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This module is one of a 'se,riés of\“fo’f) perfonna(nce-based’
teacher edutation (PBTE) leaming packadges focusing upon

specifi¢ professional competencies of vocational teachers.

oqnf:‘retencles upon which these modules are based were iden-
ti fied through research as being important to suc-
cessful vocatidqal teaching at both the secondary‘and post-

. secondary leveld of instruction. The modules are suitable for

the preparation df teachers in all occupational areas.,

Each module prpvides learning experiences that integrate
theory and appljcation; egch culminates with criterion refer-
enced assessment of the teacher's performance of the

itled 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 acting as
resource persons. Resource persons should:be skilled in the’
teacher competency being developed and should be thor-
oughly oriented to PBTE concepts and procedures in using
these materials.

2
?‘design of the matarials provides considerable flexibility for
S0

ning and conducting performance:-based greservice and '

rvice teacher preparation programs to meefia 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 responsible for the professional development of voca-
tional teachers..Furthet infofrhation about the yse of the mod-
ules in teachgr education gr rams is contained in three re-
lated documents; Studént Guide to Using Performance-Based
Teacher -Education
Using Performance-Based Teacher Education Materials and
m implementation of Performance-Based Teacher

The PBTE curriculum packages are products of a sustajped
research and development effott by The Center’s: ram for
Professional Development for Vocational Education. Many in-
dividuals, institutions, and agenci8gparticipated with The Cen-
ter and have made contributions to the systematic develop-

' ment, testing, revision, and refinement of these wery significant
‘trainigg materials. Over 40 teaoher educators provid

inpytin
developnfent of initial versions of the modules; over 2,

teachers and.300 resource persons in
and post-seconda? institutions used the materials and pro-
vided feedback to The Center for revision and refinement.

Special mcogn;fnon for major individual roles in the direction,
development, coordination of testing, revision, and refinement
of these materials is extended to the foitowing program staff:
James B. Hamilton, Program Director; Robert E. Norton? As-

i

A X}

~baagh, Artist for their_contributions to the firfal refi

eriais, Resource Person Guide to -

universities, colleges,

-

soclate Program Director; Glen E. Fardig, Speclalist; Lois Har-
rington, Program Assistant; and Karen Quinn, Program Assis-
tant- Recognition is also extended to Kristy Ross, Techrical
Assistant; Joan Jones, Technical Assistant; ardd Jean bten;

(o)

the materials. Contributions made by, former program staff to-

- ward- develgpmental versions of these thaterials are als6 ac--

knowledged. Calvin J* Cotrell directed the vocational teacher
competency research studies upon which these modules are
based and hlso directed the curricuium development eftort
from 1971-1972. Curtis R. Finch provided leadership for the
program from 1972-1974. ~

Appreciation is also extended to all thobe outside The Center
(consuitants, field site coordinators, teacher educators,
teachers, and others) who contributed sq generously invarious .
phases of the total effort. Early versions of the materials were:"
developed by The Center in cooperation with the vocational
teacher. education faculties at Oregon State University and at
the University of Missouri-Columbia. Preliminary testing of the
materials was conducted at Oregon State University, Temple
University, and _l;hiversity of Missouri-Columbia. ‘

Foltowing preliminary testing, major revision of all maferials

« was performed by Center Staff with the assistance of numerous

consditants and visiting scholars from throughout the country.

Advanced testing of the materials was carried out with assis-
tance of the vocational teacher educators and students of Cen-
tral Washington'State College; Colorado State University; Ferris
State College, Michigan; Florida State University; Hollang Col- -
lege, P.E.l., Canada; Oklahoma State University; Rutgers Uni-
versity; State University College at Buffaio; Templé}l\Jnivaljsity;
University of Arizona; Univetsity of Michigan-Flint; Uhiversity of

* Minnesota-Twin Cities; University of Nebraska-Lincoln; Univer-

silx_ of Northern Colorado; University of Pittsburgh; University
of Tennessee; University of Vermont; and Utah State University.

-

/

The Center is grateful to the National Institute of Education for

spansorship of this PBTE curriculum development effort from

1972 through its competion. Appreciation is extended to the/ .

Buredu of Uccupational 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 pravisions of EPDA
Part F, tion 553. Recognition of furding support of the
advanced testing effort is aiso extended to Ferris State College,
Holland College, Temple University, and the Uriversity of
Michigén-Flint, ‘

) " Robert E. Taylor A, /
* Executive Director
N The Center for Vocational Educadtion
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increase the ability of diverse agencies, institutlons, and-

, M -. » orgahizations to soive educatiopal problems relating to _

“individual career planning, preparation, and progression.
“The Center fulffils its missionby: '
o Generating knowledge through research.
- . loping educational' programs and products. .
, Paluating individual program needs and outcomes.
o Instaljifig edycational programs and products.  °
. @ Operating information systems services.
o Condudting lgadership development and training N
programs. - 5 7 .
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The-public relations program which has been .
adopted by your vocational department or school
probably includes~a variety of promotional tech-
niqueg. While these techniques.usually are effec-

+ tive on a broad scale, you as a vocational teacher
. canimprove or greatly enjance publicity efforts by
bringing. your vocational program to the commu-
nity on a more personal level. You can do this
through person-to-Pergon contacts in the form of
presentations to [gcal organizations and groups.

N

INTRODUCTION .~

Often this personal contact can aphieVe greater
results than general public relations efforts such
* as news releases or exhibits. One reason for this is
that personal contact in a group setting,allows you
to gear information to the type of audience you are
addressing. Of even more importance is the fact
that you can persoﬁally and immediately.respond
to any audience concerns that may result from
your presentation. -

The support of your communib;w's/a vital aspéct
ot your vocational program, and as such, the °
members of the community need to frave well-
planned, informative topics presented:to them.
This module is designed to help you develop the
skills you need in order to prepare presentations,
or'to assist students in preparing presentations, to
inform school and community groups ¢f the pur-
pose, plan, and uaiues bf yodsvocational program.

\ r
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. ' ABOUT THIS MODULE

Objectives

AP R

: L7 A e
o Soekasd by
R 2 % et W, e
AT ﬁll ARG PorOrmanca AL,
e ' PO . AT P ‘f?é}f o) ~ue»m*{“‘““-g‘,§§
ST PRI AL ONNING -EXDenence 1Y)
Enabling Objectives: ' ‘

1. After completing the required reading, demonstrate
knowledge of the rationale for, and techniques in-
volved in, preparing effective presentations (Learn- K
ing Experience I). .

2. Given a case situation describing a hypothetlc)arfr
schoof situation, prepare and give a presentation de-
signed to promote your vocational education pro-

~ gram (Learning Experience II).

3. After completing-the required reading, critique the

+ performance of several teachers in given case studies
in directing students In prepanng presentations

(Learning Experience Il . ’

S mpaybpent

. ’

-~

Resoyrces .

A list of the outside resoullces which supplement those
contained within the module follows. Check with your
resource person (¥ to determing the availability and the
focation of thes€ resources, {2) to locate additional ref-
erences in your occupational specialty, and (3) to get
assistance in setting up activities with peers or observa-
tions of skilled teachers, 1f necessary. Your resource

* person may also be contacted it you have any difficulty

with directions, or in assessing your

progress at any
time. ’

/

-

-

Learning Experience |
Optional

Reference: American Assc;ciatiori of Agricultural
College Editors. Communications Handbook. Third

;’Edition. Danville, IL: The Interstate Printers & Pub-
~  lishers, Inc., 1976.

Leatning Experience II . '
Required .
2-5 peers to role-play an audiencelo wion) you are

giving a presentation to promote youf vocational

program and to critique your performance in giving

a presentation. If peers are unavailable, you may
- give your presentatior\to your resounce person.
Optional

Videotape equipment for taping, viewing, and self-
¥ evaluating your presentation. .

Learning Experiethe_lll; t
No outside resources

Learning Experience IV -
Required

An actual school situation in which, as part of your
teaching duties, you chn givg presentations to pro-
mote your vocatienal progrdm.

