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ABSTRACT ‘
This first in a series of nine learning .mcdules on
instructional mdnadgement is. désigned to give secondary and
postsecondary vocational teachers hslp in acquiring skills necessary
to develop a systematic approach to the task of projecting and
acquiring instructional tools, materials, and supplies. The terminal
objective for the module is to project instructional resource needs
in an actual school settlng. Introductory secticns relate the '~
competency dealt with in this module to otheérs in the program and
list, both the enabling objectives for the three learning experlences
and - the resources required. uaterlals in the learning experiences
include information-sheets, a projecged supgly needs form, a
self-check .quiz, model answers, a case study to critigque, model
critique, and the teacher perfornance assessment fcrs for use in
evaluation of the terminal objectlve. ‘(The scdules on instructional
sanagement, are part of a larger series of 100 performance-based
teacher education (PBTE) self-contained learning packages for use in
préservice or inservice training’of teachers in all occupational

areas. Bach of the field-tested modules focuses on the development of’

one Or more speq1f1c professional competencies identified through
research as important to vocational teachers. Materials are designed
for use by teachers, either on an individual or group basis, working.
ander the-direction of one or more rescurce persons/sinstructors.)
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FOREWORD - -

/"Ihis module is one of a series of 100 performance-based
eacher education (PBTE) leaming packages focusing upon
specific professional competencies ¢f vocational teachers. The
competencies upon which these modules are based were iden-
Jlified and verified through research as being important to suc-

cassful vocational teaching at both the secondary and post- .

secondary levels of instruction. The modules are suitable for
the preparation of teachersin all occupational areas.

ach’ module provides learhing experiences that integrate
theory and appjjcation; each culminates with criterion refer-
enced assessment of the teacher's performance of the spec-
ified competency. The materials are designed for use by indi-
vidual or groups of teachers in training working under the
-direction and with the asgfstance of teacher educators actingas
resource persons. Resodrce persons should be skilléd in the
teacher competency being developed and should be thor-
oughly oriented to PBTE concepts and procedures in using
these materials.

-
The design of the materials provides considerable flexibility for
Flanmng and conducting performance-based preservice and
nsarvice teacher preparation programs to meet a wide variety
of individual needs and interests. The materials are intended for
use by universities apd colleges, state departments of educa-
tion, podt-secondary institutions, tocal education agencies, and
others responsible for the professional development of voca-
tional teachers. Further information about the use of the mod-
ules in teacher education programs is contained In three re-
lated documents. Student Guide to Using Performance-Based
Teacher Education Materials, Resource Person Guide to
Using Performance-Based Teacher Education Materials and

\ggidouto Impiementation of Performance-Based Teacher

ucation. .

The PBTE curriculum packages are products of a sustained
research and development effott by The Center's Program for
Professional Development for Vocational Education. Many in-
dividuals, institutions, and agencies participated with The Cen-
ter and have made contnbutions to the syStematic develop-
ment, testing, revision, and refinement of these very significant
training matérials. Over 40 teacher educators provided inputin
development of initial versions of the moduyles, over 2,000
teachers and 300 resource persons in 20 uaversities, colleges,
and post-secondary institutions used the materials and pro-
feedback to The Center for revision and refinement.

Special recogmtion for major indvidual roles in the direction,
development, coordination of tasting, revision, and refinement
of these materials is extended to the following program staff:
Jdmes B. Hamilton, Program Director; Robert E. Norton, As-
o \ - - '

—
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'sociate Program Director; Glen E. Fardig, Specialist; Lois Har- -
rington, Program Assistant; and Karen Quinn, Program Assis-,
tant. Recogm‘tlon is also extended to Kristy Ross, Technical
Assistant; Joan Jones, Technical Assistant; and Jean Wisen-
baugh, Artist for their contributions toyhe final rafinement of
the-materials. Contributions made by former program staff to-
ward developmental versions of these materials. are also ac-
knowledged. Calvin J. Cotrell directed the_vocational teacher_
competency research studies upon which these modules are
based and also directed the curriculum development effort
.from 1971-1972. Curtis R. Fihch provided leadership for the *
rogram from 1972-1974. '

p
‘)\ppreciation is also extended to all those outside The Center -
(consultants, field site coordinators, teacher equcators,
teachers, and others) who contributed so generously in various
phases of the total effort. Early versions of the matenals were
developed by The Center in cooperation with the vocational :
teacher education faculties at Qregon State University and at
the University of Missouri-Columbia. Preliminary testing of the
materials was conducted at Oregon State University, Temple

University, and University of Missouri<Columbia.

Following pretiminary teshng. major revision of all materials -
was performed by Center Staff with the assistance of numerous
consultants and visiting scholars frqm lhr9ughoul,lhe country.

Advanced tesling of the materials Wwas carried out with assis-
tance of the vocational teach%;cgducators and students of Ce
tral Washington State College}:Colorado State University, Ferris
State College, Michigan, Florida State Unjversity, Holland Col-
lege, P.E.|, Canada; Oklahoma State University, Rutgers Uni-
versity; State University College at Buffalo, Temple University;
University of Arizona; University'of Michigan-Flint; University of
Minnesota-Twin Cities; University of Nebraska-Lincoln; Univere
sit¥_ of Northemn Colorado; University of Pittsburgh, University
of Tennessee, University of Vermont, and Utah State University.

The Center is grateful to the National institute of Education for
sponsorship of this PBTE curnculum dévejopment effort from
1972 through its completion. Appreciation is extended.to the
Bureau of Occupational Adult Education of the U.S. Office
of Education for their sfidnsorship of training and advanced
testing of the materials at 10 sites under provisions of EPDA
Part F, Section 553. Recognifion of funding support of the
advanced testing effort is also extended to Ferris State College,
Holland College, Temple University, and the University of
Michigan-Flint.

Robert E Taylor
Execufive Director
he Center for Vocational Education

- “«

THE CENTER FOR VOCATIONAL EDUCATION
The Ohee State Unearsaty + 1940 Kavnry Rowd - Cokombuns O 43210

. The Center for Vocatlarsa; Education’s mission is to
increase the ability of div agencies, institutions, and
organizations to solve educational problems relating to
individual career planning, preparation, and progression:
The Center fyfills its missionby: , .

- "o Gererating knowledge thfough research. N

o Developing educational progréms and products.

o Evaluating individual program needs and outcomes.

o Installing educational programs and products.

o Opérating.information systems and services. -

o Conducting leadership development and training b
programs. o

o
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+  AMERICAN ASSOCIATION :
| FOR VOCATIONAL
INSTRUCTIONAL MATERIALS )
Engineering Center .

University of Georgia.
" Athens, GeorQia 30602

The American Assqciation for\Vocational Instructional
Materials 1S an interstate organization of unwver-
sities, colleges and divisions ofvocational education de-
voted to the improvement of teaching through bette in-
formation and tegching aids . B
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INTRODUCTION

Vocational teachers need to manage their pro-
grams so that the tools, equipment, and materials
required forinstruction are available when they are
needed. Students in the basic automotive service
class, for instance, shouldn't find that their prac-
tice in tire repair has to come to a screeching halt.
because there aren't enough tires to go arouna:
The horticulture teacher ready to begin a unit on
grafting shouldn’tget caughtwith his plants down.
®hese educational embarrassments can be avoid-
ed if you look ahead in a systematic manner to
identify all the instructional resources the teaching
plans call for, and do whatever is required tovnake
surgthey are available. "Instructional resources”
in*this context refers to all of the hardware and
software that are directly involved in the process of
teaching and learning. .

A .
In an instructional unit in the commercial cook- °
ing program, this may be no more than afew grains

“.

«

of spice;in the heavy equ@pmént operators training
program it may mean a ten ton bulldozer. Small
tools, machines, books, filmstrips, and laboratory
supplies in almost infinite variety are essential in-
structional resources and must be provided for.

-~
*

\

Itis one of your management tasks to determine, .

the instructional-resources your program is going

to require.in the school term ahead, and then see

to jt that they are purchased, borrowed, collected,
or acquired in some way td meet the needs of the
students at the right time and place.

