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ABSTRACT

i T . \ .
One of a set of seven competency-based instructional
materials (six learning modules and one user's guide) designed for
¢« .the inservice training and i

Jxéprovenent of local 1level vocational
education administrators, th

is user's guide provides directions for:
persons supervising the use of learning modules and is directed

. toward helpihqg the user become fdmiliar with the modules. Content is
presehted in. six chapters. Chapter 1, Overview, is a-general ‘
discussion of the meaning of competency-based administrator education
(CBAE), including how it differs from a traditional program and the
need for CBAE materials. Chapters .2 thrpugh 4 discuss the modules in
‘, terms of the, development process, format, and objectives (for each
module). A noted feature of the modules®' format is the opportunity
provided for exemption testing, which allows the learner to make
decisions and to self-pacé, and also serves as a learner diagnostic
tool. Chaptér 5 discusses five curricular arrangements that .are
appropriate settings for using the CBAE materials: preservice
(on-campus), preservice (on-campus) internship, inservice
(off-campus) combined with| internship or externship, externship, and
gompetency-based arrangement. The final chapter digcusées student
orientation to CBAE. A rank order of administrator coampetencies and
examples of how CBAE modules might bé selected for an inservice

R |
program are appended. (SH) - . . S
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The purposé of the user's guide is to brovide direction for persons ’
supervising the utilization of cdmpetency-based administrator education

modules for local vocational administrators. These persons include

E‘ ’ .

university facﬁity providing pre-service and in-service vocational ad-
) - ministrator instruction as well as supervisors, staff development

directors, and prdgfém administrators. ' ‘ .

. ) Content included in this guide is directed toward helping the user

°

becompe f%?}liér with me;erials developed by the Competency-ﬁased Admin-
istrator Eduqétion Projeci, Division of Vocational and Tgchnicél Education,
) Vigginia ?olyéechnic Institute and State University. Pefsons"desiring

further information about-competency-based edbcation are advised to read

N the module titled "Implementing Competency-Baséd Instruction in-Voca-
> & 4 , . . ' .
. tional Education" which was developed as a pgrt'of this project.
to- y : )

®
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I. OVERVIEW
R Y .’/ ' “
J . - \
. - . ’ &
Any person who. intends to ‘use éompetency—based administrator edu-
cation (CBAE) materials should have somé familiarity with this general

area. Since a thorough discussion of competency-based education is

ﬁrovided in a module developed as part of the CBAE project, information
i
of this sort is not pEkSenteq here. Initially the discussion in this k\h
§ e )

section focuses on concepts which underly competency-based admifiistrator .

t

education. This is followed by an explanation of the need for competency-

- y
based administrator educarion materials.

Compe tency-Based Administéator Education

Competency—based administgetogeducation (CBAE) refers to instruc-

.

tion which focuses on developing and/or' improving skills, attitudes,
values, and,appreciations,.which will facilitate administrator achieve-

ment of $pecified compétencies in administration. In CBAE, competencies

.
-

to be demonstrated by administrators are derived from criterion refer-

enced concepts of administrator roles and are stated in such a way that’

-~

the competency may be assessed.
* ~

v

The criteria employed in assessing the administrator are based

upon specified cempetencies, including explicitly stated leve}ls of

v

mastery under specified conditions. Both the competencies and their

evaluativej criteria are made known to the student in advance.
Al
Acqﬂql ass sment of the administrator s competence uses perfor—

mance as evidence of compétence. The administrator's knowledge is taken

into account as it relates to performance, thereﬁy enabling the indivi-

dual to demonstrate applicdtion of knowledge in realistie.settings. /

hJ

Rate of progress through the CBAE program is not determined by

By

. a specified time for “course completion, ‘but by the student's. satisfactory

w\\\N
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demgnstratipn of the specified competence. Depending apbﬁ prior know-

A}

ledge of fe competency under cofdsideration, the student may or, may not

4 . 3
. 3 « \

need to p;mplete all ﬂearning experiences relating to that particular
’ » : ’ ‘ .

cy.. 1f the student feels proficient, he or she may qhodse to

&,

compe tey;

. i )0 . - , .

L3N )

compleffe the final assessment without completing‘the other learning
" ’ <

. »

¢

expe:ﬁences. Final assessment of the student's competence is based only

on fAdemonstrated mastery of the specified competengcy.

f A detailed comparlson of a’CBAE Program and a traditional program’
.#s.provided in Figure‘l. This Figure points up the unique ‘characteristi®s
;' ) \ : :

CBAE and how these characteristics differ from a "typical" tradi-

- ¢ ~

public 1 advance. The criter}é employed in dssesging competencies are

based on general objectives and are usually not made public. CBAE'
\_ 4 - 7 S o~
g programs are explicit in stating levels of mastery, andythe cbnditiops.

’,
. P

:; under” which, they will be\pepforméd." ‘ - i Tt
‘ A *  The Need fo; CBAE Materials v . ‘ f C
~ ., . Attempts to operationalize competéncy-ba;ed ehuhation<for vocation;1
- . 8
. - eﬁucat%oﬁ students are multiplying as the nationﬁl movémgnt éqiné »

~

bl

moé%ntum. Efforts are likewise being made to reform professiopal educa-

‘ tion for vocational educators to better relate to the real world of .

professional performance. ) . ' . L

- .

*  Competency-based teacher education (CBTE) is a concept that has
developed over a number of years. The growth-of CBTE for vocational °
teachers has paralleled thaé of general education. Many cuarrent CBTE

efforts in various.states are ‘partly based on 384 competencies identi-

) fied by Cotrell and others (1972). 1In mény g; compétencies were N
K . ! . .o ~

Q. . N\ . O o ’
e - 0 o .
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FIGURE 1 . -3

!

éompar;son of Traditional and‘éémpeteﬁcy—Based Administrator Education "

3
~

3

Characteristics

~Lraditional Program

CBAEiPrqgraﬁ

- +
.Competencies to be demon-
strated by the adminis-

trator are:
< .

