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able to determine ‘how much of this nu‘iulu you will need to complete before the Check-

np 7, . ‘ \
2~ 1‘) = . . \
l . @ - INSTRUCTIONAL PROCEDURE

«

- ] ) ' L
..

This modulo uonl.nps twg seqdential learning activities and a final check-out activity.
A brief overview precedes ead l‘ln'ar'mng, .u(wn) ahd the final check-out activity. Each
learning .unvny and the final check-out activity provide learning experiences to help you )
accomplish the olg;cnvc.s. Feedback devices (learner self-test, worksheet, and performance .
(hcckhsl) are provided to hc]p‘ you 'dclcrmmc \;hén cach objective has been accomplished.
Case study |nlormalum is provided to assist you it pcrlurmmg the Imnung, activities. ’
The first learning ‘uu‘vny is designed to provide \ou with lflu ncu.kd ‘background
in'formnlim. The second lcurnirig activity is dcsigncd to give you an oppor(un'ily to apply .
('h.n mform.mon ina practice sntu.mon The Check-Out Activity is the final learning activity. o ,'i
l( is designed to, allow~you to dwclop a pr Ldun, for keeping participating agengies informed .
about training prog_mm activities in a real work situation, such as when you are employed or
whcn you are xurvm; asan mu.rn lumu The Performance Checklist (Appendix A) is used
by llu learner .1.nd the mstmdur/ supervjsor to issess progress. The dlukhst is applicable
for both pmulu, p:rlormamc and pérfornmiunce in the eal work situation. ”
After reading the Objecnvc\ and l]lc lmmdmtumﬂm pages 2 and 3 | yaushould be

Out Activity. . .

o ;
* If you Jlrud) havg the nugs&lr\ background information required for developing

a procedure for kccplm, p.lrnu[mtm;, agencies mmrmud about training program

activities, you may not need tulpomplclc Learning Aqllvlly I.p. 3

* If you already have had practicé in developyng a procedure for keeping participating' ¥
~
agcnucs informed .lbnul training program S, you may not need to mmplcu A
N ; _f
. __Learning Adtivity Il p. 13. - s
~* Instead, with the approyal nl' yourinstructor or supervisop, you may choose to proceed
directly’to the Check-OutActiwity, p. 14 and develop a p‘mccdu'n' for kcoping
p.srtlup.mng .ng;.nug?mlornud about mmmg program activities when you h.wc = .
atcess 10 a real work situation. » ot ' 1 e "
-
Your instructor or supervisor may be contacted if you have any diftficulty with directions. or
. -
N assessing youk progress at any time ) ¢ ° ’ ~
o e 2 i . ’ * s
s | 73 " : . e : \
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SUPPLEMENTARY TEACHING/LEARNING ALDS

il

/ ' e
' / An effort-has been made to make this module as self-contained as possible” The infor-
/ mation contained in the thodule should be sulficient to develop “entry-level” knowledge
/ ' and skills. However, additional information on the topic is n:sg;n‘hlc: The advanced learner
N o * . . ‘. \

may wish to attain higher levels of knowledge and skills.

A list of resources vhich supplement those contained within the module tollows, Check

f
f with your instructor or supervisor (1) to detesmine the .’l\‘lll.lhlhl'\ and’the locawon of these
5 :
resources, and (2) to get assistance in setting up additional learning activities | e
/ ~
" " There are no prerequisites for completing this module” However, the module may be
f ’ 4 " used in conjunction with module niimber 11-A. Developing Training Agreements. ) .
, ‘ Learning Activity [ v ‘ ‘ . .= .
§ * Herring, William Keithley Dcscriptioﬂl)d ;\iuyk\is ofa Pre-employment Training
? Project f‘(')r the Initial Start-up of a Lithographic i’rinting Industry in Miss;'ssif)pi.
% Mississippi State, Mississippt 39762 Rcwur‘h and Curriculum Unit; mecr bX..
i | , -
! 1974, pp. 80-93 ) - . . A o
Leagping Activity Il | o L 0N o
. * (Same reference citpd in Learning Activity 1) ’ o « L \ .
_ " Check-Out Activity ' ] K
* State coordinator of industry services
* Representative of chient company
* Administrator of local vocational-technrcal education programs ‘
* Representative of state cmploy.m.cn[ service ) .
’ ' - . R
-