This module describes the factors that you must

con!ilder when planning for resources. it is de--

signed to help you to acquire the skills necessary
to develop a systematic approach to the task of
projecting and acquiring instructional tools, mate-
rials, and supplies so that your vocational program
will be smooth running dnd efficient.

4
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ABOUT T}us MODULE

=

Ob]ectlves .

. Enabling Objectives:
1. After completing the required reading, demonstrate
knowladge of the concepts and procedures involveda
.in projecting instructional resource needs (Learning
perience ). :

2 iven a case study descnbmg how a hypothetucal
teacher projected instructional resource needs,
« critique the performance of that teacher (Learning
Experience Ii).

L]

* Resources

Alist of the outside resources which supplement those
contained withiri the module foliows. Check with your
resource person (1) to determine the availability and the
location of these resources, (2) to locate additional ref-
erences In your occupational specialty, and (3) to get
assistance In setting up activities/with peers or observa-

AN

Thls module covers performance elelnent numbers 165-167 from Calvin

' For informatlon about the QOner

) N .
¢
. \
.
'
.
~ ~ .
. ’
’
.
. ’
@ . —
.
’
-
[
- P . |
> -
. o i C
«
s
— X
s i " 4
’
' ’
N
'
n -
¥ , . .
- s .
»
.
- 4
»

tions of skilled teachers, ‘i necessary. Your resource
person may also be contacted if you have any difficulty
with directions, or in assessmg your progress at any
time. .

Learning Experience |
Optionai
Refererice: Sitvius, G. Harold and Ralph C. Bohn.
" Organizing Course Materials for Industrial Educa-
tion, Bloomington,iL: McKnightand McnghtPub-
lishing Company, 1961.

A vocational teacher experienced in projecting in-
structional resource needs with whom you gan con-
sult. "

Learning Experiencte Il .
“ No outside resources .

Learning Experience Ill Coe
Required
An actual school situation in which you can project
instructional resource needs.

A resource person’to assess your competency in
projecting instructional resource needs.

o

trell et al.;, Modsl Curricula for Vocational and Technical Teachar *
Eqlication: Report No. V (Columblis, OH:'The Center for Vdcatipnal
ucation, The Ohio State Univebsity, 1972). The 384 elements in this ~
ocumént form the fesearch base for all The Centers PBTE module
development . .

rganization of each module general
procedures fot their use, and tafminology whiech {8 common to aJl 100
modules, see About Using The Centers PBTE Modules on the Inslde
back cover. N
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Activity

L

For information on types of instructional resources you must plan for, the
factors involved in projecting instructional resource needs, and suggested

»=tion sheet

i

procedures for developing such projections, read j the Tollowing informa- ]

.
-

. better yet at

' PROJECTING INSTRUCTIONAL RESOURCE NEEDS

Imagine the plight of a teacher who has begun a
new unit of instfiiction with his/her class without
looking aheadto be sure that the tools, equipment,

and supplies of instruction are going to be avail--

able when they are needed. The teacher is about to
mtroduce the unit by using a motion plcture film,
only to discover that the film library doesn’t have
the film. in order to plan the laboratory project for
the unit, the students need sgme reference mate-
rials, but the teacher doesn't Rave any such mate-
rial in the classroom, and the only book on the
subject in the library has been checked out.

The students finally get to work, only to find that

the one machine essential to the new process wiil
be out of order for the rest of the semester. There is
a hand tool that can be used in place of the
machine. However, with only one tool available for
24 students, it will take all year for the class to get
the projectdone. The teacher forgot entirely about
the paint needed for the project; now, it will be four
weeks until the order goes through. There &p-
peared te:be enough stock for all stud buf the

first few to use this supply made some mistakes

and wasted material, so now the rest of the class
will be short * ,
L

Affinall, thts teacher has created student frustra-
tion and resentment, risked student discipline
problems, jeopardized his/her instructional plans
for the semester, and given himself/herself many
urgent problems to solve, just because he/she did
not plan to have the necessary instructional re-
sburces at hand for the work. Before the unit was
begun, or

the begin-
ning of the
school year
the teacher
should have
developed
an estimate
of the in-
structional
need? and
should have :
taken the necessary steps to acqunre them Such
an estimate of future needs is called a projection,
and preparing such a projection is ond of the
teacher’s instructional management tasks. It is not

a mysterious process but it does requite orga-
hlzed thought and planning.

Wha’rgot our fictitious teacher into trouble was
the lack of instructional resources just when their

“need was critical to the functioning of the instruc-’

tional program. The term instructional resources
can cover a wide range of tools, equipment, and
materials. The common denominator Is that these
|tems are used directly for the instruction of stu-
dents

Instruc'tional resources may include classroom
and laboratory supplies from chalk to cheese-

- - cloth, small tools, heavy laboratory equipment or

*

machir:;s, media such as filmstrips or transparen--

cies, reterence books for student use, or any
number of miscellafieous items used in teaching.
They may be as temporarily useful as today's
newspaper, or as permanent as an industrial
dianfond. $hey may be used to make a passmg
.pOmt (as in noting the number of job vacancies
advertised in today's want ads) or may be as cen-
tral to student learning-as a metal lathe is to a
machinist. Whether they are small and trivial, or
large and expensive, instruGtional resources are
vital and integral aspects of teacher instructional .
strategies and studént learning activities.

Types of Resources 7

Most procedure$ for requesting or ordering in-
structional resources divide the items into the sev-
eral categories of tools, equipment,_instructional
supplies, media (oraudiovisual materials), and in-
structional or referance materials. The definitions

. for these categories are often confusing to the

teacher, and they vary with the school system. The

- following are generally accepted dqflnltlons wnth

examples of each type.

Equipment.—Equipment is usually defined as
items that are of a’‘permanent or semi-permanent
nature, e.g., expected to last more than three '
years. Mmorequnpment may be described as cost-
ing $50 to $300, major equipment over $300. Ex-
amples of gguipment used in vocational labora-
tories include such items as sewing machines,
lathes; dental chairs, -odcilloscopes, hydraulic
jacks,<blueprint machines, beds, tractors, type-
-writers, and ovens.

/
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Almost always, purchasing equipment involves
getting bids from vendots before the purchase
- ~order can be-awarded—a time-consuming pro-
cess. A teacher requesting the purchase, of equip-
ment must be very careful to specify exactly what s
wanted, and to chegk to be sure the proper items
are actually ordered and delivered.

Tools..——The definition of tools is not quite as
clear as that of equipment. Tools are usually con-
sidered to be sepi-permanent, and are relativel
inexpensive. Toqls are generally, but not always,
portable and of small size. Examples of tools
are: scissors, wrenchés, soldering guns, scalpels,
_knives, rules, thermometers, and hammers.

Ordering the right number of tools for a class
can be a bit uncertain. Depending on the use to
which each tool will be put, you may need only one
of each, several tools for theclass, or one for every
student in the class. .

Supplies.—Supplies are items that are con-
sumed, or used up, in the course of their use. The
dividing line between tools and supplies is not
always clear. Supplies are sometimes defined as
lasting less tha:%gree years. They are often incor-
porated into stud

nt projects and lose their iden-
tity. ‘ .

Vocational education programs utilize analmost
infinite variety of supplies, and they are of very
critical concern to teachers. A few examples of
supplies are. papers, foods, metal, cleaning com-
pounds, adhesives, seeds, bandages, lubricants,
finishes, and abrasives. Because of the variety and
quantity of supplies needed in most vocational
programs, the teacher often has a complex task of
-x ardering exa.ery the right supplles for the pro-

gram.

Media.—Materials of an audio and/or visual na- -

ture used in the instructional process are included
in the term media. This can include items that the
teacher would use in lesson presentations to the
class, as well as materials that students need for
independent study. Individual lesson plans, as well
as unit -plans, should provide the informatjon
needed to order media. Some of these items may
be available from the school’s materials center,
others from loan and rental services, and some will
need to be pu rchased

Examples of medla items are. motion picture
glms auduotapes filmstrips, overhead transpar-
encies, and slide/tape presentations. Hardware
associated with media (projectors, recorders,
screens, models; cameras) are usually categorized
as equipment.