‘

L\

sderived from committee
consensus

" .stated ‘in general terms
-seldom-made public

/ .
+derived from explicit éﬁecepts
of administrator roles
-stated so that .Competence may
be assessed

-made public in advance

i

~

Criteria to be’gmplo§ed in as~- -

sessing competencies are:’

]

~

* objectives «

‘based upon general pro@ram

-general in stating mastery

levels SEREN

‘seldom made public

L2

*based upon specified compe-
tencies '

‘explicit in stating levels of
mastery under specified
conditions . . -

-made public in aedvance

Assessment of the admrnis—
trator's competency:

.
< A
¥

9

_+may focus on objectivity

‘uses course grades. as
evidence ‘of competence
may include performance
as well as knowledge

-

cuses performance as evidence’ |
of compétence

. takes administrator knowledge

- into account as it relates to
performancé

.strives for objectivity

Rate of progress through pro-
‘gram is determined by:

-time gf course completion

P

4 I
-demonstrated competency

-

LY . « -

Instyuctional program is
intended to:
3

L e kR

-facilitate administrator.
achievement of certain gen-

.facilitate administrator
achievement of specified

competencies * //T’

*

etal program objectives
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verified at state and regional levels and;then programs devised which

. built updn those. competencies. Several vocational teacher education

+

. departments haye implemented CBTE (e.g., Temple Uniwersity, University

of Nebraska, Wayne State Uriversity, University of Minnesota).

Concurrent with demands to improve-vdhational education and voca-

tional teacher education has been the need for competent leadership
<

N :
personnel to administer expanded services at the local vocational educa-

- .
~

“.tion level.- Considerations of expediency in meeting these needs have

~
~ e

resulted in frequent promoting "from the ranks.' Additionally, more
sophisticaged leadership is required of inCumbents. 2 o

In a rapidly changing world, vocational leadership must be forward
looking and dynamic, and be able to adapt thinkiné&to the constantly

changing situation which it- faces Capable.leadership is frequently in
short supply, especially-at the local lével and il is leadeiship at

--thiswlevel which has a major impact on the delivery of vorational educa-—

&
L . .
-

tion;programs." . .- . ‘ :

Capable’ leadership in the administtation of local vocational pro-
grams is even more important today than it has been in the past. Voca-
tional-education must not operate in isolation. lt\must be an’ integral

.'part of'the\complex and.rapidly 6hanéi;g educational system‘that adapts.

-

to the economic, social, and political forces of the community served.

P -

The instructional materials from this project focus on furtheriq\<

~

professional development through in-service .education for incumbents and

newly approved directors of vocational education, principals of area

vocational high schools, and supervisors of vocational education.

Priority areas for in-service training were determined by examining

.-

_professional competencies which a select panel of local vocational




. . / : : .
. administrators and school superintendents indicated as being most im-

-

‘portant.and'most needed (see Seétibn Ii). Following a module format

* +

. < .
(see*Section ITI), prototype training materials weye developed in'six

key areas.(see Section IV). . : ;l;—//

E
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IT. MODULE DEVELOPMENT PROCESS

. .

* Competencies which serve as a basis for the CBAE modules were iden-

. ' ) et
tifted by means of a vocational education administrator needs assessment.

- ’ .

1 - ; )
The .instrumfent used’ to assess these needs consisted of a listing of . -

. IR v
eighty-seven potential competencies'identified through, a variety of

sources. One source of potential competencies consisted offjob descrip-

.- P : o~
tions for vocational education administrators. These job descriptions . ,

detailed general duties of adminfstrators and provided basic infermation

w . .
about the kinds of performance currently required of those assuming
L 4 .
responsibilities as vocational gducition administrators. Anothef source .

emgloyeﬁ was information from digcusgabns held with state Division of

- .

. Vocational Education étaff, the Executive Director of the Virginia Ad- e

visory Council on Vocational.Education, selected school super{;tendents

and vocational administrators-in Virginia. Thrbugh'theée discugsions , .

more specific detail's about competencies were obtained.

Current research studies constituted a t@ird soutce of references.
. N . ) ’ \"
Relevant information obtained_from these studies was incorporated in -

R
- -

. pf;nning the needs assessment in an effort to keep abreast of recent

. trends in Ehe field. The ‘design of the needs assessment in§trument
N ‘ - . - , P
. / 3
. gave partlcipants an opportunity to judge the importande of each poten- .
- ” [ . & .

tial cémpetency as well as an opportunity to indicate the percéived ‘.
. . - b

L. me

» need for in-service training. This was adcomplishéd by presenﬁing the

participant with a,listing of itemsg or sthtements which could rglate .
’ . - > - Lol N
. to' the administration of local vocational programs. Two,sets of scales, | j

@ .. . .
-
- t

lFurther details about the modyle development process are provided ~
in Finch, Curtis R. Developing Competency-Based Training Materials to .
- Meet the In-Service Needs of Local Vocational Administrators, Final

_ Report.- Blacksburg: ' Virginia Polytechnic Instituté and State University,
‘March, 1977. ' ' .o
o i - . . N

ll.o L4
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.
. .
. - .7 (3
- i
v ppen ..

~ were included with’ each dtem. One set of scales u/ﬁ’used to Judge the
- ‘
importance of the item to the jobs of vocational- education administrators.
The other set was used to determine how each participant pe;peived the
. . - . oy

voeétipnal education administrator's need for in-service training to

. improve upon his or her ability to perform the item. Spaces were_included

’

t o at the end of the form‘td\allow for omissions in the.list of items.

“\" A summary of the rgnk order of conpetency areas classified by local

s‘voc?tional edministrators eni schocl superintendents as being high pri—
ority in-service needs are presented in Appendix A. Other competenciee

¢ A - considered ‘important to vocational education agdministrators are pre- )

' ~

- sented in Appendix B, =

4 M .

s

Concurrent with needs assessment activities, searches were con-

-~

vducted to identify exiqting\resoutcesywhich could be used to meet in-.
t, ) T
service needs of local administrators. Resources that had potentiai to

ES
N 2

"help meet in-sefvice needs were obtained, "~ Professional tasks which the
. .

s \ N -

local administrators and school superintendents indicated-as being most
. A . ,

-~

. inportantqand most needed were considered to be high priority areas for

in-service training. After this determination.wes made, fdentified ’
. - / » . " . -
. .resburces were reviewed\to ascertain which of them could be used to

L4 ®
\ .

Y develop which competencies (important task/) This procedure insured

and '‘not duplicate york ae alreédy been done.elsewhere:
: ‘ ~Seven of the highest.priority areas deemed fmpbtﬂent to'and,most
- needed by practicing vocational education administrators were chosen
o for, insttuctionai material ;evefdpment‘ Six prototype modules for these

I 4
priority areas were then developed by the prgject'staff in conjunction .

