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Cbmpetencies of Special'Needs-Coordinators

GORDON C...KRANTZ

University of_Minnesota.

This study undertpdescribe .the job and the required competencies

of local coordinators of special.needs in vocational edutation in Minnesota.

'Foundation was songtofor a competency based training program. The coordi

ilators tonstitute a new class of educational personnel, Competency state7

ments were generated and were submitted to the 33 incumbents in vocational

education 1n Minnesota for rating, together with a questionnaire of personal

and osition data: The presented competency statements were mostly rated

as important or_essential. No subgroups were found among the incumbents.

It was concluded that the competencies were descriptive of a single job.

Other conclusions and recommendations were presented.

his study was supported in part by funds from the Bureau of Education for

the Handicapped, United States Office of Education, Department of Health,

Education and Welfare. The opinions expressed in this publication do not

necessarily reflect the position or policy of the Office of Education, and

official endorsement,by the Officeof Edudation should not'be inferred.

The Universi'ty of Minnesota adheres to the principle that all perrona shall

have-equal opportunity and acc ,s to facilities in any phase of uniVersity

activity without regard to race, creed, color, age, sex, or national origin.

Under this principle, educational, cultural, socia.l housing, extracuricular,

and employment opportunities are available .to all un an equal basis.



COMPETENCIES OF SPECIAL NEEDS COORDINATORS

Objectives

The short-range purpose of this study was to describe the competgncy

needs encountered by a new class of educational personnel. These personnel

are those persons.who, at the level of)ithe local education agency, are

.responsible for the aesign and conductof vocational education programs for.

.handicapped and disadvantaged students. Indirectly, a description of these

competencies was expected to imply the 'emergent program needs of handicapped

and disadvantaged students (called students with special needs) in vocational

education. Field-based descriptions of these students' needs are very

limited, and no other description of this class of personnel, called coordi-

nators of spedial nieds, waS available in the' literature:

Ihp,longer-range.objective of the study:Was to provide a basi6 for a

propOsed inservice training program for coordinators of special needs. No

such sPecific program was available at the time of this study, nor is it .

known to i?e available at the present time. There are, however, preservice

and inseryice training prOgrams available in various parts of\the United

.

States for other classes of special needs personnel .and formainstream

Vocational educators.

Background

Programming for'students with special needs in vocational education
P

has an official_history that dates from the Vocational Education Act Amend-

ments of 1968. These Amendments detined the students who are to receive
-

special needs.services'as being the handicapped and the disadvantaged.

Some staXes have designated a position for the local coordination o

special needs programs. Under the responsibility of a more general



vocational education administrator, the coordinator is responsible for the

design and provision of special needs services as well as (in many instances)

for the provision of direct services. Minnesota has 3.3 suth local coordina-

tor positions with more anticipated.

The popition of coordinator of special needs programs has not been

previously de'fimed'except in the brief job specification of the State Plan

for Vocational Education. The designation of such a position in Minnesota

was seen as an opportunity to.examine both the position and the

tica of the program for which the coordinator is responsible.

A

a potential benefit was seen for designing
1

training programs to

vice and preservice training needs of this class of personnel.

Method .

characteris-

In addition,

meet inser-.

A competency-based training design was chosen for.the approach to'this

description and determination. The first major phase of such a design calls

for the specification of the competencies required by the position. Because

no field-derived job specifications of sufficient complexity were available,

the method chosen was that of generating statements of probable competency, -

needs with the assistance of an expert jury.

A nominating panel of experts were asked to propose names of experts

who could reasonably generate the tompetency statements. .Using the most

frequent nominations; a panel of nine experts-was chosen.; the State Coordi-

nator of Vocational Special Needs Program; the.State Coordinators of Voca-

tional Programa for the Mandicapped;.*TUniversity of:Minnesota professor
, .

of Vocational -Education; the President of the State AssOciation of Special

Needs personnel .(also a.local coordinator); the manager of special needs

programming, in a:large vocational education district; a professor. of .

Educational Administration; the Coordinator of Special Needs in a medium7,

siZed area,yotational technical institute;.and a project coordinator who
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was eng3g%1 in developing a state-wide management information system for

special needa programs. These persons were chosen to'represent those who

were knowledgeable about special needs programming and about the require-.