Reference and ins\tructional materials.
category relates primarily to printed matgrials

instructional plans. Each vocational area will
unique needs for references and instructional
terials, but in general this category iricludes regair
and maintenance manuals, specification shees,
magazines, parts manuals, wall eharts, {earni
packages, and Iaboratory syllabi.

Some of these may be purchased by, ar§;
shelved In, the school library, some you may nee
to have for quick reference right in your @wn class
room or laboratory. Very often, the easiest way to
purchase printed material 1s through the Iibrary\
acquisition system rather than through normal’
supply purchasing procedures. ’ |

Factors to Consider ;

A projection of required instructional resources
is far more thén a collection of vague surmises,
a "guesstimate,” or an off-the-cuff calculation It
must be based on all the elements of the cus-
riculum and on the specific instructional acttvities
that are being fftanned. In the discussion that fol-
lows, the mpst ¢learly definable elements that af-
fect instructional resources are descnbed

The written course of study. —This is the basic
document of the vocational Instructional program
The student learnings described in the course of

-study must take place, and the resources for those

learnings must be provided. Co d

Unit plans.—As you develop or review the plans
for a specific unit of instruction, the resources for
that unit must be acquired, organized, or other-
wise arranged for. A complete unit plan usually
lists the resources needed. This serves as a valu-
able checklist as you make the necessary prepara-
tion. Because units of instruction are plannad in
sequence, organizing resources around units pro-
vides a schedule or timetable for making re-
sources available.

Student needs and interests.—In most instruc-
tional plans, there should be flexibility to provide
for the individual and. group needs of students.
Instructional resources are selected whenever
possible to meet these needs and, therefore, will
vary from program to program, and will change
over time. As you project resource requirements,
you should do this ihythe light of the individual
students enrolled in your program For example,
filmstrips and t_?g(tbooks may be equally. thorough

A
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instructional devices for a unit, but the filmstrip
may be far more effettive in helping a group of
"\ students who are poor readers.!

. \§ Instructional techniques.—The selection of re-

ources is highly dependent on the general in- Present inventory of resourges. —Any prolec-
tructional approach, and the specific teaching tion of future resource needs myst take into cone
strategies.to be used in the instructional program. _ sideration what already is avail bLg. _There is no
Resources that are most appropriate for one point in requesting new materi§ when there are
teaching t¢chnique may be almost useless_for thingsin stocktha‘t.can be utilized equally as well.
another. . The available money should be spent for new es-
sential iterhs, and existing stogks of materials

(- heavily on Myboratory equipment and supplies: the should be used where possible befpre more is

lecture-discussion method may require exténsive ordered.
’ reading fnaterials; independent study may need a Avallable'funds -——No projection of resource

i variety of reference works and peripdicals} the ngeds will be reallst_g,.unles§ it fakes into account
competency- -based approach frequently utilizes the funds that are available. Your rojections will

\ -learning activity packages and specially prepared . bean exercise in futility if there 1s no money to buy
. . media. ltis absolutely vital that the teacher select  the tools, equipment, or Supplies that you believe
l,l and devélop the instructional techniques to be to be necessary.

used before prOJectlngthelnstructlonal resources In the preceding 'discussion. the basic factors
' needed for-the unit or the program , affecting the teacher's projection of instructional

- Safety c:j?'aﬂons —No matter wHat in- resources were briefly presented. A further elab-

For exdqple, the project method usually relies

i

structional resptirces are to be used, the safety of . Oration of some of these points is given in the
students myef be a primé consideration. Labora- - Section that follows. _ ‘
tory equipment must be in safe working order, It canndt be too highly stressed that the decision
" tools needed for instruction must be the safest a5 to whaf is needed in the way of instructional’
obtaingble, and instructional supplies shbuld be resources should be solidly based on the planned
purgHased and stored to minimize safety hazards.  instructional program, rather than the other way

- It there are choices and dacisions to be made  around. You should avoid having to adjust the
about safe instructional resources, this must be* ~

done as.you make your plans and projections.3

Occupational requlrements.—Tt\is i1s another
important basis for projecting current instruc- - /\

tional needs. Occupationat requirements change, | AL Wassiese ~
so the instr ctrohal materials and devices need to U ‘
\feflect this ¢ ange If, for example, architectural ’
hd *draftsmen no longer use paper, but do their draw- * )
ings on film, the teacher should act to provrde
. similar materlals to drafting students. . ] .
. Past experience.—The written course of study . TRSTUCHAAS KE:’%KCEQ
U and the unit plan furnish the teacher with formal program to existing tools and equipment, as this

_ bases for selecting resaurces, but tHe teacher may lead to instruction that is ill balanced, irrele-
" shouid draw on his 6k her personal experrence as vantto the occypation, or out of date. Justbecause
well. Some resources will have been found to be  apiece of eqt}lpme'nt is in thevocational laboratory
more convenient, cheaper more effdctive with - does not'mean that it must be used in the vogca-
students, or more generally usefulthan thers. For, tional program; it may have already outlived its
example, a building trades mstructgr may have industriaf as well as its instructional usefulness.

found that there is no reason to provide both 3" T , L
) . he program’s course of $tudy, assuming it.has
1! yw 1/,
and %" plywood because the V" thickness is suit- been kept current, is the prime indicator of what

W . \ - instructional resources are needed in the related_
— » . ©. classroom or the laboratory. Before making any
1 To gamn skill in planning struction and preparing materials to meet  plans for ordering any instructional resources, yoy

the individual and group needs of your students, you may wish to refer to :
modules in CategoryB“l::rdructional Planning . should have a thorough understanding of the

S 2 To gain skill 1n using a vanety of instructional techriques, you may ~ course of study. After that, you are ready to project
wish to refer to modules in (;gtegory C Instructional EXGCU(IOI‘I Myour |nstrucU0na| needs for the various unlts of.

3 To gain skill in safety procequres and practices, you ma to refer’
P to Module E-5, Provide for Student Safety A _ truction, specific lessons, and student activities
\ ) : , l that have beendeveloped from the course ojstudy.

. - . -~ N ~
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Onetechnique you can use Is to make a copy of
,your course of study for review. Go down the out-
L dine, makmg note of the tools and equipment that_
' 3 involved in each of the topics. The right-hand
rgins can be used for notes concerning equip-
mént needs, the left for tdols. In this way, you can
develop a basic list to help you in your more ad-
v?nced plann‘lbng

*The number of students who are enrolled in the

. program will obviously have considerable bearing

onthe quantlty of materlals and supplies required,

and on the number of pteces of equipment needed

in the laboratory so as fo Keep studeat-work pro-«

»  gressing without delay. If materials.are ordered at

the beginning of the *school year, enroliment

. figures are usually already known, and quantities
can be calctlated accordingly. : )

«

-

Unfortunately, sometimes the correct data is not’
. available. Supplies may need to be ordered at the
end of one school year to be delivered at the be-
ginning of the next Enroliment may not have
stabilized, and program plans:may not be fully
developed. In these cases, all the teacher cando is
to make an estimate of student enroliment, prédict
the final putcomes of program planmng and re-
quest additional materials to supplement what is

already available in'the program stocks .