- -

with local vqpsfional administrdtors and university faculty involved

. . ,
o . - ey - ) - ‘!
13
. .
el

1
.

.
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in the preparation of vocational administrators with two of the seven

X
competencies being combined into one module.® g )
i - Each of the six module; was pilot tested with students in at least
one instructional setting. The purpose of this‘testing was to determine
. ¢ A
to what extent: ¢ ' .
f" t o ' .“ ¢ /
, 1. ~students mastered pa kage objectives. :
2. ' students, perceived each‘paékage as being' an effective ’ 4{
teaching/learning device. . , . 4 I'4

3. university faculty presenting each package—perceivei .
it to be an 2ffective peach}ngé}earning.device!

Students' and"faculty members' perceptions of package effectiveness

were.pssessed vi

self-report instruments and student mastery of instruc—,
tional objectivés evaluated by a performance assessment form included
in each package. It should be noted that, because of time and budget

constraints, modulds.could not be experfmentally tested in order to

-compare student performance on the modules with performance on other

N )

approaches to 1eafﬁing. - +

-

+In order to further ensure that packages were acceptable, a third-
party evaluation was conducted. Based or testing and the third-party

evgluation, packages were” further revised, reproduced, and distributed

'l

to the general publitc. ot ) * .
: ;
) . R . . \
w e 3 - )
.,
' . . , )
\ - . , - . .
. .
-§ M
hl \
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In contrast with traditional instrudtional arrangeménts the modular

-

approach ut?lizee the module as a basic instructional bujlding block

©
—

instead of arranging content around, a subject, unit, or-lesson (Finch

I. MODULE FORMAT

.

. . )
and Crunkilton, 1978). Es€entially, a module may be defined as a self-

»

coqtafned pgckagé that includes a planned series of learning experiences -

4

designed to help theéstudgnt master‘specified objectives (Kapfer and

Therg are a variety of formats for modules; however, any useful

format must move the learmer logically and sequentially’ through a series

_Kapfer,, 1973; Geldscﬁmidt and'Goldscomidt, 1972; Russell, 1974).

of experiences that will enable him or her to meet specified behavioral
. '

’

objec%ives. The #odule format used for the competency-based.admtnistra-

’

tor education materials consists of several components which are pre- . U/:)

‘sented below and described

Cover Page
Introduction

<

in the paragraphs which follt{‘:\:~

Module Structure and Use

Organization
Objectives
Procedure

- .+ Resources
Terminology

»

. Learning Experiences

‘Enabling Objective®' ™~

.Information S

T Self-Check
- Model Answers.
‘ Module Assessment

- Performance Assessmenn Sheet

The purpose of the cover pape is to communicate and attract the

-4

,attention of the learner.

title which commhhicates ac

area of ‘need of vocational

training. A second part of the cover'page is a table of contents Mhich

’ N

heet

[N
o

This is accomplished through the use: of‘

-

tive learning and represents.a perceived

. I )
educatiop administrators for in-serwice

. -

%

-
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-

serves as an advance organizer for the total module. It adds to the

»

learner's ability ‘to quickly lécate specific parts of the module.
“

*

)
The introduction follows the cover page and is intended to explain-
L e pl :

why the material presented is important for the learmer to know. It

creates interest and stimulates thiﬁk;ng in a ceEtain direction. The
introduction encourages the reader to set goals and helps establish
basicfassumﬁtions'ébout the-conteéent covere& in the module.

>

A third component of the module is that of module structure and

uge. This component includes severé} sections beginﬁing with a section

on the 6rganization’of the module. The next se&tion covers the per-
formance objectives which sp;ci%y'1eggnéyaoutcomes, identify the aondi-
tions-undgr whic¢h the performance should occur, and establishes assessment
standardé? Both the terminal and enabling objectives are-included in

‘each module. ﬁnabling objectives are designed to help the learner
R S .
. .
achieve the ®serminal objective and are placed as headings for the learning.

; P '
experience sections. Other sections include. the procedures to follow,

¢

. ) A
resources to use, and specific terminology.

The learning experiences provide activities for the’module and aid

w ' /

the learner in accomplishing performance objgct{bés. Each learning

. N »

experiencé is presented on blueqpaper for easy access and is'followed'

by ad information sheet which develops content, self:check.and model
answer sections to serve as feedback devices for the leagner. The final

learning experience in each module is designed to allow application of

-

learning in an applied setting}

-

. \ .
ch module concludes with two components,presented on yellow
- R . : ’

- papef which include the module assessment and administrator performance *

)

- -
. “
3
PR M
1 © °

-t

L4




Aruitoxt provided by Eic:

assessment forms. These test the exit competence of the learner and’

can be used to indicate certain‘coﬁpetency voids.

;’Aﬁ”importanttYeature of the module format is the‘opportunity'pro~

vided for exemption testing. Students may demonstrate competence of an
enab}iné objective by completing the appropriate selfweheck section(s), .

then may*proceed to the next learning experience or may elect to totally

skib all of the module by successfully completing the final module

3
assegsment form. This exemption testing feature helps the learner make’ -

decisions, allows the learner to self-pace, and serves as a learner -~
» . N -

diagnostic tool. ,
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1V. MODULE- DESCRIPTIONS

s

. The six modules produced as a part of this curriculum development
i ro-

effort include Mo\Tthing Vocational Education Personnel to Their 0pti~

*

mum Growth Potential;\;;ﬁiementing Comp@ency-Baged Instruction in

Vocational’Education Planning\VBcational Education Programs for the «

I v

Disadvantaged and Handicapped Formulating Goals and Objectives for

" Vocatfomal Education Prpgrams, Organizing agd Conducting Staff Develdp—

ment Activities for Vocational Teacners, and Prepa}ing Local Plans for

S

AdministeringVVocational Education. Each of/these modules is described

briefly below.

Motivating Vocational Education Personnel
. to Their Optimum Growth Potential

@yéugearning experiences in this module are designed to acquaint

the student with the bagic underlying theories of motivation and- to

provide insight into various methods of applying these theories to

’motivate school personnel. Four objectives comprise the learning

. [

package: ,

Terminal Objective: In a real or simulated school situation
(e.g., area vBcational school or comprehensive high school)
develop a written plan for motivating personnel. This plan
will include office personnel and teachers from all service
areas.