,ments of the coordinator job and of similar jobs.

Each member of,the exPert jury first submitted an independent list of

competeneles that might be required of a coordinator of special needs.

The snbMitted st atethents ranged widely in format and centent. The submitted

lists were reduced bY the investigator to an undUplitaUd list of approxi-

matelY.13;stateme11ts,

The expert jurY waS than convened for a full day to refine the.undupli-

.cate4 °1 tency statements:. The statements were presented to the jury with
,

11Pe

contents preserved, but regularized into the format of "The'coordinator of.

'special neecls Must he able to ..." The.statements were.written on,two by

-
three .foot. sheeis.of paper.and posted.aboUt the meeting:room. 11he.jury.

removed.items thati/could not be made inio meaningful competency statements;

they than merged rclundant statements of the same content; and finally,

added s tatements that appeared,to have been omitted. The jury determined

rules for editing the statements.

'The Investigator them.edited the statements in acccrdande with the

consisting of 65 statements was mailed to each mem-

.'

The members were requested.to meil.corrections and

the investigator. No corrections were submitted,
1

rules. The edited.list

ber of the eXpert Jury.

t.recommendetionS. ack o

but inf°rkal Contacts

fi-ea with some of the

Th Anri ConVened

the'llrOvl-on4kastembled

N-
...reduce the .cripetency

P

(Le tat7w....M,-it.

- 11-

4

revealed that two members of the jury were dissatis-'

statements.

again fOr a half day with 4 task similar tothat o

day. The regUlt of this secqnd work seasion was to.

'statements -rix.44 J.r1 number. Editing rulei were
.

_



The investigator then cast the statements into edited 'format and Mailed
t

them to the jurors for verification.' No Changes in this'list Were deemed

,c, ,

ilecessary by the jury and the 44 statements were.taken to coMPrise the

list to be submitted to role incumbents for rating.

Meanwhile, the 33 incumbent coordinators responded to a questionnaire

which called for a description of their programs (organizational variables

and such prograM-variables as size of student body) and the individual

alaracteristics of the incumbent such as training and experience and pro-

feSsional affiliation. This'resuited in a report which-described the

,position in thOse:terms.

The lisf of 44 competencies was then submiited.to each of the local

coordinators-who rated each competency statement as to ita Priority. -Four

levels of priority were used.

Not needed: In your particular situation, the ability to do

this is not evidently needed.

Useful: In your situation, the ability to do this is a useful
competency, but.the program can be operateewithout significant
ross if you do not use this competency.

Important: In your situation, the program can be operated.if
you"do.not use this competency, but there will be loss in pro-
gram effCCtiveness.

Essentiali In your situation, the program cannot be Operated
with reasOnable,effectiveness if this competency is not used.

One hundred perdent of the' coordinators completed-aad retUrned both

questionnaires.

Results

. .

The cdorginatOrs were found to:have a range of .position and. personal

,

tharacteristits. Secondary, post-secondary and-adult programs'wedtepre-
,...

..sented., ranging:in size fromfewer-than 24 to more than 300 students in

'

tr,



.segregated and integrated programs. Personnel supervised by the coordinators

numbered from 0 to over 50, in six major job classifications. The.coordina-

.

tors came from varied experiential backgrounds, with previous positions in

vocational education and.spetial edutation predominating.

The ratings of the competencies as made by the incumbent coordinators

are shown as Table 1.

On a four point scale, the-most commonly used rating for the 44 compe-

tency statements was the highest rating, Essential to performance in the

coordinator's position. Over two-thirds of the ratings were at or above

the third level, Important,'operationally defined to mean that the local

program would be significantly impaired if the competency were not exercised.

On the other hand, only' five of the 44 competencies failed to receive a

rating of Not Needed by at least one of the 33 coordinators. The report

of the study entables the ratings for each competency. The ratings are

interprefea as field validation of the competencystatements that had been

Of 119 plausible contingencies thecked between coordinator or position

characteristic and competency rating, four contingencies-at the .05 prob-
\

ability level were found. This was\interpretel to mean that sub"goups of
\

coordinators were-not found whose positions differ in competency require-

ment; the Minnesota Coordinators of Special Needstrpay be considered to

-generated.-

occupy a single job class.