A resource person to assess your competency in
giving presentations to promote your vocational
program. v

B
. v

his module covers performance element numbers 240, 246 from Calyin
J Cotrell ot al., Mode/ Curricula for Vocational and Technical Teacher
Education: Report Nq,.V-(Columbus, OH: The Cénter for vocdtional
Education, The Ohio State University) The 384 elements in this docu-
ment form the research base for all The Canter's PBTE module develop-
ment. ’ ‘

For information about the genédral organization of each module, genera!
procedures for their use, and terminology which is common to all 100
modules, see About Using The Center's PBTE Modules on the inside
back cover. « . .

3
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Forlnformatlon onthe advantelgks of maklng presentations, and onselect-
ing a topic*and organizing your materials, read the folldwing information

sheet: -

I3

- A

PREPARING A PRESENTATION

y,
Good publicity is a vital part of any vocational
program. You, as a vocational teacher, should
make use of the public relations channgls open to
you in order to let the public know what your pro-
gramis doing. . =

14

An effective channel for vocational promotion is
the presentation, which ean be Used to familiarize
the school and commumty with various aspects of
your particular - pr.ogram This pérson—to—person
_approach is simple and direct. In addition, by being
more personal than other m'e'thods\ offers you a
909d opportunity to develop greater understand-
©ing within the community. Vocational education
cannot exist without community support.' Thus, it
is vital that the publlic understand and support your
vocational prdgram good presentation can pro-

/

vide the public with a clear vnew of thebeneflts of
vocational education and can quickly eliminate
any possible concerns they may have. *

Good presentations can alsg increase interestin

‘your vocational program. A presentation allows’

the public to obtain relevantinformation, ask ques-
ltions, and even get to know you as anindividual. If ~
you present yourself as competent, enthusiastic,
andhinterested in your audience as well as in your-
profession, you can probably pave the way for
future community contact and support., You can
also obtain a wide variety of public feedback that
can be useful in strengthenlng or modlfylng your
vocational program. .

Presentations can help your vapational educa-
tion program. However, you must pe careful about
s you accept.
You should use discretion wher! accepting re-
quests so(you do not'waste your time or spread
yourself tao thin. Try te determine the relevance
and value of your presentation to your audienice,
and avoid being used as a time-filler by some des-
perate program chqtrperson

Pmeliminiry‘Activitie_s '

-1dentifying Opportuhitie_s.to Speak

‘As & vocational feacher, you should pursue op-
portunities to speak to school and community .
groups about the purpose, plan, and values of your
vocational program. For example, when a critical
phase of your program is veady for public review,
you may find it necessary to seek groups that
would be mterested in your toplc

You should also be aware of the value of these
presentations as an opportunity for improving re-
lationships with the parents of students in your
vocational program. Often, parents need clarifica-
tion about activities or events that are happening

-in the school’For example, parents may be ques-
tlonlng the need sfor, and value of, student. atten-

. clarify these issues and all

s ~
dance at actnvntles sugh as state fairs or student
vocational organizatior state convehtions. A pre-
sentation highlighting the educational benefits of
these types of out-of-school activities can help to
improve.commupications with parents. Or, some-

times -parents will receive negative impressions '

about the schobl from their children. An effective
presentation which addresseg their concerns can"*
te any biases that
may have developed. .. ,

Once the community is aware of ybur desire to,

" ‘'speak, you may often be contacted by various

School or community groups to provide a presen-
tatlon about yourvocatlonal program. Thé follow-




ing are spme gommunity groups that might con-
tact’'you~or that might be interested ina presenta-

tion that you'would like to give.

[}
v .

e Parents’ organizations are always interested
in speakers who can inform them about the
school .or the activities of their sons ahd/or
daughters. = "

e The .chamber of.commerce, Lions Club,
Kiwanis Club, and other civic agsociations
may-be interested in the types of vocational

. programs offered at your school. | '

e. Professional grolips such as doctors and den-

_ tisgs may be interested in the medical assis-

tafions.

‘2

L 4
tant and dental assistant programs offered by’
your school. . '

« Occupational groups such as local carpen-
= ters, plumbers, electricians, mechanics, and
stesl workers may be interested in the metal,
automotive, mechanical drawing, and wood
classes. ’ ’

Manyschool groups would be ;{nterested inpre-
sentations. If you are not ¢onfacted by them, you
might wish to offer your services. You could con-
tact the following groups. .

. "o The school faculty or board of trystees (con-
tacted through the administration) might be -

- interested in a presentatiop which explains
the goals and objectives of your vocational
‘program. . § T

_ e The students .in your school might bentefit
" from a presentation which torrects misinfor- -

mation, or which introduces them to'your vo-

- cational program and job opportunities in

your occupational specialty.  °
e _Junior high, middle school, or elementary

school sfudents might be interested iri pre-’

sentations desighed to introduce them to vo-

cational‘education, discuss job opportunities "

through vocational education, or interest
them in your program in the future.

Each of these groups and many others would be
an interested and willing audience for a variety of
topics that you might wish to present. Choose your
topic with care, keeping jh mind the interests,
abilities, and occupations of your audience. Sam-
ple 1 presents some\SUQgested topics for presen-

~ -

o




Identifying the Audience

Every presentation is directed at an audience for
the purpose of making some kind of impact or
impression on that audience. It is, therefore, es-
sential thdt you collect as many facts as possi-
ble’ abolt your audience before preparing your

. speech. The content of your speech, the particular

.

-

Q
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slant you give it,and the degree to which you cover,
the subject will all be jnfluenced by the particular
characteristics of your audience. A group of em-
ployers interested in improving their work force
would not expect you to plan your presentation
around the budgetary problems you have encoun-

tered. ,

As a speaker, you would want to know before-
hand exactly what yo ience’s expectations
and interests ar€ and plan your presentation ac-
cordingly. The following are some important facts
you should collect to establish a general picture of
your audience. :

" parents:

— : f .

Average age.—Knowing the average age ‘of
your audience can give you some-indication of
their interests. The interests and atténtion span of
junior high students, for example, would probably

-be very different from those of area physicians.

Educational leyel.—Knowing the educational
level of members of your audience will give you
guidance in determining the level at which the
presentation should be given. For example, if you
have handouts that are written at atwelfth grade
reading level, and you are addressing recent im-
migrants, your handouts wlll probably be of little
use to the audience because they vgill have prob-
lems reading them. On the other hand, if you are
addressing a group of college professors, it is im-
portant not to offend them by speaking at a level far
below. their understanding. ~ '

Occupations.— Knowing the o¢ccupations of-
members of your audience will give you some indi-
cation of the background and<knowledge of the
audience. Farmers, for example, will probably not
have the same bactkground, interest, and area of
knowlédge as traveling businesspersons.

Knowlédge of the subject.—Knowing the audi-
ence’s knowledge of the subject you are address-
ing will help you determine appropriate terminol-
ogy (technical orlayperson's language) and:depth
of coverage. You would net give the same presen-
tation orr designing modern furniture to peoplein .
the industrial arts field as.you would to a group of

. ) \

. Membership in any special organizations.«—
Knowing if thé members of the audience belong to
special groups or organizations will indicate pos-
sible special interests or biases to take into con- -
sideration in planning the presentation. For ex-

N .

- . -
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afpple, if you are addressing a religioQs or ethnic

or§anization, it would be important to consider the

neads and values of that audience in choosing and
* presenting your topic.

. Interests and concerns.—Knowihg the inter-
ests and concerns of the audience will give you 3
chance to build your Subject-around those con-
cerns. It will be easier-to hold the attention of the
audience if your presentation is geared to a prob-

. lem or an issue that they have questions about, or

a topic that they are all interested in. For example,
if-a mumber of members of an audience have ex-
pressed a concern regarding the availabijlity of
jobs that their sons and daughters will be qualified
for upon completion of the vocational program,
the audience will probably be especially interested
in a presentation on job opportunities in_ your
community. : ‘

\ When considering the characteristics and pos:
sible biases of your audience, you should also

consider any guidelines that they may wish to fol- " .

low. For example, the topic or the length ‘of the

presentation could be predetermined. In addition,
ahomogeneous audiengs, a fixed physical setting
(e.g., seating, lighting, location), and a set time
convepient for the group memBership will all affect

!

the form and content of your presentation. If at all .

