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FOREWORD ' -

, "® This module is one of a series of 100 performance-based

. teacher education’ (PBYE) leamning packaQes focusing upon

specific professional competencies of vocational teachers. The'

L coém(retencies upon which these modules are based were iden-

tified and verified through research as being important to.suc-

cessful vocational teaching at both the secondary and post-

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

’ Each module provides learning experiences that integrate
theory and application, each culminates with ¢riterion refer-
enced assessnient of the teacher's performano®of the spec-
itied competency, The materials are designed for use by indi-
vidual or ‘groups of teachers in training working under the

. direction and with the assistance of teacher educators actng as
resource persons Resoudrce persons should be skilled in the

oughly oriented tg"PBTE concepts and procedures in using
these materials. . .

Thedesign of the matenals provides considerable flexﬁnhty for

N planning and conducting performance-based preservice and
. inservice teacher preparation prc%rams to meet a wide variety
- of individual needs and interests The materials are intended for
use by universities and colleges, state departments of educa-

tion, post-secondary institutions, local education agencies, and

. others rfesponsible for the profession4l. development of voca-

- . tional teachers, Further information about the use of the mod-
ules In teacher education programs is gcontained 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

Guide to Jmplementatlon of Performance-Based Teacher
Education” "’ S, -

* -~ The PBTE curricu":m packgges are products of a sustained
research and development effort by Thé Center's Program for
Professional Development for Vocational Education Many in-
dividuals, institutions, and agencies participated with The Cen-
ter and have madé contributions to the systématic develop-
ment, testing, revisign, and refinement of these very significant
traingyng materials Over 40 teacher educators provided input in
development of initial versions of the, modules, over 2,000
teachers and 300 resource persons in 20 universities, colleges,
and post-secondary institytions used the materials and pro-

’ vided feedback to The Center for rewsion and refinement.

Special recognition for-'major individual roles in the direction,

* from 1871-1972. Curtis R. Finch provided leadership for the

teacher competency being developed and should.be thor™

sociate Program Director; Glen E. Fardig, Specialist; Lois Har-
rington, Program Assistant, and Karen Quinn, Program Assis-
tant. Recognition is also extended to Kristy Ross, Technical
Assiftant, Joan Jones, Technical Assistant, and Jean Wisen-
baugh, Artist for their contributions to the final refinement of
the materials. Contributions made by former program staff to-
ward developmental versions of these materials are alse#ac-
knowledged. Calvin J. Cotrell directed the vocation@¥teacher *
competency research studies upon which these modules are
based and'also directed the curriculum development effort

program_from 1972-1974.

Appreciatiop is also extended to all those outside The Center
(consultants, field site coordinators, teacher educators,
teachers, and others) who contributed so generously in various
phases.of the total effort. Early versions of the materials were
developed by The Center in cooperation with the vocationai .« .
teacher education faculties at Oregon State University and at
the Unwversity of Missouri-Columbia. Preliminary testing of the
materials was conducted at Oregon State University, Temple
Upiversity, and University of Missoun-Columbia.

Following préliminary testing, major, revision of all materials
was performed by Center Staff with the assistance of numerous
consultants and visiting scholars from throughout the country.

Advanced testing of the materials was carried out with assis-
tance of the vocational teacher ed ucators and students of Cen-
tral Washington State College, Colorado State Unwnersity, Ferris
State Collegg, Michigan, Flonda State University, Holland Col-
lege, PE |, €anada, 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; Univer-
sity of Nerthern Colorado, University of Pittsburgh, University
of Fennessee, University of Vermont, and Utah State Ukmversny.

. : .
The Center s grateful to the National Institute of Educatlon for .
sponsorship of this PBTE curriculum deyelapment effort from
1972 t_hrough it§ completion. Appreciation.is extended to the «
Bureau of Occapational and Adult Education of the U.S. Office
of Education for their sponsorship of training and advanced
testing of the materials at 10 sites under provisions of EPDA-
Part F, Section 553. Recognition of funding support of the
advanced testing effort.is also extended to Ferns State College, |
Holland College, Temgle University, and the yniversity of

: ichigan-Fhint. .
. +  development, coordination,of testing, revision, and refinement Michig o - . '
s of these materials is extended to the fgllowing pro'\?ram staff: : Robert E. Taylor .
Jame;,B. Hamilton, .Program Director, Robert E. Norton, As- Executive Director N
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INTRODUCTION:

"*A community survey is designed to provide
comprehensive information concermng current
employment and future labor requirements _by.
specific occupations, and to ascertain training
needs to fulfill these requirements. The informa-
tion is gathered from a-specific, predetermlned
area of the community or city..

A well conducted community survey can pro
vide vocational’ educators with needed,informa- -
tion. about occupational opportunmes. training -
needs resources, training facilities, and individual
needs and goals. Thisinformation. provides a solid
base for vocational currlculum planmng and revi-

sion.
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“butalso the leadership, superwsnon -and coordina-
tion which was given it by its director. This module
Jis designed to develop youg, skills in directing a
commu nity survey which will yield the lnformation
,needed for, vocational education program plan-
ning in your community. A previous module (A-1)
began the process of planning such asurvey,and a
‘subseguent module (A-3) carries the process
through the next step of analyzing and reporimg
the data Collected

_This modlile is desngned to give you the skifls
Lyou will need to conduct a community survey.
However, it is recognized that in'many school situ-
ations, you will not have' sole responsibility Tor

ot

”"’\
T(quallty c\f the information generated by the ;ﬁ:ig“g&sﬁgﬁlfuwsz' gtl:]te':the: wilk b‘e sharing
communlty survey_will . reflect not only the ade- . P y e “ 7
* quacy of trre planmng which went into tHe survey, - . oy -
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§ MODULE~

* "ABOUT THI SR
. '_ . ) v t, ‘,__‘__ ‘~.-———w
. ’ - ' . L4 i B
- " Obl?ctives ¢ S . Resources c :
’ ' N y . R - T ! .
v~ Terminal Objective: While working in an actual school A list of the outside resources which supplement those
' sitiiation, conduct a community survey. Your perfor- - contained-within the modula«follows. Check with your
’ mg?icgwm be Aassessed by your resource person, using ~ resource perSoh (1) to determie the availability and the: .
» . the Teachér Perf_ormance Assessment Form, pp. 41-42 ' location of these resources, (2) 1o locate additionalref-
(Learning Experlgnqe . : . + erences In your occupationa! spetialty, and (3) to get
Enabling Objectives: R " assistance In setting up act'WItles with peers or observa-
- . <+ Afterg N | the res 8o eritica tions of skilled teachers, jf necessary.Your resource 1
T et comp etcr;g e 'iq“'fed reading, ctitique the  person may also be.contacted if you have any difficulty :
. pertormance of a teacher in a given ease study in  with directions, &t in assessing yeur progress at any
>« planning for puhlicizing the purposes and objectives « {ime .
of @ community survey (Learnihg Experience 1. v “r,, . g
) , 2. After completmé the required reading, cr'lfique the Le;anjaing Experience 1, R - .
. w performance pf a teacker in given casg situations isi Optional, -/ . '
direcfing a commupnity survey (Learning Expeniente Advertising agency personnel with Whom you gan
jl) v, - ) 4 , discuss publicizing a community siirvey.
N . * M ~ » c .
A N ), . Learning Experience Il "
. . ‘Prerequisites ; Optional- ). 1
. To complete this madule. you will need competehcy in (Aresource person and, or peers with whom you can
peparing for a community survey If you do not aiready .  discuss the role of leading and superyising volun- * ¢
have this competency, meet with your resource person teer persgnnel, especially stydents, in conducting a
o to determyrie what method you wilkuse to gain this skill community su . ‘ ©t
. One option 1s to complete the information_and practice 'i.ear‘ning Eiperience i Sy -
: activities in the following mogdule: . g Réquired ’ 1
. . . 4 AR -
. Pr r - o . ~
e Prepace fo a‘Communuy Survey, Module A-1 . An actualfschool situatjon in which, as part of your
. ) teaching duties, yqu cdn conduct a community sur- -
. . R 2 ) \ vey ARV . .
A ¢ ' ’ N A _resource pérson 0 :assess your competency in_: ]
- : . conducting-a community survey . , Yo o-
< .o ’ ' EY * 71 A A
* I » '. . \\/
. » ' // « ‘ ‘J .
~ M vz " o1 { 4
¢ ~ ' - b > v
., ' : \ ) .
{ ™~ A . 4 J - . N . N
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“ . S Thusrﬁoduleqp\;erspedorgxanceelem;ntnumbers1;;.16,17from Calvin ~
4 » J Cotreil et al. Model Curricula for Vocational end Technical Teather
N , e v .* Education. Report No V (Columbu§, OH The Centér for Vocational
Q '; , Education, The Ohio State University, 1972) The 384 elements jn this
‘ . document form the research base for all.The Canter'e PBTE modate
\ 4 re development . : . . . ..
) ’ For information about the generallor'ganlzat.:on ot qach module, general T
! ‘ * _Rrocedures for their use, and terminology which 1s common to all 100 -
. ' . -, . , modules, see About Usify The Center's PBTE Modyles on the inside
. N back cover Ca ' 3 4
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Enabling
Objective

- OVERVIEW -G

« ' S . - -

After.completmg ‘the. requnred readlng, crlthue the performance of a
teacher in a glveri case study in p’iannmg for pubhcnzmg the purposes and *

objectwes of a communlty survey. e .
- ) ¢ ) ..' j’: i - o *
. . ! - ¢

You will be readtqg the mformétlon sheet Publicizing a Commumty Sur-
. viy, pp. 6-15. . '~ . ) . . .

Vo v - 4 -/
.

R \
- 3 v L 4 + .. o

You wnu be readmg the Case Study, pp 16-20, and wntmg a cnthue ofthe
perfarmarice of the teacher deecnbed

,
. N . . . -
. * 3 . . . . -

N
.
. .
1y [N . - .t

You may wish to meet with a person from an advertlsmg ageficy to discuss

5 . -
Optional -_Y. the strengths and weaknes’ses of the publ;c'ty plan proposedsin the Case L
R 3 "Activity Study . - - .
T Vg ‘ -
> ‘ . e - h “ - . .
s a . . . N o N .
~ ) " N \’
N v . . . ° ¢ . . rRae
You will be evaluatmg your competendy«m Cntngumg the teacher’s perfor- )
. Mmance in planning for puhliciziftg the purposes and objectives of a com-
ot - munity sutvey by- compa\'mg your g.ompleted crlthue wnth the Model*
) Critique, ‘pp 21—22 . g - -
: . .. ” ‘ . . P
' * ‘ < ‘ k'. k ‘ ‘ - ~
. , 3 N \ -
. . - 3 . . /
N e ‘ ) - ‘ ’ v ’ ! -3 \ [
L R ~ B o |
2, - P
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) ‘ N 4 ' ) '
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For mformatlon concernlng the need'(o publncnze a communlty survey, and
dhe techmques that can'be usedin pTanang a’publicity campaign, read the
following mformatlo‘n shget. . . v "

\ . M

- 7

PUBLICIZINGACOMMUNITYSURVEY I

A publi¢ity campaign can be of considerable
help to youin developmg broad-based support for
your community survey: Members of the commu-
-nity anduof the school system who.will be involved,
* directly or indirectly, in the survey can be reached
through a well-organized pubhcnty campaign. .