The study derived other conclusions and proposed recommendations for

-.,furthet reSearch_as-well as, fOr field aevelopments. The proposea inservice

training program-for special needs'coOrdinators.has hot been iMplemented

at the 'University of Minnesota.
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Table

Ratings.lof COMpetencies as Reported by the 33Coordinators of
Special Needs..in.Minnesota, Tallied by Number of Coordinators

,Giving.Each of Four Ratings for Each Competency
(Items 28 and 44 each xated by 32 coordinators) .

.
Competencies Ratingsa

'HUI MY SITUATION, THE COORDINATOR OF SPECIAL
NEEDS MUST BE ABLE TO - NotN Usef Impt Esse

1. ...evaluate the performance of Special Needs
staff members and recommend their retention
or separation.

2. ....maintain a current knowledge of research,
trends, and new developments in Special Needs
programming.

,

...maintain a record'system for the Special
Needs program which' is consistent with state
regulations and. format.

14

4. ...provide andfor secure inservice training
regarding.special needs', .forSpecial-Needs
and regular:vodationalTSti-ff.

..-.1ead a multidisciplinary team meeting
regarding a student with special needs.

6. ...communicate-with district board(s) so that
the Special Needs program is effectively under-
stood and its purposes integrated into those of

the school(s).

...interview,and recoMmend for.employment by
the district,cSpecial Needs personnel.

,

....authorize purchases and expendOures in
accordance.with "standard educational book
keeping.prctiCeS,'And'in-COnformity With
the state Departmentof Education's Adminis-

..

trative:Manual:

sytem for vocatiOnal eValuation
.

, ..

of.istOentsusing real otsimulated c..mrkaS
theMediUM::::

1 3 12

4 17

0 7 9

14

14

3 4 12

6

17

11

17.

16

10

:11
ir

c,.13

Rating abbreviations: NotN ='Not _Needed; Usef = Useful; Impt Important;

Esse = Essential.



Table continued)

4

Competenties. .

"IN MY SITUATION, THE COORDINATOR oF SPECIAL
NEEDS MUST BE ABLE TO

10, '...assist vocationalinstructors to uodify
their,programs. to meet the needs of handi-

, capped and disadvantaged students.

11. ...develop an'individualized prescriptive
program plan with an.indiVidual student who

,has"special needs.

12. ...integrate the,Special Needs program into,
the comprehensive vocational and other.agency

'services of the communitko.

13, ....effectively organize and use advisory'

committees.
:.

14. ..eStablish formal communication channels
among units within the Zistrict, and/or aMong
component distriCts, regarding the operation
of the Special Needs..program:

15. .;.acquire funding from a variety of sources
to support the Special Needs program.

16. ...establish effective means for communica-
tion and .dissemination of information within'

the Special Needs staff.

17. ...assist students with 'special-needs te
solve probleins in interpersonal relations
-with peers, teachers and family.

/

NotN

Ratina'

Usef Impt

3 5 8

2 3 14

0 6 12

. 11

12

- 18, ....specifyrole descriptions and qualifica7.
tions,for Special Needs::positions and:person- :-

Esse

17

14

s

15

5

15

13

14 17

12 12

14 11

. ,,.use styles-of leadership appropriateto
:different situationS in relation:_to dele7
gatiOwof authority, accountability and
supervisiOn. 19

a
Rating abbreviations: NotN = Not Needed; Usef = Useful; Impt = Important;

Esse = Essential.--



Table continued

CompetenCies
"IN MY SITUATION, THE COORDINATOR.OF SPECIAL
NEEDS MUSTJ3E ABLE TO

20. and implement a pragram.evaluation
process to monitor the operations of the
Special Needs program. .7

A
. .

21. ...select and acquire'instructional materials
that are aPpropriate for use by sudents:with
sPecial needs..

22. *.design and implement a process that will
identify students who may have special needs,
and will determine their eligibility for
Special Needs serviceS.

23. ...develop, and integrate into district
policy, Special Needs policies that are con-

.sistent with state and local requirements
and with the rights of students with special
needs.

24. ...insure that legally acceptable due process
'is followed in district actions that-affect
students with. special n^eds.