) |fhyqu area new teacherin an éxisting vocational
program;‘it is reasonable to expect that there will
be a considerable aqount of tools, equipment, and
supplies already in_the facility. There should also
..be some form of inventory report available to you.
If you have such an.inventory report, you can uge it
as information on which to build requests for re-
~ sources. First, however, determine that iis_cor-
“rect. You should make a complete examination of
" materials stocks to determine whether the records
are atcurate, complete, and up-to date. Dorrt just
make a spot-check of th'e inventory, " because this
method coufd fail to uncover errors. Later on,
difficulties and frustrations could arise when you
are depending on all the items to be there when
you need them. Do not be surprised, however; if
you do not find an inventory report, since itis nota
requirement in all schools.*

One vexiﬁg question that must be faced when
planning for resources is the quantity of materials

tor the numbser of tools orepieces of equipment

‘ needed for the class. It usually is.not possible (or
necessary) to have one of everything for the use of
every student atany time. As you make projecgions

of required resources, there are several questions

you gan ask that will help ciarify some of these
needs. While these questions are couched interms

-

4 Togain skill insetting up an inventory system, you may wish to refer to
Module E-9, Makage the Vocational Laboratory

~

4 ‘ & ’
. - /
of & "tool,” they are equally appropriate for all
“tools of learning,” including pieces of equipment,

__machines, media materials, media hardware, or

reference books.

¢ What does the course of study indicate about
the need for tools? N

Courses of study and unit plans not only define
the kinds of tools that must be available to teacher
and students, but may also give some clues as to
the quantity needed. The learging experiences and
laboratory activities indicated in these plans will
determine whether the tools will be needed for
whole-group activities, small-group activities, or
individual learning projects. Ihese in tum affect
the number of tools needed.

. }'Ioiv many students are likely to be néeding the
same tools at the same time?

The answer to this question is related,to (1) the

. number of students enrolled in the program, and

(2) the kind of instructional program 1n operation
Your program may be organized arourl group
instruction and required projects or exercises, or it
may be highly individualized, with students in-
volved in many different activities. Frequently,
teachers begin the vocational course™with group
work to make, beginning instruction easier. As stu-
dents move through the program, they progress at

- varying rates, and the laboratory activities become

more varied. 4

In terms of tools in an electronics program, for
example, if all.students will be dotng*soldering at
the same time, you will need one soldering gun for
each student. If the laboratory work is individu-
alized, you may need only four or f|ve soldering
guns for a class of 20.

Al -
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e How often is any ‘one tool golng to be needed
during any particular job?

Some IWatof’? projects or Customer work— -~ -

might require the continual use of certain tools.
Other jobs-may-require the use of a particular tool

~ only infrequently and for a very short period of

time, thus permitting fewer tools to adequdtel
serve more students. It will take thorough an
adequate preplanning for the teacher to calculate
this variable. -, e
. o Can students be scheduled to rotate through a
series of operations to reduce the demand on
the number of tools? ; .

* The teacher usmg the muItupJe—actuvutles ap-
proach can have perhaps seven activities takmg
place in the laboratory at the same time. All the.
groups will not need the same tool atany one timg.
In-a basic_automotive course, for instance, the
-teacher mig?ﬁﬁve one group working on the unit

-on tire repait, with three other groups doing other'

things, thereby reducmg the amount of tire repair
equipment needed by the program.

Ordering the correct amount of supplies for the
Jaboratory also requires a bit of advance calcula-
tion. Again, there are severalquestions that can be
asked to help clarify the problem.

o How-many students will be in the program for
the term or semester?

Ideally, you will know well ahead of time the
exact number of students in the prpgram. ILis then
relatively easy to complete supply needs by n"\ultl-
plying the quantities of each required-supply item

* by the total number of students. Unfortunately,

well ip advance of the start of the term, student
enroliment may have to be estimated; with a T#gtor
forerrorincluded. Past experience may indicate a
need to make adjustments in the estimated en-
roliment figures to allow for expected dropouts or
late registrants.

: so?ne%-:nmes. becauser materials must be ordered

e How much should be allowed for error and

.. waste?

No matter how carefully supply stocks are calcu-
Iated there js1ikely to be some errqrinvolved. You
may notbe able to determine accurat&ly bowmuch
ofan item is required; students can be expected to
make errors as they go through the process of
learning. Through inexperience, students willtend
to break tools,and damage some equipmentin the
course of use. In spite of the teacher's supervusmn

- supplies will be misused-and wasted

- For supplies, a round figure of 10 percent-is

* v

»

usually used to calculate the additional amount
needed to cover waste and error—your own 6x-

needs to be modified: Tools subject to breakage by
students (e.g., handsaw blades, needles, ther-
mometers) should be kept in stock so the labora-
tory can continue to function smoothly in spite of
student mistakes. The best guideto the number of*
spare parts to keep m stock is the teachers own
.experience.

~ o What otherfactors should be consldered when
preparing supply orders?

For most programs it will be necesbary to pro-
vide some materials for-.teacher demonsgtrations
and normal instryction. The’ clothmg instructor
will use some cloth in the process of giving a dem-
onstration. The foods teacher will use cooking'ig-
gredients as part of the instrdctional process. The
amount required for this purpose will vary greatly
depending on the subject matter and the teachmg
techmques used. .

Maintenance work on tools and equipment can
require supplies such as lubricants, solvents,
sharpening abrasives, cleaning compounds, and

, fmlshlng rhaterials. Sometimes schools expect

vocational teachers to do some minor repair work,
and seme programs rely heavily on customer jobs
("live ‘'work™) td give students desirable practice
experiences. This kind of activity also reﬁunresz
supplies. .

It is important that supplies used for the ahove
purposes do, not come out of student materials
fees, butfroma se§arate maintenance and instruc-
‘tional materialS'budget.dt is generally considered
indefensible for the teacher to make a profit on
supplies sold to students for projects in order to
coyer the cost of supplies used for other purposes.

Media, reference materials, and instructional
materidls have uniqué problems of projection and
ordering. A few special questions arise when plan-
ning for these types of instructional resources.

’

’
A
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"o Which instructional aids are essential to the

.

functioning of the program, and whlch are sim-
ply nice to have?

.

Unit plans and daily lesson plans can point out ’
the essential ipstructional aids. Lessons which are
structured around a specific piece of media mate-
rial, for example, would suffer greatly if the item
were notayailable at the right time. There may well

.besome occupational knowledge or skills that can

be taught in no other way-except through a spe-
cific visual aid or reference book.

. You should prepare two lists of instructional
media and references—a list of essentlal items,
and a list of desirable items that will enhance the
instructional program. It would also be usefulif the
“desirable” list were arranged in order of prlorlty
so the items ean be, purchased in that order as

. funds becom/e available.

s

o WHat media and reference materials are al-

”,
.

€

ready available in the school and the voca- .

tional program? ¢

You should check with your school adminis-

trator to find out the exact procedures for obtain-

~-—— - ing-instructional materigls-i in- your-sehool: There' -

may be a'school budgst or a library budgetagainst ™
which you can draw for these items. Many visual
materials and services may be avdilable to you
from a central materials service without charge.

« You 'may be able {o get reference materials from

the.schQolss textbook fund. Try to tap as many of
the school's resourceés as possuble ~?

Someform of inventory or I|st|ng of audiovisual \ Budgets for |nstruct|onal Resources

and reference matenals ‘may already exist. You
may locate it in_the school library, the materials
center, or the vocatlonal program office, and 1t

7/ would servé as a start'in determnnung-what Is con-.

s

% -

veniently available, If such an inventory or cata-'
logue does not exist, it would be very wise for you
to prepare one for further use. '

- o How appropriate are the- me'dia and materials

. to the planned ihstruction? - ¢ - .
Unllke standard tools, equipment, and suppliés,

lt ‘is almdst never efficient to order msztructlonal -

materials sight unseen from-a catalogue. You
should always inspect transparencle§ and slides,
preview films,and listen to audiotapes before put-
chase. Without this, the material may turn outto be
quite .useless for your purposes -and a waste of

terials in which you are interested extend preview
prnvuleges to prospective purchasers, use this op-
portunity to examine the materials. Otherwise,
contactthe local representatwe of ffie company to
arrange for a shownng - .

Whenevar possible,, the reference materiald
(books, specification sheets, catalogues, etc)
should duplicate those that the students willfindin
an actual work situation. Naturally, all reference
material should be up to date, whlch means that
you should periodically review the materials al-,
ready available and ogder current materlal when

: repfacement is indicated.-

. How ;should lnstructional materials be or-
‘dered?