’

.
S

(R

.
N Publicjty isa way of influencing people thiough
information. With an effectively planned and car-

ried out, publicity campaign, Jyou can influence,

many, dlherent groups of people to support the |,

community survéy In order to ensure that your
campaign does reach the necessary groups you
need to determine—

é the general characteristics of each group you .

wish to reach N

"o the, types ofyspublicity.available for your use

e the type(s) of media which is likely to appeal to
each group

o -the type(s) of message which is likely to ap-
peal to each group .

e which type of med|a is best suuted to your
message

For example, if one of,the groups you wish to‘
reach is the students in the district, you might
prepare messages 'to be aired on the local rock

L

..

o

l‘

rad|o station or the schooI s publlc address sys-
tem. Examples of sych publicity are shown,in
Sanples 1.and 2. You might also prepate displays
and exhiblts to be placedin VISIb|e locatipns within
the school -

if you wish to reach busmesspersons you mrght
prepareanews release for the financial page of the
local newspaper. An example ofksuéh a news re-
lease is shown irr Sample 3. What is critical is that
the medium and the message selected will reach ,
and appeal to the audience you intend it to reach,
using a vanety of techniques.

Publicity for the community survey need ‘not
focus solely on the survey jtself. One of the most
effective ways of selling the idea.of a commumty
survey is to convince people that there is a need for
it and to show them how-the resulting data can
benefit them, their children, thsnr employees and
their community. This can be aceompllshed by
publicizing your vocational program—its activi-
ties, its needs, its accomplishments, and its hene-
fitsto'the con’rmumty Thus, you can promote your
vocational program at the same time you gain

"\support for the community survey

Opportunltles for publicity are numerous. News
broadcasts and newspaper articles often'focus on
local events.'For example, students in your voca-
tional program may be involved in some special
actiVity—such as a public speakmg‘ contest—
which would be of benefit 6r of.interest tothe
entire community. You could invite a journalist
from a local newspaper, or radio or T.V. station to
visit thg school to view the event or interview the

» students involved. The event or interview could
. then be presented on the air or in the paper with :|
‘refdrence to the community survey and how it will
help the vocational program-and the commumty

Time is also donated by local radlo and TV
" stations for public service announcements. These
are very brief, but they allow youlo'publicize, free
of charge, nonprofit events of interest to the entire
community. You could prepare a shart public ser-
vice announcerhent which describes the commu-

©~
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nity survey, important
its purpose, » o that such -
and gives key o ; , displays be—— — -~
information to changed fre-
as to when . ) quently &nd
aqd how it ’ removed at
will be con- .. /- the end of
ducted. An . . : . . "the’publicity -
example of - campaign. If -
such a pub- 7 the displays .
licity releasg - g are changed ,
for television + . ; every few ‘
iSs shdwn in . days, then
+ Sample 4. ' . .eaclh) new
display acts
as anewad- . .
vertisement and reinforces the message in the
minds of the people who have noticed them. Dis-
plays which are outdated convey-a poor ir?age of! .
" the sponsors of the display. oo

. Maknr}g .
, speeches'is .o
.another device for publicizing and promotingthe
community survey. Persons who have expressed
an interestin helping with the survey can be agked -
to make presentations to school, business, or civic
groups. A sample presentation for a facuity meet- The .information presented here is simply an .
ing is shown in Sample 5. A local businessperson . overview of the points you need to consider in
- who has indicated a willingness to help could be. publicizing a community survey. The actual plan-
asked to maké a brief presentation to his/her ning of a publicity campaign is a specialized sKkill
fellow-members in a local club at théir nexfmeet-  requiring both talent and creativity. In some cases,
ind. An example of such a presentation s shownn your institution will have someone on the staff who: _
Sample 6. . ' . handles publicity. Inother cases, you may find that  *
" amember of yoursteering committee, survey staff,
or vocational advisory committeg is skilled in pub-
licity. Should it be necessary for you personallyto , .
plan the publicity campaign, you will need to be
competent in publicity skills and procedures.’

 Posters, brochurés, flyers, letters, and displays
gan E/Uéb be used effectively to reach large nuni-
bers of peoplg and increase their awareness of the
need for the.community survey and for vocational
* . education. Personal letters are important means of ]
.. publicity and an effective way of both conveying Granted, a publicity campaign is not an indis- ,
tthe intent and importance of. the campaign and pensable part of conducting a community survey.
also persuading the recipient to support it: How- - You could conduct a survey without revealing its |
ever, it is important that such: letters be kept as purpose to anyone who is not directly involved in
_ brief as possibles gertainly to a“single page. Ex- providing you with data. However, your task will be
: . amples of suitable lettersto parents and to busi- cansiderably easier if-the individuals and groups
* nesspersons are shown in Samples 7 and 8. Note in the community understand the purpose of the
that school letterhead stationery should be used community survey and the need for vocational
for ali community survey correspondence, . education. .

Printeddnatérials can be sent.by mail, passed out . Acommunity that sees itself as an important part

. at meetings, or placed strategically so that mem- of your survey will be better able tobecome ac-

bers of the target group are Jikely to pick them up. tively involved in your total vocational program.

Displays can be placed in stores, banks, schools, This kind of awareness can become the basig for

libraries, Tairs, or wherever. they are most likely to community support that will eventually help ‘stu-
~catch the attention of the intendedcgu,gience. itis * dents find employment'in the community.

[ ‘ b ‘ . ~ "
- 1 [
o

(- 7
1 Togain skillin planhing a publicity campaign, you may wish toreferto
Modules G-2-G-6 of Category G School-Community Relations  +
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SAMPLE®1 -~ [ - . o

'60-SECOND RADIQ ANNQUNCEMENT " © -

@

f AN ! .
L. . . \ { ) . ’ o F ‘\'
"FROM: Mt John Smith - . N S
¢ = "Chairperspn, Oceupatipnal Education Department : .
"+ Cottoh County Community Gollege * ] - Voot
20QRiverAve. . "o . o : ..
* - Jonestown, Texas 5103 - il : S

. 7 ~

. (281) 462-8111 -
_SUB:!ECT: Cotfon COUf:ty\Comm!upity %ey; S .
QESCRIPT{ON: ‘60-t§econd anriQuncerhent . C :

[N ]

{

:‘DAT_ESTO\RUN: August 15-August 22 . - , LT e

- Kill August 23 o -

- — e . - : )
COPY: WBUZ salutes the occupational programs""?a‘t Cotton County Community College. Through

+ these programs in agsrw distributive education, home economics, and trade and
- industrial education, delents prepare for cageers. T -

8 “ . T

WBUZ wishes to thank Jonestown busingsses where the students receive their on-the-job

~' ¢ " training. Each student works an average of 15 houts per week in one of these businedses.

Through the joint efforts of the schgbl and the business commuity, students are receiving
< rglevantyeducation in.preparatLon for thgir chosen careers. - o

¢
o

Y, During the next month, Cotton, éounty Commuy nit.y College will be conducting a commu-
*  nity survey. One putposg of the survey is to assess the present and futyre employment

A

needs of the local business community. Information gained from the survey will be psed to
help students ofe realistically prepare far their chosen.careers. - . '

Vocgtional education is relevant education. ' .
\ N . - .




SAMPLE 2 \ |

SPOT ANNOUNCEMENT FOR SCHOOLNTERCOM .

a ‘
b . ’

-
.. -

”
(3 ‘ .

* DESCRIPTION: Announcementfor School Intercom -

’

. - B {
SUBJECT: Occupational Education Department Sponsors of Community Survey

DATE TO RUN: August 15 L . . -

-

.
v

FOR INFORMATION; Mr. John Smith ' - .
L ! . Chairperson;Occupatiopal Education Department
- ’ ., Cotton County CommUn\ity College . .
' 200 River Ave. . ’
.+ Jonestown, Texas 51003
. - o (231) 462-8B1111 .

<
-

™

COPY: The Occupational Education Dapartrhent at Cotton County Community College will be
conducting a community survey during the next month. Allbusiness and industrial firmsin
Jonestown will be contacted and asked to provide information about,current and-future
emplayment needs. In addition, students will be.asked what thelr career interests are and
whattypes of courses they'would like to seeincluded inthe school curriculum: Information
provided by the sufvey will be used to revise current vocational programs offered at the
college and, possibly, to start new ones. ) - ' ) .

4

Students, faculty,'or staff members who.are interested in helping with the 'sprvey should
contact Mr. John Smith,’chairperson of the Occupational Education Départment, by
Friday. - .
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. - . T 2 . ot . . . , AR
. 'SAMPLE 3 T L
; o R T om ' IR
PUBLICITY RELEASEJ;—'OR LOCAL NEWSPAPERS .
“"‘. . “ "_"- ‘ . . . 3 ) r‘ -
Semam DT . e / - -, . . . . . . ,
= s _ : . » ' ' [Date] o
- . fOR:_‘JONESTOWN TIMES NEWS ’ ~ Lo s S
- DATE: Forlmmediate Release £ ‘ ' 7 . : s .
© . 'FORJNFORMATION: Mr. d6hn Smith .. , ' * o SRR
. coNTTTT -Chairperson, Occupational Educatiort Department oo el
. OO Cotton County Community Cotlege T , )
S St . 200 River Ave. . e o v ,
. : ‘donestown, Texas 51008 - - . C. N
- < . oT(81)262-8111 . - ” : . v

TOPIC: Community Survey, Cotton Gounty Community Colleg$ ~ *
- . . . v N ‘ - » . . ¢
~ "“COPY: The Department of-Occupatiorial Education at Cotton County Community,College, with
‘= thesupport of the Jonestown Chamber of Commerce, is conducting a community survey -
. > todeterminethe present and future manpower needs of Jonestown busipesses. The study
I - . lisdesigned to provide comprehensive informatioh on current employmeht ahd projected’
s - ,« employment needs over the next five years. o S "

".»" By providing occupational information orf a long-term bdsis, the cor,nmur:ft’y»s“prvey willbe -~ '
extremely valuable to the college faculty and staff in planning their counseling and
guidance programs and inrevising and expanding thgir vocational programs. The informa- »
tion provided by the suryey will also be valuable to Jonestown employers in their recruit- *

— mentand training programs'and in formulating future plans for their individual establish-

s, .mehts. " . ) - . o - D e

"« Those serving on the steerjng committee for the community survey are: Mr. Mark Parnell, -, .

] : manager,;J. C. Penney; Ms. Christine Justin, owner, Brarjding Iron Restaurant: Mrs. Rosita ~
. - Calder, manager, Snow White Dry Cleaners; Mr. Joseph Freemont, owner, I.G.A. store; Mr, -
-.. Phillip Washington, salesperson, Palmetto Hardware; Mr. Thomas Huston, vice-president,  *

/I-: Huston Gramm and Feed Co; Mr. Sam Jacinto, representative, United Farm Workers; Ms.