Organization of the Presentation . .

‘7

. ‘.

[ 4

v

[
bessible, however, you should seek approval to.
arrange the setting for your presentation inaman-

ner mast conducive to audience comfort and the
content for your presentation. For example, you
should ¢héck that the room is adequately venti-
lated, the temperature is set at a comfortable level,
the stating’ arrangements are appropriate and
adequate etc. -

s .

. A
Once you have a general picture of your audi-

ence, you should begin to adapt your presentatidn
to that group. If, for example, you suspectthatyour
audiencewill generally have a négative reaction to

' new ideas, it becomes important to emphasize a

positive relationship between the pringiples which
they do agree on and the new ideas introduced
in your preséntation. For example, if parents are
against adding a new sefvice area to the vocational
program, you might deliver a speech on the excit-
ing new job opportunities that are available to indi-
viduals who are trained in this field: In angther

situation, you may find that your audience is very '
familiar with your subject area. In this.case, it is
important that you refrain from using layperson's

terminology or from oversimplifying concepts.

Gaining /A'di\ninistrative Approval

AJ

Besides researching the characteristics of'your
audience apd knowing the best time and physical
setting *for your presentation, one other step
should precede the actual preparation of your top-
ic—gairfng administrative approval. You should
check with your vocational supervisor or, another
adminiStrator to get this approval or to find out
where you should go to get it. e school sys-
tems have a public relations office that handles all
speaking arrangements. If your school hassuch an
office, you should contact it for the information

'

P
"
-
/ +

ancapprqyal needed before giving a presentation.

3

Onceapproval has be
to organize your topic.” Remember to avoid over-
selling: your program or exaggerating’ its ac-
complishments. The,best approach to take is an
honest one. Highlighi the good foints of your pro-
gram, but be realistic as well. Be sure.that any data
you will be presenting is consistent with school

~ data.and with other program information that has
been given out. Your presentation must reflect.
your school’s policy regarding the use of presenta-
tions to promote the vocational program. A u nified
school effort .has a greater impact than' efforts
made individually.

A written outline can ﬁeip you organize your

-
.

tained, yousare ready .

presentation& well-planned and organized pre-
sentation is essential if your audiente is to grasp

" and remember the points you want to make. The

process ‘of outlining involves (1) breaking your
topic down into its parts and arranging these parts
in some order; (2) decigding how you will introduce

_and conclude your presentation; and (3) identify-

ing the supporting evidence, examples, and mate-
rials you will use in developing your ideas. Sample
2 is an example of an outline structure for a short
speech. Sample 3 incorporates that structu reinto
anoutline for a short speech gn the need for coop-
eration between industry and vocational educa-
tion. o
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Delivery

v

-

You need riot be a.professional speaker to de-
liver aff informative 'g)resentation. However, you
should be able to talk to groups in a clear, effective,
and pleasant'manner, and you should know some
* of the basics of good public speaksing. The follow-
“ ing points related to delivery and the impression
you.make on your audience shauld be considered.
If you wish more in-depth information on deliver-
,ing a speéch effectively, any good speéech, com-
unications, or public speaking text can provude

ith this information.

Speak clearly.— The message ‘that you want to

< deliver should be stated olearly. Itis |mport,antt at
presenfations not be overcomplex or introduce
unnecessary elements. Any unnecessary, unclear
elentents may ténd to.confuse the listengr.

Project§our veice so that ali can hear.—One

important, yet often”overlooked, aspect of a pre- *

sentation is that ofprojecting your voice so that the
audienge’ can comfortably Jsten. An audience
does notwantto have tostrainto catch whatyou're
saying, but they also do not wank té be shouted at.
ft might be wise to sblve this problem by using a
microphene, especially when talking to large
groups: You might also practuce speaking to large
_and small groups of people in order to develop skill
in projecting your voice so as to pe clearly heard. A

+ friend sitting in the back of the audience may help.

by sv.gnallng to yoiuf yo?u cannot be®asily heard.

Be yourself —People sometimes try to |m|tate
others in their presentations. Very seldom can this
be carried off effectively. Instead of imitating oth-

T ers, you should try to be natural, conva[satlonal

“and relaxed.

Look at your’ audlence — People w1|l tend to
listen more closely to your presentation if you can
develop and maintain eye contact. Lonklné atyour
audience will make it easier for them to feel as

- though you are interested in them antheur reac-

tions.

_pendsonc

Do notread your speech —An audlenceusually
resents having a spedker read a presentatlon 10
them. Besides the fact that reading. lessens the
antreunt of‘“audlence eye contact possible, it often
results im the use of a monotonous speaking v0|ce
which can bagre an audience. “

Project enthuslasm and slncerlty-*Enthusr
asm is often contagious. If you are enthusiastic
about your tdplc your audience will tend to listen
magre carefully -and pick up some -of yeur-en-
thusiasm, Slncerely projecting yourself with con-
fidence during your presentation will also affect’
how receptive your audience is. People tend, to
believe someone who {hey feel is being smcere in°
what he/she says or, does. They also tend to be-
lleve someone who projects confidence and

. knows his-or her subject well: ot

Use gestures for emphasis.— Not oniy are ges-
tures a good means of emphasls they also tend tq

_hold the attention of the a Jadlence However,-bé"

aware of and avoid any mannerisms or nervous
habits that might-detract from your presentatlon

Malntaln good posture and attrdctive appear-
_ancé.—People usually enjoy watching someone .
who has an, attractive'appearance. A professno;al

appearance .helps people believe that you
competent and knowledgeable |h\your field.

Obwou

smooth and effective deh\oery dfe-/
pends o e-

Lselfzconfidence, which in turn

I planning and preparat:on Justas
important as these peints; though, is your‘belref in
the importarce of your vocational program, and
your thorough-understanding of its purposejmd
values: Your enthusiasm will be revealed in your .
efforts to seek opportunities to inform othersin the

- sghool and community about your program,.an

will be evudent when you are in front of an audi-
ence., - .
Ld

Q
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~Supporting Materials and Techriques

You will often be ablego greatI; -enhance the
effectiveness of your presentation to a group with
the use of supparting matenals such as statistics, -
handouts,) examples and illustrations, and visual-
alds. There are many resources-féx materigls that
carf"be used i your preséntation. Besides your
school, “city, or university library, the

agencies and-groups often lend vocational mate-\

rials free or at a small charge.

local Agriculture and Home _Extension Ser-
vices

Iocal Employment Sectmty Office

area businésses that are training %ur stu~
) dents X :

of vocational educatlon

- <
your state department of ed@n duvusuon'

*

“associations in your specific subject matter ’

area (e.g., American Industrial Arts Associa-
tion and National Business Education Associ-
ation) . )

student vocational organizations (e.g., FFA,
FHA, FBLA)

suasive talks, but can become a
chaos when your audience is ovérwhelmed with
them. Sometimes it is best to expose the audience
to approxnmatlons rather than to, quoté exact
figures. (Instead of qtroting a figure of 10,271 out of
. 20,000, you could simply say, “over 10,000 stu-
«dénts” or “over 50% of the students.”) When exact
figlres are necessary, a fllp chart,a bar graph,ora
supplemental handout can-help to clarify and ex-
plain the statistics you are Using as s
evidence. In addition, use of a han

exact faets and figures would allo

“trate on what the statistics mean.

" Facts and figurés can-be very }fgctive in per-

urce of utter -

Exetﬁples and lllustrations

As supporting materials, examples and illustra-
tions allow you a great deal of flexibility in bringing
the subject of a presentation into focus for the
audience. A good example is often essential to an
audience’s understanding of a-concept or gener-
alization. Both examples and 'illustrations should
be geared to the age level, educational level, and
interests of the audience. .

There are many ways that examples and illustra-
tions can be used. They ean -help to guide the
audience through your topics, orthey can be used
to capture atjentlon You can stress key points and
reinforce-audience interest through surprising or
unique examples or illustrations.