A

. money. If the producers and publishers of the ma- , -,

It is difficult tb separate the task of projectirig
instructional resource needs from the problems of
money and budgets. Qne of your firstactionsin the
process of" projecting resource needs will be to
find answers to the following questions. '

o What funds are available from the school for

the purehase of instructional supplies, tools;,
and equnpment and media and matenals?’

¢ What policies govern the.collectlon ofstudent

fees and the selling of supplles to students? -

e What policies and procedures.exist for charg-
ing customers for service work? - J

itmay be necessary to search dllugently for more?

money, If that 1s possible, or it may gve \eces-
sary to modufy instructional plans in o o hve
_within present finangial constrannts ‘,

/In any case, it is very |mportant thatBtudénts het
be charged any more than is'absolutely necessary.
The teacher’s goal should be to make vocational
education available to any qualifigd student,

) ellgmnatlng. no one because of- Iack—of money5

-

It may help the teacher who is premnng a pro--

ion of instructional resources to employ a sim-
ple form to record needsand to calculate costs,
Sample 1isan example of such aform. It should be
noted, however, that because vocational programs

vary widely in their utilization of resources, you

v~ . A
. o - .
, -

- 5 Togan skm n prqparmgbudgets collecting fees, ard ordenng rhate-

rialsy you may wish to refer to Module E- 2 Manage Your Budgetmg and
Reporting Responsibilities N

J , - . -
¢. I:' . . * . R
- ..

. ¢ 11 .

- »




&

may want to design a form that is specific to your
service area or occupational specialty.

". Sample 1 is partially filted in to illustrate how it _

. can be used. For example, the first item, solder, is
estimated by the teacher tobe consumed by stu-
dents at the rate of Y2 Ib. perstudent per term. With
20 students in the class, this means that,10 Ibs. of
solder will be needed for the school term. Since
the teacher already has 3 Ibs. of solder in stock
(column 4), an additional 7 Ibs. should be ordered,
at a~fotal cost of $34.65. Past.experience has

‘. <shown that, on the average, students wear out*

about two soldering gun tips during a term (item
3). The fluorescent tubes are actually needed by
- the teacher for demonstrating an electrical circuit,
rather than for student laboratory work. Since
there are-enough tubes on hand, none need to be

\v

" tools, media, instructi

ordered. Similar forms can be constructed for
"\al materials, or other types
of resources.

It can be saen that the whole process of pro- '
jecting instructional resource needs -is fairly

_ straightforward. The first time it is done, it may

require a considerable amountof time and effort to
complete. In succeeding school terms, however, .

the projection may- only need to be reviewed,

changed where requlred acc,ordmg to program
revisions or past expenence and recalculated.
Done properly, a projection of instructional re-
source needs §an make the instructional program
function smoothly, relieve the teacher of the need
to solve supply problems on a haphazard basis,
and generally help to make teaching and learning
a more pleasant and effective experience.
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For more information on planning for instructional resources (particularly

—

Optional tools and equipment), you may wish to read the supplementary reference,
Activity ' Silvius and Bohn, Organizing Course Materials for Industrial Education,
. ' pp. 394-406. .

/\ A teacher in your own service area who is experienced in planning for

instructipnal resources may be able to give you insights into the problems
involved in projecting instructional resource needs in a vocational pro-

\

Optip{\a! gram. You may wish to arrange through your resource person to meet with
\ Activity such a teacher and ask him/her about any problems unique to your area,
special factars that must be considered, and practlcal procedures he/she

~' has found particularly helpful. 3

The following items check your comprehension of the material in the
information sheet, Projecting Instructional Resource Needs, pp. 6-13.
Each of the five items requires a short essay-type response. Please explain
fully, but briefly, and make sure you respond to all parts of each item.

e

-
-

SELF-CHECK

1. What is the relationship between the course of study for a particular vocational education program

and the mstructlonal resource materials that should appear in the vocational classroom and labora-
tory”

@r

14
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. .
V!

2. For the next fall term, you intend to change your teaching approach in your vocational education
program (say, to greater individualization). How will this affect your projections for the instructional -
resources you will need next fall? - o

s e

<

3. Whyshould you have aninventory report of the tools, eqyipment, and suppliesin your classroom and
laboratory when you are making projections of the instructional resources you will need?
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4 How can persons from business or industry (or an advisory committee) be of assnstance to theteacher
* who is developing his/her pro;ecttons of resource needs for the coming sghool term?

¥

5. What kind of evidence or justification could you give to your school ad ministrator that the many new
.topls you want to order are essential to your instructional program?
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Feedback

.

Compare your written responsgs on the Self-Check with the Model An-
swers given below. Your responses need Set exactly duplicate the model
responses; however, you should have co

¢

red the same major points.

-

MODEL ANSWERS

‘1. Instructional materials, such as reference
books, films, and transparencies, must not be
requested just because they look interesting, or
may help students in some vague, unspecified
way. Any projection of instructional resource
needs should be based on definite instructional
plans, ingluding the course of study for the'pro-

_gram, the plans for the several units, and daily
lesson plans. The learning activities and ex-
periences which are required in the course of
study should determine the types, amount, and
specific titles of materials available to students
in the vocational classroom and laboratory. The
reference sources as listed 1n the course of
study serve as a good starting place for select-

. ing new materials.

Since itisimportant that instructionadl materials
be as up to date as possible, and courses of
study tend to change slowly, it may be neces-
sary for the teacher to search for the latest edi-
fions and riewest versions of the materials. Ma-
terials requests that are directly derived from
the course of study are readily defensible and,
thus, should be approved by the school ad-

2. The relation between teachmg approach and
instructional resources of all kinds is very
strong and direct. If there is to be a major
change in approach (as, for example, changing
from a tradifional lecture/lab program to fully
competency-based instruction), it might also

. be necessary to make major changes in tools,
laboratory equipment; laboratory supplies, and
reference materials.

In the case of competency-based instruction,.
for example, because the instruction is more
individualized than in traditional programs, it
may be necessary to purchase learning pack-
ages (ormodules) foreach student, and tohave
~amuch greater coliection of slide/tape presen-
s tations,videotapes, and reading materials. File
A drawers.and storage boxes ‘'may have to be
acquired to house the collection. A few more
“audio- and videotape playerssmay be needed so
studénts can use the materials efficiently, and
study carrels may need to be installed. On the

| 17
L

‘ ministrator. 3.

. Nl
other hand, it is hkely that fewersdupliazates of

machines and tpols would be needed because
students would ‘be working on a greater variety

.of learning actiyities at any one time.

Sometimes, even minor changes in teaching
techniques can affect resource needs. If, for
example, the teacher decides to use more
overhead transparencues mstead of time-
consuming chalkboard-drawings, thé following
changes may be needed: (1) purchase of a new
projector, (2) installation of a permanent screen
In the classroom, (8) a new file for transparen-
cies, and (4) less colored chalk.

Just as the equipment that happens to exist in

the laboratory must not be allowed to control-

the course of study, neither should the instruc-
tional materials on hand dictate the teaching
techniques to be used. The techniques should
be those determined as being the most effective
for the particular teacher as he or she works
with-a particular group of students. Instruc-
tional materials should be carefully chosen to
support and enhance the technique.

Without some type of inventory report you can-
not make an accurate projection of resource
needs for the coming school term or the next
instructional unit. The first big step in project-
ing resources is to calculate the total tools,
equipment, supplles and matenals required for
the program. Thé next step is to subtract from
the eétnmatgdhos; items and quantities already
available, and then plan to order the additional
things required,

Without an accurate i entory, the second step
becomes largely guesswork, full of chance for
error, miscalculation, or forgetting. You will, no

, doubt, have better things to do with your pro-

gram funds than to buy an oversupply of some
items just because you forgot you already had
some on hand.

‘

The inventory also serves as a check on past
experiénce. Your inventory records can tell you
how much of a certain supply item was actually
used.during the past year, so you can use this as
a basis for estimating future consumption.