2 . -..make a determination of the nature of a
student's needs and potentials, using r6fer-
'ral information, ipterview, and measuring
instruments for the assessment of the .

student's vocatiOnal interests, aptitudes
and pcitentials, and learning characteris-
tics.

26. ...mediate conflict within the staff.. -

1

27. ...plan specific modifications in voca-
tional curriculum and methOds to make them
appropriate for students with-special needs.

...interpret and implement'at the local level
the guidelines and philosophy of the state

/ Plan and of the state Unit for Special Needs,
consistent with the accepted philosophy and
practices.of vocational education.

,Ratiapa

NotN Usef Impt Esse
t I

'0 4 ,13. 16

a
11 14

2 3 8 . 20

12 15

4 . 8 13

7 9 -15

11 11

Rating abbreviations: Not Needed; Usef = Useful; Impt = Important;

Esse'= Essential.



Table continued

Competencies
"IN 'MY SITUATION, THE COORDINATOR OF SPECIAL
EEDS MUST'BE 'ABLE TO

29. .:..carri onteffective public relations. with
variousiandiences on behalf of the Special
'Needs program', using botb oraf,and written.
formata.: '.)

30. ...assist a student with special needs io
take an active part in the plannini Of .his '

educational Placempnt,and vocational program..
.. .

31.. ...supervise the activitiqs of Special.Needs
professional personnel.

.32.. ....coordinate student transportation with
componene school districtS.

33. ...design and conduct a follow7up stAdy of
students.with special needs... -

. .

34. ....provide vocational counseling and guidance;
to students with special needs. .

. .

Ratings1.1

NotN. Usef Impt Esse

1 6 9 17

.,t

12 13

11 19 ./

19

.' 3 12 9

18

35. ..,design a.studeAt evaluation that will indi-%
cate student.progresa in a vocational Oogram.

I

36. ..;identifr, plan, and.recommend.facility
(physical plan* reqvirementsof-the.Special
'Needs program within the district. 2

37. ...secure financial aid for individual Stu-
dentS, using.alternative sources. .

.38. ...comply with state and federal laws, regu-'
lations, 'and guidelines, interpreting them
and reporting so as to show that ail cri-
teria are met for Special Needs pAgram
approval hnd funding.

0..design and implement a forma) needs'
assessmAlityrodess to 4etermind the neces-
sary size and type of Special Needs'program.

-

a
Rating abbreviations: NotN.=.Not' Needea; Usef = Useful; Impt

EsheL7 Essential.'



, Table 1 (continued)

Competencies e,.

IN MY SITUATION,. THE COORDINATOR OF SPECIAL
NEEDS MUST BE ABLE TO

Ratingsa

NotN Usef Impt Esse.

' 40. ...develop and maintain 'a Special Needs
budget that .apppropriately accounts for
funds from several .sources.

1. ...prepare students with special needs
to effectiVely use coMmunity resources and
agencies to meet their long term needs
after they leave the school.

42. ...assist an employer in developing an
affirmative action plan'for employment
of hamlicapped persons,.and/or in secur-
ing a Wages and Hours c,ertificate for
less'than minimum wage. 4

0

43. ...provide remedial and developmental .
instruction in basic skills; such as read-
ing and math, to .stuclents with special needs .

11 16

11 .10 .10

14

basic learning.theorrand-Trinci.7.
_ . -

:pies of hehaViOr thanagementtO the,sdesign
Of.inStTactionalr:Oirams for. indl*idUA1 '

students with apecial:needs: 12



Educational Importarce-

Information is provided about.a new class of educ-ational personnel whose

competency needs have not been previouslydescribed. The competencies have

possible additional utility for investigating the performance requirements

of special needs programs in vocational education, and for investigating the

required, delegated responsibilities of other personnel in the programs.

The defined and rated competency statements provide foundation for the.

development of training programs for coordinators, which traiving is hot now

provided.

The class of personnel desCribed is neW to education.within the past
-

few years;. moStly within the.past three years.. It is also novel in being a

class of ddministrative .(line, program responsible) personnel in vocational

education which is not trade-specific nor fhe director of a dchool, and it

creates or imports d teChnology not previouSly fOund in Vocational,:educa-
!

tipn. The Cothpetencies require&in.this Yob:imply the program needS pf

handicapped dndAisadvantaged students in,:vocationaredUcatiOn.

a
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