Visual Aids . ,

Subjects that might be difficult for your audi-
ence to grasp can often be described or analyzed

* through the use of-visual aids. They can also help

you reinforce the important points. Accompanying
a verbal explanation with visual aids such as

~

charts, maps, slides, transparencies, or models —

can clarify the concept and hélp the audience re-
member the point you are making.' The fdllowmg
are some important gonsiderations- to% keep in
mind when using vusual materials. .

Plan the use of vlsual alds.—Decide exactly

what materials yod will need and precisely where
in the presentafion you will use them. Visual aids
should strengthen your topics and be related to
them. p

Keep the alds clear and simple.— Do not crowd

RN

1. To gain skifl in the proper use of visual aids and other supporting
materials, you may wish to refer to relevant modules in Category C:
Instructional Execution; and Category G. School-Community Relations.

*
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the charts with unnecessary details; include only
those details necessary for the clarification of the '
materials you are presenting. Eliminate the trivial
and unnecessary. Use simple lettering, easy-to-

. read terms'which are not ambiguous, and symbols

which dre familiar to the audience. Sometimes, it is
advisable to use several charts with one set of
details on each chart. When-usihg transparencies
'showing a lot of detail, usé several overlays. -

Ensure visibility. —Make sure that all informa-
tion on the visual aid is large enough to be seen by
the most distant viewer. You may use contrasting
colors to differentiate between different classes of
detail. All details should be on a large scale, and all
Iine‘s should be heavy and broad.

. Construct visuals appropriately.— Lightweight
cardboard or posterboard is good material to.use
in preparing diagrams, maps, charts, etc. It is light
enough for you to carry, yet it’is heavy enough to
stand upright against a support, and it will not be
easily damaged. Use paint or ink rather than pencil
so that the lines will be heavy enough to stand out. ¢

Plan for dispiaying the visual aids.—Do not
display visual aids until you reach the place in your
presentation where you plan to use them. Other-
wise, the visual aids will become a distracting fac-
tor. Keep the followingin mind when using visuals.

o With the exception of models, it is seldom

wise to hold your materials while you are
describing them.— It is difficuft te hold mate-
rials so the audience can see them, and you
limit the use of your hands for gesturing.
\o Fasten ail charts high enough so that every-
one can see them.— Use a pointer to identify
. the details to which you refer.
¢ Do notturn your back to the audience when
referring to charts.— You should know your
charts well enough that a glance will be

L3

.

.

S ‘ ,
, |

sufficient fog you to spot the detail you wish to
point out. D6 not stand in front of the chart.

Stand far enough to one side that you'do not

obstruct the view of the people on that side of

the -room. Reghain close enough to Yyour.
charts that yoy/will not have to walk back and

forth to them.
e When using models for demonstration pur-
poses, have a table on.which to place the
- Kg‘arts:— Be careful that you hold each piece of

model so that it can be seen; don’t cover it

ith your hand or hold it to one side. Practice -

the demonstration so that you can handle the
article correctly when you are ready to refer to
it. Then, put it down as soon as you have
finished with the demonstration. Demonstra-
tions seldom can be used with a large audi-
ence because details are too small. Some-
times, it is advisable to have a large audience
gather around the table at which you are work-
ing, or to have some of the details amplifiedon
a chart which you can use in conjunction with
_ the model.

e Be sure the visual aids are of high quali-

ty.— Preview and evaluate all visual aids. Any /
\

visual aids of poor quality will distract your
audience and should be discarded. -

e Check all ,audiovisual equipment in ad-,
vance.— You should be gertain that your
equipment is properly functioning before the
presentation. You should._also focus the
equipment before your presentation in order

~ to avoid unnecessary delay. |f- applicable,

place the projector at a proper distance from
the screen, and check thaf the screen is the
correct type and size. In addition, you should
locate the light switch, make provisions for
blocking out window light if necessary, have a
s\pare bulb {for thesprojector, etc.
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. The following items*check your comprehension of the material in the
Activity ‘information sheet, Preparing a Presentation, pp. 6-13. Each of the four
itéms requires a short essay-type response. Please explain fully, butbriefly,
and make sure you respo/nd to all part$ of éach item.
[ ¢

D

'SELF-CHECK o - S

1. How can the vocational program benefit from the vocational teacher making presentations tgscho‘l
and community groyps? == ° . - ! .

+

J .

K3

[

: J

2. Why is it important to consider your audience when making a presentation? What are some of the

) other factors you need to consider when preparing your presentation for a-particular audience?

\




4. When and why should you use supporting materials (visual aids, statistics, graphic illustrations) in

O
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Compdre your written responses.on the Self-Check with the Model An- -~ .

JFeedback

-

responses; however, you shou

e,

swers given below. Youhgesponses need not exactly duplicate the fodel

Id have covered the same major points.

. MODEL ANSWERS

1. The vocational program can benefit becauge
the teacher can personalize it and bring it g¢i-
rectly into the lives of community members -
through the use of stimulating, informative pre-
sentations. Since_you present your vocational
program in a face-to-face situation through the
use of presentations, you have the Unique. op-
portunity of being able to immediately respond
to the individual needs of the audience. If your

" presentation is good, this atmosphere is con- *
ducive to creating good impressions aboutyou
and about your program. It also adows you to
correét any wrong information, and eliminate
any audience misgivings and bias.

|If presentations are given to school groups, you
could find yourself rewarded with students"
who are’interested in pursuing vocational edu-
cation studies. Yeu'aiso can gain information
from presentations to all types of groupsg. The
_audience feedback you obtain can help you
stréngthen your vocational program.

L3

2. One of the quickest ways to start an audience
yawning is to.deliver a presentation that isn't N
. specifically prepared for them. Each audience
is different and has special needs, concerns,
and abifities. If you don't take into account
vMese differences when writing your presenta- o
tion, you run the risk of leaving a negative im-
pressich on your audience. Know your audi-
ence~,/ang gear your speech to that audience.
Many of their characteristics such as occupa-
tional background, interests, and educational
,levél can be determined by knowing the type of
roup you are addressirlg. Other charactetis-
tics such as age, common concerns, and biases
can be determiped by asking a few questions.

Members of your audience may also belong to
special groups— religioys or ethnic. Itis impor-
tant to consider thé feelings of these groups
.“aand not to use vocabulary or jokes that will be
offensive t&them. When a group feels that you
have considered their interests and concerns

N
~

s

4.

N

when preparing a spéech, they are more likely
to respond enthusiasiically to you and your
topic. '

3. How .you deliver presentations has a definite

impact upon your audience. Even the most in-
formative and. well-organized spéech can be
spoiled if it is poorly delivereg. Speak clearly
an jectyour voice. If itis important enough
foryou to say, itis important that everyone hear.
Good eye contact is vital to a good speech.
Pebple ténd to listen more carefully if they feel
the speaker is talking, not reading, to them and
is interested in their reactions.

Gestures convey enthusiasm, and enthusiasm
is contagious. If you are excited about your
subject and.can display that to your audience,
they will probably feel that enthusiasm them- -
selves.

_ A good speaker must also have an attractive
and professional appearance in order to gain

" audience respect and trust. A good appear- -
ance, coupled with sélf-confidence and a real
belief in your vocational program, can warm u_ﬂ !
even the coldest audience; AW

Supporting materials ¢tan be purchased, bor-
rowed, or obtained frée-of-gcharge from a large
variety of groups and agencies, or they can be
made as a class project. Their use will greatly
enhance. your presentation by .nfaking it in--
teresting and varied. lllustrations and examples
can highlight important parts of your speech
and carm reinforce information for your audi-
wence. All forms of visual aids can introduce
_topics and lead the audience through yourpro-
gram. If sparingly used, you will also find that
statistics will stfengthen a pointand help clarify
ideas for your audience. However, as with facts
and figures, all supporting materials must be
used with discretion. You do not want to over-
whelm yaur audience and, perhaps, lose them
with ‘too/manyabstin'\uli,




-
¢

A
Juy
.