. Sylvia Hernandez; advertising director, Unjque Management.Co.; Mr. Waylan Brock, *
" owney, Indepepdent Gas Station: ’ . o

, Each'business in the Jonestown community, as well as each firm lbcatedin the industrial
area south of the city limits, will be asked to complete amuestionnaire on the curfent and

LT future ozcupational requirements of its firm. The accuracy and completenéss of the results

?

of the sfudy are dependent upon the.cooperation of businesses in-completing these
quéstionnaires. Businesses are urged to coaperate by furnishing accurate and complete

- information whe$ it is requested. . : i
) o e .- ! n." Q ) ' ¥ N ' m
heSE Ve A : N
- R ' - \ r
e V - L 3
* \ . N »
. ¥
® , = —r
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]
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SAMPLE 4 - - . [ . ST
° '’ R ° _ o
. ! o T, et ) o." ’
FROM: Mr. John Smith P o o L
- Chairperson, Occupational Educatlon Department . Ad e . ’
.Cotton County Community College . Lo o . OO :
‘200 River Ave. . . . - T
Jonestown, Texas 51003 - . . SR K - g
(231) 462-8111 oL R P
Y C . )
DATE OF BROADCAST Run August 15 through August 22 - o L -
PROGRAM DESCRIPTION 60—second spot announcmg a communlty survéy ; oy '\
-.mascron Fritz Newman , AR '
> N . . -
D’IRECTOB’S NO.TES VIDEO * AUDIO co . R

.

. - SlideNo.— .
T Picture of Cotton-

. . County Community
College

' Slide No__

. STUDENTS AT COTTONCOUNTY . - .
* COMMUNITY COLLEGE ARE GIVEN )

THE OPPORTUNITY TO WORK : -

. IN ONE OF FOUR

OCCUPATIONAL AREAS 2
AGRICULTURE, DISTRIBUTIVE .

EDWYCATION, HOME ECONOMICS,

OR TRADE AND'INDUSTRIAL B

) EDUCATION EACH OF THESE - ¢ ) :

EAS PREPARES STUDENTS FOR ) . : e T
IR CHOSENQAREERS :

IN ADDITION TO BECEIV[NG 3 A

Students working
in a training )
. station. | )

. '
~ . ! 4

—

Slide No.:
.. Steering Commlttee,

e ) pIanmng survey.

.
. ~ . . |
. ‘ . v v
« -
. LI |
R ,

R

_ SURVEY IS BEING CONDUCTED.

CLASSROOM INSTRUCTION, STUDENTS .

* GAIN PRAGTICAL EXPERIENCE L
THROUGH ON-THE-JOB * - \ )
TRAINING. LOCAL BUSINESSES SERVE . .

AS TRAINING STATIONS FOR THESE, ‘
STUDENTS. - >

+ - ’
R . ~

» ~

IN ORDER'FOR OCCUPATIONAL .

PROGRAMS AT COTTON COUNTY
COMMUNITY COLLEGE TO CONTINUE
TO'MEET STUDENT NEEDS AND. ’
EMPLOYER NEEDPS, A COMMUNITY . . * . "‘2 '
DURING THE NEXT MONTH, AREA )
BUSINESSES WILL BE CONTACTED

CONCERNING THEIR CURRENT AND

PROJECTED PERSONNEL NEEDS .

WMC-TV SALUTES THE COLLEGE'S” -
OCCUPATIONAL PROGRAMS AND‘URGES |
YOUR SUPPORT AND COOPERATION '

«IN THE SCHOOL'S UPCOMING . 1 .-
™ COMMUNITY SURVEY B - .




SAMPLE5 - ' . ‘

' " PRESENTATION AT FAGULTY MEETING .

e B |

- <
-

E :ﬁbté: (ntroduction (before presentation) qn\ight be made by school administrator.

As Mr. Jenner has told you, t“g Occupational Educatiori Departmenit at the college will be
conducting a«community survey uring the next month. During this ‘time, every business and
- industsial firm in Jonestown will be, contacted and asked to provide information concerning
" * current and projected employment needs over the next five years, This information will be helpful -
" in the following ways: ) .

e Rtwill provide the i
' - at the college. . . N
‘ oIt will prquide information concerning employment trends which will show whether other

. programs shoid be offered. : o

In adgition toroviding this information, faculty;Staff, and students will be given the oﬁ:‘ortmity

to meet and talk with local businesspersons. This should result in much good will for the school. It

' will show the entire Jonestown community that Cotton County Community College is interested in
providing comprehensive, relevant education for students. . s

Students at the college will also be asked to provide information as part of the commuaty Survey. "
They will be asked what their career interests are and what types of cour3es they would like to see _
- provided by theschool. This information will be used when making curriculum revisions and
., decisiops. - oo T
' . Inorder for the survey fo be successtul, tHe cooperation of the business community is needed.
Equally important is the cooperation of all persons at the college, including faculty, staff, and . .
v o ‘students. Some faculty and staff members have volunteered to help with the survey. Others are ’
‘ ;,?%eqw. If yoti-are willing to help with the survey, contact Mr. Smith, chairperson of the Occupa-
tional'Education Department. © . A oy T
- * : : R . " . N

N - he
-~ o, B e N

-

mation necessary to revise and update current occupational programs




.+ PRESENTATION

v

SAMPLE 6

$

FOR A CIVIC.GROUP . - _
, = -

L] . -

Thank you for the opportunity of speaking with you-today. As Mr./Ms o~ _told you, |

am the coordinator of a vocational prograrti at Cotton County Community College."l want to talk”
with you today about the occupational p‘rogram‘s at'our school.- ° :

‘ Currently', there are four qcéupational areas at our school: agriculture, distributive education,
home ecoriomics, and trade and industrial education. In each of these areas, students receive

" onthe-job.training.in locakbusiness and industrial firms. Each student works an average of 15

hours per week. .- .

LY

.. Theon-the-job training which students receive is related to their classroom instruction. In other

words, students learn both on the job and in their class at the college. In addition, students are
eligible fo be members of related vocational organizations. Through these organizations, theyare,
given the opportunity to develop leadership skills and to learn more about their area of vocational
interest. o ' . .

Students enroll in the occupational programs at €otton County Community College because
y g\a career interest or a career objective in the specific occupational area. For example, a
student With a career interest in distribution, encompassing marketing, merchandising, or man-

agement, wourd enrell in courses in the area of distributive education. This student would be given
on-the-job training in y and would be eligible for membership in the related ‘occypational
og%gnizationJhus, the occupa | program in which the student is enrolled would help him or
hefprepare for a career in that o cupational area. The same type of opportunity for career
preparation is currently offered to students who have carebr interests or career objectives in the
areas of agriculture, home economigs, or trade and industry. . T

_We curréntly have good ocoupational programs at Cotton County CommunityCollege. But, we
want to make them better and initiate additional programs in order to best prepare students for
careers and to best meet the needs of the Joniestown business community.

L3y ¥ . . wae < sav * . »
In,order to revise curremt programsand initiate addmon%l programs, we must have information
from the business community, We havk decided to conduct a community survey to obtain the .

needed information. This survey has the-wupport of the Jonestown Chamber of Commerce.

ang ghe next month every businqs?and industrial firm in.the Jonestown,community will be
contaé}ed and asked to prévide information concerning current and projected [naﬁpower needs.
The accuracy and completeness of the survey will be dependent on the cooperation of all firms
contagted. Won 't you encourage your friends and associatés to help us in this effort totmprove and—

our occupational programs? We rieed your help.
. . - . )

-




SAMPLE 7

4

LETTER TO PARENTS

'

Cotton County Community College -
2060 River Ave./Jonestown, Texas 51003/(231) 46@1 T
. N b .
- .

" [Date)

4 -

>

' . ‘Com

.

.
1 .t

.

- Cotton County Com munity College is sponsoring a community survey fo determine the present
and future manpower needs of thg.%]onestown community. This survey is being coordinated by the .
Occupational Education Departmeft at the college and.by a steering committee madewp of local
citizens. - ’ - : ~ )

-

During the next month, locgl businesses will be contacted and asked to provide inférmatjon P
concerning their present ang (anticipated) future personnel needs. The information gained from
the gurvey will be used to expand and revise cursiculum offerings at the college. This sutvey w;l)_ R

help the college provide courses w'hiqh will, because they are based on currént jnformation fro
the business community, better assist-studen}s in preparing for their chosen careers.

3

You gart help in the community survey effort, Please urge local businesspersons to cooperate ifn

c N

the suryey when they are contacted.

2. <
Sincerely, -

* Thank you so much.

-

John Smith, Chiairperson :
Community Survey

-
-~

v oy

. [You may wish to have the administrator of the school, lgn'this letter, also.] - )




| SAMPLES » . '-

LETTER TO BUSINESSPERSONS ~ * ~ + -~ * =

}‘c ‘e I 1 i . ? . . “

Cotton County Community College
200 River Ave./JoRestown, Texas 51003/(231) 462-811Y - * "o

Dear___ - . N \
Db \ . .

S . . . ,
The Cotton Couhty Community College Oc\c'upgtional Educatibn Department, with the support
of the Jonestown Chamber of Commerce, is conducting a suryey of the Jonestown_ busipess.
community. The survey is designed to provide the college with informatioh concerning current and -
.and fong-range occupational manpower: requirements of employers in Jonestown. The informa- -~
tion obtained fram the survey will be used to revise and expand the curriculum at our institution. ‘
In order for the survey to be successful, information must be obtained regarding the currént and
prospective needs of Jonesfown employers. Your cooperation is, vital to the success of this survey.
° L4 i : ' .

2 : . . .
During the next two weeks, you will be centacted by phone concerning the survey. At that time,

. the person‘contacting ydu wifl make an dppointment to interview you or a person you designate. .
T . ¢ . \ e S ' M .

The information which your cormpany provides wili be confidential'and will pe used for statisfical
purposes only. Information provided by ind_ividual firms will not be identifiable in any way.

’

PR v ~ , R ‘ o . \ ‘ .
Your cooperation in the community survey will, help Cotton County Community-College to .
provide students with.the most relevant occupationdl programs based on current businessinfor-" .
;.mation. The graduates of these programs sheuld be better prepared to embark upon careers both -
‘{in Jonestown and elsewhere. . . N |
- 4 - .
’ L0 . co ! e ! ~
Thank you in adyarice for your.coopetation. : 4 |
B -. . N ‘/
) . Sincerely, R -
~ - - - / V
v _ John Smith, Chairperson . '
. Community Survey '
. | . ,? . L~ ' .

[You may wish to have the school administrator s'ign this Iet«térfa]so.]
1Y \ ’ . ~ . . R —




Part | of the following Case Study is designed to provide you with some
basic facts about Smithville, a fictitious community in which you are
supposedly’ conducting a community survey. Part Il describes how the
publicity was plhned and includes the completed plan. Read parts | and Il
~ and.then explain in the space provided'(1) the strengths of the publncufy
“plan, (2) the' weaknesses of the fpubhcuty plan, and (3) the qhanges you

*would make in the plan.

LS

’ Ll ry

- N — [
CASE STUDY

o . T e .

I. Background lnformation-

You are a wocational teacher ‘at Central High
School. Central High is jocated in Smithville, a
community of 40,000 people located next to Sevier
. County. (A map is shown on p. 17.) Approximately
20,000 people live in the coudty outside the
Smithville city limits. Ethnic groups make uprap-

. proximately 25% of the Smithville population and
14% of the Smithville work force.

