODULE 7:

EVALUATION OF LEARNER PROGRESS

Assessment and evaluation of the educational progress that special needs
learners are making throughout a program is of vital importance. Con-
tinuous monitoring and assessment provides information which is useful

t

for: (1) refining the learner's program, (2) describing to employers,
parents, and others the learner's occupational competencies, and (3)
revising programs to better meet the needs of future special needs learners.
Module 7 describes the final component in the assessment and evaluation
system for individual learners which is proposed in this series of modules.
Module 1 describes the assessment considerations to be made prior to in-
instructional planning. Module 5, the second component, describes a format
for monitofing_progress during instruction. This module presents two
inservice experiences. The first experience describes the development of

a performance profile for the learner. The second experience presents a
process and format for conducting follow-up surveys of special needs
learners who have left or completed instructional programs.
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Overview

Fvaluation of learner progress is an extremély critical aspect of
the process of developing and implementing instruction. It occurs during
both the development and implementation of instructional plans. It also
occurs after the instruction has been delivered when the focus is on
assessing which occupational competencies the learner has attained, and
how well they have been attained by them. This latter context for evalua-
tion will be the major focus of this module.

Information regarding the progress made by special needs learners
during the instructional program can essentially be used for two purposes:

l. To determine what specific performance competencies
the participating learners have obtained.

2. To determine what improvements can be made in the
instructional planning, implementation, and evalua-
tion process.

There are four audiences which will be concerned with evaluative infor-
mation on learner progress. These audiences include: (1) prospective
employers, (2) parents, (3) future teachers, couns- »>rs, or work experience
coordinators, and (4) the instructional personnel who are responsible for
the current instructional activities.

Each of these fouf groups are usually interested in different types
of evaluative information. Employers, for instance, are interested in
what occupationél/job competencies the learner has attained. Subsequent
teachers are probably more interested in knowing what basic skills are in
need of additional remediation. The information needs of each oflthe
audiences is extremely broad. The challenge in de;;é;£;éwéhd imﬁlementing
a system for evaluating learner progress is to come up with a system which

fulfills as many of the diverse information needs as possible, and yet is

simple and efficient for teachers to use.
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An Fvaluation Svstenm

An operational and functional system for planning and developing
instcuction must include an evaluation component or subsystem. Throughout
this scries of seven inservice modules an evaluation system is outlined.

As noted earlier, Module 1 involves evaluation of the special needs

tearner's specific educational needs. Once identified, these needs form a
basis for the individual instructional plan. lodule 5, which outlines several
processes iInvolved in the development of the instructional plan, includes

a disucssion of a format and procedure for monitoring learner progress in

the attainment of occupational competencies and basic skills. pModule 7 will
outline several specific evaluation considerations to be made during and
following instruction.

The purpose of the evaluation system is threefold: (1) to compile
pertinent and relevant data describing the educational progress of learners
at various stages of their program, (2) to utilize the data to improve the

instructional and supportive services provided to individual learners,

and (3) to improve instructional and supportive services for Future learners.

Kevy Evaluation Questions and Data Collection. The heart of the evalua-

tion system are the key questions it addresses. Data regarding each of
the questions are collected at various points in the instructional develop-
ment system. It may be helpful to refer to the introductory section of this
Guide which describes how the seven modules are used in an Instructional
Development System (page ). This will assist you in identifying the
points at which evaluation/assessﬁent data are collected.

The key questions and data collection points (which modules and
inservice experiences) for the evaluation svstem are identified on the
following page. 2 9 2
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Key Question Data Collection Point

1. What level of occupational ~ Module J: Developing a Learner
competenzy l.as the learmer Analysis Profile
attained? Module 5: Developing Instructional

Modules

Module 7: Developing a Learner
Performance Profile

4. What basic competencies _ Hodule 1: Developing a Learner
(baste skills/concepts) T Analysis Profile
has the learner attained? Module 5: Developing Instructional
Modules

Module 7: Developing a Learner
Performance Profile

3. What occupational interests Module 1: Developing a Learner
does the learner exhibit? Analysis Profile

4. What revisions appear to be Module 7: Developing a Learner
needed in the occupational Performance Proftile
program for spectal needs Module 7: Conducting a Learner
learners? , Follow-up Survey

Performance Levels. A series of performance criteria/levels have

been established to provide consistent interpretation of evaluation data
throughout the system. Form VII 1,2 on page 307 identifies the specific
performance levels which are commonly used throughéut the evaluation system
for récording the learner's level of progress before, during, and following
instruction. In addition to checking;pre—specified progress levels, instruc-
tional personnel can add descripti&e statements to further clarify or

describe the learner's level of performance.

Utilization of Evaluation Information. The progress data collected

throughout the evaluation system are used in several ways. The information
feedback loops in the Instructional Development System (page 4) flow
from Module 7. To be effectively utilized, the data collected here are

fed back to each of the instructional development functions for such

purposes as:
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» Defining learner profiles and prescriptions (lModule 1)
e Revising instructional plans (Module 5)

e Updating community resource inventories (Module 3)

The progress and evaluation data collected here are also used to:
e Convey the learner's level of progress to employers,
parents, counselors, future teachers, and other

appropriate persons.

e Suggest general modifications to the occupational
program for special needs learners.

Other uses of the information generated by the evaluation system are
described fully in both of the inservice experiences in this module.

