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Competencies of Special Needs Coordinators
i o - GORDON C. KRANTZ

University of Minnesota
tn

This study undertpok‘tovdescribe the job and the required competencies
of local coordinators of special needs in vocational education in Minnesota.
'Foundation was'soughm=for a competency based traininé program._'The coordi-

'ﬂjnators constitute a new class of educational personnel Competency state-

[} .

vments were generated .and were submitted to the 33 1ncumbents in vocational
education in Minnesota for rating, together with a questionnaire of personal
and position 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 o .

This study was supported in part by funds from the Bureau of Educatlon for -
. the ‘Handicapped, Un1ted States Offlce of. Educatlon, Department of Health,
S © " Bducation and Welfare. - The oplnlons expressed in this publlcatzon do not
;————-ag‘ necessarily. reflect the position or pollcy of the Office of EBducation, and
e "Aofficlal endorsemen- by the Offlce of Edudatlon should notﬁbe 1nferred

. -

jfThe Unlver51ty of Mlnnesota adheres tO the pr1nc1ple that all perﬂons shall

;n»have egua’ opportunlty and-: acc .8 to- facllltles in any pnase of unlver51ty
?ﬂact1V1ty without regard to race, creed, color, age, sex, or natlonal or1g1n.l
‘Under thlS pr1nc1ple, educatlonal, cultural, sociai. hou51ng, extracurlcular,

and employment opportunltles are avallable to all un’- an- equal ba51s. _

L
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The short—range purpose of this study was to describe the compet@ucy

-

needs encountered by a new class of educational personnel These parsonnel

are those persons who, at the level of\the local education agency, ‘are

responsible for the design and conductlof vocational education programs fo;

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

l

1imited, and no other description of this class of personnel, called coordi-
nators of special néCds, was available in the literature.
lne longer—range ObJeCthB of the study was to provide a basis for a

proposed inservice training program for coordinators of special needs. No

E such specific program ‘'was available at the time of this study, nor is it

known to. be available at the present time. There are, however, preservicev

-..,-‘

l and inservice training programs available in various parts of\the United

:C‘ ments of 1968 TheSe Amendments defined the students who are to receive'ﬂ.

u;vocational educators. T K

States for other classes of spenial needs personnel and for mainstream

e

: -'j"-"Bachground '
Programming for students with special nceds in vocational education

has an’ official h1story that dates from the Vocational Education Act Amend—

— RN T el e

.:'3, Special needs services as being the handicapped and the disadvantaged

“.

Some states have designated a: position for the local coordination of )

djfspéciaaneedsiprograms. Under the responsibility of a: more general L

oo
ST



K . vocational education administrator, the coordinator is reSponsible for the

,

design ‘and provision of special needs scrvices as well as. (in many instances)
for the provision of direct services. Minnesota has 33 suth local coordina-

© tor positions with more ant1c1pated

The pogition of coordinator of special needs programs has not been
previously def1ned 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 0pportunity to. examine both the position and the characteris-

tics of the program for which the coord1nator is responsible.- In addition,

a potent1al benefit was seen for designing\training programs to meet inser-.'

vice and preservice training needs of this class of personnel

,: o Method

A competency-based training design was chosen for’ the approach to this
. o
description and detormination. The first maJor phase of such a design calls
. _/\,.. LI
for ‘the spec1fication 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 competency statements.. Using the most

[N

frequent nom1nations, a panel of nine experts was chosen. the State‘Coordi-

-

nator of Vocational Special Needs Program, the State Coordinators of Voca- B

f-,tional Programs for the Handicapped"a University of Minnesota professor

- of Vocational Education, the President of the State Assoc1ation of Special

;Needs Perscnnel (also a. local coordinator); the manager of spccial needs
‘programming in a: large vocational education district; a professor of

5_ Educa*ional Administration, the Coordinator of. Special Needs in a medium-f

'.sized area vocational technical institute' and a project coordinator who

-



was engaged in deVEloping a state-wide management information system for

SPecial nQeds programs, These persons were chosen to’ represent those who

were knOWledgeable about special needs programming and about the require-

‘ments of the’ coordiﬂator job and of shnilar jobs.

