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aTHE NATIONAL CENTER MISSION STATEMENT
,..

The National Center for Research in Vocational Education's mission
is to increase the abigty of diverse agencies, institutions, and organi-
zations to solve educational problems relating to individual career
planning, preparation, and pr ession. The National Center fulfills
its missiorr by:

erieratitig knowledge through research-
(

Developing educational programs and products .

Evaluating individual program needs and outcomes

'Installing educational programs,and products

Operating information systems and services

Conducting leadership development and training programs

I)
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\nThis project was conducted by t'he National Center for Research in Vocational Education pursuant
to contract OH-V-706N with the Ohio DeparUnent of Education, Division of Vocational Education,
and the U.S. Office of Education under the provisions of EPDA Part F, Section 553.

No official endorsement or support by the. Ohio Department of Education, Division of Vocational
Education, or the U.S. Office of Education should be inferred. .2.,

TheNational Center for Research in Vocational Education does not disdrithfiate against any indi-
vidgal because of race,.color, creed, dr sex.
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The rapid tethnologicalcharigeein business and industry require that vocational teachers and
administrators keep up to date in order to provide relevant educational experiences for students.
New and emerging occupations and changing work requirements demand that ,vocational educators
receive inputs from and interact with business, industry, and labor.

The material in this handbook is designed to enable those in the marketplace and those in
the educatiprial system to work together in updating and upgrading the instructional competency
and programs of.vocational educators.

The handbook was developed -to provide technical assistance to participants from ten states
attending a conference at the National Center. These state team members carry the responsibility
of creating and implementing plans to increase inputs from business, industry, and labor in voca-
tional education staff development programs.

interest and involvement of vocational educators across the country have contributed
Much t this handbook. Appreciation is expressed to those persons and to the National Center
staff involved in thit project.,

-4

Robert E. Taylor
Executive Director
The National Center for Research

in Vocational Education
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PREFACE

This handbook is part of the technical assistance.mategalsprepared for the EPDA national
priority project to Increase Inputs from Business, Industry, and Labor into Vocational Education
Personnel Developmeht Programs. The chapters of the handbook are designed to enable staff
development persons, departMents, and agencies to use the various educ9tional vehiclei identkfled to aid in the professionaidevdlopment of vocational educators. These educational vehicles
were chosen because of their ability to involve business, industry, and labor in the staff develop-
Ment process. r .

This project builds u n an EPDA project conducted by the:Center last year to improve voca-tional teacher education 4 epartment linkages with business, industry, and labor. The focus of this
yeT's project and maferi Is is on the inputs of B-1-L into personnel development programs at alllevels and areas of vocational education. This technical assistance handbook adapts, revises, andadds to the resource handbook written last year by Richard Dieffenderfer, Lee Kopp, and Orest
Cap.

.

Contributors the current handbook are Orest Cap, Nevin Robbins, Daniel Fatirlander,
Lorraine Furtado, Audni Miller-Beach, Janet Weiskott, and myself. Editorial assistance was pro-vided by Joanpitric.

t

Catharine P. Warmbrod
ProjeVeDirector
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CHAPTER 1

STAFF DEVELOPMENT PROGRAMSC,
with Inputs from BUsiness, Industry and Labor

r

Introduction

STAFF DEVELOPMENT
PROGRAMS

The intellectual and professional development of vocational educators is crucial to morale in an
institution of learning and essential to the growth of skilled, motivated students capable of joining
the work force as productive craftpersons. Very seldom, however, is a total staff development pro-
gram initiated with identified goals, activities, procedures, and.evaluation techniques outlined.

Benefits

A comprehensive staff development program insures the following benefits, among others.

Increased ability of faculty to communicate world of work basics to their students

Creation of an environment conducive to and supportive of the continual growth of edu-,
cational personnel through structured in-service prograrrks

Creation of a program sPecifically geared to respond to problem areas in the classroom, the
curriculum, and deficient.tkills

A more highly motivated and profe,ssionally effective staff

Increased status of the career educatrbn offered at the educational institution through
community awareness of the personnel development program

Updated teacher competencies

Staff Development Professional Growth Model
. .

Staff develoPMent models may be viewed from two different, compleg perspectives: repair and
remediation and the growth approach.



Repair and Remediation Approach
,

t

-,

This theory is also balled the defect theory becauie it assumes something is wrong.and proceeds
to suggest spe'cific temedies to alter deficient areas in the educational operation, This appro'ach is

'task-oriented since goals are more definite, short-term, visible, and specific as it seeks to alleviate ,

obvious problem areas.

Growth Approach

This approach assumes that staff development is a continuous process. This approach seeks
to aid the educator to become Orogressively sensitive to what is going on in the classroom and improve
on what he/she is currently doing. It also seeks to motivate personnel to greater fulfillment and
proficiency as practitioners of the art.