R

."‘(;
. Py

s

5

'/‘

b

! ~ LEVEL OF PERFORMANCE: Your completed Self-Check should have covered the same major po

" the model responses. If you missed some points or have questions about any additional points you .
made, review the material in the infqrmation sheet, Preparing a Presentation, pp. 6~ 13,

* your resource person if necessary. . - '

-«
-
-

1
’ For information on planning and organizing effective communication, an

\,

“

Optional
Activity

»

mentary reference, AAACE,,Communicatioris Handbook, pp. 15-32.

A
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or check with

/

d

techniques of effective public speaking, you may wish to read the supple-
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The following Case Situation provides you with the background mforma-
tion you will need to prepare apresentation to acquaintparents with anew .
vocational program. Assume' you are a vocational teacher in this school
* situation, and you are prepaging to give a presentation to-acquaint the
- parents descnbed with your vocational program area. With the criteria for .
an effective presentatlon in mind, read the situation described.

5

CASE SITUATION

In a recent student mterest survey at your
school, several students who are about to enter the

, elbventh grade have expressed an interestin a new
vocational program which you would like initiate.

. A spegial meeting is going-to be held at the
school to present information about this program
to the parents of these stddents. Yqu have been
asked to give a presentation explaining the charac-
teristics, purpose, plan, and values of the program.

Befor U began organizing the presentation, -
you jotfed down spme characteristics of the audi-
ence which would guide you in planning. You
"know that your listeners will all be parents of stus
dents about to enter the eleventh grade. You are
also aware that qccupations in your group will
range from blue collar tp professjonal and that the
educational level represented ranges from eighth
grade through college. Few of the parents know

>much about this particularprogram, but most of

them<have a posutlve attltude toward vocatlonal
education in general. In remembering conversa-
tions you have had with these parents, you are also
aware that several have-expressed concern ahout
their ¢hildren’s job opportunities after graduation

from highseheol. -

After gathering, enough’information about your

audience, you wrote down some background in- |

a

formation which you felt would help you in your
planmng The school has notified you that the
mieeting will be held on a night during the

."the school audltorlum The group will not

large, but will meet in the auditorium because
none of the classrooms-are quite large enough

One fmal consideration guides your presenta-
tion. Your school is located in a rapidly growing
community.,Job opportunities:are-good in your
occupational specialty, and pro;ecthns for the fy-
ture are promlsmg . )

Develop a complete plan for'your' vocational program presentation. Take
the information about this “new” prodram from your own occupati nal

Altivity

which

" specialty. When you begm keep in mind the characteristics of your a
ence, s%e of the gloup, location of the meeting, and other information
ufeel will influenge your presentation. Include in your plans an

; outlmp and a list of the supportlng materlals you will use.

¢




In a simulated situation, give your presentation to a group of Xwo to five -
peers. These peers will serve two furctiorts: (1) they will role-play the
“audience to whom you are giving your preséntalion, and (2) they wilf
evaluate your performance. preers are not available to you, you may give
your presentatior® to your. resource person. NQTE: Before giving your
presentation, be sure your peers, oryour resource person; are familiar with -
the information from your hypothetical situation which wiil help them in
completing the checklist (e.g., characteristics of the audience, location of
meeting, time, type,of community). : ‘

<

-

-
e . .
¥
A

l Opfional . If you wish to self:evaluate, you may record yur performance on videotape
‘ Activity so you mdy view ygur own presentation at a later time. i

‘ >
~ ‘
‘ - .
- 2.

<
™

* Multiple copies of the Presentation Checklist are provided in this learning |
experience. Give a copy to each peer, or to your resource person, beforé o
making your presentation in order to ensure that each knows what tgook
for in your presentation. However, indicate that duging the activ%,’all
attention is to'be digected toward you, and that hecklists are to be
completed after the presentatipn is finished: < A

<
s

If yoﬁ videotaped yofsr presentation, you may wish to'self-evaluate using a
* copy of the Presentation Checklist. _
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LEVEL OF PERFORMANCE: Allitems must receive N/A, or FULL }esﬁ’onses. ifanyitem receives aNO, or
PARTIAL response, the teacherand resource person should meet to determine What additional activitids
the teacher.needs to complete in. order to Ye\ach competency in the weak area(s). -

’
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LEVEL OF PERFORMANCE: Allitems must receive N/A, or FULL }esﬁ’onses. ifanyitem receives aNO, or
PARTIAL response, the teacherand resource person should meet to determine What additional activitids
the teacher.needs to complete in. order to Ye\ach competency in the weak area(s). -

’
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“ The teacher's pi'esentatic;n:

"1. was geared to the particular audience involved ................ >/D D D

\ *

) .‘included information concerning the ch acteristics, purposes, =y i
) °d" plan, and vales of the vocational progra; o R, <. D ) D
r > . v . * v > .
3. was well ofganized and logically ordered .*........... e - D D D . .
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b. were appropriate to the audience and the content being pre- . 3en 14
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LEVEL OF PERFORMANCE: All iterhs must receive N/A, or FULL responses. Ifany item receives aNO, or
PARTIAL response, the teacher and resource person should meet to determine what additional activities
the teaqher needs to complete in order to reach competency in the weak area(s).
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PRESENTATION CHECKLIST
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Directions: Place an X in the NO, PARTIAL, or FULL box to indicate that
each of the fdllowing performance components was not accomplished,
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to execute, place an X jn the N/A box. “ o Resource Person
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For information on involving and gluiding students in making vc&‘?ational
_ program presentations, read the following inf‘ormation,sheet:_’

5

.

1 can and should be actively involved in
promoting the vocational program in the school
#nd community. Such involvement is not only

+ good for in-school and school-community rela-

tions, but can provide valuable learning experi-

- ences for students. Making presentations to

school and community groups, for example, can

" develop students’ knowledge of the topic selected,

give them practice in seeking out and making use

. of various resources, develop their ability to or-

ganize content, increase their speaking skills, and
foster self-confidénce and a good self-concept:

Since # is important that students be a part of
promoting vocational programs, you need to find
ways toinvolve them,in making successful presen-
tations. One way to do thjs is.by involving students
in planning 'and presenting a symposium. A sym-
posium is a presentation in which several studerits

A )

-

Y

AN

to questions from each other and from the audi-

ence. Besides providing for studentinvolvement, a

symposium helps to break down the subject of a

_presentation so that students can become better
i apguainted with certain areas of it.2

Whether these student presentations are effec-
tive in promoting the vocational program and in

S

Selecting a Topic .

. - . DIRECTING STUDENT PRESEN

talk on various aspects of a problem and respénd -

TATDNS

developing valuable skills and attitudes in stu-
‘dents will probably depend on your ability to direct
their efforts. Many of your students may lack the

good-tepie, so it will be up to you to give them
some guidelines for making effective presenta-
tions. .

gﬂknowle§e and experience necessary to develop a
i

»>

If it has been decided that students are to give a
presentation, you must help them assess their abil-
- ity to handle various topics. A slide presentation

entitled, “One Day in the Life of a Co-op Student,”
. designed to introducé younger:students to the
C0-0p program, could be very effective if presented
'y a student in the program. However, a presenta-
tion designed to persuade an influential group of
persons to support a bond issue for a new:voca-
tional facility might be better handled by you.

You will need to guide the students in their topic
selection and be sure that they can successfully
. Ppresent it. If you receive an invitation to speak
which simply says, "tallk about your vocational

>
2. To gain skiil in conducting symposiums, you may wish to refer to
Module C~2, Conduct Group Discussions, Panel Discussions, and
Symposiums.

A

T

_ _ TN\
program,” you will need to help the students
choose a subject which they can effectively pre-
sent. Discussion of the following factors will-help
students choose a desirable topic. ‘

e time constraints ' .
¢ type of group being addressed '
e characteristics of individuals within thegroup

e occasion promoting the invitation

There are many interesting and informative ~
topics thatstudent3 can present, and a wide variety
of audiences who can benefit from good presenta-
tions. For example, students in-a home economics
class may want to give gresentations on preparing
nutritious snacks or coordinating a wardrobs-to
students in middle or high school classés. Your
students may also wish to delivera presentationon
career opportunities through vocational educa-

36
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tion to students in these schools to interest them
in pursuing vocational programs. Community
groups such as the PTA may also be interested in
such presentations.