- OBJECTIVES

-

) 4

. After completing the required reading. take the learner self-test to dém@nstrate you have,

' [ . ’ ;
attained"the knowledge of developing a provedure for keeping participating agencies
. .. o

>
- informed about training ngr;nm activities. You should complete all itéms correctly.
) - ~ -

(Learning Activity I) )
L e -’ / 4




I After unalyzing'llw.pcrforhluncc instructions, complete all the t\céignutcd experiences *

in dndeplng a procedure for keeping participating agencies informed about training

" . progmm .ummcs ina pr.u/*lu.c situation. Your‘work.must &x\form to-the worksheet

.md t.hCLHl&( provndad (Learning Activity 1) .

I 4n, Jn’stllJl work situation, develop a pmudurc for ku'epfng participating agencies in-
tornud about training program .utmlus S.msl.ntor; purlorm.nmc will be ruh/gd _when
alt items on the performgpce checklist (Appcngiu;}\) are rated ycx (Check-Out
Activity) i .

<o —

DEVELOPING A PROCEDURE FOR KEEPING PARTICIPATING
f * AGENCIES INFORMED ABOUT TRAINING PROGRAM
¢ g ACTIVITIES

1 INTRODUCTION :

Several J&L‘ntltb may be involved in mdus(r) services programs with specific tasks
Jsxlgned td individudls within these agumu)Thcn. must be an ordcrly flow of mlorm.mon :
frgm one agency to anatler, if the assigned tasks are to be achieved.

:
« A procedure shguld be developed to keep individuals ihformed of progress and: problems.
- The procedure should allow for tommunication between the industry services leader and the
progrémm'ussistants, This unit is desigrted to assist the industry services leader in developing a
prycedurc for establishing and maintaining effective communications between all parties
. §

concerhed. : ' R

Youshould study the information presented on thc following pages. You may wish to
read supplmnntary lntorm}uon referred to in the section on Supplementary Teaching/Learning

Alds Altu rt.admg these materials, you wnll demonstrate knowledge of developing a prowdurc

L o




fE)r keeping participating agencies informed about truining-brogrqm activitie$ by completing
the Learner Self- Test, p 9 ‘You will be evaluating your knowledge by Lompanng your y

sgelf-test answers with thc Answers to Self-Test, p. 11 -

TERMS UNIQUE TO MODULE ' . R B -
) A. Duty One of the dlbllllt( major activities mvolvud in work mrlornnqd comprised
of related tasks .
Procedure. A course of action.
Status Cllart A form for recording the tasks to be performed by p.nrllup.ntmg,
agencies. U§Udlly includes fhe namm of the pgrsons responsible for the .l\ks and
the expected Lonﬂbletmn dates. Also called a lead-time sdudule
AGENCIES WHICH MAY BE lNVOLVED IN THE ACCOMPLISHMENT OF A
'TRAINING PROGRAM )
A. An advisory committet (ADV. COMM.) composed of:
14 \‘Ragrescnt;nivg)f the client company

2. Chamber of commd’u

'

Public voutmnal lmmmg |nsmu!mn
. A
4. Local community lcadcrshlp
. “
5. Other agengies in the district which promote ind'ustannmg

The state division of vomtioml-techni_cz':l education (SDVTE)

The public vocational training institution (PVTI) j > 4

The client company (CC) .. ‘ . R
The rwrch and curriculum‘unit for vocanonal techmcaleducanon (R/CU)

The.state employment servnce (SES) - A L

o\_

FUNCT IONS OF AGENCIES IN THE INDUSTRY SERVICES PROGRAM’
A. The advisory commmee serves only in in advisory capacity. -,

B. The'state dw}«){l of vocational-technical education serves in an overall supervisory

b and c?‘{mtion capacity. ‘o i ;

-~




’ . C. The publlc vocnuonal lralmng institution is responsible for prpvudmg the actual
trmmng )
The chent company provides information about training requlrements =
E~ The résearch and curriculum unit for vocational-technical cducauon is mponsnble

for developing curriculum materials for the training program, and provndcs assistance
‘v

in evaluating theé results of the trammg program. o

« F. The slate employment service recruits, tests, counsels, refcm and places personnel

v

v, INDUSTRY SERVICES DUTIES AND TASKS, AND RESPONSIBLE AGENCI%
The outline below dcugnalcs llu agencies most likely rupun\lbk for various mduxtry
services tasks. Every effort must be made to‘communicate these rgsponsibilities to

appropriate individuals within these agencies.
p i

.
— -

- , _DUTIES . ' _ RESPONSIBLE AGENCIES

) ! .
.A.  Establishing Contacts and Relationships

S

.