Edabling Objective #1: Demonstrate knowledge and understanding
of thepries for human motivation which are useful for managers,
administrators, and supervisors who operate within ;he formdl

organization,

Enabling ObJectiVe #2: Identify methiods which could be con-
“gidered by administratorg for improving motivation among
personnel .

Engbling Objective #3:, Based on a case study siduatign, pre-
pare a written analysis by explaining what motivationgl factors
existed, the primary problems presented by the situation,
causes of the problemd, and corrective measures which |could

= >
1 I
A

{.




have been taken to Srevent the problems. Use your knowledge
of motivational theory and methodology as a guide in preparing
your, analysis.

to 12 hours with a mean of 9.6 hours.

Implementing Competency-Based
Instruction in Vocational Education

The learning experiences in this module are designed to help the

learner develop skills in implementing CBI. The learnmer is. provided

)
i

&

¢

O

Pilot test results Indicated a range of completion time of 5 hours,

aﬁ“opporténity to develop expertise in areas such as orienting teachers

L] ! . ] B
to their new roles in Fompetency—besed ingtruction and developing CBI

.

implementation plans., The module includes five objectives:

Terminal Objective: Plan strategies to implement instruction

& which focuses direct}y on developing those tasks, skills,
attitudes, values, and appreclations that are deemed critical

. for successful employment (competency'based instruction)y

.

Enabling Objective #l: Demonstrate knowledge of the rationale
for implementing competency-based instruction in vocational—
technical schools. . ~ -

Enabling Objective #2: Identify administrative concerns in
implementing competency-based instruction in vocational-
technical education. .

-

_Enabling Objective #3: Demonstrate knowledge of the pro-
cedure used to identify occupational objectives; the various
ways teachers can use the occupational objectives; and implica-
tions for administration, such as course credit and graduaf&on
credit, and occupational certification. .

. ‘!‘ -
Enabling Objective #4: Prepare a written plan for imple-.
menting key aspects: of.competency—based instruction (CBI) in
a vocational program,

Student time to completé this module during the pilot testing pro-

.

cess ranged from 6 hours to 25 hours with a mean completion time of

15.8 hotlrsz\;- . A o /
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Planning Programs for Disadvantaged and Handicapped Students

Procedures for planning and implementing zoii;ional programs for

disadvéntaged and.handicapped.persops are cove ed by asking the learner

-

to accomplish seven objectives: -
Terminal Objective: Based upon a real or «simulated situ-
ation, develop a written plan for a vocational program to
serve disadvantaged and/or handicapped students. ~

Enabling Objective #1: Demonstrate an understanding of
federal legislation and funding sources related to handi-
capped and disadvantaged students in vocational education.

_Enabling Objective #2: Determine the need for vocational
programs that serve local disadvantaged student populations
(i.e., characteristics of the populati®h; employment oppor-
tunities; social, psychological and \legal considerations;
etc.). @

Enabling Objective #3: Determine the need for *vocational ’
programs that serve local handicapped student populations

~ _ (i.e., characteristics of the population; employment oppor-

tunities; social, psychological and legal considerations,

etc.). : .,
:‘@ ) ’ A : - B
§§i Enabling Objective ff4:- Establish polities and procedures-
% which facilitate offering vocational education and related
g/g- services to disadvantaged and handicapped students.
& ’ :

Enabling Objective #5: Determine resource requirements for
providing instruction to disadvantaged and handicapped stu-
dents (i.e., facilities, equipment, materials, and support
personnel, etc.). . 8

. R .
Enabling Objective #6: Develop a timetable for implementing
programs and services for special needs students.

-

Student time to complete this module during the pilot testing pro-

-cess‘xpnged from 2 hours to 16 hours with a mean completion time of

6.7 hours. - ’ o ‘ .

Formulating Goals and Objegtives
- \ for Vocational Educatiop -Programs

.

Content of this module focuses on assisting the vocational admini-

© 'l .
strator in becoming imvolved <4n that phase of goal development which

~

éligns state and nationai educatﬁonaI standards with local concerns.




bl

. \ ’
The process of goal development is the basis for the seven module ob-

jectives.

-~

. Terminal Objective. Facilitate the developnent of program.,
goals, instructional objectives, and criterion- measures for
vocational education programs.

Enabling Objective #1: Identify outside.resources (i.e.,
community occupational competencies and entry standards,
community needs assessment, advisory committee, consultants,
brochures, and course outlines from other schools) needed to
develop program goals and objectives to support desired pro-
gram outcomes. '

Enabling Objective #2: Demonstrate knowledge of educational
standards for ‘vocational school programs (i.e., Standards of -
3Quality and State Plan for Voéational Education) and concerns
for facilitating development of goals and objectives for voca-
. . tional programs. . '

.
)

Enabling pbjective #3: In writing, explain strategies for
invdlving staff in the development of goals and objectives.
'Tak into account unique characterispics of subgroups.

-

' Engbling Objectiuve #4: Determine whether goals and objectives
L. t .State Department requirements for a program and identify
required.-areas where goals and.objectives appear deficient.

a
EZabling Objective #5: Determine the alignment of goals and
\ otjectives revised in Learning "Experience IV with local con-
_ cerns compiled from a community occupational survey, advisory
committee-minutes, and a consultant's report. ' Include in-
_ structions for revision of the goals and objectives by the
a appro7riate vocational teachers. <. 1

Epabling Objective #6: Analyze appropriate kinds of criterion
mgasures to be used by staff in evaluating achievement of given
sets of program goals and instructional objectives.

Student time to complete-;his module_during the pilot testing pro-

2 - *

cess ranged from. 6 hours to 10 hours witb a mean completion- time of

-
.

8.2 hours. . . ’ .
L Organizing and Conducting Staff
Development Activities for Vocational Teachers

“The learning experiences included: in this module are designed to

-

assist the vocational leader in developing or reacquiring the necessary

skills to adminiéter,a quality staff development progrem. Emphasis is
' ~ .




'
.
-

placed on four skills related to meeting teachers' in-service needs:

e

identification, organization, program implementation, and progrfm evalu-

ation. The module .contains four objectives:

J 3

' Terminal Objective: Prepére a staff development plan for
the vocational staff of your school division. :
Enabling Objective #1: Demonstrate knowiedge of thefad&inis—

trator's role in staff development.

Enabling Objective #2: Develop a needs assessment and’imple—
mentation strategy which will identify, prioritize, and then’
satisfy staff in-service requirements.