Two inservice activities are included in this module to acquaint you
with two major areas of concern in evaluating learner progress. The first
activity focuses on developing a learner performance profile, and includes
collecting and reporting progress data describing the learner's development
of occupational competencies, and acquisition of basic skills during
instruction.

The second activity or inservice experience outlines a process for
conducting a follow-up survey of special needs learners for the purpose
of collecting information to be used for program modification and improve-

ment.

( Mike: A Case Study ::)

ilike is an 18 year old junior with a severe reading problem. He is

currently enrolled in both agricultural mechanics and special education
classes. Near the end of the first semester, Mike's special education

teacher, Ms. Hoxie, and his agricultural mechanics teacher, lir. Logan, met
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on two consecutive days to review and discuss Mike's achievements for the
semester. They had been meeting informally every other week or so to
evaluate his progress and plan instructional experiences. They felt it
necessary at this point, however, to more closely assess what specific
competencies Mike has attained and share this information with his parents,
Ms. Lotts who will be his co-op coordinator next semester, and other
interested persons involved with Mike.

As they discussed their intended progress evaluation, they saw two
major purposes for it:

1. They, as well as the other persons mentioned
above, would have a more complete and accurate
understanding of what occupational and basic
skills Mike has attained.

2. With this information, Mike's future teachers
and other professionals having involvement
with Mike can better address his learning
problems and other special needs. They also
felt that by carefully assessing Mike's achieve-
ment, they would discover areas of their instruc-
tional programs and services that could be
improved. This was especially important because
they see the likelihood of greater numbers of
special needs enrolling in agricultural mechanics
in the future.

As they began to discuss how they might approach evaluating Mike's
performance, a number of logical steps began to appear. First, they were,
cénecerned that whatever instruments or techniques they might use be appro-
priate for Mike. That is, they wanted to select or develop and use evalua-
tion methods that assessed Mike's competencies accurately and reliably.
Because of his reading comprehension problem, they agreed that many of the
paper and pencil tests Mr. Logan uses with his non-handicapped students

would not accurately reflect Mike's understanding of certain concepts

learned this semester. The possibility of using a series of performance
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testy, verbal identification quizzes, rating scales, or vbsvrvation
checklists in both the agricultural mechanics and special education class
was discussed and felt to be more appropriate.

Another concern !fr. logan and Ms. ‘Hoxie addressed in planning the
asscessment of lile's progress was who might receive and use the results
in addition to themselves. }ore specifically they were concerned with
how the outcomes could be most effectively conveyed to Milke's:

Future teachers
Parents
York experience supervisors

Prospective employers
Counselors

W& wpo =

In addition to these individuals, ti was anticipated that the results could
be shared with the directors of the special education and occupational
education programs, as well as the building principal and counselors and
Case workers from local agencies such as vocational rehabilitation, mental
health, social services, and the employment service.

After considerable discussion it was concluded that the results should
reflect as accurately and explicitly as possible the level of cCompetency
attained by Mike in specific areas. The traditional letter grade system
is not totally appropriate for this purpose because it doesn't describe
Hike's accomplishments or abilities descriptively. After reviewing several
possible formats for presenting progress assessment information, they
decided that a one-page profile, which appeared in a recent journal article
was appropriate. Although it's not exactly what they are looking for,
they feel it can be adapted and used. The Learner Performance Profile and
how it was adapted and used by Mike's teachers is discussed in Inservice
Ixperience VIII.1 in this module. |

As Mike's teachers sat in the teacher's lounge and discussed evaluation,
several otner high school teacher; became interested and involved in the
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discussion. One of the concerns expressed by the teachers suggests a need
for follow-up information on the students after they graduate; One
business education teacher comments ''One of the things I would like to
know is where my students, including the épecial needs students from last
year, are employed. If I knew more aboug~the problem they encountered,

I could improve my course tremendously.;JCertainly, I get feedback from

a few students who éome back to visit, but it's not enough nor is it an
accurate sample of all the students."

As the conversation among the teachers continues, the principal enters
the room. After listening awhile he suggests that those teachers interested
in doing a follow-up of their last year's students, forﬁ a committee and
conduct a follow-up survey. Two of the special education teachers indicate
that they would like to have a number of their students from last year
included, and offer to share their experiences from having previously done
follow-up surveys. Procedures and considerations for conducting follow-up
surveys of special needs learners are described in Inservice Experience

VII.2 of this module.

Goals

Condition: Given the responsibility to initiate and develop career-
oriented educational experiences for special needs learners,
upon completion of this module, the inservice participant

will;

- Performance
i Competencies: 1. Collect, compile and report progress data on

individual special needs learners in an appro-
priate format. ’

2. Conduct a follow-up survey of special needs learners.
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This module on evaluating le:rner progress contains two inservice
experiences which are crucial to evaluation of both learner progress and
the instructional program. FEach is described -below in greater detail.

Inservice Experience VII.1:
DEVELOPING A LEARNER PERFORMANCE PROFILE

This inservice experience will involve collecting, compiling, and
reporting progress information in individual special needs learners. The
development of a Learner .Performance Profile is intended to graphically
illustrate the attainment of occupational competencies and basic skills
by the learner throughout instruction. The product of this experience is
a profile which portrays both formative and summative progress data on a
selected special needs learner(s) whick will be useful information for
prospective emplovers, parents, agency, personnel, counselors, and subsequent
teachers.