1. Speaking to industrial or community, - | ADV.. COMM., SDVTE. AND
groups . L 7 . PVTI
R L -Wming ngws articles ; T SPVTE AND PVTI
o 3. ldengifying functions di\d policies . AbV. ('0&1;\1.
of agencies m\olud in induistry ;
\‘L‘r\lu.\ . ‘ s .
® - LY :
-\ 4. Developing brochures on industry : SDVTE, PVTI, AND R/CU
' services ,
5 Du'.loplm.u procedure for I\u.plng S a’VTI ’
*_staff members informed -
B. Setting Policiés and Obtaining Agreements - e
. Developing training agreements ! _ SDVTE.PVTL R/CU, SES.
@ _ ' .and CC
2. Redesigning of terminating programs ADV. COMM., SDVTE. PVTI.
as a result of economic lugs., lrnnmg costs. | and CC . - '

or statt prnhlun\

-~

' -~



https://result.of

" - " "DUTIES

) \
< C. .ldentifying Training Needs

T T DRvEISPINE OB U iptions 7 -

RESPONSIBLE AGENCIES

)

8. Interpreting federal and state
.o . legislation relating to industry
.. services -

: 4. Dcvel“qping lead-time schedulgs

1. Determining manpower requirements

. - ’ \ 4 o
Collecting framework production

to

e and training information

{
3. Conducting task analyses

N - . .
4. Determining type training
- programs needed, .

S. - Prepuaring a budget for a project

6. Determining instructional
" methods and media required

D., Acquiring Resources
1. Scheduling staff and other
) resources ’ LA

for instructyrs

3. Selecting instructors
4. Securing training sites
5. Securing equipment

E. Training Staff _

’ ) ! o 4 J

1. Training instructors

,2. Training other groups

PVTI. R/CU. and CC

\ . {
ADV.COMM.. SDVTE, and
PVTI ‘ ‘-

PVTI, R/CU, SES; and €C
' S

AQV. COMM., PVTI, SES,

and CC . o
SDVTE, PVTI, R/CU, SES, y
and CC

PVTI, R/CU, SES, and CC

ADV. COMM., SDVTE, PVTI,
R/CU, and CC.

SDVTE and PVTI

ADV. COMM., SDVTE. PVTI,
R/CU. SES, and CC

PVTI and CC

-
ADV.COMM., SDVTE, PVTI,
;_md cC
ADV.COMM., SDVTE, PVTI,~
andCC -~

ADV/COMM., PVTI. SDVTE,
MC 4

PVTI and (‘C.
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L
Preparing Training Site
1. Adapyng tr,al‘ining site to needs

of industry

2. Installing equipment
’ |

. -

3. §étting up learning centers
l;réparing Trainingd;iaterials !
1. . Writing performance objec'tiv;‘s
2 tPrepa;ing train‘ing manuials
3. . Preparing videotapes .

4. ' Illustrating training manuals .
Selecting Candidates
1. Announcing openings

2 Testing'and ;:ou.nseling applicants

3 Refen’ing up;)licants

Monitoring Training Programs

1. 'Collecting information and

modifying training methods -

2. Conductiné.graduationsand N\

closing out training programs - L
. ~

Evaluating Training Programs

L., Developing procedurc's for *
evaluating programs

2. Developing tests

‘3. Implementing test results

.‘,i

DUTIES N

RESPONSIBLE AGENCIES

]

PVTl and'SDVTE
l;‘VTI and CC

PVTL, R/CU, and CC
g g ,

.‘

.

PVTI, R/CU, and CC
PVTI, R/CU, and CC .
PVTI, R/CU, and CC*

>

PVTI, R/CU, and CC

PVTI, SES, and CC . i
PVTI and SES 1
SES '

PVTI

.