Enabling Objective #3: Develop a strategy. for evaluating the.
. extent to which staff development needs have been met.’ 3

Student time to complete this module during the pilot testing préi

' . A

- N\
cess ranged from 1 hour to 5 hours with a mean completion time of

~ * . . °

3.1 hours. ' . *
/

Prepfgring Local Plansefor Administering
Vocational Education Programs

-

.

LS ~

Program planning is the focus oﬁ_tﬁig‘}odﬁle. Both state and local

level planning processes are reviewed to help the 1ea%ner iz?rove skills

in this area. This module includes four objectives: e -
Terminal bbjectiver Given a set of hypothetical démographic
. data on vocational education at the state and ldcal level,
demonstrate your ability to deJElop a one—ye&r plan for voca-
‘tional educatioft’. . v

Ehabling Objective {#1: pémonstrate knowledge and .understanding
of the importance and need for planning local programs of voca—
tional education. ! . .

Enabling Objective #2: Demonstrate knowledge and understanding
of planning as a 8ystematic ngcess with ability to identify
the major parts of a local plan and explain their'func?ibns.

7 -
Enabling Objective #3: Demonstrate tiffe ability to criticize .
a local plan for vocational education.

¢ .

13

Student time to coﬁplete this module during the pilot testing p;oi "

<

L

tess ranged from 2 hours to 6 hours with a mean completion time of
; o ' y

.

4

'.3.9 hours.

1y v
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_ V.. USING THE:MATERIALS

. ’ D {
The actual way that cdmpetency-based administrator education (CBAE)
e - .

-materials. might be uBed is dependent upop afva‘iety of .factors. . These

factors most typically consist of (but are mot limited to) the types of

”

. N N e

.t . : s - s - > .
students involved (i.e., pre-service vs. in-service administrators),
. . [

L F 3
N . ?

the possible instructional Iocations (i. e., on-eampus, of f-campus or

.some combination thereof) and the capability of hn institution to pro-,

“’\
vide relevant experiences for students (e. ey externships, internships)

These factors tend to affect the direction an inst1tution will take in

0

'utillzing CBAE materials. Although the use_ of méterials is limited only

e 4R

by available resources and faculty ingenuity, there appear to be at »

' 1east fiVe curricular arrangements that . are appropriate Settings for B

. . '
implementation. Each of these arrangements is detailed in fhe paragraphs
. which, follow. - : : s ;
> Pre-Service (On—Campus) Arrangement

. AR .
The pre-service on-campus approdch to preparing vocational adminig-
. - . . . ' o .
trators is well known and widely used. Typically, the aspiring adminis~
~ . \ o 4 N 1 H .
. .‘ N . . \
trator cemes to campus full-time or part-time and takes graduate courses
. Py ~ F

e

in vocational education administration and related areas.- After com- .
- . 9 - hd

pleting requirements for administrator certificationiand:an advanced
r : E

°

degree, 'he or she seeks employment irr the field. . .

While CBAE materials may certainiy be used ﬁithlan approach/gg'this
/ . '
type, some of their potential is waste&'becanse the student is not ‘

.

afforded an opportunity to apply module experiences in realistic educa-
tional settings whilé he or she is ehroiIed in school. 'This dptuation

limits the valugof materials since they afe.used in trgditional academic

N
-

. : *
.
’ A4
2 !
- . ’ -
rer .
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- - . t - -
’ ‘ « - W 4
‘ settingé—which sometimes excludes application in realistic sgbool set-
tings. - . - . ..
4 a \ -
~~ _  Pre-Service (On—Campus)/Internship Arrangement = . C e f

- ¢
gt .

When internship experiences are provided in'conjunction with a pre-
, ‘ -
service, on-campus program, more complete useé ina'y be made c‘e CBAE

materials. . With this arrangement, students may complete portions of the
4 ¥ . ~ - ‘
modules that are most appropriate to the uniVersity setting and then

\ B ) : N ' ’ ’ \“.d Q- -
complete. the more applied learning experignces as administrator interns.

An internghip is‘basically an organized set of appliéd professiona
_periences provided in a work setting that is different from the person's

past or present employment.‘ Thus, the opportunity exists to select those

real world experiences which are of greatest- value to a particular indi—
‘%

vidual Modules may serve as basic sources of information while,the '

-

-

student is in the un1vers1ty setting and then help direct applied study .

I3

in the internship. Module learning experiences ‘may also be useful for
reviewing basic concepts wheid one is serving as an administrator'intern.

s . - ‘€ +

CBAE modules can be brought to the internship location and utilized as

-
13

——refresher materials: when dealing with Specific job situations.

.

Qn—Service (Off Campus) Combined with Internship or Eiternsh_p \

1

~ A thixd arrangément is most appropriate for persons currently\\m"k‘

ployed. as vocational -administrators, supefbisors,,and teachers.” Offer-

ings are provided at various of f-campus locations so,that—éadividuals

can receiue professional development experiences‘dﬁ”a part—tine basis.
CBAE materialé are utilized in*the variods offerings with{students
completing'module requirements by performing various activitjes in their o
own work settings, This is folloued by an internship Or’externship

v - LTS
(an organized set of applied professional experiences-:in one's curfent

A

S
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P . Ty ’ - . .
 to receive relevant ex!eriences through an externship arrangement and,

.

. e <. - h . ‘
place of employment),.,  The flexibility'ofﬂthié arrangement allows-the //
® .\ A , . .
L} N
student to obtain those experiences which are most appropriate for pro-

s . .
fessional development. In some Instanees, a te€acher might not be able

therefore, can.be scheduled irto an internship. In other cases, where
. \ v .

. . \ .
prany vocational administrators are not able\Tfrleave their places of

.

o / . . X
employment for exterided time periodsfﬂthe externship might be most ap-

N

*1propriate. For either group, applied expériences.sérve to enhanee the

*

. ecourse erk and insure thaﬁiappropriate competencies are developed.

- ' . ' »

. ¢ ExternshiE ’ .
. While the internship concept has beenzassociated with the prdfe's—
s . ?
sions for gome time, the i of using an externship to develop vocatiofial

education‘leadership personnel\ishrelativeiy new. Notable externship

- . ‘ ; ‘ R ’
programs to prepare vocational education.leaders have, evolved over the . '

past two decades in several states including Ohio, Michigan, New York,

N
Y

and Missouri, A most relevant application of the externship concept to

preparing vocational ieaders-is described by Miller (1975). The Oregon .