EaCh member ©f .the expert Jury first Smeitted an indepcndent list of

<

COmpeteﬂcles that might be required of a coordinator of special needs.~ .

" The submitted statements ranged widely in format and content. " The submitted.

1ists were reduced by the investigator to an undupli cated list of approxi-

mately 135, statements. o -

The Expert Jury Was then convened for a full day to refine the undupli—

-cated cOmpetency Statements. The statements were presented to the jury WiLh
contents Dreserved, but regularized into the format of "The’ coordinator of -

, speclal neeqs must be able to ..." The Statements were. written on, two by

o

‘three f°°t sheet5°0f paper and posted about the meeting “room. ;1he~jury_

rempved ltems that cOuld not be made into meaningful competency statementS,
v' X
they then merged redundant statements of the same content, ard finally,,

added statements that appeared to have been omitted. The jury determined

'rules for editing the statements.

The investigator then edited the statements in acccrdance with the

-

.. rules. ‘The edited‘liSt consisting of 65 statements was mailed to each mem- ‘ :_d

‘ber of the expert jUry The members ‘were requested to mail corrections and

i

4 k]

: recammeﬂdations back to. the investigator. No corrections were. submitted,

l

but informal contacts revealed that two members of the Jury were dissatis—
I - :

' fied With som of’ the statements.

The jury convened again for a half day with a. task similar to that of

the: Pravious/assembled day. The result of this secqnd work session was to.

,freduce the competency statements to 44 in number. Editing rules were

f' :

,.stGrmiﬂed --". o .,'.‘: ,?t | ‘t?d




Q The investigator then cast the statements into-edited‘format and mailed
o | R them to the jurors for verification. ‘No changes in this‘list were deemed
J. - 3necessary by the jury and the 44 statements were taken to comprise thev
list to be submitted_to role incumbents for rating._

\\: Meanwhile, the'33 incumbent coordinators responded to'a ouestionnaire

<

which called for a description of their programs (organizational variables : "
and such program variables as size of student body) and the ind1vidual o .
characteristics of the incumbent such as training and experience and pro-
fessional affiliation. .This‘resulted in aAreport which-described the
'”*g 'position“in thosefterms.. | o |
The lisﬁ of 44 competencies was then submitted to each of the local
’coordinators-who rated each competency'statement as to its priority. - Four

levels of priority were used

Not needed: In your particular situation, the ability to do‘
this is not evidently needed

'ﬁseful:‘ In your situation, the abilicy to do this is a useful
competency, but:the program can be operated without significant
= Yoss if you do not use this competency. :

lmportant-' In your situation, the program can’ be operated if
you'do not use this competency, but there will be loss in pro-

gran effectiveness.

Essential; In your situation the program cannot bé operated
with reasonable effectiveness if this competency is not used.

One hundred percent of the coordinators completed and returned both

questionnaires. '"f‘ : N ' ‘ ‘ .

©

e .. ‘. .. . . Results

K

The coordlnators were found to. have a range of nosition and personal

characteristics.' Secondary, post-secondary andoadult programs ‘were repre— T e,

ranging i

‘::ﬁ.Sented fewerwthan 24 to more than 300 students in‘

ERI!
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. segregated and integrated programs. Personnel supervised by the'coordinators

‘are-shown-asuTable l.'v T o ' L "

-'generated:

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.special education predominating.