There are approxlmately 500 Business, estab-
lishments of all types'in the community. Most of the
industrial businesses are located in Jhe south part
of town, approximately five miles' from Central
High. The main business dlstnct is apprommately
one mile away from the school® Aimost all of the
employed citizens who live in Smithville work in
Smithville. A very small percentage (approximately
2%) work in Franklin, a comrunity of 10,000 which
is in the adjoining county, Sevier, and about 22
miles from Smithville. J

. Central High School serves the éntire Smithville
community. There are 1,500 students enrolled in
the' high school -{grades 9-12) and 100 faculty’

_members. There are four guidance counselors in
the school. There are presently folr vocational
programsin'the schoel (in the areas of ¢ ag riculture,
distributive edug4tion, home economics educa-
Jtion, and trade and industrial education), each en-
rolling 40 students. Each of these programs has
one full-time instructor. There are two other high
schools in the county. These two schools each
offer agriculture, home economics, business and
office education, and trade and industrial educa-
tion.

.

You are involved in conducting a community
survey designed to determine— .
e how adequate Gentral High's vocatuonal pro-
gram is
the need for revision of exusthg curnculum or
courses of study

the possible need to eliminate some courses

of study which &re no lohger relevant

the need toadd new currlculum areas orvoca-
tional programs

There have been no previows community sur-
veys madein Srwthvulle or adjoining counties. You
did locate a.copy of a recent community survey
donein Khioxville, &community in your state with a
population and schbol characteristics nearly iden-
tical to those of Smithville. You were able to use
this survey to guide you in planninggyour own.

Thus far, you have been working to plan the
community survey. Yourcommumty survey budget
has been completed (s&é p. 18);-and you have
convinced your administator, Mr. Gleason, to let

you use school personnel, students, and commu- *

nity members as volunteer workers in the. data-
gathering process. Mr. Gleason has also said that
he can probably provide up to $456.00 for the sur-
vey using money from the school fund.

You have determined the boundaries of the sur-
vey (as mdlcated*ﬁy the area enclosed by the heavy
black cnrcle on the map on p. 17). You have, or
ganized a steering committee, solncuted informa-

. tion and assistance from local and state agendies,

"developéd survéy instruments, recruited survey

t}‘gﬁ taff, and developed a plan of activities for the

rvey staff to follow in conducting the survey

~

e
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sunvev BUDGE]‘ ST o
" School Systemi: Centrod“fii@ School -

' ’ B Duration of Sumy Oct IDec 15
) ‘?}% .: :‘ ) ¢ B i
§ i \
- ‘:t “‘&‘L,;w . )\:"‘
nfna ‘ " B i” v .‘r A
Al VooationaiTeacher(no coSt) .......
B nterviewers—-Volunteers (no cost) f i igagperre e ie M e,
Secretary——Volunteers (no cost) :, R N S
‘) | : J } ' K]
"a:Paper 9 reams@$500}(eam) , ..... ?’......s s e
B' Misc,suppiies..,.,....j.*i B e aeens (Faremeens e
.. ..}, . ._" . ) ;" : 3
A Printing .of ins&{ru\m‘ents and 500 oopies of final repqrt (done by Board of ¢
“ Education—rio charg@®—except cost-of supplies) R i ,
B. T9pewriter (uge’school typewriters) ...... Y .......,.;‘ S R S
C. Publlcity—Ads; radio, T.V;, and newspaper (free public services) .
D'Tabulatnng data-—Volunfeers i reeeenn PN

TN

,a. [ ~ !

V. Communication .

«" A Telephione (5iong-distariée cails at $2 25 each) ...... ety
B Postage(500-13¢stamps)4f, REYETER ,3“ e r e erese e
VI SpeclaI/Expenses : ' - * e S0 d
'~ A: Consuitant (to interview mstruments)-—-Volunteers frnee B BN
- B Dinner for steering committee .................. reem e .
! ~ Y ¢ »r 11.1 - ’ T i .. il
A J L e "+ TOTAL® $41F85
» Al - ' El o t N 3 . . '
Q . - X ,
Il. Publicity Campaign: - s Ty /
You have asked a fellow teacher assisting In e The W.S. Employent Office .
the survey to plan a publicity campaign. You told  * o Welfare agencies W

her that the campaign should (1) promote the

school’s vocational education program, (2) make * Ethmc group organ}zatlons

the membdrs of the community receptive to . ® Students
cooperating in the survey, and’(3) use the theme, sy -
“Vocational Education\is Reievant Edutatjon.” Means °f Publicity to Be Used
The following is the plan Which she has returned to ﬂ"ie followmg means of p?r’ollcny will be used
you. ’ " e letters” . -« ‘

, . e radio announcéments

.. PUBLICITY PLAN | ¢ television announcements ;o

be C e newspaper advertisements

Groups te be Contacted ' e spegches—presentations =

The following are the |dent|f|able groups within e newspaper.articles =
the community which are to be contacted by the e bulletin board advertisements
publicity ‘plan: th . . .

e school public address system

* e Smithville Chambe‘ of Commerce ¢ P vé L

e Smithville Federation of Labor 1 9 ) '

.
rd M L



3

Methods of Publicity ’ .o

A Iette{wm be sentto the chamber of commerce,
the Eederation of: Labor, and the welfare agencies
mformmg them of the survéy A copy of the letterto
‘besentis attached. [See p 20|

The Smithville Daily News will be contacted and
asked to agsist n the’ pubhcnty campaign n four
*ways. First, the editor will be asked to publish a
feature article on the survey and Its importance
Secondly, one of the senior students hasagreed to
write a “letter to the editor” concerning the survey
and its impoxtance from a student's point of view.
Thnrdly the paper will be asked to send a reporter
to' cqver the exhibits and display for Industry
Week." Fourthly, the‘following display advemse-
ment will be placed in the paper every day for a

week.
{
L]

Centl’alegh School serves the community. You can help
it do this befter by assisting it %ndenake a survey-of

*T.V program, "Comrﬁumty Interest,

_ placing some spot advertisements onradioatsuit- s

" to highhight
the relevance of Central High School’s vocational
education program to his or her career, (b) cover-
ing the 'Industry Week display on TV, and (c)

able times.. ) e

Central High School students, will be made
aware of the survey (by the school bulletm\boards) )
and encouraged to let their parents know about it
and respond to it. One of the graphic agts students
has composed an attractive notice for the boards,
which will be left on the Qoa‘gs durmg the length’
of the survey.

SURVEY OF VOCATIONAL NEEDS

Central ngh is trying to heIp you by undertaking a sur-
vey of vocational needs in the commurilty in order {6
improve its vocational programs. Encourage your-par-
ents and others in the community to respond to this
survey so that your school can make VOCATIONAL
EDUCATION RELEVANT TO YOU.

occupational needs in Smithvité_We invite you to re- .
sgz";d dothis survey, and encotifage others to do the gy iie Rotary Club will beasked to allow the
. RN ) - principal, Mr. Gleason, to make a presentation at
. . their next.meeting He will explamn the role’of the |
WUSA-TV: and Radio StatiormWill be contacted  high school in vocational education. the need for *
and asked toassist in the publicity campaign by (a)  the survey. and the manner in which the club -
. interviewing-last year's top vocational education meémbers could assist the survey
graduate from Central High School on the weekly . . s
- -
» . - h 8
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= N i .. Central High School - .
L . - 110 Huntet Avenue/Smithville, 'Orago.n g7223 -
- e &~ ~ :

L T Date)

L . * b 3 ¢
{ : : \ . -
. < s . .
oo $ . v
»l - . ‘
CoR Ee o * T .
w . > L ) vl ’ L e o. Q\ e A\
, * ¥ -DearSi, o , ey e T
. . .+ Thahk you for the assistance which youpforganization has giver"x to Central High = ; )
.. School.in pldnning its survey of. loctl eMiployers to determine whether;Central's ) )
. " ‘ vocational program is'adequately serving thb commuriity. We‘are pleased to inform .
L i youthat we have now completed the planning for this survey gnd are ready to begin. .
: Y | However, before doing sq. we are undertaking a publicity campaign; S alert the | :
~7—£" community to.the need for such a survey and? thereby: to encourage response to it. .

We are going to be carrying news stoﬁe;s about the survey in the DaighNews and on

f\ ., WUSA-TV. You'll be hearin‘g'a lot about it soon. We dra eager to get your members . - Lo
. ‘ _interested in the survey cﬁ&i\o request their help in &ollecting information. In addition,_

-we will need help in gefting the miessage acress to the ®ommunity onég the survey,

resultsﬂareig.’- RS T - . B o

- Y o . ot e ! . ,
! ‘ We would appreciate whatevér assistance you tan offer us.
R N R v v . . ) o .
ro " -, - b -t ¢ ' . . l ' . )
, \. R : . . LI .
‘,. i \- 5 \~»~,\ . . - / A
= s . ST * '?‘ C s . A
\\ ' ' . & ’ . ! “\
' . S B ; — o L . &,. ’ .
- : - E ’ .
\ P I
v ! - 3 )
v " e AN S o R , *® N
4 - . Al h))
7 E .
to- Y S You may wish tq arrange through your resoyrce person_to mee ‘a;.:r ‘
. ' . __{ ] person from an advegtising agency. Duririg this meeting, you could #Scyss” - -~
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Compare your completed\written critque of the Case Study with the Modél
* Critique given below. Your response need not exactly duplicate the model
r, ybu should have govered“{he same_major points.

S &
- ~

-

MODEL CRITIQUE

. . . ' .
While the publicity plan has some good points, it
also has some decided weaknesses. The principal

weakness is that the plan-doesfot analyze the,

audience well enough to.carefully select the.mes-
sage and the media to be used.

It begins by id;.\antifying relevant groups in the
community which need to.be contacted. This is
good and is an essential part of any publicity cam-
paign. Mowever, there are some glaring omissions.
Thereis no provision for contacting parents, either
by letter, or through the Parent-Teacher Associa-
tion. Similarly, tha.tbachers of Central High School
have been neglected. This is a serious error not
onlyin terms of the survey publicity campaign, but

-also in telation to maintaining good inter-faculty
public relations within the school.

While there is provision for using a variety of

media in the campaiqn, the media organizations\

are not identified as a relevant community group.
In such a campaign, it would be important to
cemmunicate with the executives of these media
organizations if maximum Support is to be ob-
stained from them, especially in terms of free adver-
tising time. _ g

A good range of media is to be used in the
campaign. However, it is;pot used in the most ap-
propriate ways for the various audiences. For ex-
ample, it would not be appropriate to use tHesame
letter for the chamber of commeyce, the Federa-
tion of Labor, and the welfare agencies. The style
of Ietter_andye};;art' ular emphasjs which needs
it wi

to be madei Il varkaccording to the nature of

_ the particular group being addressed. Thus, con-

sideration needs to be given to different styles of
letters for the various groups.

A personal letter can be an effective way of win-
ning support from people. It would, therefore, be
"advisable to send a letter.to each of the groups
identified, and to include fhe principal officerJ’:)f
mbst of thé organizations identified—including

the Parent-Teacher Association.

The letter itself lacks the necéssary émbhasis of 7

the campaign that “vocational education Is rele-

vanteducation.” On the other hand, itis important
! .

.
* .

v

. ‘ / L4

R R

%

to keep such communication as brief as possible.
Thus, if the letter is d follow-up to previous com-
munication—as the letter seems toindicate in the
opening phrase—then # is good that it acknowl-
edges previous help dnd briefly explains its pur-
pose. If not, then the letter would be too brief. More
information would need to be given concerning
the need for the survey anhd its benefits.