16
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Such records may remind you that a piece of
equipment is getting old and may need re-
placement, or that with enroliment going up,
_the number of tools may be inadequate for next
year. It is unwise to leave such things strictly to
memory. ,

. Probably the most important thing that a group
from business and industry can do for you in
regard to instructional resources is to help to
keep your program up to date. It.is easy for the
vocational teacher who has been away from the
actual job for awhile to get immersed in his/her
own program and to lose track of new de-
vejopments in the field.—

As you go through the process of preparing
. yourlist of needs, you can involve your advisory
group in checking to make certain your tools

and equipment me®t present-day standards in

the occupation. They may also be able to review
your supplies list for appropriateness, and
perhaps suggest new reference materials that
are used in’the occupation.

If you and the advisors find thatyour program is
lacking some instructional resources, whether
tools, equipment, or supplies, they may be able
to assist you in getting them. It is possible that
they may make a gift to the program theém-
selves, or locate someone who can. The formal
and stropg support of the advisory committee
may afso give added weight to your request to
the administration for more funds for your in-
structional program. >

-

5 The best single piece of evidence that you can

present for the essential nature of your request
for tools is that the request is based directly on

‘the program’s course of study. The coutse of

study I1s an almost official doeument of the .
school, accepted by the administration as an
authoritative statemenf as to what is to take
place in the occupational program. The unit
plans an& daily lesson plans derived from the
course of study have similar acceptance. Stu- " -
dent performance objectives make these plans
operational.

If.the course of study indicates that students in
the occupation must be able to use certain-
tools, then those tool$ should be available in ¥
the school laboratory. The teacher should be
able toshow, of course, that the requested tools
are not at present in the inventory, and that,
when received, they will be given proper care
and control.

Other justifications for requesting additional
tools are that (1) the present ones are worn;
unsafe, or out of date, (2) increased enroliment
in the program necessitates more tools, or (3)

.’changes in instructional approaches require

more tools for the class. If the teacher has
worked -out his/her projection of needs care-
fully, and has the data to back it up, there is a
much .greater chance that the tools will be
forthcoming. A request accompanied by the
offhand claim that “| really need these,” 1Ismuch
less ithpressive.

»
-

LEY;;)OF PERFORMANCE: Your completed Self-Check should have covered the same major points as
the meédel responses. If you missed some points orh questlons about any additional points you
made, gevnewthe material in the information sheet, Proj g Instructional Resource Needs, pp. 6-13,
or-check with your resource person if necessary.
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Activity

4

The following Gase Study tells of one vocational teacher's efforts to plan’
and prepare a projection of the instructional resource needs of her pro-

- gram. Read the situation described, and.then explain io ‘writing (#) the
strengths of the teacher's approach, (2) the weaknesses of the teacher’s
approach, agd (3) how the teacher should have treated her responsibilities.

4

CASE STUDY

The young teacher felt very pleaséd and proud of
herself as she tipped the last page out of hef
typewriter. Here she was, Miss Engenu Bambini, *
ready to begin her career as the new teacher of the”
Child Care Worker program at Pineywoods Voca-
tional School! The first-day of classes was still
several weeks away, but she was working hard to
have everything perfectly planned and in order
when the first student arrived. .

Right now st was finishing up the resources
lists and the purchase orders she would submit
tomorrow to Mr. Stern, the principal, for his signa-
tures. She hadn'tyet talked to him about money for
the program, but when he hired her, he hgd prom-
ised to help in any way he could, so she had no
doybt that he would approve everything she
needed. She was taking over an ongoing program
that hadn’t been going too well, so she would need
a lot of things.

Miss Bambini began a final check of hersesti-

" _ mates for instructional equipment, supplies, and

materials for the coming year—she wanted to be
sure there were no errors or omissions on these
_ important papers. As she reread whatshe had writ-
ten, she made a mental check of the matters she

had wanted to be sure to cover. Yes, she had thor-
oughly reviewed the curriculum guide for the Child
Care Worker program (that's ‘'what the school
called the course of study) to be sure that all the
resources called for would be available to stu-
dents. She had reorganized the old unit plans ¢ nd
had written two new ones, and had added-’
laboratory supplles for these umts to the supplie$~

list. v .
N ‘

While going through these plans, she had re-
membered some new visual materials she had
seen advertised and puttheminto theinstructional
materials list. She had gone through the child care
classroom, but she didn't remetnber seeing much
refereénce material, so she put some fine new ref-
erence books into the equipment order . .. they
were expensive, but would last a long t|me she
thought.

She was rather glad there would only be 16 stu-
dents inthe program the firstsemester . . . itwould
‘make it easier for her to get things orgamzed
properly, and she felt she could soon increase the
enrollment. It also made her feel a bit easier about
ordering those 16 cassette tape recorders that her

. Students would need to use for Unit V-on story-

telling.

Miss Bgmbini was glad she had fooked over the-
cumulative records of every one of those students.

They seemed like such a nice group. Like most
child care students though, they certainly had a
great range of backgrounds. Some were young
mothers with rather poor academic records train-
for their first jobs, two were mature college
graduates, and the others -were somewhere in be-
tween. Miss Bambini sincerely wanted them all to
succeed, so she intended to think about the right
teaching technique to reach every one—but all
that was in.the futyre ... right now she had to
correct a couple of typing errors and get these
resources lists up to Mr, Stern's office.d

®
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Compare your completed written critique of the case study with the Model
Critique given below. Your response need not exactly duplicate the model

- response; however, you should have covered the same major points.
2 ~

o L 4

gl

T ~

MODEL CRITIQUE

Miss Engenu Bambini may be inexperienceq, ,

but she certainly appears to be conscientious in
her efforts to get started right in her new position.
She has obviously tried to do a good job of acguir-

_ purchase orders carefully and well ahead of,

She did well to review the teaching plans'éhd‘-

" course of study tomake sure thatall theequipment
and supplies needed for the learning activities
would be available to her students at the righftime.
She tried hard to inclyde up-to-date instructional

material like the new visual aids and the new refer- |

ence books. It was perceptive of her to review the
records of her prospective students before the
school term began. Surely, her heart is’nrg the right
place. '

ing the instructional resources she will neeq fot.. sible that saet mig
her program, making out the resources Iisﬁ%@

e >

r 4

over the records of her prospective students, she
apparently did not try to select her instructional
resources th best meet the needs and interests of
the studgnts. With,such a diverse group, itis pos-
not learn effectively from
written materials and would benefit from the use of

% ° moré ‘audio- or videotapes, while some of the
others might require more sophisticated materials.

Miss. Bambini didn't seem to realize either that
planning tof the teaching techniques she ihtended
to use should not be a matter for the future, but
should be done now . . . at least in broad terms |If
the child care class is to use primarily group work

(such as role-playing, class discussions, commit-¢
tee projects), some of the equipment and materials.

reguired may be quite different from that needed
foPstrictly individualized instruction. ‘

Miss Bambini may be in for some di'sappoi'n}/l There were a couple of other matters in her re-

ments, however. While Mr. Stetn was no doubt
sincere in his pledge of cooperation, theré are
limits to what he can do. The new teacher should
have talked to him earlier gbout’her budget for
equipment and supplies, and: about scho#él policy
regarding charging students fees. Very few voca-
tional teachers are likely to get everything they feel
they need fpr their programs.

One mistake Miss Bambini apparently made was
not finding out what was already available for her.
use. She-"didn’t remember seeing’” reference ma-
terial, but memory s a poor basis on which to work
out purchase orders. One of the first things she
should have done was to find the inventory report
left by the previoud teacher. If there was none, she
should have taken a careful inventory of resources
herself. Administratars take a dim view of new or-
ders for equipment and supplies thatalready exist.

It is too bad that while Miss Bambini was going

sources requests that Mr. Stern wiil probably
quickly put to rights. One was the inclusion of.

books in the equipment order. Even though they . .

are semi-permanent, in most schools, books are
purchased using separate funds and different pro-
cedures than equipment.