Inservice Experience VII. 2:
CONDUCTING A LEARNER FOLLOW~UP SURVEY

This inservice experience will take you through a process for con-
ducting a follow-up survey of previous special needs program participants.
In this experience the cooperative team of occupational and special
educators will: (1) formulate major evaluation questions for the study,
(2) design and develop or adapt an appropriate follow-up instrument,

(3) administer the instrument, and (4) summarize and present the results.
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<:?nservice Experience Selector :)

Following consultation with the inservice director, I (we) have
decided to undertake and complete the Inserv1ce Experlence(s) checked (V)

below for Module 7.

Inservice Experience VIII.1l: Date:
Developing a Learner Per- '
formance Profile

Inservice Experience VII.2: School:
Conducting a Learner
Follow-up Survey Inservice Director:

Participant MName(s)
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INSERVICE EXPERIENCE VII.1

DEVELOPING A LEARNER PERFORMANCE PROFILE

The purpose of evaluating learner progress is twofold: (1) to provide

feedback to the instructor(s) which allows for verification of learner

+

attainment of selected competencies, and (2) to assist the instructor(s) in
diagnosing learning difficulties. The latter of these two purposes was
introduced in lModule 1: Learner Identification and Analysis. In Module 1
emphasis was given to pre- or early instructional assessment for purposes of
diagnosing learning problems. This module will focus on interim and post-
instructioﬁal assessment for the purposes of verifying: (1) which

occupational competencies and basic skills/concepts have been attained by

the learner, (2) how well they have been attained.

Guidelines and Suggestions

A series of guidelines an¢ - - ;éstions follow which will: (1) present

an overview of a format for a learner performance profile, and (2) discuss

data.

1. One of the initial considerations when reporting evaluation
results descriding learner progress should be developing a format
appropriate for the audience. Generally, there are several
audiences for evaluation results on special needs learners. They
include:

Prospective employers
Guidance counselors
Parents

Outside training agencies

6 G g g
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Special service agencies (e.g., Vocational Rehabilitation

Services)

e Teachers and other instructional personnel currently work-
ing with the student

® Future teachers and educational personnel

2. In recent years, profiles have emerged as a useful and functional
method of reporting evaluative results for all learners. This
trend has occurred primarily because the traditional grade reports
have often failed to meet our informational needs. Employers, in
particular, have asked for descriptive information on the indivi-
dual's attained level of competency within the occupational program.
Reporting that the learner is competent in operating a specific
type of key punch machine tells an employer much more than simply
reporting a grade of "C" in a data processing course.

3. A sample Learner Performance Profile is presented on the following
pages (Form VII.1l.1l). You will note that this profile is divided
into two parts: Part A: Occupational Competency Assessment and
Part B: Basic Skill/Concept Assessment. Form VII.1.2, which
follows the profile form, is a cover sheet containing information
describing the learner. It also provides interpretations for each
of the progress levels mentioned in the form. The following items
will discuss the various sections of the profile form and cover sheet
and processes for using each.

/RESOURCE MATERIALS: Learmer Performance Profile, Form VIT. 1.1
Profile Cover Sheet, Form VII.1.2/

Learner Performance Profile

1. In keeping with the theme of individualized programming and instruc-
tion that is found throughout this series of modules, the Learner
Performance Profile is considered an individual report card. The
name of the individual is placed in the upper right corner of the
form on both sides.

2. As noted earlier, Part A of the profile focuses on assessment of
specific occupational competencies. On the front side of the form
there are spaces for occupational tasks to be evaluated. A task
is the basic unit/instructional module which was discussed and
developed in Module 5. For each task unit, a descriptive task
statement/title should be placed in the box on the left of the form.
The task units listed for a special needs learner should be identical
to the task units or modules developed for him in Module 5.
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3. Four different levels of learner progress are used in Part A of
the profile, Dectailea descriptions of each of these criterion
levels are provided on the cover sheet of the profile, 1In
assessing the level of learner progress on a given task, an ''x"
or check (/) is placed in the appropriate box and the date of the
assessment (rating) is noted in the far right column,

4, To the immediate right of the rating columns, three spaces are
provided. These spaces are designed for the instructional team
to use in describing the specific, operational level of performance
attained by the learner. Ideally, special needs learners should
be evaluated prior to the instruction (preassessment), during
(interim assessment), and at t’ - termination of instruction (post-
assessment), As each level of progress is attained, specific
descriptive criteria should be added for each rating.

For instance, suppose -hat at the time of the first rating a
learner is rated as "employable" in a given task. Greater under-
standing of what is meant by the "employable' rating is also
nceded. Under "Descriptive Assessments" the instructional team
would provide a brief statement indicating that for the task of
"typing business letters'" the learner can already perform this

task at "40 words/minute with less than 2 errors." This latter
phrase would be needed to describe specifically what is meant by
the rating of "employable." Similar descriptive assessments should
be entered on the profile form whenever a rating is made,

5. The back side of the profile (Part B) involves compiling assess-
ment results on the learner's attainment of basic skills/concepts.
Here the basic skills/concepts in which specific remediation or
special instruction is given should be listed. Not all basic
skill areas need to be listed--only those for which specific
instruction was provided,