State University model which was implemented in 1970 has enabled indi—

’ [y

viduals to develop competence in 1eadership while stilI carrying major’

responsibilities in a local school district. Field-based seminars

serve as a catalyst for participant dEGelopment while provisions for

. ' .
ﬂneeting both group and individual objectives enables béth personal and f

‘

1qca1 éducation agency goals to be met 3§ince the Oregon State model.

c-‘

hias been instituted, simiﬁar externship programs have been initiated in

1

Arkansas, Iennessee, and Noqa_University in‘Fioridal Conceptually and

> Y . , -~ . N /: * B ’
from a practical standpoint, the extern model lends itgelf quite ‘well

to the use of CBAE materials. Program participants establish individual




Y

objectives and then work toward meeting those objectives at locations

_remote from the uﬁiGersity. Using modules in this setting enables the -

s

student, to proceed at his or her own rate and have access to faculty

members at periodic intervals when group seminars are held. Modules
' ' to be used by a student may be selected on the basis of his or her

particular work setting and personal needs.. In this mannef, students

need only to comblete'ﬁodules which have direct relevance to their = c

’
. ’

current and anticipated areas of employment. o -

]

Competency-Based Arrangement ° s

2

The foregoing arrangements have placed emphasis on the use of CBAE

o

.

7 -
materials in existing eduqational enyironments. While this may be an’ 4

-

expeditjous way to iﬁplement CBAE materiaIs_and'iiprovexigader cpmpe— . . .

= ) tencies, it may be desired“toysstablish a tot%lly competency-~based

e »program. One™must keep in mind that establishing a competancy—based

- A~ . .,
program pecessitates a basic ‘shift in structure and content. This shift ~

' should, in turn, make instruction more relevant and program graduates .

! ’ - >
- more competent administrators. ¢
: )
i
. 14

Off—campus,,on-campus, internship, and externship arrangements may,

= be used in a competency-based program. Faculty are encouraged to/use
, \..
any arrangemént-which will-help students to develop the specified compe- .

tencies. Individualized and group instruction, role playiﬁg;iand simu-

>
. - -

. v .
lation are frequently Found in competency-based programs and likewise
. A - ¢

-

. may contribute to the development’of vocational eddcation‘?eaders.
4 ) \) . ) .
How then can a CBAE program be implemented?” Figure 2 provides a
graphic display.of one procedure for a faculty to follow.. Initially,

< 1 T
competencies needed by the vocational administrator are 1dentified.

Since ﬁhis task has already been completed as a part of the CBAE projecty,
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FIGURE 2
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. / - .
competencies are readily available for use in program dévelopmeng. The

competencies needed by local vocational administrators are contained if -

Appendixes A and B. These seventy-five competencies serve as a founda-

3

“tion for the CBAE program and represent the perceptions of lacal voca-
' - ¢ .

. tional administrators and their respective superintendents of schools.
The twenty-nine statements in Appendix A are thoge competencies needed

by 4ncumbent vocational administrators. They represent in-service needs
:"% st : 4 v g
as contrasted with pre-service needs (Appendixes A a%d B).

At this point, constraints as well as students' needs and interests
are identified. Constraints consist of available dollars, facilities,

and personnel. Each of these affect the program arrangement (e.g., on-

- -

campus vs. off-campus) and the development of competency-based materials.

Studént needs and interests are considered so that the program will be

individuals in developing neces-

-

directed toward assisting students as

One student may be a local vocational administrator

-

sary competencies.
N

who desires” in-service -assistance while another may be a teacher who

is pursping administrator credentials on campus or on a full-time basis.

¥

Each student has varied but valid needs and interests which the CBAE

.

program should attempt to meet.

- ’

Once ¢ompetencies, constféints, and needs have been identified,
[ ' "‘

., objectives are developed for competencies which are needed by students

and'qan be taught (given the existing set of;progrém conatraints). Both"

.

terminal and enaBling objectives ,are esqnblished. Each -terminal objec-
A Y -
tive focuses directli on arspecific competency b;‘set of competencies

sd that a student's terminal performance parallels,that which is required
of the -administrator in the worker role. Enabling objectives are then

developed which facilitate the mastery‘of eath terminal objective.

Examples of these objectives' are provided in Section IV.

-
.
)

\,‘. , 20 ' f . Py

2
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‘After objectives have been prepared, consideration is givenﬂto the -
v development of modules for,uée‘In‘tndiyiduali;éd learning environments.
' IS . s
The six modules described in this guide serve as examples of how %pétrug—

: s ‘ / - “ -
L tion can be "packaged' to meet student\needs.l Modules available ghrough .

other sources should be used to help, "round out" a CBAE program. is, \
in itself, will greatly reduce the.need to develop materials. Appendix:C .

il 2
.

provides an example of how modules from a variety of sources might be -
N .
used to build a sound CBAE program. Note that the selection of modules ,
S S
is merely illustratlve, faculty members should examine each potential

. [N

module aﬁd\detEtmine if, "in fact, it actually aligns with the stated : .

The CBAE implementation phasec¢is.similar to implementing,other

. ~

t - ,
. competency-based programs. A wealth of information jas been written

competencies.

~—

t

. ~ about how programé can be organized and numerous program descriptions
- . . '

in this area can be used'to aséﬁst'faculty~wlth the task of ge;f&ng a
program started (e.g., Adamsky and Cotrell, l975’ Cook and Richeyn 1975;
Finch and Harrx§, 1976; Finch and Hamilton, 1975 Vogler, 1975)..- Before )

-
1mplementation vakes place, plans\nust be prepafed’for dealing with

seve;al critical areas. These include the roles of faculty and students, .

) -

. \
\ .interaction with variods groups, imstitutionms, and agencies; and ‘in-

-

-

vstructional support. The Toles of_stddentsfand faculty will chdnge as
a CBAﬁgfrogram is implemented. Likewise, inQolvement(nith various certi-
ffcatlon agencies, internship-Eponsors, and state vocational administra-

tor organizatidns are very.important. The need’ for instructional [support . ;

may greatly increase iﬁAmulti-nediz materials.are used. In each of the \\

aforementioned areas, a need for detailed ﬁlanning‘%nd coordination is
2 ‘ !
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apparent. This represents a key to successful implementation and is

one process which cafinot be taken lightly. ‘ .