Model Procedures

'The following model is procejural rather than philosophical.

The eight steps or planning stages are numbered sequentially and are self -expla atory.

8. ASSESS
CHANGE

7. IMPLEMENT
PLANS

6. ALLOCATE
RESOURCES

Examine Existing Policies/Procedures
and History of Staff Development

1. EXAMINE
ENVIRONMENT

5. ESTABLISH
PRIORITIES

Planning

...11.414.4461 2. IDENTIFY
GOALS

.-*".

3, ASSESS
NEED$

4: DEVELOP
PLANS

The structure for planning, organizing, and implementing the staff development program must
fit within the particular educational system and be compatible with objectives and instructional

. practices. Use the following questions to point up problem areas:

At what level(s) does staff development planning currently take placedepartment, school,
across a variety of institutional levels?

2
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Is staff developmeht'part of employee evaluation procedures? .

Is staff, development left to therindividual who must develop an adceptable plan_for self-
improvement?

What type of institutional support has been giren to personnel development plans?

What kinds of links are there with the bpsiness, labor, and industrial communities?

Do individuals report progress toward 'stated goals?

Is there any evaluation process or follow-up on record?

Assess Current Staff Development Needs

This planning step involves analyzing weaknesses and strengths in skill areas and knowledge
that currently exist as compared to desired staff achievement.

,Prepare need statements from this analysis. SOme ways in which needs may be identified in
clude a review of. the personnel review process, staff attitude and skill surveys, student evaluations ,
of classroom performance and teacher technical competency, and job descriptions of current or
emerging staff positions.

Establish Priorities

Priorities in any development program ought to be those needs which an individual'i own
planning and action cannot readily alleviates

I

Determine Available Resources

Determine what kind of funding support the institution/department can offer and who will
take up the slack. Goals and strategiei must realistidally fit the funding picture or fail before they
start. See Chapter Nine for a detailed discussion of Program Support and how to developfunding
sources.

Deyelop Plans

Studies prove that more, positive change occurs when staff members have the opportunity
to become involved in planning and implementing their own professional staff development
prograin. Area where their input is valuable include:

Securing administration approval and support

Appointing a planning coordinator .

Assigning the planning responsibility.for the development program to a staff coMmittee
or a joint group of advisory personnel and staff

3
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Establishing the need for increased interaction between business, labor and industrial seg-

ments of the community ,

L./

Assess Change
,

Evaluation techniques should be established in and used throughout the earliest planning
stages. Continuous asseitments will show the need for directional changes, and further effort,
or may 'show that the objectives are being or have been met.

See Chapter Ten for further information on evaluation and the development of evaluation
instruments. .

Staff Developrhent Approaches

Once the decision is made to create O'r strengthen the staff development program, several
choices for assigning responsibility exist.

Committee approach, administrator approach, staff position approach, or individual
approach

Committee Approach

This approach involves the appointment of a staff 'development comrnittee. .

Advantages

The resulting program should have relevance if membership includes staff who are involved
in.upgrading skills and other forms of professional developftlent.

.
_ .

If the committee is school/college-wide, a coordinated program should result.

Disadvantages

The problem of assigning budgetary responsibility still exists.

BeCause of the difficulty of assigning budget responsibility to a committee,,the program
i is not likely to get funding except on an itemby-item basis;

#

.-

Committee appointment never insures sufficient knowleige and expefrience in.the tech
niques of faculty development.

4

'Administrator Approach

I'n this approach the department chairperson organizes the staff.development plan. This ap
proach-mar or may not include the input of staffor an advisory committee.



,, fiesiSonsibility is fixed.
-.

t Results and budgeare more' likely. a: )
4 . 4.4 t

.
If combined with a gbod advisory committee, this approach can be quite effective.. .-- .

Disadvantages

4

..
Resulting program will reflect administrative concerns, unless staff advisory co mittee fs
involved. .1 - .. .

. r'
Assigned extra duties of administrators often do not get the attention they need.

- .

- Many adininistrators do not have the backgroundiloc expertise to deal with staff develop-

..

ment.

The Staff Approach with an Advisory Committee ();//

' When the staff person is assisted by an advisory committee:this approach usually gets good
`results. . .

. ,

Qualifications for the staff person include:

ildaching experience MO."'

Le

v
A

Training in instructional development; human relations, organizational behavior, group'
dynamics, and theories of adult learning and change process

' . . -

Good organizational skills

Individual Approach .