The facudty of your school may be mterested in
learning about vasious aspects of your vocational
program. Students could give faculty members
presentation on what they are doing in their pro-
gram, how they feel the program has benefited
their needs, the competencies they have acquired,
and/or what products they have produced.

A group of students in your class may want to
give a presentation to the rest of the class. Stu-
dents in trade and industrial classes may want to
give beginning students a presentation on the

. proper use of equipment and safety practices in
theshop. Office practice students may wantto give

a presentation tq the class on “How to Prepare for

- an Interview.”. Cooperative students in any of the

service areas’ might give a talk on their respon-

sibilities at the training statlons

Gathering the Information

Deciding on the topic and where to present itare
only the beginning steps in preparing for apresen-
tation»Students will also need help in.gathering
the information or resources theygill need to pre-
pare their presentation. They may need to be re-
minded of what they already know (e.g.,how the .
school schedules classroom and work experi-
ences fgr.co-op students), or they may need to be
directed to the people or written materials that can
give them the needed information.

.

Organizing Content

After the students have gathered the information
for their toplcs you should assist them in erganiz-
ing the content of the presentation. Students
should be reminded of the following points.

¢ The introduction should be interesting. A
catghy introduction can get the audience ini-
tially interested in the topic. It also should give
the audience some idea as to the direction the
presentation will take.

Students~ should * demde*what information
they want to include in-the body of their pre-
sentation.

The topic should be broken down into sub-
. topics that are arranged in a logical, sequen-
tial order. For example, a presentation on the
co-op program could be treated iry terms of
the subtopics, “Why | joined the co-op pro-
gram,” “What | am learning on the ]Ob and
“What | plan to do after graduating.”

The conclusion of the presentation should

summarize highlights and important aspects X

of the presentdtion.

L -

/

Visual Aids

Once students have the facts and have or-
gamzed the content, you should assist them jn
securing any visual aids to enhance and clarify the

" presentation. You may need to direct your stu-
dents to existing materials (e.g., slides depicting
o-op students at wark to-illustrate “What I am
-lgarning onthe job.”), or assist them in developing
their own (e.g., a flip chart or transparencies).®

Réhearsal

s

Once your students have organized, their pre-
sentations and secured the needed ources,
they shoufd be given an opportunity to rehearse.
_During rehearsals, you can help students develop
"self-confidence by reinforcing the strengths of
their presentation. You can also assist them by
constructively pointing out the deficiencies in the
content of their presentations. For example, some
presentatlons would be more effective if support-«
ing data were supplied or used more effectively
(e.g., data on opportunities in the field to supporta
* student’'s comments on “What | plan to do after
graduating”). You can‘point out to the students
those areas of the presentation that could be en-
hanced by supporting data.

In their presentations, students may emphasize
some ‘areas of thé subject matter too much and
under—emphaslza other important areas. You can
help them put emphasis in the proper places so
” that |mportant areas are highlighted. Or, students
may have dlfflculty tying various aspects of their
presantat|0ns together. Their transitions from one
topic to another may be choppy. You can help
them to smooth out transitions so that the presen-
tation will be more effective.

>4

3 To gain skill in selecting and preparing instructional materials, you
may wish to refer to Module B- 5, Select Student Instructional Materials;
and Module B-6, Prepare Teachot Made Instructional Materials.
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As an observer, you are in an excellent position
to aid the students in polishing their delivery. Stu-
dents may be using distracting gestures without
being aware of it, speaking too quietly or loudly, or
avoiding eye contact with the audience. The re-
hearsal of the presentation provides you with an
excellent opportunity to point out to the students

.any rough edges in their delivery, and to work with

them on ways to smooth those edges.

While your suggestions can greatly help the stu-
dents with their presentations, it is sometimes

Q

S

-

helpful if other methods of critiquing are used. If
the students are giving their presentation to an
outside group, it may be a good idea to have them
give it to their own class first: Classmates can oftgn

provide many useful ideas and suggestions. |t -

would also be helpful if you videotaped the presen-
tation and allowed the students to see themselves
in order to improve their delivery.

-

.

The followin'g Case Studies describe how four vocational teachers di-
rected students in preparing for presentations. Read each of the situations” -
described, and then explain in writing (1) the strengths of the teacher’s
performance, (2) the weaknesses of the teacher’s performance, and (3)
how the teacher should have treated his/her responsibilities.

. - e ) ,

¥

* ~
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CASE STUDIES

1. About halfway through the class period, Mr. Jones suddenly remembered he had been contacted two
weeks previously about preparing a presentation. He immediately stdpped his tenth-grade class
activities and informed the class members that he had selected them to give a presentation on their

‘program to a group of parents. -

certain that this class would be as successful

Although none of the students had experienced

this kind of involvement before, Mr. Jones was

.previously. Mr.Jones decided it was necessary to stop the regular class activities since the program
was scheduled for the following night at 7:30; much work had to be done. .

5
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as the eleverith-grade class he had directed a week
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' 2. Mr. Tibbs was requested{y his supervisor to give a presentation about his program to a regular
school faculjy meeting. To break the monotony of teacher presentatiQna®Mr. Tibbsinvited his classto
give a presentation. After a brief lecture on “Making Presentations,” Mr. Tibbs developed the
_ following checklist to help him guide his students. W

_ e Aid students in selecting a topic. -
* o Aid students in’procuring resourced® - _ Ve .
o Aid‘students in securing any necessary visual materials.-
e Aid students in organizing the content of their presentations. )
F'ollqwing this checklist to the letter, Mr. Tibbs had his stﬁdents ready for their 5resentaﬁens oneday A,
in advance. He felt a strong sense of accomplishment since he was.able to stick to his agenda.
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3. Mrs. Crabbtree was generally thought of as the most consCiéntious staff member at North Ridge High S

'Schaool‘ Teachers and students looked to her for leadership.in all program agtivities sponsored by the "
- school. On one occasion, she was asked by the school vocational education directorto tako‘arge of
\ a student program to inform a community group abou},a new vocational program. _~ .

In about five hours, Mrs\Crabbtree had briefe%}verself on the activities-of the programJnd.was ready
to yuide the vocational students the next day. She gavea lecture on “Good Speech Techniques,” and
s told the students to organize and plan their program. The program was given a week later with very
- little response fropdhe audience. o
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T4, The sstudents in Mr. Youngman's c'la;s: whd were preparing a presentation for the "Parents for Better
Schools” local meeting, were very concerned that the presentation would be a complete flop if théy
proceeded as planned. Mr. Youngman did not agree. The topic had to be successful because it was

. the same tgpic he'had u;e& at the annual convention of the American Vocational Association.

Besides, the speeches had been carefully prepared, and all the students knew their parts from
memory. With no more than six lines apiece to read, he really didn’t see how anyone could forget his

.or herlines. *
.
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Compare your completed written critiques of the Case Studies with the
Model Critiques given below. Your responses need not exactly duplicate
the model responses; however, you should have covered the same major

( -

A

MODEL CRITIQUES

1.

LEVEL OF PERFORMANCE: Y
the model responses. If you m
made, review the material in the informat

Mr. Jones should have realized that important
events need to be planned and tehearsed. By
procrastinating for two weeks, he denied the
tenth-grade class a good opportunity for learn-
ing about the mechanics.of a good presenta-
tion. Without this knowledgé& and without some.
experience, it is doubtful whéther the class pre-
sentation will be effective or'stimulating to the
audience. Even a skilled speaker would find it
difficult to prepare a presentation on such short

notice. ~

If a student presentation were desirable at this
late date, Mr. Jones should have used the more
experienced eleventh-grade. class. However,
the ideal strategy would have been to start
preparations on the day of notification and in-
volve the students in organizing, planning, and
delivering an effective presentation.

Mr. Tibbs aytomatically assumed that this pre-
sentation could be given-by students as well as
himself. This is not always the case, and he.
should have thought agout his audiencg and.
the py@rpose of the presentation before coming
to this decision. Since the decision was made,
however, Mr. Tibbs acted in a very conscjen-
tious manner by developing a checklist to help
him assist the students.