The ratingsxof_the competencies'as made by the incumbent coordinators

A

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 notaexercised. e

* On the other hand, onlyﬁfive of the 44 competencies failed to receive a

i

'.rating of Not Needed byiﬁt least one of the 33 coordinators. 'The report

of the study entables the ratings for each compctency. The ratings are
\

interpreted as field validation of the competency statements that had been

! RSN .
{ .
'

. . ‘ .
Of 119 plausible contingencies checked between coordinator or pos1tion

'\

'characteristic and competency rat1ng, four contingencies at the .05 prob-

ability level were,found.i This was\interpreted to mean that subgroups of
| . :

coordinators‘werecnot'found-whose_positions_diﬁfer‘in competency”require~
ment; the Minnesota Coordinators of SpeCial'Needs‘gay be considered to
occupy.a-single job class. . - - ' . ;

The study. derived other conclusions and proposed recommendations for

'7:=further research as-well as for field developments. The proposed inservice :

b

‘training program for special needs coordinators has’ not been implemented

at the University of Minnesota. .



....._.-....‘...‘..'.......,. ‘ .. . o . ) . . . Tabl'e ‘ l

£ .. Ratings.iof Competencies as Reported by the 33:Coordinators of

Special Needs-in-Minnesota, Tallied by Number of Coordinators
.Giving Each of Four Ratings for Each Competency
(Items 28 and 44 each rated by 32 coordinators) .

- . .

. v . Competencies . o e Ratingsa
MIN 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 . . R R , 1 3 12 17

2. .. maintain a current'knowledge of research,
trends, and new developments in Special Needs . :
programming. : | . 1 4 17 11

3,':...maintain a record system for the Special
Needs program which is consistent with state . .
regulations and format S . 0 7 9 17

4, provide and/or secure inservice“training :

. .w et .
, o H5.~‘;.flead a'multidisciplinary“team meeting L. o
EEEEE R regarding a student with special needs. 4 - 5 14 10

T 6. ...communicate with district board(s) 'so that

' ‘-5; : the Special Needs program is effectively under-
S stood and its- purposes integrated into those of . . S
the school(s) - ‘ c ' 3 4 12 ‘}%4

T L ' - . : L

IS
hah

—

A
I
i

ot ‘ 7,»‘;..interv1ew, and recommend for employment by - “ '
' the distr1ct, Special Needs personnel. . 3 6 ﬁ}y LT

8.n authorize purchases ‘and expendifures in
accordance with standard educational book- -
' keeping practices and” in. conformity with
.. the stdté Department of Education s Adminis— o o \
r'.'trative Manual S AP TR T T - DR 11

'f9.lv.. design a system for vocatlonal evaluatlon
i of students, using real or’, simulated work as . . o
Cthemedtwm.” s 119 T8

' Rating'abbreviations.' NotN Not Needed Usef Useful" Impt = Important, ;%f‘

’
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Table 1 (contiuued)

t L . K . . . ‘ .

Competenties N o _Ratingsa' ' )
“IN MY SITUATION, THE COOKDINATOR OF SPECIAL '
NELDS MUST BE ABLE TO e ) A NotN Usef Impt Esse
i I

1;‘10~’ assist vocationalsinstructors to nodify
their,programs to meet the needs of handi-
. capped and-disadvantaged students. o 3 5 8 17 -

11, ...develop an 1ndividualized presc;iptive
- program plan with an. 1ndividual student who
. has special needs. ' - \ . 2 3 14 14
12, integrate the Special Needs program into ,
the comprehensive vocational and other: agency L]
‘ " services of the community A ) 0 6 12 15

»

13, effectiveJy organize and use advisory _ , | ' .
’ committees. - : " -3 4 . 11 15

14, ...establish formal communicatlon channels :
. among units within the district, and/or -among . -
component districts, regarding the operation \Tj v
of the Special Needs program. - A 0o .6 .. 12 15

- 15. acquire funding: from a variety of sources 4~w‘. ; .
to support. the Special Needs program ] 4 8, 8. ‘13
bl6. establish effective means’ for communica— . |
' tion and -dissemination of information within L =~
- the Special Needs staff. T 1 14 17