The three levels of learner progress for Part B are identical to
those identified on the instructional module form in Module 5.
1f, as the example suggests, the occupational instruction focused
on stock handling, one of the basic skills taught by the special
education teacher may have been 'reading requisition forms" or
"adding column totals", The learner's progress in each of these
basic skills is assessed and rated periodically in a manner similar
to that used in Part A. Check marks or dots can be placed in the
appropriate boxes when certain levels of progress are achieved. Here
again, brief descriptive assessment statements should also be provided.
6. Reference to the Learner's Analysis Profile (developed in Module 1)
should be made when Part B is being compiled. The Learner Analysis
Profile outlined the learner's strengths and weaknesses in several
basic skill/coacept areas. Based on your team's current assessment
of the learner's basic skill/concept attainment it may be necessary
to modify or update the Learner Analysis Profile.
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Cover Sheet

1. The Learner's name, occupational goal, program, and school should
be clearly identified for parents, employers, and others who will
be referring to the profile.

2 Spaces are also provided for identification of the learner's
instructors. Occupational instructors, special/basic education
instructors, work experience coordinators, or other members of the
instructional team are to be listed here. You will recall that
Module 2 involved the development of a Cooperative Instructional
Arrangement for the special needs learner. This arrangement
specified who the members of the instructional team were, and in
what capacity they were working with the learner.

3. This cooperative instructional team should meet regulariy to
evaluate learner progress. Part A of the profile, which relates
to the attainment of occupational competencies, is the primary
responsibility of the occupational instructor or the work
experience coordinator. While it is the occupational instructor
or coordinator who appears to have the major responsibility for
.evaluation, it is important that the special education representa-
tive be involved in discussing and analyzing the ratings for each
occupational task,

Similarly, the occupational instructor or work experience
coordinator must be involved in the basic skill assessment (Part B).
Since many of the basic skills are demonstrated through the perfor-
mance of the occupational tasks, the instructors from both areas
must share a common responsibility in evaluating how well a learner
has attained the basic skills needed for entry employment.

4. Specific definitions for each of the progress levels are also provided
on the cover sheet. This information is essential if the reader is to
determine the level of performance actually attained by the learner.
Different progress levels or definitions could readily be developed
if these are found to be inappropriate. It is important to note,
however, that these progress levels are also used on the instructional
planning module described in Module 5. If changes are made in the
progress level descriptors used here they should also be made on
the instructional planning module.
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PROFILE COVE

Form VII. 1.2
Reproduction Master

A LEARNER PERFORMANCE PROFILE
for

4
S A

Occupational Goal: JfggfL}/ﬂ (f;ézéjéf Instructors:

Cluster/Program.

School: ;&C _72"244 f@ ‘%ﬁé _%MMW

The above-named student hag demonstrated the occupational skills des-
The criteria described below can be used to

eribed by the attached form.
interpret the level of skill development attained by the student,

Occupational Performance

o Intrciuced - the student/learner has become ucquainted
with the general task, as well as its function ard/or
purpose tarouch previous experterces or inctruciion.
fiovever, tne learner hus not uet desun io develop cr
demengtrate any signifieant, reccinizalile cerpeLene
in performing the tack.

e Invoivad - the student/learner has hezun to develicr
and/or demonstrate minimal cormctence in meriorming

a jew selected parts (subskills) of trne task.

e Proiuctive - the student/learner has develecped an.i/cr

demorstrates a mintmal level of corretonce in rer-

forming ceveral parts (subckilis) of iie taak. The

student/iecarncr woucd se ennionable in sreciaiized,
al

entry level occupations requiring only minir
skilis.

e [Ermplouable - tne stuaent/le arrer has develcped arnd/cr
lemonstrates a level of corpetencnu wnich uoula rare
niri/ner employable in a normal, competitive work
setting.

Bagiec Skills/Concepts Content

o Introduced - tie ctucdent/learmer ncs heceomo acquainted
with tne basic s<ill or coneept througit previcus

experience and/or instruccion.

student/learmer has demonstrute.l som

e Developing - the 5]
te skill, ad/or interpres and appin

to perform the bas
the bastic soncept.

o Competent - the
repeatedl;:
agplying the baste .concept.
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Form VII 1.1
Reproduction Master

LEARNER PERFORMANCE PROFILE

PART 4 Oceupational Coretency Assessment [eamer:
"ENEE
HEEEE
OCCUPATIONAL TASKS EE E E ; ; DESCRIPTIVE ASSESSMENTS DATE
1
2
3
1
2
]
' 1
2
]
l
2
]
1
2
]
1
L 2
3
1
! 2 ?
D |
)
REE
[ J

o 10



Fomn VII, 1,1

Reproduction Master
(2 of 2)
PART B: Basie ISkiZZ/C‘orzcent Assessment leamer:

"EER
HERE
TEEE

BASIC SKILLS/CONCEPTS ..15 E § g DESCRIPTIVE ASSESSMENTS DATE
1
2
3
1
2
.
l
2
3
1
2
3
1

- 2
]
l
2
]
1
7.
]
l
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Form VII.1.2
Reproduction Mastar

A LEARNER PERFORMANCE PROFILE

for

Instructors:

Occupational Goal:

Cluster/Program:

School:

The above-named student has demonstrated the occupational skillg dec-
eribed by the attached form. The criteria deseribed below can be used to
interpret the level of skill development attained by the student.