ADV. COMM., SDVTE, PVTI,
R/CU, SES,‘and CC
e [

4
PVTI, R/CU, and CC

—
PVTI, R/CU, and CC'

PVTI * -



. Y. ASSIGNING TASK RESPONSIBILITIES ; ' ; ’ .

Once authorities have dctc:mmcd boundaries for agency uclmucs. individuals can be

assigned to industry services tasks. Ste module numbcr I11-A; Developing Training Agreemen(s

\ for additional information on task d\slgnmcn(\ : .
L ¢ -
co VI MAINTAINING RECORDS OF TASK ASSI(,NM[:NTS 3
‘ Task’ .mu,nmuus are scldom forgotten by mdmdunls However, many factors may
Kinder mdlvfduals from c‘omplclmg tasks on schedule. The |ndu>§r} services leadel must °
persist in efforts to keep illdtnslr)’ services tasks as a top priority. Amuné other things, this
, will require that a status chart or some other device be dcvclnpc-d tor m;'imummg records .
of lusIﬂ, performance. The chart shown in Appendix D will enable the industry .\cn'i.cc\ leader .
to muintuiﬁ arecord of task uss’ighm‘cnts, and when these ussignmcnts are to be completed.
"4 VIL DEVELOPING A PROCEDURE FOR KEEPING STAFF MEMBERS INFORMED
A\‘ Defining a procedure. A procedure for keeping staff members informed i'ncludcs -
a written analysis of the steps to be taken by each mcmbc:r on the industry serviecs
‘ L team to keep z'gll members informed on project activities. .
X B. DeveIopilIg the procedure. A mcclmg: should'?c called by the industry services i
P “leader to unuIng the steps to be followed by the staff.
, ‘. C. Usinhg the procedure. The industry services Icu,du:r must use the procedure I’ork
\

transmitting information’
¢ D. Reviews ana rcpons Mcc(mp may be called when needed to review u)mplul:d
tasks, to dmuss usks to be’ u)mplLlLd and to identify resources needed to Eﬁmlclc
N the tasks. It.is always a good practice to follow a meeting with a written summary
’ ’./ . -, of the items discussed. Problem areas discussed in the review meeting should be
s . cmphasi‘zcd in the summary. - '
* The indu‘s'try services leader ri1uy examine Iasks which have been completed,
.md psnp‘m., wntlgn réports and rcuomnunddu()ns The industry’ services leader
m.:y .Ilso report darI\ to the staff, usmg. brICI mIorm.iI mumor.mdums personal visits,
" _ or telephone calls. i L s . :

' : N

*Continue this learning activity by completing the self-test which follows.
/ "
8

' o ' 12




’ LEARNER SELF-TEST*

Thls is'a checkpoint knowlcdsc test necded before you pracme dcvclopmg)proccdure

for kce}nhg pamupatmg agcnues mformcd Jbout training program act:vntles Eollow the

’ instructions proy:ded with eauh item. (ha’k your answers with the Answers to Self-Test

which follow. If you fail to complgte all items correctly, you may want to refer back to

parts of the module information.
» ' e
. . ‘ ’ . .
1. List the agencies which may be involved in accomplishing training program activities.

« B

b. .

€.

1. " ”

2. Which of the following is.not an industry services duty".’

.

a.  Establishing contacts and relationships
b.  Acquiring resources ) ,
¢.  Selling industry stocks * ' ¢

d.  Preparing training materials

A 4 chart can be used to maintain a record of task assignments.
Which one of the following is not an activity in keeping staff mc}nbers informed?

»

a.  Conducting staff meetings ' . )
b. Identifying resources needed to complete tasks °
c.  Preparing memorandums .

'd.  Videotaping task procedures [




; i bl -
ANSWERS TO SELF-TEST. o
a. ~Adviso'ry.commiu'e‘e ‘ ' ' )
b. S(ate division of vocahonkl—te_chnli‘al education )
. Vocational trainjrg institution ° . Dt ’
d. Client company o ' - O
. ¢. Research and curriculum unit o
f. State employment servicg, . ’ ‘ ‘
2. ) ‘ g .
c. - ; .
3. Status ‘ . , v )
d. : ) .
e . ‘ . . ’. -

9

R L 4
*Proceed to the next learning activity for practice in developing a pgocedure for keeping -

participating agencies informed about training program act'lviligs. ; =
. . . ¢ q A '
- L
. . i . . . 3
\ | T
5
. .