“The other concern is the necessity for ordering

‘one*tape recorder for every student. Mr. Stern Is
very likely to question Miss Bambini on this, asking
her if evefy student will beusing the recorders at
exactly the same time, and whett$r she has
thought about rotating students through the
story-telling assignment in some way in order to
get along with fewer pieces of equipment.

_ We are sure that Mr<Stérn will be kind and help-
ful, however. He will realize that here is a young
teacher detérmined to be well prepared for her

. classes, and obvjously committed to helping her
. students succeed in their new oecupation.

—
~

LEVEL OF PERFORMANCEJYour completed critique should have covered the same major points as the
model response. If you missed some points or have quéstions about any additional points you made,
review the material in the infarmation sheet, Projecting Instructional Resource Neegs, pp. 6-13, or

check with your resource person if nec‘e§sary..
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TEACHER PERFORMANCE ASSESSMENT FORM

Projegt instructional Resource 'Needs (E-1) .
J

-

-

In pro]ectlng Instructlahal resource needs the teacher
1. based the projection on the program’s courseof studyand [j .

<

unit.plans ..o e

]
ooo O

2, conszdered the. following in determining the items re-

quired: . E[
‘a. needs and interests of students ......... e

\

«

b. instructional techniques to be u?d_in the program .

-

c. safety' ofstudents .....5............... e AN

|
Ooopo googoa . d

SO

, e. paste experlence in utlhzmg, mstructlonal resources ..
. 71. funds available ....... | e

3. considered the following in determlhmg the‘quantlty of
rasources required:
a. the number of students in the program ............. )

]

v

- b, the Iearnlng experiences pIanned’for studehts ......

- )
" d. enﬁf and waste-of materials by’ students ...... .

00000 O000ooo

00god

c. orgamzatnonal pattern of class and Iaboratory work [:]

e customer and maintenance work ..................

4, utllszed an inventory of existing resources as a basfs for D D D D -

calculating future needs .............. et Foeem

5. made proper distinctions between tools and equlpment .
supplies, medla. and reference materials . .... N A D D D E:I

e i ‘ ' ~
TN

Name
Directions: Indicate the level of the tBacher's accompllshment by placing * i
.an Xinthe appropriate box under the LEVEL OF PERFORMANCEheading. Date -
If, becaqsq of special circunstances, a'performance component was not )
applicable. or impossible to execute, place an X in the N/A box. Resource Person
i ‘g B . ' LEVEL OF PERFORMANCE
' ) —-‘!;J .
\. - * . . ; ‘ \\‘s
- - ) I S &
% & F L& o°°b &

te,
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-
¢ { . \ ¥
: T Q@ L ,
: \ 3 Ny
_ S & & L&
\//A_~ -
6. gave appropriate consideration to the need for:
| O g appropriate consideration to he resd for . Oooo
b. equipment ................. ... et D D D D
c.'supplies .. ......oeeiei... . D D D D
OB e e O 000
.g. reference and jnstructional materials ............... D D D D
’ 7. consulted the school llbrary and media center about the l:l D Ij
' . availability of media and reference materials ........... . D
; 8. prepared requests for materials based on a realistic esti-
mate of available funds .............. ...l D D E) D
v 9. produced a document summarizing the needed instruc- ‘\
. - tional resources that was: .
a. well organizedand neat ........... < ............. .- lj D D D
7 ’ b. easytounderstand .............. .0 ... .l D D D D
) c. correctly categorized .. 1% ) ......... e D l:] D D
d. accuratelycglculated ............ ... ...l D D D D

LEVEL OF PERFORMANCE: All items must receive N/A, GOOD, or EXCELLENT responses. If any item |
- receives a NONE, POOR, or FAIR response, the teacher and resource person should meet to determine

what additional activities the teacher needs to complete in order to reach competency,inéheqweak

area(s). ° ) . yoon
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TN i ' ' ¥
. fatN 1
¢, . . i




ERI

Aruitoxt provided by Eic:




! «
. ‘ T e
' NOTES ,
' ' P~
; . K - .-
- \ ‘ a ]
. .~ .
e . ;ggﬁf‘ )
‘ h S
. .
L
. © - -
* » .
) - « " N ~ ‘('
L | )“‘S“
R R . 4 L . o
| / X L&
. - ‘
_ ' Tt
' &5
PREEES T
{ D
"‘@‘ [y
A -~ P *y
4 ‘ ® k] {
. K . ’
- ’ L4 >
. . ) , : |
. g
, - RS - —
~ rd
-~ £ X ~ _
- A . X
' -
—~ ‘
' 3 i , - .
' .~
L)
- —
. \ .
Cm e _ ' |
: N ”
T r —
f
! - , B
RS
B ’
+ ‘
“ - »
.. . 2.‘ c .
" . ‘
< . . ‘ :
- O < . 28
ERIC | |
[ Ao e enc )




ABOUT USING THE CENTER S PBTE

MODULES |

~ .

Organization e .

Each module is designed to help you gain competency '

in a particular skill area considered important to teach-
Ing success. A module is made up of a series of learning
experiences, some providing background information.
some providing practice experiences, and others com-
bining_these two functions. Completing these experi-
ences should enable you to achieve the terminal objec-

* tiveinthe final learning experience. The final experience

in each mMGdule always requires you to demonstrate the
skillin an actual school situation whenyou aré anintern,
a student teacher, or an inservice teacher.

Procedures .

Modules are desugned to aIIow you to individualize your
teacheredycation program. Youneed to take onlythose
modules covering skills which you do not already pos-

- sess. Similarly, you need not cgmplete any learning ex-

-

perience within a module+f you already have the skill
needed to complete it. Therefore, before taking any
module, you should carefully review (1) the Introduction,
(2) the Objectives listed on p. 4, (3) fhe Overviews pre-
teding each learning experiencei-and (4) the, Final Ex-
perience, After comparingyour present needs and com-
petencies with the information you have read in these _
sections, you should be ready to make one of the follow-
ing decisions:

o that you do not have the competencies indicated,
and should complete the entire module

e that you are competent’in one or more of the en-
abling objectives leading to’the final learning ex-
périence, and thus gan omit that (those) learning
experjence(s)

e that you are already competent in this area and
ready to complete the final Jgarning experience in
order to “test out”

e that the module is inap}ropriate to your needs at
this time ’

When you arereadyto take the final learning experience
and have access to an actual school situation, make the
nécessary arrangements with yqur reSource person. If
you do not complete the final experience successfully,
meet with yolr resource person and arrange (1) to re-
peat the experience, or (2) complete (or review) previous
sections of the module or other related activities
suggested byyour resource person before attempting to
repeat the final experience. ’

Options for recycling are also"available in each of the
learning experiences preceding the final experience.

- Any time you do not meet the minimum level of perfor-

ERI

mance required to meet an objective, you and your re-
source person may meet to select activities to help you
reach competency. This*could inVolve (1) completing
parts of the module previously skipped; (2) repeating

activities; (3) reading supplementary resources orcom- ~

pleting additional activities suggested by the resource
person; (4) designing your own learning experiehce; or -
(5) completing some other.activity suggested by you or
your resource person. P

3()

Aruitoxt provided by Eic:
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Terminology

Actual Schooi Situation . ..refers to a situation in
which you are actually working with, and responsible
for, secondary or post-secondary vocational students in
a real school. An intem, a student teacher, or an in-
service teacher would be functioningin an actual school
situation. If you do not have access to an actual school

* situation when you are takmg the module, you can com-

plete the module up to the final learning experience. You
would then do the final learnirg experience later; i.e.,
when you have access to an actual school situation.
Alternate Activity or Feedback . . .
feedback device which may substitute for required
items which, due to special cwcumstances you are un-
able to complete. ¢

Occupational Specialty . . . refers to a specific area of
preparahon within a vocational service area (e.g., the
service area Trade and Industrial ‘Egucation includes
occupational specialties such as- automobile me-
chanics, welding. and electricity).

Optional Activity or Feedback...refers to an item
which 1s not required, but which is designed to supple-
ment and enrich the required items in a learning experi-
ence.