Occupational Performance

¢ Introduced - the student/learmer has become acquainted
with the general task, as well as its function and/or
purpose through previous expertences or instruction.
However, the learmer has not yet begun to develop or
demonstrate any significant, recognizable competency
in performing the task. . '

e Involved - the student/learner has becun to develcp
and/or demonstrate minimal competence in performing
a few selected parts (subskills) of the task.

o Productive - the student/learmer has developed and/or
demonstrates a minimal level of corvetence in per-
forming several parts (subskills) of the task. The
student/learner wouid se emplouable in spectalized,
entry level occupations requiring only minimal
skills.

PROFILE COVER SHEET

o Emplovable - the student/learner has developed and/or
demonstrates a level of corpetency which would make
him/her employable in a normal, competitive work
setting.

Basic Skills/Concepts Content

o Introduced - the student/learmer ias become acquairted
.with tne basic skill or concept througii previous
experience and/or instruction.

e Developing - tne student/lcarner has deronstruted some capactity
“¢o perform the basic. skill, and/or interrret and apply

the basic soncept.

»

. rcpeatedly performing tie basic skill, or interpreting and
applying the basie conaept. s
| R 513
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<:Self—Check Evaluation A:)

Inservice Experience VII.1: Developing a Learner Performance Profile

Directions: Rate your completed Learner Performance Profile (Form VII.1.1)
on each of the following items by ctreling the appropriate number in the
three-point scale or by checking the appropriate blank. After completing
this evaluation, you will want to adjust or modify your Learmer Performance
Profile accordingly. ALl responses should be affirmative. '

1. Learner identified: yes no
2. Occupational program identified: ves no
}. School identified: yes no
4. Assessment done by one 1 2 3 Assessment done with input
teacher from all members of the
cooperative instructional
team
5. Descriptive assessments 1 2 3 Descriptive assessments
for each rating not included for all ratings
provided )
6. Descriptive assessments 1 2 3 Descriptive assessments are
are vague concise and specific
7. Progress level ratings 1 2 3 Progress level ratings
appear to be inconsistent appear to be highly consis-
between tasks tent between tasks

8. Dates are provided for each descriptive assessment: yes no

Comments:

Suggestions for Modification of Learner Performance Profile for this Learner:
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INSERVICE EXPERIENCE VII.2

CONDUCTING A LEARNER FOLLOW-UP SURVEY

Follow-up services have been recognized for several years as a critical
aspect of successful job pl;cement for special needs learners. One aspect
of providing follow-up services is the conducting of a formal follow-up
survey. The basic purpose of such a survey is to determine what p;oblems,
if any, are encountered by special needs learners in their transition from
school to work, and to utilize this information in médifying and improving
instructional érograms and services. Generally, ;his process leads to fewer
difficulties and barriers for currently enrolled learners when they complete

their school to work transition.

<:Guidelines and Suggestions:>

Several steps need to be taken in designing and conducting a follow-up

survey. The following guidelines and suggestions will map out steps for
planning, instrument development, administration(s), and compiling the
results. Many of the suggested procedures outlined below are drawn from

two publications of the Illinois Division bf Adult, Vocational, and Tec£nicél

Education's Locally-Directed Evaluation project. Some of-tﬁe suggestions are

pertinent to the design and conduct of a follow-up activity for all program
graduates; however, many of the suggestions discuss unique aspects or special

considerations to be made in following-~up special needs learners.
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Planning

' 1. Initially, the team of occupational and special education staff
interested in the follow-up activity have to be identified. The
make-up of this team will, to some extent, also determine the
scope of the survey as it is planned, '

2. A review of recent follow-up surveys done in your district will be
helpful in determining what the current information needs are
regarding follow-up surveys. It will also help to identify any
existing instruments or procedures that have been used previously.
A meecting with those personnel who may have conducted similar
student surveys is helpful in recognizing potential problems
and difficulties encountered in earlier surveys.

3. Discuss and determine the anticipated outcomes of the survey.
What major questions do you hope to be able to answer with the
information collected in the survey?

4. Determine the specific scopé of the survey. Will you follow-up
last year's learners or will you include graduates from the last
five years? Will you include current students? Will you attempt
to follow-up the dropouts also? Will you follow-up special needs
learners from all occupational programs or just selected programs?
Cach of these are questions that have to be addressed regarding

scope.

’ 5. Once the scope and general purposes of the survey are determined,
the team should attempt to define the major evaluative questions
that will guide the formulating of a follow-up instrument. This
series of questions should attempt to focus on the general objec-
tives of individual courses and instructors or supportive personnel,
c.g., counselors or reading specialists. You may want to consider
ma jor evaluative questions such as the following.

o Uhat is the current status of previous special needs learners?

© How do the previous learners feel about the va’ue and benefit
of the supportive, special services they received?

0 How do the previous learners perceive the value of the
occupational education program(s) in terms of preparing
them for the world of work?

6. The next task involves selecting a method for conducting the survey
(i.e., personal interview, telephone interview, or mail Guestionnaire).
Each method has several advantages and disadvantages. Some of the
considerations here should focus on the types of disabilities Ffound
in the population being followed-up. It is obviously impossible to

L]
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use a telephone follow-up with deaf individuals who rely on lip
reading or signing for communication. Other considerations will ‘
be more involved and include such factors as:

o size of the group to be followed up

o financial resources available for printing, interviewing,
postage, etc.

e number of people involved in conducting the survey

Developing an Instrument

1. For each of the major evaluation questions defined earlier (Step 4y,
a series of more specific questions should be developed. The
answers to these questions will answer the larger, major question,
It is easiest for each member of the team to write questions on
separate index cards, with each person working on a different
major evaluative question. After these questions are reviewed and
edited by the group, they then become the questions for the first
draft of the instrument.