. L » v ’v
- . .
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You will be required to practice developing’a procedure for keeping participating agencies

. informed abdut training pmgru‘m activities. Several subactivities must bé completed ‘1 the

process of developing thaprocedure. The Case Study Information shown in Appendix B

must be used as a basis for completing the practice exercises. You must complete the

Procedure Planning‘w(}rkshegl shown in Appendix C. You will be evaluating your performance Rt ‘

in cg&n‘plclmg the pfactice activities using the Pérformance Checklist, Appendix A.

.
n

I Read the Case Study Information presented in Appendix B. Misualize yourself as having
been Charged with the responsibility of developing a procedure for keeping participating (

agencies informed about training program activities. You are contacting each of the

agengies involved to confirm their soles and functions. {
T Il “Using the Case Study Information as a guide, answer the qucslionm!hc Procedure

Planning Worksheet presented in Appendix C.
.
Iil.,  Use the Performance Checklist from Appendix Ato check your competency in completing

- * ; .
the pruct"\ce exercises. For satisfactory perfdrmance, all items on the checklist must be( . -

r

. rated “yes.” <)

. 4, -

.

o ¥ omplcuon of the previous learning experience should have prcpared you for developing a
procedure for keeping participating agencies informed about trammg program at.tivmes ina

real work situation. Proceed to the Check-Out Activity.

- L4
v -
/
- .
-
- ‘e r
. - . .
.
. - . 1 .
v v
13 . :
, 15 _
’ .
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- €HECTK-OUT ACTIVITY PERFORMANCE IN REAL WORK
t? i SITUATION

-ﬂ.

The activity which follows 1s intended m‘bc conducted in an actual work situation. i!
may be completed, without completing the two icurning activities. 1f you think you already
have the'knowledge and skills to do so. ’ \

In an actual work \ituatmn.'_\ ou will be |‘cqu|n"d to develop a pr«(,‘duw for kecping
participating agencies infurmcd.ub:)ut training program activities. In otder fo complete the

'us!ngnmcnl. you must perform the following tasks: identify the agencies and contact persons

"mvolved in the training program: determine the activities which must be completed; record
H

., 3

¥ -
task agsignmbnts and completion dates; set priorities on tasks to be completed. determine the

methods which will be used to keep everyone informed. determine times and places for

" debriefings. and determine who will be coordmunng all information activities. Your

purlormancc will be judgcd by your INStrCtor or supervisor using a checkhist. AII items on

the Performanee Checklist (Appendix AY must be rated “yes.”

*After completing the Check-Ouit Activity, you may select another moduke for study. Your

nstructor br supervisor n'\uy be contacted if you have any diffitulty in selecting a module.
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d ‘} Dgveloping 3 pro

A ’
APPENDIX A

| - PERFORMANCE CHECKLIST . -
. ure for keeping participating agencies informed about
training program activities. “ .

A

X

If the performance is satnsfa(:l()ry, write YES in the space provided.
If the performance is unsa}isfactory, write NO in the space. Each
item must be rated “yes" for satisfactory task performance.

i

INSTRUCTIONS:

« Did the procgduré answer ’the following_ questions?

1. What were the tasks to be performed by the various agencies?

.

-

Who would be responsibledor performing the tasks identified?

»

3. What priorities would be established in terms of task performance? -

s

L]

*Who would be responsible for following up and coordinating various )

4.
tasks to be completed?
S.  What methods would be used to keep all persons informed? '

§ .

. . 4 8 * . & A
6. What dates and times would be established to review progress?

. |
OO0 o0o0o00Oooao

U

.