_Evaluation is the final“aspect of the CBAE implementation. It o
. ~ . Y . AK:--
0

‘. L
serves a most useful function in determining’ whether or not the program

has been successful. Since stardards have already been estaﬁlisheg via

Co -
competencies and objectives, evaluation efforts should be directed ‘toward

3

dgterminiﬁg the degree to which students have met these -standards. The

) e . - .
dotted/Iines in Figure 2 represent.the routes that evaluation results

.

take to féciiitage instructiornal improvement. Thus, evaluation becomes
s T -~

_a continuous activity; one which occurs as the program functions rather

-
- -

o -

than merely taking bléce at two or three year intervals to cgmply w}th

' v
some external requests or requirements.




‘ ‘ . ‘. VI. STUDENT ORIENTATION TO CBAE ‘ :
v 4 v

Regardless of the way an instructor utilizes a module in his or
her inetruction, advanced planning and preparation are keys to program

success. Information about students should be obtained in adance of
<y * } \

matetial utilization so that illustrations and, examples may be provided <

yhigh enhance the learning process.

.The instructor should conduct a planning seseion with students to

provide information about CBAE and present .a thorough overview of .the

modularized approach to instruction. It is recommended that instructors

complete the module on Implementing Competency-Based- Instruction in

.

Vocational ‘Education. Some will find°this to be a review‘of'familiar
material. Others will gain new knowledge about CBAE and be better pre-

pared to work with students. Since learners, work through the moduleg
% -

individually, time will nefd to be scheduled to meet with learnersfon
an individual basis and broviae assistance with specific freblems and .
A - . B

. e \ . . ;
concerns. ] . -,

While each module'is self-contained #hd can be used independently
of others, it ﬁay be of benefit -to explain how each relates to the other
0 . . . .
to build®competence. Students are not required to read additional

g materials.wnen using the nodules; however, it is beneficial for each

< learner to become acquainted with other authorities on a particular

topic. - Optional resources can be -provided for added in-depth involvement

dependiné upon students' individual interests, and concerns. These op- .

tional resources are in the form of books, aréicles, filmS, or resdﬁrge

- . ‘person(s). Any proressional educator reSponsible for guiding and help-
ing the student plan an educational progmaam could be considered as a

‘i
..

S
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- b e
resource person. Examples of resource persons Would include a vocational .~ -

S
: P

- -~

educatio? Edministrator or. college pro?essor. . )
Careful study anddpzeparation by the instructor is imperative.” ~
Occasionally, the instructo; who 1s not competent in the area a module
covers will be caught off guard b§ students' questions. In this respéct
. it is be;E to be ready'before modules are distributed rather than as
the; are being used by studéhts.
In each module, opportunity is provided for the learner to demon-
. ‘ stéate proficiency in one or more of the performance objectives. When .
a student successfully completes the approp%iate’module aséésément
/éctivity he or.she then goes to the next performance objective. Using
tﬁismappgoach, the learner considers learning experiences in the order car
presented énd san choose to omit part or all of a module if appropriate
cémpetencies are exhibited by way of module assessment act%vitieé. In
ad%%tlon, this approach helps the learner gain insight into th; natufe
A

of his or.her particular deficiencies inJcompefency areas and sdggésﬁs

- learning equ<?€hcsi\for the student which will help to eliminate these

deficiéﬁcies. { h ” , .

4 -
'
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o : . APPENDIX A |
. ¢
- _RANK ORDER OF ADMINISTRATORS' PERCEIVED I
NEEDS FOR IN-SERVICE TRAINING |
N - ‘-
‘! Rank . Grouped d . . : )” h
No. Mean Competency | &
1 3.287 5.- Determine the best curriculum desigd, and organi- -
. zation to achieve instrucqional goals.&
Y T2 3.233  54. Develop annual and lomg-range plans which intlude i
. ‘ . +  pertinent objectives. -
- e i B
3 3.107 81. Implement instruction whi%h focuses directly on
. developing those tasks, skills, attitudes, values, i
and appreciations that are deemed critical for
successful employment (competency-based instruction). -
M R ~ \° . . /-—‘, i - 7’
' 4 3.067 46. Plan special education programs for disadvantaged
: ' and handicapped stiddents. )
5 3.047 19. Help formulate goals for vocational education in :
. . e the county and/or city district schodl. '
R 6 3.020 10. Organize workéhops'and other in-servite activities
(Tied) for teachers. . '
» 6 3.0207 11. Conduct workshopé and other in<service activities
' (Tied) for teachers. )
' 6  3.020 20, ‘Develop means for continuous evaluation Q£~}ﬁ ruc-
. - (Tied) % tional programs. ‘ . ’
™ te
- 7 3.012 . 58. Motivate personnel to their optimum growth poten-
¥ ' ) tial. * s y -
85+ 2.967 30. Help'determine objectives of specific vocational V(
programs. : . LT
) . - » " L
9 2.960 74. Provide for teacher participation in the accounta-
o © bility process.
10 2,927 59. Articulate the philosophy of vocational education
- . with business ang infustry representatives,
. - 11 -2.913 1.‘He1p folfulate policies upon which the vocational
(Tied) progr erate. . .
w 11 * 2.913  , 42. Prepare fiscal budgets. _ ' L
(Tied) ) o B
*’*'ea,m o * % A .‘ . .




Rank - Grouped

No. Mean
12 2.893
13 ° 2.887
14 2.880
. (Tied)
14 v72.880
) (Tied)
''15  3.873
(Tied)
15 2.873
(Tied)
'16 2860
17 2.853
18 2.840
(Tied)
18 2.840
- (Tied)
19  2.833
.20 2.807 -
’ (Tied)
20  2.807
: (Tied)
20  2.807
(Tied)
5 .
21 .2.793
&

63.

69.

45.
67.
18.
38.
79.

87.

— A2
* * . * -
)
, : - ) —»-i[—

.

Develop and maintain adlabe;atory safety program
based on legal requirements and safety standards.

Maintain overall responsigiiity for progr :;? .
evaluation. | .

Evaluate teacher perfoimance: »

Provide agsistante in writing prdgosals for state
and federal funding ofsprojects "and programs.

”

Promote coordination‘and balance between voca-

_ tional and géneral education’ programs.

—~

Help plan new instructional facilities.

\

. - ~

Keep teachers informed about legal restrictions
22 training students (e g., child labor- laws). -

Interpret financial and special needs of voca-
tioral ‘education to the public.