Unfortunately, his checklist was not complete.
He overlooked some important details. For ex-
ample, his checklist did not include teaching
students how to effectively deliver a speech.
Before giving the presentation, the students
should have been given guidance in public
speaking techniques. In addition, students
should have been provided with time to re-
hearse their presentations in front of peersor to
record their presentations on videotape for
self-evaluation purposes. This would have.
given them” an opportunity to develop self-

confidence and to corpect any flaws which .

existed in the presentation. ‘

. check with your resource person if necessary.

ERIC
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Mr. Tibbs appeared to be overly concerned with
following his agenda. It is hoped that this con-*
cern did not cause him to ignore ‘students’
suggestions or conterns in the name. of ef-
ficiency.

Mrs. Crabbtree's lecture was directed toward
only one small segment of the work involved in -
making a presentation. Her students were inex-
perienced and should have been given guid-
ance in many areas such as how to gather an
organize information, and select and prepare
audiovisuals. She also made an error in decid-
ing that her class could assume entire respon-
Sibility for organizing their presentations on the
basis of a lecture. Students neéd to try out what
they have learned in a practice situation, and
they need assistance from the teacher in de-
veloping an effective presentation. .

. The students in Mr. Youﬁgman'S class were not

really involved in the presentation. They were
told what to present and how to do it, and were
not given an opportunity to develop a presenta-
tion that would support their abilities and ideas.
What works for one person does not work.for
another and{Mr. Youngman failed to take this
into consideration. -,

The students were also aware of a problem that
their taacher didn’t recognize. There was a
strong possiblity that the audience would be
“bored to death” with several prepared and re-
cited speeches. These speeches would proba-
bly have peen even more unsuitable because of
the material content. A group of parents might
not have enough background knowledge to re-
spond favorably to materlal written-for an AVA
convention. Mr. Youngman should do more
planning with his students: and should con-

* s sider the “fit” between the audience, material,

"and speaker(s).

our completed critiques should have covered the same major points as
issed some points or have questions about any additional points you
ion sheet, Directing Student Presentations, pp. 36—38, or

d

- Y




.o
‘
K
.
~
0y
7
. '
’
3
~
<
1

"~ < . .
3 . M .
- .
(’ - .
: A
. < . e
L . - IS
\ .
- I A 3 - .
+
.. !
- . .
. .
- » - ’
» N
. —
.
s
“
.
.
{ » i ‘
— ~ .
.
L -
-
- ,
L8
.
.
- 3 . . Y
.
- ~
i
» ‘5
. R
S R
-
-
.
.
-
r N T —
- hd . v ’
. .
‘.‘ . e .
‘ ¢
- * .
N ’
~
’
’ + .
_. A) .~ 3
N .
4
) S v T .. N
A , |
>
' ./
. ’
. hd 4\) .
.




? .o, . . ¢ . - A .

- [ -

-
- N K s
.

~ Learning Experience IV
: « o . FINAL EXPEI!?IEQPI\C;Eg; N 8

Terminal

Objective { nal progre
; TR

-

TS
e

D

A

5 -
TE; AS you ‘comple te ‘Sach:
ne {in writing, on

oo A

ur fotal competency will bé assessed
et Performance Assessment'
DN ‘ e

on-thie-critria specitiedgh esyment |
1 fesourca persort will'Gétermine whe E&v'ggfé .
iy santations fg promote your Yocatione: PRV 0

hers O 0% Sy
AN A Nl o oy | R AR




ERI

Aruitoxt provided by Eic:




o : 2

TEACHER PERFORMANCE ASSESSMENT FORM

ﬁive Presentations to Promote Your Vocational Progr%\m G-2) ,

fj
1 S
>

Directions: Indicate the level & the teacher’s accomplishmen-t by placing

Name

an X in the appropriate box under the LEVEL OF PERFORMANCE heading.  Pate
* If, because of special €ircumstances, a performance. component was not
applicable, or mpossuble to execute, place an X in the N/A box.

\

Resource Person

‘ \ ) .

In planning a presentation to a school and/or community
group to promote the vocational program, the teacher

1.

2.

selected a subject of jnterest and importance TR .

geared hls/her presentatlon to the particular audience
involved .........: e

planned how to inform the audrence of the characteris-

tics, p{rposes plan, and Values of the vocational pro-

o114 1 R R T g
- N

organized the.presentation using some form of standard

OULINE . ot e T

mcorporated visual aids, and/or other su@omng mate-
rials which:
a. would be clearly visible .. ...... e

b. would be appropriate to the audience and the content
being presented ......... ...t

c. could be physically supported by something other
than the speakershands..,;................\\

checked-out all audiovisual equipment in advance ....

selected examples and ||Iustrat|on\q that supported the
topic being duscussed

During the presentation, the teacher:
8.

10.

could be heard and understood easily ...............
appeared natural and relaxed .......................

did not read the presentation ........................

. did not turn his/her bacR to the audlence&«'lhen using

visual aids .......... e e s e

.D HER
, 00O

LEVEL OF PERFORMANCE

OO0 HE

O8O

000
0’00
ooo

0040
HEEEN

Odg

0ag
BN

A3




12.
13
14.
15.

.

.projected a feeling of confidence and enthusiasm for the

-,
2 | R
) | ' e\;r eég Q°é &
' - . hd “ s . .
looked afthe audience. ..., .. D E D G\
used gestures for emphasis ......... e Sp D D D D

maintained an attractive (professional) appearance ... . D D D D

subject by vocal inflection and movement ............ D D D, D”
< . 9

LEVEL OF PERFORMANCE: All itemsxmuét receive N/A, GOOD, or EXCELLENT responses. If any item
receives a NONE, POOR, or FAIR response, the teacher and resource person should meet Q3 determine -
what additional activities the teacher needs to complete in order to reach competency in the weak

/ area(s). : ' . v x ’

-

3 ‘ '

O
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" ABOUT USING THE CENTER'S PBTE

N

MODULES .
- . o

-~
]

Or\g:nization

Each module is designed to help you gain competency
in a particular skill area considered important ta teach-
ing success. A module is made up of a series of learning
experiences, some providing background information,
some proWQng practice experiences, and others com-
bining theseMtwo functions. Completing these experi-
ences should enable you to achieve the terminal objec-
tive in the final learning experience. The finatexperience
in eachy module always requires you to demonstrate the
skill in an actual school situation wheh ybu are an intern,
a student teacher, or an inservice teacher. :

Procedures

Modulés are designed to allow you to individualize your
r education program. You need to take only those
vering skills which-you do not already pos-
complete any learning ex-
perience within a 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 listed on p. 4, (3) the Overviews pre-
ceding each learning experience, and (4) the Final Ex-
perience. After comparing your present needs and com-
petencies with the informatfin you have read in these
sections, you should be read® to make one of the follow-
ing decisions: ,
e that you do-not have the competencies indicated,
* and should complete the entire module
o that you are competent in one or more of the en-
.abling objectives ieading to the final learning ex-
perience, .and thus can omit that {those) learning
experience(s)-
that you are already competent in this area, and

ready to complete the final learning experience in’

order to “test out”

o that the module is inappropriate to your needs at

this time _ .
When you are ready to take the final learning experience
and have access to an actual school situation, make the
necessary arrangements with your resource person. If
you do not compfete the final experience successfully,
meet with your resource person and arrange (1) to re-
_ peatthe experience, or (2) complete (or review) previous
sections of the module or other related activities
suggested4sy your resource person before attemptingto
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 competency. Tgis could involve (1) completing
parts of the module previously skipped; (2) repeating
activities; (3) reading suppfementary resources or com-
‘pleting additional activities"suggested by the resource
pérson; (4) designing your own learning experience; or
(5) completing some other activity suggested by you or
your resource person. . PO

Q

Terminology :

Actual School Situation ... refers to a situation in
which you are actually working with, and responsible
tor, secondary or post-secondary vocational students in
a real school. An intern, a student teacher; ar an in-
serviceteacherwould be functioning in an actua! school

“situation. If you do not have access to an actual school

situation when you are taking the module, you can com-

plete the module up to the final learning experience. You
e later; ie.,

would then do the final learning experiel
when you have access to an actual schtol situation.