D
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\ = 3 APPENDIX B S
. » ' ; :
o . CASE STUDY INFORMATION
) o . TIO

Al

\ ' ¢ ! : . '
An iﬁﬂ(}st:y services program has been in progress in your community for geveral weeks.
The program was designed to train manpower for a metal-casting manufacturthg company.
The plant for which tﬂe manpower is being trained is expected to eventually employ

approkimately 150 persons. Trainees will be provided two types of training: (1) orientation

~and basnc pnncnples of metal casting; and (2) specnahzcd training. . - ,

The onenmtlon and basic principles of lhe metal casting ph,;sc of the progrum served
" to accomphsh thc followmg objectives: (l) to minimize mnsundcrﬁtandmgs about the mctal-} .
casting mduslr& (’) to generatc enthusiasm for the training program; (3) to help the mdmdual
develop a posmve attltude toward his/her job:und (4) to help the mdivudual understand
the |mportam,e of each worker doing h\sl hefwhare of the work. to insure a qudlnly product

The spcctahzed training inyolves mstrucllon m ‘the areas of melting, moldmg. uoremaklng

. cleaning, tnd finishing. lns(mctlon.m each arca is bcmg conducted by specialists provided

-

-

by the client company.
1 . . -
Most of the specialized training ig being conducted in your local vocational-technical .
P . . -
education facilities. However, some spgcialized training is being conducted in the client «

company plant on production equipment. -Some of th! equlpment necdcd for training in

L,.. the chatlonal complef was borrowed yom the Ehent company Al supplles and materials /

&,were furmsl&d bx the client comp.my with the exccpllon of t¢ tbooks. wlut? arg prowded

<
by the state 3= _— '

All classes m held on Monday and Wedncsday evenings from 6:00 p.m. to 9: 00 p.m. /
A group of 40 persons will begin the, tranmnfg program Octobet 4 and are scheduled to*
continue until November 17. The total yiount of training time for both the orientation and/ .
specialized training vnll be seven weeks. At the end of the scven-wcek period, the come.my
* will select 35 of the trainees as employees of the new plant. A second group of 40 trainees
will begm tmmlng November 22. This group will also receive seven weeks of training, which
will termmate January $. Thirty-five trainees selected from the second group will bnng the -~

company 's work force to 70 in additionto those already employed by the ogmpany.

.

N

as
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Due to the limited time involved in the training program; the tru)r%rc not expected

to attain craftsman statys during the training period. Hm:vevcr, the training program should . .
. enable plant personnel to select individuals wly) can easily learn to perform the operations )
* ’ " »
involved, ¥ y i Voo . ,
. 5 ' ' L)
' \ The following agencies are basically résponsible for the complete operation of the .o
> 9 .
. training program: . . { TR
- : _ 5 )
e 1. The state employment service wa be responsible fpt: (1) (aking applications; .
»
. (2) mtervnewmg and scrcenmg applu.mts (3) testmg and rcferrmg applicants to
- » - . the trainihg program. . ) ] ;
. ﬂ}.‘ The state division of vocational-technical education will be responsible for the i *
‘overall coardination of the training program. . . )
5 * .
‘ . S
. 3. The state research andCurriculum unit will assist in the selection of materials to be 4
’ used in the metal- -casting trdining program. - .
4. , The local voc.monal technical education Lomplc)g,wﬂl provnde the facilities and the
.» ) . necessary assnslav for carrying out the traininggvithin thcse fauﬁnes
v 57 The client company will am.ust in the overall plgxanmg and execution of the training -
Do b program. Some of the client compuny's specific responsibilities are: (l) selecting
. v instructors; (2) providing eqiipment; (3)‘$rovndmg materials; and (4) selcctmg
2 “
= trainees fdr employment. ' - .
; » 4 .b
g N N i
s N\ . X , X ° v
4
- ‘
x '
“ )
» ) .
. ‘- . '
- e -
4 '. -
-~ .
. - N L ]
' . - * . . » L4 ’ ’
s . . ) -
v N ¢ . * 19 . > ow
* . . * i
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APPENDIX C

’ " PROCEDURE PLANNING WOR}(SHEET 3

v

J DIRECTIONS: . In completing the procedure worksheet, study the questions below ) .
’ carefully. Using the cale study information as'a basis, write detailed .
’ ' " anspers to each of the questions. Thorough and correct answers to the
) o questions provide evidence of competency in develdpiqg a procedure
. : v *in a practice situation. The Performance Checklist from Appendnx A
will be used to detefmine if your work is satisfactory.