The Smithvhille Daily News is an important means
of publicity.and is being well used: The advertise-
mer{, however, has twoweaknesses First, itis too
brief ang, therefore,'not sufficiently informative of
the purposes and benefits of the survey It also

~does not promote the themesdf the relevance
of vocational education. Seéo(ndly, it is doubtful
whether the advertisements are well distributed
“with ‘respect to time. It is probably preferable to
identify the days when the paper has the widest

\d

editions. -~ s

. -

It would also be important to direct the adver-
tisements to special groups by placing them in the
appropriate@ages of the newspaper Forexample,
businesspérsons can be-contactéd best by adver-
tising in thépusiness pages, other groups in the

sports pag etc.#; ' s

iy
Informiq the high séhool p?‘;pu,lation of the surs
xv?/ isiimportant.’An additional appropriate way of
d8ing this would be ttwough the use of the school
public address system. The idea of using the
graphic arts students in deSigning posters for the
-bulletin Boardg is good. These need to be briefand
attractive.However, itis notgood toleave thesame
poster on a bulletin board for more than two or
three days. It would be preferable tohave anumber
of dgiff&t posters and rotate them around the
vari ulletin boards in the gthool every few

days. By so doing, the message is reinforced in the .

minds of the students.

.Presentations by the principal or the'head of the
vocational education-depament are important.-
Thesgycould be extended to Mglude other impor-
tant community organizdtions in addition to the
Rotary Club. Especially imporia/nt is communica-

. { L i )

!

distribution and confine the advertising to those.
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tion by the principal to the staff of the school con-  rected more towardsivetheme of the relevance of

cerning the survey. . v vocational education. It also needs to emphasize
Thus, the publicity campaign includes some :glee\:;nnpcc;rtance of the survey to achieving such

good jdeas, -but it needs 19 be extended and di- )

- / - - . ¢ ‘
A Y

. . ) o
LEVELOF PERFOﬁMANCE: Yourcompleted critique should have covered the samg major points as the
model response. If you missed some points or have questions about any additional points you madé;

.review the material in the information sheet, Publicizing a Community Survey, pp, 6-15, or check.with
your resource person if necessary.

- ’
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Enabling .VA; Y C “‘ﬁmg-the requ’tred readmg, critiquq the«perf"
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Objective ns't‘ruotor n,given; case sifﬁaﬁons 1n directing’ &commun‘
- A S

Youmay wish to meet with your resource persoo andlor peers’ to discuss
the.role of Jeading and supervising voluhteer: personhel especialfy stu-
dents. in conductmg a communitysurve :.%" f PR e
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You will be reading the Case Situatidns. pp 32—35 ‘and wntfng cntgques of
rformance Qf the mstructor involved © ¥

N
~

You will be evaluatmg your competencyom cnthuing the instructor s per-
formance in: directun@a ‘community. survey by comparing ymIr completed
crmques with  the Model Cntques, pp 37-38
e 3
R R

ERI

Aruitoxt provided by Eic:
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e Activity ' T .
* : For infarmation on the skills required for, and the responsibilities involved -
_ - ’ y in, directing a commu nity survey; read the following information sheet:

v . ) \ ~

O
\

e A
. DIRECTING A COMMUNITY SURVEY

- . L O] .
Before conducting the survey, you should be . maintéin good’ public relations with’ your‘.
thorot_;ghly pfqgareg for this im.pqrtantev.er!t:Your school and the community . .
plannlng activities ShOUld begln by Obtalnlng the Y assign areas of respons|b|l|ty and. see that
» apppoval of your administrator for conducting the” these are fulfilled ** ) .o
g?urggnuf."ty survey. Additional activities shot_Jld in- o 'keep a watchful eye Qn your budget .
- v . ’ .o . -
e -ofganizing a steering committee to'asagst with As supervisor, you need to— .
the survey . e provide the necesséry materials'and facilitiei K
o identitying the geographical areas in which to to your team so that their dffogts are prodi¥.
- conduct the survey ’ tive ) - S R
. e soliciting information and assistance from -« control thfa progress of work so that the time .
focal and state agencies in planning the sur-  _ Schedule is met 1 M
vey . N e handle the datafrom the survey - .
o. developing survey instruments to be used - ® assist your team with any problems and
) . récruiting the-survey staff diffncyltnes they encounter during the survey
) e developing a plan of activities for survey staff As coordinator, you need to— S
- tofollowin conducting the community survey o schedule the individual activities of the mem-
¢ Having completed the above seven taéks and betr.s of yfo ufrfter?m to avoid cohfusion or dupli-
< : 3 cation of effo .
. -hgving undertaken a publicity campaign, you are o - .
reaady‘gto conduct thepsurvey.yNow soug mgst turn . ® maintain an gppomtmehts _s'chedule 1o assist
ﬁ your attention to the roles which you pldy in direct- your team with their interviews L g
-ing the survey, and the skills which are demanded e coordinate transportation when necessary for
by these rolgs. . S your team .

Maintaining enthusiasm for the community sur-
vey is a very important respongibility. Establishing
and maintaining good communications within the
survey team,i\;: an important element if you are to
succeed. Youhteam and your steering committee
need to be kept informed of the progress of the

"survey and the community response,to the public-
ity campaign. They need to be-told of examples of -
communjty cqoperation-and given any, other in-
formation which will encourage them to ap-
preciate, the importance.of the survey and their
efforts. Good ‘communication - will enable your
team to feel central to an important and rewarding "~
task; poor communication may well encourage -
indifference or discouragement on their part. ~*

In order to suc-
cessfully direct a
community sur-
vey, you will need
skillin the areas of
leadership, super-
vision, and coor-
dination. Since a
2o~ community survey

is & cooperative ef-
fart of a team of
workears and the
- — community, you .
‘ “Will need these—
~ T skills to maximize: )
: this cooperation. Coupled with the importarice of goed Communi-

The survey team cation is that of good timing. Nothing will dampen
wiil consist mostly of volunteer workers with vary-  enthusiasm more than having your survey begin

ing deg rees of skill in the collecting and handling  before all necessary preparations have been made
. £ of data, and they will need your strong g‘uidance. or hgv@ng itstrung outover too long a time interval.
_ _ As leader, you need to— . The survey Peegs to capitalize ofi’the publicity

R . campaign by following it clo$ely, and Qncediegun,
e /maintain the-enthusiasm of your team and i 10045 t6 be completed within ,two weeks—or -
. your steering committee , - /7

A 25 ‘
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less, if possible. Theretore, supervising tardy meni-
bers of your team is very.important.

The ‘maintaining of good public relations s an
essential partof your responsupilities as leader of a
community survey, and,your success ¢n this area
will directly affett the success ol that survey A
number of things demand your attention if you are
to be successful. . T

As leader, it1s
your responsibility
to assign areas of
responsibility to .
‘your team and-to
see that they are-.
fulfitied. It may
help you fo keep a
progress report =«
such as the one ’
shown in Sample
9. Use of this type
of form will enable
you to watch the
progress of each
of your team ..
members and

«

a

helps you to
keep a check
on some of
the materials
and equip-
ment which
you will be

- -Randiing

. during the
survey, *

You need
to exercise
great care in -
assigning ré- I
sponsibilities

7 4 'o“
/V B * -

‘-

PROGRESS
REPORV

to undertake too many interviews, or to distribute
too many questioghaires Itis better to reduce.the
numbgr of people who are to be contacted thaftto
overtax your workers, Overworked team members
who are rushing to complete tasks will not hg able
to do the most efficient job possibLe

'

-~ keep a careful record of all expenses incurred,

‘5 .steering.

quickly note those Whd are getting behind it also
- Iy . .

J/

to team members. You do not wantany one person

To help you éffectively supervise your team
membérs’ time and eliminate duplication of ef-
forts. you should keep an accurate interyrew -
schedule in addition to a progress report This )
scheduleshould indicate all persons who are to be
interviewagkand the survey team members who are
to interview them. Date and time of each intérview .
should alsg be indicated. ~ M .

As community survey leader, you need to také
fullﬁsponsnbnlnty for your budget. A compréhen-
sivé"budget raport will need_to be made.to the
school administrator. It is, therefore, imfortant to .

A ‘

including
travel. Prob-
ab{y¢your o,

commitiee
-will want to .
~ dpprove any

. ‘major ex-

» penses, such
as advertis-

« ing, and wiil ™~
want regular , |
financial re-
ports from
you during

' theiurvey.

"

N .

In additior, you must keep your administrator

;' and the steering committee informed of the pro-

- gressof the survey and of its results Itisimportant
-also to be sensitive’ to your ¢olleagues and the .
schog! community in this respect. Staff may resent
ewing secondhand information about such an
&rtanlt event as a community syvey.

Supervising the Sufvey Staff-

As stipefvisor, it is your responsibility tp see that ,
the members of your survey team apply the princi- -
‘ples and procedures which were given them in the
. pre-survey training sessions. For example, you w

need to .supervise them td see that. they follow
correct interview procedures. You will need to be
assured that when m maké interview appdint-
ments, they introdu emselves clearly, explain
_ briefly the purpose of the survey, request aninter-
view, and inde«catéghe appropriate amount of time
needed to com"gle the interviews.

- .

U -
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ou must thenesee—that~each team member e thank the employer in advance for his/her
confirms such appointments with an appropriate \ help oot
letter of confirmation, The letter should— e note the date, time, and place of the sched-
e explain the purpose of the survey »- - uled interview
e outline the procedures to be followed in con- . . .
ducting thHe survey When all pre-interview steps have been gorrectly

explain the role of the employer in supplvin carried out, you must see t‘hat interv.iewers re-
da‘t)a ploy PpiyIng member to conduct the interview folfowing certain

. o ' rescribed procedures. For example, you must see

o explain why the employer's firm was selected ?hat every opne of your interviewe‘r)s hzs a letter of
o affirm that the data obtained from individual  introduction signed by an official of your school.
employers will be kept confidential - | This letter should introduce the interviewer and-
explain that the anonymous summary totals  the purpose of the survey. The interviewer must
will be made available to participating em-  allow the interviewee to read this letter after intro-
pldyets " ducing himself/herself and revealing the purpose

26 27

Aruitoxt provided by Eic:




SAMPLE 10

, INTRODUCTION CARD FOR INTERVIEWERS

>
s o s
- \ \
-
- . . - o

"[Date] ’
Maylpresent . a[student] at Cotton Co@nty .