/RESOURCE MATERIAL: Major Evaluation Question and Related Instru-
ment Questtons, Form VII.2.1/

2. 1In preparing the questions and directions for the instrument,
several special considerations will have to be made due to the special
nature of the respondent’s style of communication, Form VII.2.2
on the following page identifies several unique considerations that
might have to be made for respondents who have hearing, visual,
motor, or other types of impairments. The suggestions are only the
major concerns. Others can be identified special educators,
reading specialists, social workers, and other members of the team
who are knowledgeable regarding what will facilitate or inhibit
the former learners.

3. Two types of directions are needed on any follow-up instrument.
Overall directions are presented first in the instrument., This
set of directions should emphasize the purpose of the survey and
indicate the desired date by which it is to be returned. Additional
directions should be included where there is a change in format.
This will help the respondent to adapt to a new method of responding.

/RESOURCE MATERIAL: Spectal Considerations in_Developing Follow-up
Instruments, Form VII.2.2/
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Form VII.2.1

MAJOR.EVALUATION QUESTION AND RELATED

INSTRUMENT QUESTLONS

What is the current status of previously-enrolled special

needs learners (1971-76)?

@ Are you currently employed?
o What is your present occupation?

o How many times have you changed jobs since
leaving school?

o How many hours per week do you work?

o What is your weekly salary before taxes?

317
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Form VII. 2.2

SPECIAL CONSIDERATIONS IN DEVELOPING FOLLOW=-UP INSTRUMENTS

~~ Preparing the directions, questions, or items

o Keep the vocabulary and language simple and céncise

0 Keep the gentence length ghort

0 Attempt to use words/phrases that will not require
finger spelling by interpreters for the deaf

o Test the readability level of the instrument using
an appropriate readability assessment formula
(See iInservice Experience VI.] in Module 6)

0 Consider alternative forms for the instrument, such
ag putting the questions on a cassette tape, brailling
‘the instrument, large print, or translation of the
instrument to a native language,

~- Selecting the rating or response format

o Consider using nonverbal scales

© &

positive neutral negative
o Use large response boxes for those who have difficulty
with fine motor coordination
o Consider using a tape recorded gseries of questions
where students can stop the recorder and orally
respond or by brailling their response.

318

19




4. The instrument should be reviewed and pilot tested. It can be
thoroughly field tested on students in school. 1t should be
reviewed for content by administrators, fellow faculty members,
and advisory committee members.

5. A language analysis of the instrument should also be completed to
be sure that it can be readily understood by special needs learners.
If, for example, an interview instrument was being prepared for
deaf students, it would be critical to use words that could be
translated to sign language.

6. Following these reviews and a pilot test, the appropriate revisions
should be made.

7. The revised instrument is then ready for reproduction in the
appropriate quantity. 1If the ins rument is to be a mailed
questionnaire, printing on colored paper will improve the
response rate according to some recent research studies,

8. As noted earlier, at least three different types of follow-up
surveys could be used: ‘

® Mail survey .
e Personal interview
® Telephone interview

Each has advantages and disadvantages. The mail survey typically
yields a very low return, partly because the forms are usually
quite lengthy and require considerable time to complete. On the
other hand, interview surveys are much more expensive to conduct
because of the personnel and staff time required. Selecting the
method of survey will depend upon the situation and resources
available. Any of the above three types could be appropriate,
however.

9. An example of a mail questionnaire and an interview guide are
presented on the following pages. Both of these instruments were
adopted from ones that have been used by local school personnel in
following-up special needs learners. These example. instruments
can be reviewed for:

Example questions
Sequence of questions
Descriptive information
Format ideas

QO © 9

RESOURCE MATERTALS: Former Student Survey Questionnaire, Form VII.2.3
Former Student Interview Guide, Form VII.2.4/
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Administering the Instrument(s)

The first task in this phase is to collect all of the names of
former students who will be contacted. Many schools have this
information available through counseling, placement, or student
services offices. Some schools require students to fill out
information cards prior to graduation that can be used in later
follow-up surveys.

If the mail survey method is used .

2.

Prepare the envelopes, using addresses that are reasonably
current.

Prepare a simple and brief cover letter describing the purpose
of the survey, and using the signature of an individual who was
involved with and respected by the special needs learner(s) of
the district. An example cover letter is presented in Form
VII.2.5.

/RESOURCE MATERIAL: Sample Cover Letter for a Learner Follow-up
Questionnaire, Form VII.2.5/

Code the instruments in order to determine who responds to the
first mailing and who will receive follow-up letters.

If the interview method is used . . . >

5.

Before finalizing a set of procedures for interviewing, it would

be helpful to review the special considerations listed on Form
VII.2.6 for administering follow-up studies to special needs groups.
These suggestions apply almost exclusively to using the interview
method.

/RESOURCE MATERIAL: Special Considerations in Administering
Follow-up Instruments, Form VII.2.8/

Using the interview method will require developing an introductory
statement to be used by the interviewer. The introduction should
be warm, friendly, establish rapport, and convey the purpose of
the interview. The basic purpose of the survey should be

outlined (see Form VII.2.5).