o r e °
- b G . ’ L §
1. What are the tasks to be performed by the various agencies in providing ’indu!try scrviccs?‘.‘ »
‘ “ﬂ‘ , '
B 2 3
\
2. Who wnll be responsxble for performmg the tasks identified? (You may use module ) ‘.
number II- A Developing Trainipg Agreements, to complete this step.) Record task
- _ assignments and completion dates. (See Appendlx."D for sample status chart.)
B o ¢
- \ ’ ,
. 1. /)
. - . . P .
3., What priorities will be established in terms of task performance? '
\ 't-. o4 * % . 1 »
o i | ) ; .
# 44 Who will be responsible for follpwing up and coord}nating the various tasks to be completed?
< . Co 3
oo '

\ ’ . ‘ .
(R i
X : .

S.  What methods will be used to ‘keep all persons informed?

. -
‘

. - @ - . .
6. What dates and times wilt be established to review progress?

s 4 V’A.
. ' oy . :

- p . . .
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ol N LIST OF INDUSTRY SERVICES LEADERSHIP DEVELOPMENT MODULES
" B \
| 5 / .
I Oricntation to Industry Scrvices ) ’ o %
P A, Iuntroduction to Industry Services :
‘T B.  Industry Services Leadership Development Program:
oo Guide for Using the Selt-Paced In<lnulmn.|l Modules
' : I Blabluhmg Contacts and Relationships' ’ -
. -
v A.  Speuking to Industrial and Community Groups ’ _
A, ; B. Writing Articles Tor News Media ’ ’ ’
v " . . €. Identifying Functions of’ Agenoies Involved in . -
. Industry Serviees i '
<. s D.  Developing a Bm\hurc for Industry S;nlux
. ¢ ) - il Obtaining Agreements ; ! . PR
e . A. Developing Training Agrecments ¢ e ) .
LY " B.- Developing a Lead-time Schedule ’ "
L . C. Interpreting Legislation Related to hdustry Services . ¥
N e 4 IV.  Identifying Training Needs{ ’ ' . ' d ’
. g A.  Collecting Framework Production and Traiming ) ’ *
Information 5 . S . ! .
$ ’ B.  Selecting Types of Training Programs - .
C, Ll’rrp:mm: a Budget for an Industry Services Project
“ V. Acyuiring Resources .
A, Selecting Instructors for Industry Services N
. B.  Securing a Traming Site ' '
. C.  Securing Trainming Equipment. Tools, and Supplics .
' V1. Training Instructors for Industry Services -
. . Training Instructors for Industry Services
" \ . _ VIL. .Preparing for Training ' ;
C - A, Adapting the Tr.umn; Site to Training Needs ) a
. B.  Evaluating-Safety Condjtions at Traiming Sites
. C. Announcing the Opening of a Training Program 3
} -
. VUL Preparing Training Materials , ] Py
< ) i A Conducting a Tusk Analysis
Br  Developing Performance Objectives
C.  Determining Types of Instructional Mcthods and \1¢du -
D.. Developing Performance Tests . &
E.  Developing Training Manuals & g
F.  Prepanng Videotapes lor an Industry Servjees Program - .
G. Setting Up Leaming Centens for Industry Services Programs ’ e
IX.  Selecting Candidates o . et
Lo Developing o Plan for Tcsliai and Counseling Applicants for a Training Program
g 2R .. - X.  Monitoring Tnlnin. Programs '
L . : ’ A.  Assisting in Providing Pre-Employmdnt and In- Phnl Trainng” —
. B.  Developing a Procedure for Keeping Participating Agencies lnformgd
- About Traming Program Activitics .
C.  Monitoring Training Programs for Progress and Expenditures % . . % _
XL Qlosing Training Programs ’
_ Closing a Traiing Progrum o i M
. ) Xil.  Placing Program Participants (‘
T Developing a Plan for'Phcing (;r.;duuws ofa Pm!im'pk»ymcnl Training Program ,
XHI.  Evaluating Industry Services Prog ) . # -
Evaluating industry Servies Programs )
“n : «
2 . . ‘ —
T ‘ Direct faquiries To: Rescarch and Currictium Unit for Vocational-
) Techmual Education, College of kducation,
Missiswppr State University. Drawer DX, .
Misuisapps State, MS 39762 ¢
4 1601 325-2510 . o
- & PO

8 | . 23 IR,
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