. . Community Collegeswho’is helping to conduct an occupational ‘

survey of our community. This survey is being undertaken in order W i

that the college might obtajn the,occupational information necessary s

for it to meet the needs of students ffreparing for careers and, the, .. N

. e M D R

. néeds of the business.community for well-trained employees. ’ _ D

. - . . ‘ . - . \

of the interview. An example of such a letter 1s
shown in Sample 10

In addition. interviewers 6ould be reminded
to—

o .thank the employers for their cooperation

o explain how the information obtained 1n the
survey will be used °* ' :

o explain how'the survey shodld help future vo-
cational planning

¢ emphasize the mutual benefits to be dgrived
from the survey by the school and employer

e reviéw the survey form with the employer item
by item . . ‘

- e answer any questions raised
¢ leave name and telephone numbeg with the

employer . C ..
e request the return of the form by a specific
date R -

. ‘e leave a self-addressed. stamped envelope
-with the empioyer

You must also see that each interview and re~
_ spanse to a questionnaire 1s followed up with a
letter of appreciation expressing gratitude for the
person's cooperation. This letter shouid also ac-
knowledge the importance of the perSon’s re-
sponses to the success of the survey and the im-
portance of the survey itself to the community An
example of such a letter 1s shown 1n Sample 11

If an interview cannot be arranged with an indi- -
vidual, but he or she would Iike topartigipate in the
survey, a questionnaire, accompanied by a letter,
can be'mailed to this person The accompanying

)

. do with 1t when 1t 1s compieted .

v

Head Department of - ' :
Occupational Education

-

jetter should clearly explain the theme and pur-
pose of the survey, its value to the school and the
community, and the kind of support which the
survey is receving from the community The letter
should also explain how the particular person was
chosen to receive the questionnaire, and should
give clear instructions as to when the question-
naire 1s to be completed and what the person 1s to

L4

Whether the questionnaire is mailed or hgnd
delivered, if no response IS received within two
weeks. a follow-up letter should be sent if this
does not produce a response within énother two
weeks. then a further letter must 'be sent with
another copy of the questionnaire Examples of
these letters are shown in Samples 12 and 13

-
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.Please r&e that these letters (and all Gther survey

letters) should be sent on official schoolletterhead

. paper with the name and position or authority of

‘the person signing the letter typed under the(sig Ra-
ture. e -

If‘memba(s of the survey team are involved in

'collecting data from students, they need to be re-
minded that they should—

-

est survey to the students

emphasize the importance of the informatfon
requested in terms of the individual stugent,
the scheol, and the community

e thave all the materials prepared for administra-
tion of the stiident interest questionnaire
give clear, concise, and complete directions
for completing the interest survey instru-
ments .

answer clearly any questions which
by the studénts’

are asked

explain the purpose of the occufaational inter-,

. Once in(efviews have been completed and ques-
tionnaires returned, it is your responsibility to see
that-they are checked to be sure that you have

- received completed responses from all individuals

who were contacted. You then need to edit them
eness and accuragy, and send them on
abulating and data committee for the pfo-
ing and interpreting of the data. ;

While it is not necessary to inform every person
who was involved in the survey of its results, it is
important to note carefully those who* express
interest in learning of the results and make certain
that they get a copy of the survey report when it is ,
completed. You may be calling on these people

again in a future survey and itiis, therefore, to your
benefit and the benefit of others that they be Jeft
with positive attitudes toward such surveys and

* appreciation of their value. You need a clear policy

on the dissemination of results from the survey,
and you need to bé careful to supply the informa-
tion to those to whom it has been promised.




SAMPLE 11 >

N -

LETTER OF APPRECIATION- *
FOR RESPONSE TO THE SURVEY

~
-

Cotton County Community College
200 River Ave./Jonestown, Texas 51003/(231) 462-8111 T
‘[Date] :

Mr. Ernest Respondent
Director of Public Relations ‘
Jonestown Manufacturing Company
Main Street _

Jonestown, Texas 51006

Dear Mr. Respondent: ) .

May l express to you sincere app‘recwnoﬁ for yaur cooperation, and that of your firm,

in responding to the community survey cénducted recently by this school. Theinforma-
" ton which you supplied is essential to our task of decidi whether new vocational

programs are needed at Cotton County Community Collede and of revising existing

programs to better meet the needs of students and the businesg-community.

The cooperation which we have enjoyed during this survey encourages usto believe
that Cotton County Commu mty‘abllege will be able to respond continually tothe needs
of its students and the commumnty. Your own contribution is a valued example of such
cooperation. . .

With every good wash, -

:51 Al

o
Yours sincerely,

PSS
7

Head, Department ‘of
Wecupational Education

.

)

¥

~ [You may wish to have the school administrator sign this letter, also.]

\

~




Ll
N —
' SAMPLE 12 ’
H
.
’ ST L5 R s, L P
. oA SHE DT o ey i
o é,wb i::’é: 4 :,;@,3::;?@:::2:@?5:‘ has = Lo .
b g e el 3 £
FOLEQW-UE L FOR NON R SPONDEN
2 g SR A = :‘”
- G I *‘v‘“‘f“" R R
=l e
Y " RS
N . Eef:‘( AL W
. S SO e A .

X
#,

Lty {
;s
50

i

- q
' TE
,,\,

w._w

S e
o «p@

. Sa ’,u,- »

SIS
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" SAMPLE 13 - . T

SECOND LETTER FOR NON-RESPONDENTS

TO THE QUESTIONNAIRE >

a

Cotton County Community College " -
200 River Ave./Jonestoyn, Téxas 51003/(231) 462-8111 L
{Datej ,

?
-

v

Mr. Larry Layton
Manager ..
Jonestown Manufactunhg-Company
Jonestown, Texas

Dear Mr. Layton**

! -

-

. N . '

The survey being conducted by Cottor County Community College todetermine the
need for the school to develop new vocational programs or revisg existing ones so asto
better meetthe needs of the students and the business communty is almost completed. )
Obviously, however, it is important that the information we use for thesé decisions is
complete and geeurate. For this reason we are anxious torecetve completed question-
naires from every member of our sample. i , .

. . . 4
- L7 .
Therefore, since you are a member of that sample, we would greatly appreciate
receiving the completed questionnaire from you. We enclosed another copy incase the
original one sent to you on Apnl 6 has been mislaid.
- . ~ ' s
Thcnlfifig you for your cooperation,
»

- *
noot ' Yours sincetely, -

P

Sia

3 - i .
~ 7 Head, Department of -
L Occupatienal Education

'. =y .

Y

¢

i

—

S

.ﬁ A M ! » i
{You may wish to have thlé schoq/ administrator sign this letter also.)

~ b




~_ You may wish to arrange to meet with your resource person and/or peers
»who are also taking this module to discuss the concepts in the information
sheet further. During this meeting, you might— o
e discuss the leadership responsibilities involved in dirécting a com-
munity su rve)(\and how these might be undertaken in your particular .
situation .
e discuss the ptobleims of personnel supervision when undertaking the -
survey with volunteer personnel and students
¢ draw up tegether a realistic schedule of personnel needs for a survey

Ve an? a time chart so as to complete a survey within two weeks
4

\ ‘ /‘
. { Optional

ctivity
. a

e .

M [} -
The following Case Situations describe a series of incidents wzn’éh oc-
curred during the conducting of -a community survey. The survey was
conducted under the direction of R. Black, an instructor at Blue }xlills
Technical Center. Read each of, the situations, and then explain in the
space provided (1) what weaknesses and strengths the situation reveals in
the.gonducting of the survey, (2) how any problems revealed could have
been avoided, and (3) what steps could betaken to remedy the situation. -

¢ -

‘CASE SITUATIONS

Case Situation 1: Communication with
School and Community

Ms. Jones, a mathematics teacher at Blue Hills.

Technical Center came {g tell Ms. Black that a
neighbor had complained to her about a letter she
had received from the school congcerning a com-
munity survey. The letter read, in part— = -

We have been awaliting your completed response'to the

i agestionn‘alre sent to you two weeks ago in connection

with.the commuhity survey being conducted by Blue
Hills Technical Center. The information you supply us
*will be important to the success of this survey. We ask,

therefore, if 'we might receive the completed question-

3

,l
call from a student of the technical school who
sought an interview with her in connection with
the survey. An_appagintment was made, but the
student failed to show up. The neighbor explained
that, as she had received the questionnaire a few
days earlier, she had assumed the interviewer was
to receive the completed questionnaire from her

‘and discuss the information supplied. She had,

therefore, completed the questionnaire and was
holding it for the interviewer. She was now suf-

ficiently ahgered by the letter from R. Black to tell

" Ms. Jones that “if they wanted her questionnaire™

they would have to come to get it from her.”

" Ms. Jones had explained to r;er neighbor that R.

naire from, you at your‘ eatll‘est convenienc’e.g ¢ Black was Ms. Roberta Black, the instructor direct-

=N Yours faithfyliy, ing the survey. She then explained that she was

* ‘ orry she couldn’t help any more, but she herself

e . /w Knew very little about the survey. Indeed, Ms. Jones

. ’ : did not'know that.it was already underway, al-
R. Black ,fé' though she had seen some advertising in the

The neighbor had asked Ms, Jones who R. Black®

~ was as she wanted to get intouch.with the person.
She explained that shé had received a telephone

9

P ™
[}

newspaper about it. She had promised, however,
to see Ms. Black and convey her neighbor’s com-
plaints. ’ M

¢
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‘Case Situation 2: An Interview - view with Mr. Nichols, only to be told by the secge- |
Appointment ’ . , tary that Mr. Nichols had been interviewed the

, before. The secretary mentioned that Mr. Nichigls

_While the data was being.gathered, a member of ' wasstill not syre what the survey was about or#ho
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Case Situatian 3: A Surjey Form

Ms. Black received an incomplete commun)ty sur-
vey form frbm one of her respondents with a note

e

" Case Situation 4: Confirmation Letter-

Ms. Black sent out the following letter confirming
the date, time, and place of a scheduled interview
with the manager of Apex Manufacturing Com-
. pany. ,
I‘J‘ear"Sfr.l‘i_' " - ‘ ." .

\ ,This is fo conﬂrm the arrangements made by tele-
phoneon March 9 for 4n interview: with you in relation to
the community survey being condtcted by the Blue Hills
Technioal Center. This interview is uled for 3:00

1, : - ~

attached stating that the respondent considered
the unsupplied information elther confidential or
irrelevant. .

P

e

-
. o, e

pm. Wednesd y, March17 in youroffrce ai1OQEastard
Street. I .

_ This surveyjs belng untertaken in orderthat BIueHIHs
Technlcal Center. mighRobtain th N
miation hecessary for it ‘need!
preparing"for ‘careers and: th i ¥eds, of the busiridss’
community. for well-trained employees. The informatidn
which: 'yoll ¥re’ able to” supply us:is important to our
achlevemem of“these ob]‘eo;ivps N -

w\}

Thank you for your cooperation.

Z S

>




Case Situation 5: An Interview .

Following is an xcerpt frOm an interview con-
ducted by Jill es a student member of Ms.
Black’g survey t

“Good morning Mr. Smith. lJam Jill Jones from
Blue Hills Technlﬁal Centef—a member of the
team which is conducting the community survéy
for the school. May | shew you this letter of rec-
ommendation from the superintendent which ex-
planns mj role and.the purpose of the survey. .

“On behalf of th'e school | should like,to thank
you for, giving me some of your time for thls inter-
view this morning; we are very encouraged by the
cooperation which we are receiving from the busi-

v

ness commumty of Culpepper. As a result, | am
. sure the survey is going to prove very valuable both
. to the scHool and the business commumty

“This is_a questionnaire whuch we would ap-

» premate your filling {n and returpi § in this
self-addressed, stamped envejépe by Wednesday
. of next week, if at all po$sible. May | just briefly

explaln to you the S|gmf|cance of each of theitems
in the sufvey and answer any questions you might
* have’concerning it.. . .[discusses each item].