Alternate Activity or Feedback . . . refers to an item“or

téedback device which may substitute for required —

items which, due to special circumstances, you are un-
able to complete. ~

-Occupational Speclalty . . . refers to a specific area of

preparation within a vocational service area (e.g., the
service area Trade and Industrial Education includes
occupational- specialtie?/s\ch as -automobile me-
chanics, welding, and electricity). .
Optidhal Activity or Feedback . .. refers to an item
which is not required, but which is designed to supple-
merit and enrich the required items in a learning experi-
ence. - .
Resource Person . . . refers'to the person in charge of
your educational .program; the professor, instructor,
administrator, supérvisor, orycooperating/sypervising/
classroom teacher who is guiding you in taking this
modaule. . .
Student . . . refers to the person who is enrolled and
receiving instruction in a secondary or post-secondary
educational jnstitution. ’

Vocational Service Area . . . refers to amajor vocational
tield: agricultural education, business and office educa-
tion, distributive education, heilin occupations educa-

- L

tion, home economics educs _industrial arts edu-
cation, téchnical education, or and industrial edu-
cation. -

.You or the Teacher . . . refers to the person who is tak-

ing the module.

.

Levels of Performance for Final Assessment

N/A ... The criterion 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 teacher is unable to perform this skill or
has only very limited ability to perform it. -

Falr ... The teacher is unable to perform this skill in an
acceptable manner, but has some abillty to perform’it.
Good . . . The teacher is able to perform this skill in.an
effective manner. :
Excellent .. . The teacher is able to perform this skillina
very effective manner. ‘

s

c

t
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Titles pf The Center's v
Performance-Based Teacher Education Modules .
7
Mxmmmwm ’ E.s Pmme:ortsft\ewams;ldw cffﬂs
A-1  Prepare -6  Provide for rst Aid Needs of Students
A-2 Gonductt:rc'og\omr?mwlglww ' E-7  Assist Students in Developing Self-Disoipline
A-3  Report the Findings of a Community Survey o E-8 m the Vocational Laboratory -
A-4  Organize an Occupational Advisory Committee . E9 the Vocational Laboratary, . .
. A-5 Maintain an Occupational Advisory Coinmittee Category F: Guidance . . 7
A Dovelon P.',‘,"'o':'c':,ma“m Objectives F-1  Gather Student Data Using Formal om-&necnon Techniques
A-8  Develop a Course of Study R F-2  Gather Student Data Through Personal Contacts °
A-98 Develop Lo Program Plans * F-3  Use-Conferences to Help Meet.Student: Needs
A-10 conduct a Follow-Up Study ~ F—~4  Provide information on Educational and Career Opportunities
A-11  Evaluste Your Vocational Program F-5 Asistsmdonu in Applying forEmploymontO(FurthorEducatlon

Category B: instructional Planning

B-1
, B-2
+ B-3
B-4

5%

Determine Needs and Interests of Students
Develop Sthdent Perforhance Objectives
Deveiop & Unlt of instruction

Develop a Lesson Plan

Select Student nstructional Materials .
Prepare Teacher;Made Instructional Materials

Category C: Instructional

c-1
c-2

Y

c-5
c-6
c:7
c-8
c-9
c-10
c-1
c-12
c-13
C-14
C-15

17:
¢CYys
',0-9

Direct Field Trips

Conduct Group Discussions, Panel Discussions, and

Symposiums

Employ Bfalnaormlng. Buzz Group.sand®Question Box

Techniques

Direct Students in Instructing Other Students -

Employ Simulation Techniques
Gu&do Student Study
Direct Student Laboratory Expenence

Direct Stydents in Appl'ylng Problem-Solving Techniques

Employ Project Method

introd a Lesson

Summarize a Lesson

Employ Qral Questioning Techniques
gmploy Reinforcement Jechniques -
Provide

A3

Instruction for Slower and More Capable Learners

Present an {llustrated Talk
Demonstrate a Manipulative Skill

‘Demonstrate a Concept or Principie

individualize Instruction

[Empioy the Team Teaching Approach

C-20 Use Subject Matter Experts to’ Present Information

£

C-23 Present Information with Overhead and Opaque Materials

C-24
Cc-25
C-26
C27

Cc-28
c-29

Prepare Bulletin Boards and Exhibits

§resent information with Models, Real Objects, and Flannet

Boards

Present Information with Flimstrips and Slides
m Information with Flims
Information with Audio Recordings

Pressnt Information with Televised and Videotaped Materials

Employ fammed Instruction

rmation with the Chalkboard and Flip Chart

ou.mo-mm:mm

D-1
-D-2
»D-3

04

D-5

D-8

Establish Student Pedormanee Criteria
Assess Student Performance: Knowledge
Aseess Student Performance; Attitudes
Assess Student Performance: Skills
Determine rades

Evaluate Your lristructional Effectiveness

Calegory £: instructions! Management

v E~
E—2

Project Inetructional Resource Needs

Manage Your Budgeting and Reporting Responslbllitlos
for improvement of Your Vocational Facilities

E—GthnulnaHllngSymm

a

’ N
L4

-,

~

-

'

Category G: SdlooI-Commuglly Relations .
G~1  Developa SchooH:ommunlty Relations Plan forYour Vocatlon-l

G2 Give Pmsonmions to Promhote Your Vocational Program -
G-3 Devolop Brochures to Promote Your Vocational Program . ®
G-4  Preplare Displays to Promote Your Vocational Program

G-5 PrepemNewsRobues lesConcemingYourVoegtlonal

Program
G-6 ArmnqobrTelevision and Radio PreaenmlonsConcomlng Your
hal Program
G-7 Gonduct an Open House .

.G-8  Work with Members of thg Comunity T e

-

G-9  Work with State and Local Ege):
G-10 ‘qpuln Feedback about Your' tional Prograin

Category H: Student Vocationat Organlutlon M
H-1  Develop a Personai Philosophy Coneomlng Student Vocatlond

Organizations ¥
H—2 Establish a Student Vocational Organization- N
Prepare Student Vocational Organization Members for _
Leadership Roles ’
H-4 Student Vocational Organization Members in Devaloplng

ing a Yeady Program of Activities
H-5  Supervise Activities. of the Student Vocational.Organization e
H-6  Guide Participation in*Student Vocational Organization Corests

Category I: Professional Role and Deveiopment

°

.
-

-1 Keep Up-to-Date Professionaily o

-2 Sefve Your Teaching Profession

-3 Develop an Active Personal Philosophy of Education

-4  Serve the Sc Community

-5 Obtain a Suitable Teaching Position

=] Provide Laboratory Experiences for Praspective Teachers

-7 Plan the Student Tuchlng Experience o

1-8  Supervise Student Teachers € ;

Category J: mmawm

J-1  Estabiish Guidelines for Your Cooperative Vocational Program
J4-2  Manage the Attendance, Transfers, and Terminations of Co-Op

Studenta
J-3 7 Enroll Students in Your Co-Op Program .
J4 Socura Training Stations for Your Co-Op Program
J-§  Place Co-Op Students on the Job .

J-8  Develop tho Training Abiiity of On-thO-Job Inaructotq,

" J-7  Coordinate On-the-Job Instru

J-8  Evaluate Co-Op Students On~tho-dob E%rformance
J-9 , Prepare for Students’ Related fnstruction
J-10 Supervise an Empicyer-Empioyee Appreciauon Event

RELATED PUSLICATIONS s :
Student Guide to Uslng Performance-Based Teacher Education

Materlals
Resource Person Guide to Using Perfonmnoo-amd Teochor -
Education Materialg
Guide to the Implementation of Podomunee-aasod Teacher Edueaﬂon
Performahce-Based Teacher Education:
The State of the A’;. General Education and V?caﬂoml Educatlon

.

For information regarding avallabiiity and prices of these rn;mrlals contact—

AAVIM = " o :
American Assoclation for Vocational Instructional Mmuals

~

-

¢ 120 Engimorlng Center o Uniwmty of Georgia ¢ Athens, Georgia 30602 e (404) 542-25“ .

-