-

lZ\ ~“—assist students with special needs to
S .. solve problems in interpersonal relations o
e : -ﬂ'with peers,’ teachers and. family : 3 .6 12 12

. 18."...specify role descriptions and qualifica—

tions for Special Needs' pos1tions and person—" e P Lo
nel. T A R

f419;".1.use styles of leadership appropriate to
different situations in relation to dele-,
gation of authority, accountability and
supervision - T S 3. 4 -7 19

Sy

.,'j Rating abbreviations 'NotN = Not Needed; Usef = Useful; Impt =.Important;
S Esse = Essential."‘;: T T G
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-~ ~ fTable l’TE;;:inued) : .v. ) | o f :'.

\ o

, .‘ ;l. - » : - ~ 3 - .""
'} T C Gompetencies o : MRatingsa
e "IN MY SITUATION, THE COORDINATOR OF SPECIAL . :
IR NEEDS MUST .BE ABLE TO . © - NotN Usef Impt ‘Esse
20, '...design and implement a program evaluation |
_ process to monitor the operations of the :
' . Special Needs program. T ‘0 4 13 16
. : : L3 .
21, ...select and acquire instructional materials R B
*.©  that are appropriate for use by students with- . .
: special needs.’ _ .1 7 .11 4 -
) 22, g .design and implement a process that will . . - . ~
- ‘ o identify students who may have special needs, -, )
S and will determine their eligibility for ' . I
Special Needs services. 2 3 .8. 2

v v . 23, ...develop, and integrate into ‘district S
. ' -~ policy, Special Needs policies that are con- ' . T e
ro ‘ - sistent with state and local requirements . ' ’

R and with the rights of students with special o
S -= " . needs, | : 2 4 12 - 15

24, ...insure that legally acceptable due process ‘ L :
‘is f6llowed in district actions that ‘affec: C T
udents with.,pecial nceds. : 4 .. 8 13
25. ,...make a determination of the nature of a R ,
' student's needs and potentials, using réfer-
‘ral information, interView,,and measuring _ “_”, o ..
“instruments for the assessment of the . LI ‘ . ;
student's vocational interests, aptitudes o E
¢+ ¢ . and potentials, and learning characteris- —
L - ties. - ' , . 2, 7 9" _ 15
26. ...mediate conflict within the staff., . -5 6 11 . 11
27. v...plan specific modifications in voca- . '
S tional curriculum and methods to make them o e
L -appropriate for students with’ special needs. 3 5. 14 - 11 -

28.}_...interpret and 1mplement at the local level T B
;.- the guldelines and philosophy of the state ol T -
e fﬁ"'n/’Plan and of the state Unit - for Special Needs,‘ S
‘ s ;-consistent with. the’ accepted philosophy and - : Eh . g
'practices of vocational education. L S

; A - . A . o, o

et

;vRating abbreviations-‘ NotN Not Needed, Usef Useful Impt = Important'.'\ff
: Bssential , R s « e L