“Welf, if you have no more questions, may | thank
you again, Mr. Smith, for your time and for agree-
mg to complete our questlonnalre and return it to
me rext week. . .. Good morning.” .
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Compare your completed written critiques of the Case Situations with the
Model Critiques given below. Your responses need not exactly duplicate

Feedback

— the model responses; however, you should have covered the same major

points. . .
3
i

4

MODEL CRITIQUES -

Case Situation 1: . g
Ms. Black did not meet her public relations re-

_ sponsibilities, for the community’ survey. First, it

would ‘appear that poor cgmmunications in the
school concerning the survey have resulted in Ms.
Jones knowing very little about it and, therefore,
befng able to do little to’remedy the situation with
her neighbor. What she does know, she Seems
to have gleaned from publicity outside the
school—which is not helpful to the public rela-

“tions of the school. If M¢. Black had established

proper communication channels within the school
about the community.survey, this problem would
have been avoided.

Secondly, the excerpt of the letter reveals some
decided weaknesses. Jt is too blunt in a sijuation _
wheye voluntary cooperation is essential to the
success of the task. It assumes negligence on the
part of the neighbor when other factors—such as
mail delay—coultl be the,reason for her apparent
failure to respond. .

= The letter is probably on Blue Hills-Technical

Center letterhead, which is good. However, Ms.
Black does not reveal her position within the -
school—nor does she give a telephone number
and extension wherg can be contacted to dis-
cuss problems arispgéom the survey. If she had,
the neighbor might' never have gone to Ms. Jones
with her complaint. : .

Thirdly, there appears to be lack of coordjnation
between the sending of questionnaires and con-
ducting of interviews. The letter which accom-
panied the questionnaire was not explicit enough
in its instructions as to what the respondent was to
do with the questionnaire when completed—so
she assumed it was to be handed in at the inter-
view. Also, it obviously did not reveal sufficient
information about the nature of the survey, its pw-
poses, and benefits to the school and thé commu-
nity.

The interviewer fof some reason failed to keep
the appointment without any explanation to the
respondent. This must never occur if good public
relations are to be mainfained-throughoutthe sur-

vey. $

It isO%%Qbably an ungecessary duplication of ef-
fort bofh to send a questionnaire and also to con-
duct an interview; however, if this is to occur, th
procedure must be clearly explained beforehand
_to the respondent so that the respondent knows

what to expect. v .

'Better communication with him or her and bet-

- ter supervision of the team would have avoided

these problems. Ms. Black needs te keep a careful
recerd of the times of all prospective interviews
and check to see that they were cagried out.
Maximum warning must be given to aty respon-
dentif amember of the team-is npt able to keep an
appointment. N -

——— Ms. Black needs to personally visit the neighbor

to apologize for the confusion which has been
caused by poor planning, and to receive gratefully
the completed questionnaire. Considerable dip-
lomacy will be needed to placate the respondent.

oL
Cage Situation‘ 2:

This situation reveals_poor supervision,in the
- making and keeping of appointments for the sur-
vey. It would seem that duplication has occurred in
the names given to different members of the survey
team for the conducting of the interviews. This
would not have occurred if Ms. Black h
proper work allocation schedulé. Thi
would reveal the names of the meafbers of the
team responsible for each of the interviews, and"
indicate when these have been completed.

The case situation also reveals that Ms. Black
did not adequately prepare her students to inter-
view businesspersons. For example, & poor expla:
nation of the nature and purpose of the survey was
given to the businessperson. A pre-interview letter
should have been sent to clearly reveal this. Every
communication should Be taken as an opportunity
to press_the purpose and value qf the syrvey. It
should not be assumed that people are fully in-

ormed of these. ’ .

_Itis also obvious that the interviewer did not use
a letter of introduction at the interview. Such a




.r

letter would have clearly told the businessperson
the interviewer’s name and position, and the pur-
pose of theintarview. Ms. Blatk should have made
sure that this interviewer had such a letter to shew
at the beginning of every interview.

Case Situation 3:

Obviously, communication with the respondent
failed to persuade him/her of the importance of the
survey and of the relevance of the requested in-
formationtoits goals. The letter accompanying the
questionnaire should have spelled out the pur-
poses and value of the survey clearly and persua-
sively and the relevance of the information sought.
It should also have guaranteed confidentiality of

.~ the data—that the information sought would not_-
be identified with any particular firm or person. Ms. .

Black obviously neglected to adequately train sur-
vey team members in this important aspect of con-

——ducting a community survey.

The survey form now needs to be completed.
Probably the best way to obtain further coopera-
tion from the respondent is fof Ms. Black to per-
sonally contact him or her to explain the impor-
tance of the information and guarantee the con-
fidentiality of the data. The respondent should
~—then be tactfully requested to complete the.survey
-form.

= Case Sityation 4:

The letter clearly confirms the date, time, and
place of the interview. It also expresses the impor-

- _tance and purpose of the survey both for the

school and the business community. However, Ms.
Black has left out important information. It does
not explain how the employer's firm was selected
for the survey, nor exactly what is required of the
employer in supplying data. It does not ensure the
respondent that Ris Tesponses will be kept

-~ -

Ve L)

confidential. It should also encourage the em-
ployer to respond by indicating that the data
gained from the survey will be available to the
participating employers. While this inforreation
should have been included, it would'need tgibe
expressed briefly so that the letter did not exceed
one page. .

Case Situation 5: e

This interview needs to be considered in the
light of the two important elements. These are (1)
the need to motivate the interviewee to participate
positively ard cooperatively in the interview, and _
(2) the need to keep the interview clearly focused

on itsprime task and the goats to be achieved byit. ~

Apparently, -Ms._Black- instructed this survey
team member in the importance of accomplishing
the second élement. The interview moves clearly
and swiftly to its purpose and seems to cover it
thoroughly. The questionnaire is presented with a
clearindication as to what is to be done with it. If is
then considered item by item with quesgi#hs which
mightarise. Atthe end, the interviewel &gl asked
it there were any further questions. This should
have allowed the interviewes to be quite clear on
the task of-the qgestio/nnaire.

On the other hand, the first of the’two elements
was not well handled in the interview. Ms. Black
needs to help this interviewer gain skill in motivat-
ing interviewees. The interviewer ne to-spend

a little more time “selling” the survey, its impor- »

tance and value to the employer and to the school.
She needed to explain exactlyhow the Igformation
would be used and to reaffirm the confidentiality of
the data. Ms. Black’s name and telephone number
should salso have been left with the business-
person in case Qf any subsequent questions or
problems with the questionnaire. -

, 2
P L4 .

+

LEVEL OF PERFORMANCE: Your completed critiques should have covered the same major points as
the model responses If you missed some points ot have questions about any additional points you
made, review the material in the information sheet, Directing a Co?nmunity Survey, pp. 24-31, or check

with your resource person if necessary.
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", < at 3 time when preparation for a community survey has been completed, . -
.. #3. conBuctor assist in conducting a cofitnunity survey. This will include— ~
o arranging for adequate publicity for the community survey- ! Rt

* o assigning survey staff responsibilities -+ - e
«_supervising and coordinating all data-gathering activities * Eo-

‘ .-, 'e arranging for the processing ang interpreting of the data cofected
"NOTE: Due to the nattire of this experience, you will need to have access to
< ‘an actual school situatignoyer an extended period of time (e.g., four to six .
' weeks). B L R

’

Asmygh,.c.omplet‘ef’e"géh of the above activities, document your dctions (in N i
."writing, on tape, through a teg) for assessment purposes. ==

-“ R N - .

- R -, - .
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2 .

‘ ,Youftdt’;il Bmpétency will be assessed by your resource bersén, using the
Berformaice Assessment Form, pp. 41-42. . e

Based {1p: ‘?tﬁe_ criteria specified in this assessment instrument, your
resour rson will determine whether you-are-competent in conducting.
A community survey. : '

] ’ ‘ -
*For a definition of "a%ual schaol situation.” see the inside back cover ne v
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* TEACHER PERFORMANGE ASSESSMENT-FORM .

. Conduct aCommunity Survey (A:—2)

‘ . Name

- Dirdctions: Indicate the level of the teacher’'s accomplishment by placing
an Xin the appropriate box under the LEVEL OF PERFORMANCE heading.  ©ate
If, because of special circumstances, a performance component was not

2plicable, or impossible to execute, place an X in the N/A box. Resource Persop .

"N

LEVEL OF PERFORMANCE -

s“'ce//
. e,,’ .

e

1
s
4’/;1‘ -
Yo, _
.
%, .
po/r [3
\%\

ted and used media appropriate to the target audi- D

e

- . ’ ’ é : :. . - - .. .
_Ir;p :25:::?&tgeplsaunn;o¥atgig(leizi?y‘irampaign..... ........ D D . D D
2."informed the school about the survey . ... . D D D A D
3. informed tfe community about the survey ............ D D : D D
4. : g
O 04d-
EN=1=

-
A
-

2

In- assigning specific responsibilities to the tdam, the

O OOOoo . 0o ogd

0 o000 0O 000

teacher: . N
6. distributed tasks among the workers so the job could » ) =
¢ proceed efficiently ............. P JRTTTTR D D D D R
7.:maintained a field workers progress report ........... D “D E D
8. sent appropriate follow-up letters to respondents ..... D D D D .
9. supervised the interview schedule ... ..ooooennonen. D D D DV
10. kept his/her school, administrators, and steering com- D
‘mittee informed of the progress of the survey ........ D D g{]
R v )
11. edited the data appropriately and handed it on to the !
data-handling committee ........... ...l D D l] D . D
- s - ' N
in initial telephone conversations with employers:
.. 12. the'purpose of the survey was exp.lained\briefly ....... D D D D D

- .13, an interview was requested IR ( D D D D D D ‘
4. o ppropriate amount of time needed o complete the 7] 7] 04 oo
ST 4




~ = .
In the ertten conllrmatlons of appolntments with em-
ployers

15. the purpose of the survey was explalned .............

16. the procedure to be followed in conductlng the survey
was outlined ... ... ... o

7. anindication was given that the data obtained from indi-
yidual employers would be kept confidentiat.... .....

o}
18. the dats, t|me and place of the scheduled mtervnew was
noted ....... R O T

In the interview with the employer or the émployer’s repre-
.. sentative:

19. how the information obtalned in the survey would be
used to help vocational program planning was explained

20. the mutual benefits to be derived from the survey by the
' school and employer was emphasized .. .............

21. the survey form was reviewed with the employer item by
S L (=2 2 1

22. any questions the employer raised were answered .. ..

In collecting data from students, the teacher:
23. explained the purpose of the occupational interest sur-
vey to the students .................................

24. emphasized the |mportance ofthe |nformat|on requested
in. terms of the individual student, the school, and the
communlty .........................................

25. had all the materials prepared for administration of the
student interest questionnaire ........ P REERREE

26. gave clear, concise, and complete dlrectlonsforcomplet-
ing the interest survey instruments.........:.........

In conducting the survey, the teacher:

27. mpaintained the time schedule as planned ............

28. collected all the necessarydata ....................:

29, handled the dataaccurately ....... FREEETRRREPRRRRRRY

0ooo oo
0000000

0000 oo
/DDDDDD
oooo-o

0oooog.

in| DDD ID

T ARG

[] DDD L G
D RN D
O"goo ‘[J

00O oo
Oooo o
Ooooom

LEVEL OF PERFORMANCE: All items must receive N/A, GOOD, or EXCELLENT responses. lf any item
receives a NONE, POOR’ or FAIR response, the teacher and resource person should meet to detetming
what additional activities the teacher needs to complete in order to reach competency in the weak

area(s).