Those individuals who will do the interviewing will have to be:
(1) trained in the general principles of interviewing, (2)

oriented to specific features of the instrument, and (3) acquainted
with the standard introductory statement mentioned in item 6.
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Form VII.2.3

FORMER STUDENT SURVEY QUESTIONNAIRE

Evaluation of Special Needs Services

L. NALE: Birthdate Age Sex

2. ADDRESS: City Zip  Phone

3. Name of High School attended (circle one;: Eisenhower Richards

4. Please check your present status:

Part-time student/part-time employed —_Apprentice training

___ Employed full-time ____Housewife
Full-time student ____Unemployed, looking for work
Armed Forces —___Unemployed,. not looking for work

Other, please describe:

5. If employed, describe the work you are presently doing:

6. How long have you been employed?

7. Please list any previous work:

Employer Dates

8. Which of the courses you took in high school were most helpful to you in your
present job?

“.  Why do you feel these courses were helpful?

l10. What part of your high school vocational program was of least value to you?

1. Vthy?

&
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13.

14,
15.

lé6.

17.

. 18.

Form VII. 2.

3

(2 of 2)

Check the services you received while you were a student at District 218.
If you check a service, please rate its value to you by circling a number

on the right.

No Some Very

Value Value  Valuable
_____ Counseling 1 2 3
____ Social worker 1 2 3
—___ Nurse 1 2 3
— Summer Math and Reading 1 9 3
____ Interpreter 1 2 3
—_ Reading Lab 1 2 3
—__ Job counseling 1 2 3

After having taken the vocational courses I found that:

a) I had the training necessary to get my job yes
b) I had enough training to advance in my job yes ]
c) My job is one that matches my ability yes
d) I received enough_informatiog on how to fill yes
out a job application R
e) I received enough information about how to yes
prepare for an interview
Did you graduate? yes no
If no, what grade did you complete? 9 10 11

If you left school before graduation, what were your reasons?

no
no
no

no

no

Do you need additional vocational training? yes no

If yes, please describe the type of vocational training you need:

(Adapted from Community H.S. District #218, Worth, Illinois 60482)
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Respohdent's Name:

FORMER STUDENT INTERVIEW GUID

Form VII.2.4

E

Year of Graduation: Interviewer: 1 2

1.

7a.

7b.

10a.

What is the name of the place where you work?

What kind of work do you do at your job? _

. "Whiat was” ITackIng?

How many hours per week do you work?

Do you feel that you do good work? Yes . . . . . . 1
No ... ... 2
Pretty good . . 3
Is your work as good as other employees' work? Better . . . . 1
Yes . . . . . . 2
Not as good . . 3
Does your boss like your work? Yes . . . . . . 1
No .. ... . 2
Somewhat . . . 3
Do you think ISD had enough vocational courses to
choose from? Yes . . . . . . 1
No . ... .. 2
What other courses would you have liked that they
did not offer at ISD?
Did you have a chance to take courses at ISD that
would help you in your job? Yes . . . . . . 1
No . . . ... 2
What did you like the most about ISD? Classes . . . . . . . 1
Counselors . . . . . . 2
Teachers . . . . . . . -3
On-the-job training . 4
Other . 5
(please specify)
Do you feel your ISD experience prepared you enough
to go to junior college or some other job training
school? Yes . . . . . . 1
No . ... .. 2

024




" Form VII.2.4
(2 of 2)

11. Here is a rating scale. How would you rate the quality of the . D

vocational teachers?
Really good . . . . . .

Good . . . .. .. ..
Okay .+ « & ¢« ¢« o o . .
Not too good . . . . .
Bad . . . . . . . . ..

Ui wNe

12. What suggestions do you have improving the ISD program?

324
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Form VIi, 2,6

SailPLE COVER LETTER FOK A LEaRWERl FOLLOU~-UP SURVEY QUESTIONIALRE

(school letterhead)

Dear (first name) ,

By taking a few minutes of your time you can provide valuable
information which will nelp us improve our vocational program.

Your responses will not be shared with others, but will become
a part of a summary. The comments you and other students make
will identify areas for improvement and change,

Please complete the attached questionnaire and return it in the
enclosed envelope. Ve are looking forward to hearing from you,

Your assistance is greatly appreciated.

Sinccrely, -

dote: Similar introductory information should be conveyed 1f a
telephone or personal interview is used for the follow-up
survey. '

(Adapted from Community 1I.S. District #2138, Wortiy, I11. 60432)
326 ‘ ]
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Form VII. 2.6

SPECIAL CONSIDERATIONS IN ADMINISTERING FOLLOW-UP INSTRUMENTS

o Have the questions presented orally so they .can be

simplified and clarified as needed t

® Administer the survey instrument orally to individuals
or small groups

o Use a total communication approach that includes lip
reading, sigﬁing, and finger spelling when administering
the instrument to a hearing impaired student

o Permit students to respond in a brailled or tape
recorded format y

0 Use bilinguists in interpreting and orally presenting

the follow-up questions for students who use English
as a second language '
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As the completed questionnaires or interview forms are returned,
they should be tabulated and noted as returned.

Those wvho fail to respond to the mailed questionnaire by two
weeks after the requested deadline should receive a follow-up
reminder card and another instrument. The follow-up could also
be conducted by telephone,

Compiling and Utilizing the Results

1.