Resource Person . . . refers to, the pel’gon in charge of
your edlucational program; the professor, inStructor,
administrator, supervisor, or cooperatmg/supervusmg/
classroom teacher who is guiding you |n taking this
module.

Student .refers to the person who is enrolled and
receiving instruction in & secondary or post-secondary
educational institution.

Vocatlonal Service Area . . . referstoamajor vocational
tield: agricultural educatoon business and office educa- "
tipn, distributive education, health occupations educa-
tion, home economics education, industrial arts edu-
cation, technical educatian, or trade and industrial edu-
cation.

You or the Teacher .’
ing the module

- refers to the person who is tak-

Leveils of Performance for Final Assessment .

N/A ... The criterion was not met because it was not
appllcable to the situation. .
None ... No attempt was made to meet the criterion,
alth ough it was relevant.
Poor ... The teacher is unable to perform this skill or
has only ‘very fimited abiliity to perform it. .
Fair ... The teacher is unable to perform this skill in an
acceptable manner, but has some abllity to perform it.
Good . . . The teacher is able to perform this skill in an
effectlive manner.
Excellent . .. Theteacheris able to perform thisskillina
very eﬂectlve manner. .

L]

caay

refers to an item or -
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Titles of‘Tl'ie Center's } I . -

-

' Performance-Based Teacher Education Modules

' [

- . ( -
. Calegory A: Program Planning, Development, and Evaiuation E-5  Provide for Student, Safety . .
‘ Prepare Comr S _6  Provide for the First Aid Needs of Students -~ ~
::; mmUafz'&m,m&’ "s‘{m,‘.’,'y“ Y ‘. ~7  Assist Students in Developing Self-Discipline .
A-3  Report the Findings of a Community Survey €=8 Organize the Vocational Laboratory
A-§  Organize an Occupational Advisory Commitiee . E-8  Manage the Vocational Laboratory
A-5  Maintain an Occupational Advisory Committee Category F: Guidance .
A-8  Develop Progrant Goals and Objectives ‘ N .
A ‘ F-1 Gathar Student Data Using Formal Data-Collection Techhiques
A-7  Conduct an Occupational Analysis - - F-2 Gather Student Data Through Personal Contacts

' A-§ Develop a Course of Study

F-3 Use Conferencesdo Help Meet Student Neéds N
. xgo mg&?&ﬁ::?gomf:wﬂm s";':é‘yf‘ Eg Provide Information oh Educational and Career Opportunities
v A-11 Evaluate Your chﬂ onal Program Assist StudentsInApplyingtorEmploymentorFunherEducation )
Category B: Instructional Planning ‘ Category G: School-Community “,"‘:““, Vocati
B-1 Determine Needs and Interests of Studénts . G-1 DevelopaSchool-Community Relations Plan for Your Vocational

v . Program . .
g:§ -m:gp ftﬁ?‘ft";'mgtm?g:e Objectives : G-2 Give Presentations to Promote Your Vocational Program .
P . G-3 Develop Brochures to Promote Your Vocational Program

B-4 Develop a Lesson Plan

B-5 Select Student Instructional Materials G-4 Prepare Displays to Promote Your Vocational Program

G-5 Prepare News Releases and Articles Concerning Your Vacational

__B-8 . Prepare Teacher-Made Ingtructional Matendls _~ Program
ry C: Instructional Execution . s G=6 Arrange for Televisionand Radio Presentations Concerning Your
Direct Field Trips cglocational (;’rogram .
i , P i ions, and G-7 , Conduct an Open House \
C2 C<mdup<:ct,s (?J;‘t;p Discussions a?el Discussions, a O E ok with hsﬁembers e & Community
i ipg, Buzz Group, and Question B G-9 Work with State and Local Educators .
s - Er_rr\:écrm:ruael:stom 0o roup. and Guestion Box G-10 Obtaln Feedback about Your Vocational Program
g4 glmpt Stgdemsriﬁ Ir’;_stnr:cting Other Students Category H: Student Vocational Organization
c_‘g G’Eg'g&dé“e‘:?ts“t’sdy“. niques ‘ g-1 Develop a Personal Philosophy Concerning Student Vocational
. Organizations ¢ ‘
C-7 -«Direct Student Laboratory Experience " .
C-8 Direct Students in Applying, Problem-Solving Techniques H'g Eﬂab"’hsgugt“‘{e\',“ V(:catlc:rgl 0'913“',23""""9 vars fo
C-9 Employ the Project Method H- repare ent Vocational Organization Members for
C-10 . Introduce a Lesson ’ Leadership Roles .
C-11 Summarize a Less&n H-4 Assrn‘s&t gltudenlt chaYtlon'z;l grgannatic')wpg:}bers in Developing
a nancing a Yearly Program o ivities  —~

C-12 Employ Oral Questioning Tochnidues H-5 Supervise Actlvities of the Student Vocatiorial Organization  *

C-13 Employ Reinforcement Techniques

~G-14 Provide Instruction for Slower and More €apable Learners Guide Participation in Student Vocational Organization Contests

C-15 Present an lllustrated Talk Category |: Professional Rle and Development

C-~16 Demonstrate a Manipulative Skill . -1 Keep Up-to-Date Professionally . .

C-17 Demonstrate a Concept or Principle . . . -2 Serve Your Teaching Profession — .

C-18 Individualize Instruction * - -3 Develop an-Active E‘gersonal Philosophy of Education

C-19 Employ the Team Teaching Approach ’ -4  Serve the Schoot and Community

C-20 Use Subject Matter Experts to Present Information " }-5  Obtain a Sultable Teaching Position

C-21 Prepare Bulletin Boards'and Exhibits -6 Provide Laboratory Experiences for Prospective Teachers

C-22 Present Information with Models, Real Objects, and Flanne} -7 Plan the Student Teaching Experlence - - {

Boards _af 2
G-23 Present Information with Overhead and Opaque Matenals .|‘ 8 Supervise Student Teachers Lo
"C-24 Present Infarmation with Flimstrips and Slides . "Category J: Coordination of Cooperative Education

C-25 Present information with Fiims . J-1  Establish Guideliges for Your Cooperative Vocational Program

C-28 Present Information with Audio Recordings v J-2  Manage the Attendance, Transfers, and Terminations of CO-O&

C-27 Present Information with Televised and Videotaped Materlals . Students ’

C-28- Empjoy Programmed Instruction J-3  Enroll Students in Your Co-Op Program

C-29 Present Information with the Chalkboard and Flip Chart . ‘J-4 Secure Trainigg Stations for Your Co-Op Program 2 .
. instructional - N J-5  Place Co-Op Students on the Job

[ Cutegory D: Evaluation . 3-8 Develop the Training Ability of On-the~Job Instructo?s *
D-1  Establish.Student Performance Critena . J-7 ’Coordinate On-the~Job Instruction

D-2-  Assess Student Performance: Knowledge . 3-8 Evaluate Co-Op Students’ On-the-Job Performance

D-3 Assess Student Performance: Attitudes * J-9 Prepare for Studenta’ Related Instruction

D-4  Assess Student Performance: Skills | - iy reci

05 Determine Student Grades J-10 SupervLse an Employer: Fmployee App uatlon' Eventl )

D-6  Evaluste Your Instructional Effectiveness . RELATED PUBLICATIONS '
£: Instructionsl Mansgement . St&:::ft' S:Ide t( Usl'ng Performance-Based Teacher Education \

E-1 " Project instruictional Resource Needs Resource Person Guide to Using Performance-Based Teacher

€-2  Manage Your Budgeting and Reporting Responsibliities - ducation Materials .

E-3 _ Amange for Improvement of Your Vocational Facllities E&lde to the Implementation of Performance-Based Teacher Education ,

E-4 " Maintain a Filing System

.
a

-

For Information regarding availability and pricea of these materials contact— & . )
AAVIM ; - . '
American-Association for Vocafional Instructional Materials
120 Engineering Center ¢ Athens, Georgia 30602 e (404) 542-2566
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