. . A4 . ’ - -
Ogg?nize the staff for effective counseling and -
guidance. . :

Unite and stimulate subordinates and superiors -
toward achievement of vocational education goals. U
. .\~ Y
Utilize manpower projections and economic develop-

ment data in the program planning andl revisiom

process. L

21.

N 65.

>

66.

3. ,

Involveflay groups in program planning and evalu-
tion. .

<
Provide for instructional and personal.needs of
special students. . s " '
Assist teachers in adopting innovations;* /

. Ed
R . 13 .

Involve teachers in the decision-makigg procesp.

2 .

Wt

Yy 4

B




, APPENDIX B '
»
QTHER COMPETENCIES IMPORTANT TO VOCATIONAL ADMINISTRATORS

>
.

vocational education progfams. ¢

3 “
[ v A

3. Interpret vocational programs to parents and others in the community. |
# ‘ . . ’ .
71. Provide vocational education opportunities for sﬁpdents from a1l
backgrounds. . .

- . '
€8 Articulate progrém offerings between vocational and feeder schools.
§l. Establish 4nd maintain rapport with faculty from various vocational

service areas (i.e., Agriculture, Business, Home Economics, Health,
Distributive, Trade and Industrial “‘Bducation, etc.).
50. Détermine equipment needed to carry on effective vocational %ro—
grams. ' ' : . -
80. Establish and maintain advigory committees. $
. , . $ ’
¢ 53. Check for possible hazards to pupil safety. =~ :
51. Determine operating supplies needed to carry on effective vbcational
programs. , { ’ : : : ~
32. Conduct classroom and laboratory observatiops 'of teachers. '+ .
- ’ * . § = -,
84. Analyze and assign priorities to program expenditures.
¢ A i .
16. York with state agencieg in the dev&€lopment and operation of voca-
tional education p%qgrams. <
-. /f’f\' " i‘f%“
44. Locate community resources which will aid in‘Qrogram improvements.
78. Provide for mufugl attainment ofystaff and organizational goals. -
39. Cooperate with community-organlzations ‘and agencies. '
[J
48. Prepare promotional materials to explain vocational education to
the- public. . — ?.
28. Provide communication channelg for the sharing of ideas and"informa—
tion among teachers. .
3
‘ 82. Coordinate adult véocational education programs.
43. Effect fiscal operating controls ove% school expenditures.
27. Prepare reports for the higher adminigtration.
15. Work yith county and/or city agencies in developing and operating




76.

‘32, .

57.

73¢

34.

60.

86

33.
47.
49.

56.

26'

64.

23.

62.

77.

75.

55.

B o B2
. e ) 4

B -
»

Assist teacher-coordinators in.establishing and improving coopera-
tive vocational ‘education.y, R

Conduct classroom and laboratory observations aof teachers.

Work closely with the school board to maintain high quality voca-
tional programs. -

Articulate secondary and post—secondary vocational ‘education program
objectives. -

. . . y
Recommend persons for teaching positions. \

o

Defend appropriations for vocational education from a philosophical

base. —
/

Coordinate the modification and rennovation of existing facilitles.

- o 1 T oy . n
Evaluate and'recommend teachers for promotion, retention, and

termination. ; -

°

Interview teacher candidates. 5

~ N
Prepare communication releases for mass media.

)

: .
Analyze student achievement patterns.

»
-

Report vocatiornal education concerns to school board members.

Attend'professional meetings.

"an

Determine graff assignment;; ‘ .- ' .

& -

Assume legal responsibility for planning and maintaining safe

facilities. . .

Interpret vocational education legislation to other school adminis—
trators. . o
Critically examine points of'view opposing your profesgional in-
terests. ) - 4
ggpresenﬁ teachers' interests o superiors within the scho&i/
istrict/county. N L
{° .

. . 3

Participate in community, civic and volunteer activities. ) “

Promote vocational education financing through participation at
school board meetings.

Prepare administrative bulletins directed to the. staff.

<

-

-

o “:‘ li\



B3
) 3

T 72. Synthesize’'current research information from sessions at professional
conferences. . . o - g

[

. ~

13. Provide assistance in writing proposals for state+and federal fund-
ing of, projects and programs. - ) _ -

L4

-

83,¥ Art*éulate vocational program offerings with those of CETA, OIC, -
' _and other training agencies. - )

3,

* 35, Deal with disagreements amoﬁg teachers. .

17. Work with federal agencies in the development and operation of voca-
tional education programs. -

. . i N
.
~
.

O

ERIC
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81
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30
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APPENDIX C.

‘el

EXAMPLE OF HOW MODULES FOR A CBAE LN-—SERVICE~

PROGRAM MIGHT BE SELECTED

“

. ‘ \

. Module Title.

&
Preparing for Curricular Change

S

Preparing lLocal Plans for -Administer—
ing Vocational Education

Implementing Competenty-Based Instruc-
tion in Vocational ,Education

Planning Vocational Education,Programs.
for the Disadvantaged gnd Handicapped '

Formulating Goals: and Objectives
Vocational Edudatipn Programs

Organizing and Conducting Staff Develop-
ment Activities for Vocational Teachers °

'Preparing for Curriculum Evaluation

-

» v

Motivating Vocational Education Per-
sonnel to Their Optimum Growth Poten-_
tial -

LN

:beveloping Cur;iculum:Q Goals, Objec-
tives, and Instructional Plans

%

PO

*Evaluate Your Vocational Program .

A
.

Establish and Maintain a Profe§sional
Pmkioaophy of Education [\ﬁf
S s

Help Formulate Policies Upon Which -
Vocational Programs Qperate
Prepare Fiscal Budgets "

Fiscal Management of Vocational Edu-
cation Programs . .

v Y

' M “p - .
. K - -
{

~  Ju °

~ i

’f N - R

.

Module Source
- )
VCS Project

" Washington State

University,

. 8
CBAE Project
VPI & SU <

CBAE Project
VPi & SU )

éBAE Prdje&t

VPI & SU,

CBAE Project *
VPI & SU

CBAE Project
VPI & SU . '

CS Project

ashington State ° .
University
~

CBAE, Project
VPI & SU
£ .

*

VCS Project
Washington 'State
University

PBTE f}oject"
Ohio State University

.

PBTE Prdject

Ohio.State University

Unavailable—
Wevelop locally
VECS. Project .
American Ingtitute
for Research

*

.




Module Title’ .o ‘Module Source
v 63

Provide for the'Séfety Needs of Voca- PBTE Project
A tional Students™

"Ohio State‘University )
% )
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