T . - SRR Table 1 (continued) . * B e
\ ) k4 ° e - . \ . oo . )
t — e . . ‘ ' - — — et
.\ . S > ] . . ~- ﬁ*...‘ " a‘ . S
oo - Competencies . . o Ratings: C
I "IN MY SITUATION THE GOORDINATOR OF SPECTAL ) - . : '
. <. ‘NEEDS MUST BE ABLE TO o ", C NotN' Usef Impt Esse
'f;- ' é§."...carry out . effective public relations. with ) _
o R various' audiences on behalf of the Special ' ..
. " "'Needs program, using both oral .and written ) . v
| -formats., - : L o) -1 6 9 17
7\ . '301-'...assist a student with specia1 needs to
' : take an active part ih the. planning of his + = o .
educational placement and vocational program. ~1 7 12 13 -
31, ...supervise the activities of Special. Needs _ _ .
-+ professional. personnel et 12 11 19
8 32, u...coordinate student transportation with . k )
component’ school districts. o o019 009 3 2 _
- 33. ...design and conduct a follow—up stqdy of ,‘ :
students ‘with special needs.‘g ' 9 12 9 o
' 34. . ...provide vocational counseling and guidance, L | _f a
 to students with special needs. ‘- L. 03w 5 7 18
. 35. ..,design a stude.t evaluation that will indi—t S T
" . cate student progress in a vocational program.v-4 . -6 14 -9
. 36. '...identify, pban, and . recommend facility - E
" (physical plany) reqpirements of ‘the. Special _
a . __Needs program within the district. o L2 w9 15 g
37.: ...secure financial aid . for individual stu— . ‘_v _i‘_ P A
dents, using alternative sources, . . ' . - 7 6 10 .10 .
. 38. 7 comply with state and federal laws, regu=' . . - ‘o ST ‘i*
; Co lations, ‘and guidelines, interpreting them R B .
;;}f ; .. .  and reporting so as to show that’ all cri- - N
i R _vteria are met for- Soecial Needs program L ) T o o
T e approval and funding.. o i . 'ﬂ 4 49 16 0 s
v L . Cor e S e
5 = 39. . ,..design and implement a: form needs‘ T R
R . - assessment process to determine ‘the neces- . -
SURTRIRE “[.2sary size and type of Spec1al Needs program.v' 3. 5 12,13 .-

: !

Rating abbreviations NotN.— Not Needed Usef Useful Impt = Important,::drf
Jf Esse = Essential C ET . L v R A
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fTeble.l (eentinued),

Do ' ' Competencies | R o Ratingsa
o "IN MY SITUATION THE COORDINATOR OF SPECIAL ' h

..

NEEDS MUST BE ABLE TO B o NotM Usef Impt Esse_

o 40. ...develop and maintain‘a Speclal Needs .

budget that apppropriately accousdts for
~ funds frqm several sources. ; a2 4

3‘4l.i,...btépafe'studentsﬁwith_speeiél needs

‘to effectively use -community resources and
- agencies to meet ‘their long term needs )

‘after they leave the school.. : S 2 11

-

42.’”?..a551st an employer in developlng an | A .

~affirmative action plan’ for employment -
of handlcapped persons,’ and/or in:secur-— -
. ing ‘a Wages and Hours certlflcate for

v o

»43,7‘...provide remedlal and developmental : e

V-instructlon in basic skills;, such as: read—'
1ng and math to students w1th spec1a1"

NLQL..apply ba51c learnlng thébry and - princl—‘ul.ffw
':ples of behavior management.. to the: de51gn : _
. of 1nqtructlonal programs for- 1nd1v1dual R e T e

@ » ‘ e . SN

less ‘than minlmum wage P . X 14

leeds. \4 '?rﬁjﬂ

utudents w1th.spec1al needs. A | - 5.

11 16
1o 10
s c?\;,'\:; s
7 3
8 14
X412
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“'H‘ . "'3 R Educational Importance~
‘ ‘

Information is provided about a new class of educational personnel whose

cOmpetency needs have not been prev1ously.described. The competencies-have-

possible additional utility for investiaating the performance requirements '

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

a

required delegated responsibilities of other personnel in the programs.

'_development of training programs for coordinators, which training is not now

ez,

Aruitoxt provided by Eic:

“provided.

'education which is not trade—specific nor the director of a school

"The defined and rated competency statements provide foundation for the

The class\of personnel described is new to education.within the past

féw years;dmostly within the.past three &éars;‘ It is alsghn0vel in being a

class of adm1nistrative (line, program responsible) personnel in vocational

anc1 lt

i a

creates or imports a technology not. previously found in vocational,educa—

-
tion. The competencies required in this Job 1mply the program needs of
‘2. . . - - -

,handicapped and;disadyantaged students inwvocational.education.h7'""'.- .

et S ) 8 L o

e
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