42 43
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" ABOUT USING THE CENTER'S PBTE

*
* .
L S »
.
. -

s

3

MODULES .

‘s -

Organization \
Each module is designed to help you gain competency

, in a';?ﬁcular skill area considered important to teach-
C

ing sticcess. A module is matle up of aseriesof learning
experiences, some providing background information,

4

, Terminology 4 : -

Actual School Situation ... refers to- a situation in
which you are actually working with, and responsible
for, secondary or post-secbridary vocational students in
a real school. An intern, a student teacher, or an ip-

some providin actice experiences, and others com-. - service teacher would be functionin in anactual school
9 C 9 ¢

bining these two functions. Completing these experi-
ences should enable you to achieye the terminal objec-
tive inthe finallearning experience The finalexperience
in each modulé always requires you to demonstrate the
skillin an actualschool situation when you are an intern,
a student teacheg or an inservice teacher.

" Procedures

.

-

4

*  “*your resource, person

E

.

Modules are designed to aliow you to individuatize your
teacher education program You need to take only those
modules covering skills which you do not already pos-
sess. Stmilarly, you need not complete any learning ex-
perience within a module if you already have the skill
needed to complete it. Therefore, before taking any
module, you should carefully review (1) the introduction,
(2) the-Objectives histed on . 4, (3) the Overviews pre-
ceding each ledrning experience, and-(4) the Final Ex-

petenciép with the information you have re d in e

sections, you should be ready to make one of the foilow-

ing decisions: ‘ -

e that you do not have the dompetencies indicated,
and should compléte the entire module '

e that you are competent in oxie-or more of the en-
abling objectives leading to the final learning ex-

perience. After comparing your present needs and Eom- ’

-

perience, .and thus can omit that (those) I'earning'

experience(s)

4

o that ypu are dlready competent in this area, and -

ready tgcomplete the final learning experience in
. order to."Fest out" \ K
o that the module 1s inappropriate to your needs at
this time* -, . .

When you are ready to take the final learning experience
and have aceess to an actual school situation, make the
necess&fy arrangements with yous, resource person. If
you do hot complete the final €xperence successfully,
meet with your resource person and arrange (1) to re-
peat the experience, or (2) corhplete (or review) previous
seétions of the module or other related. activities

‘ suggqsted’by your 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-
- mance required to meet an objective, you+and your re-
source person may meet to select activities to help you
reach competdncy. This could invoive (1) completing
parts of the madule préviously skipped}'(2) repeating
activities, (3) reading supplementary resources or com-
-pleting additjonal activities suggested by the resqurce

person; (4) designing your own Iea,mir'\g experience; or’

(5) completing some other activity suggested‘:by you or

r
o T 3 . 46
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siuation. if you do not have access to an actual school
sityation when you are taking the module, you can com-

plete the module lipto the final learning experience You ”

would- thén do the final learning experience later; i

when you have access to an actual schop| situation/
Alternate Acfivity or,Feedback . . . refers to an item or:

feedback device which may substitute for required
items which, due to special circumstances, you are un-
able to complete.

©ccupational Specialty . . . refers to a specific area of
preparation within a vocational service area (e.g., the
service area Trade and Industrial Education includes
occupatlonaf specialties such as automobile me-
chanics, welding, and electricity).

Optional Activity or Feedback. refers to an item

which 1s not required, but wiich is designed to supple- -

ment and enrich the required items in a learning experi-
ence. ' .

Resource Person . . refer§ to'the person in charge of
your educational program: the professor, nstructor,
administrator, supkrvisor, or cooperating/supervising/
classroom teacher who is guiding you n taking this
module. ' .
Student . .. refers to the personwho Is'enrolled and
receiving Instruction in a secondary or post-secondary
educational institution. ) N :

Vocational Service Area . . . refers to a major vocational
field. agricultural education, business and office educa-
tion, distributive education, hagith oceupations educa-
tion, home economigs education, industrial arts edu-
cation, technical edifcation, or trade and indUstrial edu-
cation. , - : N

You or the Teacher . . . refers to the. person who Is tak-
ingythe module N .

° “

Levels of Perfgrmance for Final Assessment

N/A ... The critérion was not met because it was not
applicable to the situation.” .
None ..No attempt was made to meet the criterion,
although it was relevant. . -

Poor ... The teather is.unable to perform this skill or
has only very [imited ability ‘to petformi it

Fair . .. The teather is unable to perform this skill in an
acceptable m but has sothe ability to perform it

el

Good . . . The teacher fs able _to perform this skill in an,

effective manner. 3
Excellent . . ."Theteacher s able to perforrh this skill in a
very effective manner’ ‘ .

T
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. Titles of The Center’s : 3 ’
Performance-Based Teacher Education Modules
Category A: Program Pmmlng. Dovolopmont. and Evaluation £-5 Provide for Student Safety s
A-1  Prepdre for a Community Surve E-6  Provide for the First Aid Needs of Students -
A-2 Conduct arCOmmumty Iguvey Y E-7  Assist Students in Developing Self-Discipline
A-3  Report the Findings of a Community Survey E-8 Organize the Vocational_aboratory
A-4  Organize.an Occupational Advisory Committee . E-9  Manage the Vocational Laboratory
A-5 " Maintain an Occupational Advisory Committee [ F: Guid
, A-6  Develop Program Goals and Objectives Flt°9°'¥ Gu ance , F |
A-7  Conduct an Occupational Analygis -1 Gather Student Data Using Formal Data-Collection Technique$
A-8 Develop a Course of Study - F-2  Gather Student Data Yhrough Personal Contacts .
s B C A9 Develop Long-Range Program Plans F-3  Use Conferences to Help Meet Student Needs :
_A-10 Conduct a Student Follpw-Up Study . R F-4 Provide Information on Educational and Career Opportunmes
1 A-11 Evaluap Your Vocational Program . F-§5  Assist Studentsm Applying for Employment or,Further Education
Category B:"instructional Panning . ‘ Category G: SchookCommurity Relations >
B-1 Determine Naeds and\lr‘\teresls of Students G-1 Developa Schook-@ofmunity| Relahons Plan foy Your Vocational
Deve ' Program
. &g om:gg ?ﬂg;n;ﬁ:ggun;?g? Objectives - G-2 Give Presentations to Promote Your Vocational Program
B-4 Develop a Lesson Plan ¢ G-3 Develop Brochures to Promote Your Vocational Program
B-5 Select Student Instructional Matenals G-4  Prepare Displays to Promote Your Vocational Program
B-6 Prgpare Teacher-Made Instructional Matenals  * G-5 Pr;pare News Releases and Articles Concerning Your V&ational
! ' . rogram
Category C: Instructiosal Execution G-6  Arrange for Television and Radio Presentations Concering Your -
C-1  Direct Field Trips : . Vocational Program ,
C-2 Cohduct Group Discussions. Panel Discussions. and G-7  Conduct an Open-House -
Symposiums . g;—g Work with Members (I).f the Community
Employ Brainstorming. Buzz Group, and Questlon Bo: - Work with State and*Local Educators \\\ .
s Tgchquzwls 9 P X G-10 Obtain Fegdback about Your Vocational Program .
C-4  Dwect Students in Instructing Other Students Categoyy H: Student Vocationat OYganization
C-5 Employ Simulation Techniques A He1 | | Phil hy C rming Student Vocational
C-6 Guide Student Study Deveorgggla :)r::na ilosophy Concerning Student Vocationa
C-7  Direct Student Laboratory Experience  « N Moo
H-2' Establish a Student Vocational Organgation
C-8 Direct Students in Applying Problem-Soiving Technlq S He
3 Prepare Student Vocational Ozgamzahon Members for
C-9 Employ the Project Method . Leadership Roles '

C-10 Introduce a Lesson

- H-4 Assist Student Vocational Organizatron Members ih Developing

C-11 Summarize a Lesson . ) !
o and Financing a Yearly Program of Activities °
C-12 Employ Oral Questioning Techniques -~ . H-§6  Supervise Activities of the Student Vpcational Organtzation
C-13 Employ Reinforcement Techniques H-6 ; . Orqanizati
C-14 Provide Instruction for Slower and More Capable Leamers Guide Particigation in Student Vpcational Organization Contests
C-15 Present an lllustrated Talk . . Category I: Profassional Role and Devalopmant
C-16 Demonstrate a Manipulative Skilt o I-1  Keép Up-to-Date Professionally ' .
, C-17 Deémonstrate a Cdncept or Principle , . I-2  Serve Your Teaching Professioé
C-18 Individualize Instruction . -3 Develop an ActivéPersonal Philosophy of Education « e
»C-19 Employ the Tedm Teaching Approach i-4 " Serve the School and Community .-
G-20 Use Subject Matter Experts to Present Information” I-5  Obtain a Suitable Teaching Position
C-21  Prepare Bulletin' Boards and Exhibits -6 Provide Laboratory Expenences for Prospective Teachers ’
C-22 Prasent Information with Models, Reat Objects. and Fiannel -7 Plan the Student Teaching Experence .
Boards ' 1-8  Supervise Student Teachers .
C-23 Present Information wnth Overhead and Opaque Materials . 8 upervise Student Teache . ?,
- C-24 Present Informdtion with Filmstrips and Siides Category J: Coordination of Cooperative Education
C-25 Present liformation with Films ’ J-1 - Establish Guidelines for Your Cooperative Vocational Program
. C-26 Present Information with Audio Recordings "7 J-2  Manage the Attendance, Transfers. and Terminations of Co-Op
C-27 Present Information with Televised and Vadeotaped Materials Students
C-28 Emptoy Programmed Instruction - J-3  Enroll Students in Your Co-Op Program
C-29 Present Information with the- Chalkboa!d and Flcp Chart J-4  Secure Training Stations for Your Co-Op Program
Category D: Instructional Evalustion J-5  Place Co-Op Students on the Job to.
Eval * - J-6* Develop the ’I'ralmng Ability of On-the~Job Instructors
D-1  Establish Student Performance Critena . . J-7  Coordinate On-the-Job Instruction
D-2  Assess Student Performance: Knowledge - J-8  Evaluate Co-Op Students’ On-the-Job Performance
&2 Assess §§33§2§ performance: Attiludes J-9  Prepare for Students' Related Instruction
) -Assess \c8. - Erftployer-Empioyee A tio
D-5 Determine Student Grades . J-10 Supervxse an m oyer-Employee Agpreciation Eli““'
D-8 Evaluate Your Instructional Effectiveness RELATED PUBUCATIO“S
Category E: Instructional Management . Sthl:i(::rtls:'de to Using Performance-Based Teacher Education

E-1 . Project Instructional Resource Needs + ased
E-2 © Manage Your Budgeting and Reporting Responsibilities . Re;:;’é:::,?ﬁ:gf;;“ to Using Performance-8 Teacher

E-3  Arrange for Improvement of Your Vocational Facliities tot |
E-4 -Maintaina Fillng System Gutde to the Implementation of Performance-Based TeacherEducatlon

LY

For Information regarding availability and prices of these materiais contact—

p . AAVIM . ).
o . American Association for Vocational Instructional Materials
- 120 Engineering Center e Athens, Georgia 30802 e (404) 542-2586
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