Once an acceptable percent of the questionnaires or interview
guides have been returned, the results can be tabulated. This
tabulation work can be done by clerical workers, business educa-
tion students, or, if all else fails, the members of the team.
When large samples are involved (over 200) the computer can be
efficiently utilized to summarize the data.

The summary data can be presented in a variety of ways. The
most effective reporting format is to outline the procedures
and provide tallies of each of the individual questionnaire or
interview items. Straight tallies, histograms, bar graphs,
percentages, or averages could be used.

The reporting format should be designed to provide for direct
interpretation of the results. The results are of little value
unless they are translated into program improvements. Form
VII.2.7 presents a format for presenting summary information

for each survey question. This example utilizes information from
two sources: an employer survey and a parent survey. In order
to be fully effective, the summary statistics for each question
should be interpreted in the form of a conclusion(s) and a

series of recommended actions to be initiated.

/RESOURCE MATERIAL: Summary Information--Parent and Employer
Follow-up Study, Form VII.2.7]

Reporting format used will also depend a great deal upon the
audience of the report. Prospective audiences for a follow-up
study of special needs learners might include:

all special education staff

school board

citizen or occupational advisory committees

regular instructional staff

parents -
¥  students

counselors

O all occupational education staff

e 000
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As the results are tabulated and developed in the first draft

of a report, recommendations should be solicited from a select
group of readers. The instructional team should then synthesize
their interpretations of the data with the initial reactions

of a number of the reviewers. A set of recommendations should
then be added to the report as a concluding section, The recom-
mendations and suggested actions to follow should also outline
who has the responsibility for implementing the recommendations.

A follow-up survey and report will only result in program
improvement if the team conducting the follow-up continues

an active interest in seeing the recommendations

implemented. Members of the team have to make themselves
available to review and discuss the findings with school boards,
parents, school staff, and other groups that have an interest

in the special needs program.
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Survey Question

Summary Datal

SUMMARY INFORMATION--PARENT AND EMPLOYER FOLLOW-UP STUDY

Conclusion

Form VII,2,7

Recommended Action

Which special services
(from those received by
the above~named student)
do you feel needs to be
strengthened?

a, remedial reading

b, remedial math
¢, vocational counseling
d, speech therapy

e, social worker

f, bilinguists/interpreters

g. job placement

104 parents
674 employers

83% parents
907 employers

22} parents
837 employers

184 parents2

154 parents2
2
5 parents

367 parents
52/, employers

Doth parents and employers
appear highly dissatisfied
vith the remedial math and
reading prograns

- Employers appear to be

highly dissatisfied with
counseling services

Parents appeér pleased with

the services the district
1s providing in these areas

Employers feel that this

service needs strengthening,

A substantial number of
parents agree,

Consider altematives for improving
and strengthening both programs

Seek more specific information from
selected parents and employers

flold administrative staff meeting to
review both programs

Devote one advisory committee meeting
to discussion of improvements needed

Interview selected employers to
pather more specifics

Continue to offer and expand these
services in the future as needed

Assess current job placement services
Interview selected employers to
ascertain areas of needed {mprovement

lPercentage of parents and/or employers who responded "yes", The total number responding to each question was
different because all students did not receive all services while in school,

7

59y parents vere asked to respond to this -tem,

331




O

ERIC

Aruitoxt provided by Eic:

</>Se1f-check Evaluation >
N

Inservice Experience VII.2: Conducting a Learner Follow-up Survey

Directions: After having completed a Learner Follow-up Survey, please use

the checklist below to evaluate your activities.

The results of this self-

check evaluation will help you to see areas in which your procedures or
report could be improved. All responses should be affirmative.

1. Previous follow-up studies were examined:
2. Major evaluation questions identified:

3. Specific questions on instrument developed
from major evaluation questions:

4. Survey format (i.e., mail 1 2 3
questionnaire or interview)
inappropriate for the specific
special needs population

5. Cover letter/introductory 1 2 3
statement is confusing
unclear, and inappropriate
for special needs learners

6. Directions for completing 1 2 3
the instrument are confusing
unclear, and inappropriate
for respondent or interviewer

7. Questions/items are unclear 1 2 3
and inappropriate for special
needs learners

8. The format for responding 1 2 3
is inappropriate

9. 1If a mail questionnaire was used, at
least one follow-up was completed:

10. Tentative recommendations were solicited
from selected decision-makers prior to
development of the report:

11. Report prepared and submitted to the
appropriate decision-making groups,

e.g., school board, advisory committee, etc.:

331
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yes no
yes . no
yes no

Survey format appropriate
for the specific special
needs population being
surveyed

Cover letter/introductory
is clear, concise, and
appropriate for special
needs learners

Directions for completing

the instrument are clear,
concise, and appropriate

for respondent or interviewer

Questions/items are appro-

priate and clear

The format for responding
is appropriate and

functional
yes no
yes no
yes no
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12. Report contains detailed responses for
each of the key questions identified
when the survey was planned?

13. Report contains the following:

Summafy statistics for pertinent
survey items

General and specific conclusions

Recommended improvements or courses
of action

Designation of responsibility for
implementation of program improve-
ments or courses of action

Comments:

Suggestions for modification of survey procedures:

Suggestions for modification of survey format/content:
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