/ An individual staff metnbet is held responsible for planning and impleffienting a staff develop-
ment progtn with6ut input from an advisory committee.
0

Essentials fos ffectiVe Staff.Development

./.
A grovkh otiong-range approaqh to4staff develdapnent is mbre'difficult to plan than the short-

term, remedial approach Because it involves the creation of a suitable environment among teach-
ing staff and adminittrators. # o

-The following.aondition(cohtribute to an effective programs

acceptance of the Fs:Incept of "release time" for teachers to learn, think, grow

Payment for time contributed

r

I

A

-
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Willingness suppott staff developmentprograms finanpitilly and philosophically. INI;;. .1'
.

.

- Ability to foie., Implications of educationaireform such as:

logy inthe world of work: leisure time, more people in7 implicati
servic

7 increased compukr use in'education

changing 'structure of schools and their relationship to world of work
,

emerging team 'approach, teachers often usimpholessional, business, industry, and labor
representatives .

Staffdevelopmen; relating to teacher's assigned role and responsibilities

District-Widd diagnosis of teaciting/learning prbblams

Teaching styles which stress individually- guided -or self initiated approach to pupil learning

Improved reward system for staff development

Simultaneous development of staff and curriculum

Leadership to excite intellectual-curiosity Of staff

Planning Checklist

,

The purpose of the Planning Checklist is to list the major items that are involved in planning
staff development programs to increase business, induStry, and labor inputs into vocational edu
cation staff development.

Explore histbry of staff development efforts in institution and department

Identify staff to be involved ill planning
.

ED necessaryIderftify administrative procedures for clearance

identify financial-resources
,

0 Determine department needs

Determihe individUal needs and related objectives

Select from alternative methods those best suite

12] Determine th-e balance between institution

or meeting needs and objectives

priorities and individual needs

0 Determine person responsible for cobr nating implerhehtation

6
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O Determine staff qualifications for participation

0 Determine staff incentives

O
A

Determine programschfidule

0# Implement program

O Evaluate progra
A

Al?

I

Implementing

- .
In order to set up a staff development program within an existing framework, consider the

following areas of inquiry:

What strategies will lead to initiation of the program?

What approaches wilialert educators of the need to participate in a staff development
program?

Who is the target audience at a given school?

Wk.° should be the staff development coordinator?
,

What should be the cortent, methodology, and design of staff deveropment programs?
, N

What support materials are needed to implement/facilitate staff development activities?

_-
Educational improvement demands behavioral cPanges, aqd a problem solving atmosphere in

which the teacher is continually involved. Somellements in this process are:

Clarifying role relationships

Establishing supportive group norms

Learning skills that function effectively in groups.

Developing open, trusting, mutually- supportive 'climate

Participants in a professional growth program should be able to enter either as independent
agents seeking help ina particular skill area or as members of a peer group who perform Similar
roles and want joint activities to upgrade skills.

Potential Barriers

Many major barriers to, t e'development of a professional growth program exist in most insti

Zei
tutions. Planners must devglop a process and a program that deal with:

71 t-
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-Possible- negative-attitudes on part-of staff or administrators.

Faculty work load

Budget restrictions

resource limitations

Guidelines forinvolvement

Faculty should be niade,aware of the criteria and guidelines for various opportunities to
participate in business, industry, and labor linked activities. Such opportunities include.

.

Leaves-otabsence

'I° Institutional professional days released time

Sabbaticals/externshiPs/internships/fieid studies

Retr,eats/seminars/workshbps

Case studiei/simuIations

Faculty must begilare of associated work and requireFnents that go along with participation
in a professional grovilfi7prograrristich

Criteria for participation ap Necessa4clearance channels

Associated paper work 4 p* -Financial responsibilities
.

Assessing Impact

The only true "index" of the effectiveness and qualitiof staff development programs lies in
the educator's classroom performance and in student fear ing. These are direct pay-off success
indicators. There also are at least five conditions,foi a successful prcrgram:

-Sufficienttime to participate

Adequate financial resources,

Program relevant.tO identified problems
11

Applicability of program to regular school situations

Ability to conduct program with available materials and supplies

t

?
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Evaluation
J.

Any evaluation of the impact of a staff development prograIn is Oniy.as gbod as the objectives*
developed ProfessionaLptograms must lead to increased performance levels with respect to subject
matter, knowledge, and bbtiavioral skilli. Staff development programs which are effective are
characterized by six dominant aims:

Flexible staff teaching styles

Capacity of staff for self-renewal
C.

Receptiveness of staff towards ch

A derdand forintense, bpen involvement by participantst

I

Imfnediate consequence for school/teaphing practjces

Program initiation and organizattOn by respected educators rather than "outsiders"

4 Selected References

This part of the handbopk section lists selected reference materiais.that pertain to planning
and conducting staff development programs. In addition to these materials, each service area has
a multitude of organizations and publications that are related to that particular service area. The
library should be helpful in identifying Ihese. You are encouraged to add to this list.

Print Mateyials,

American Association of Junior-Colleges. Guide to Inservice Training for Two-YearCollege Faculty
and Staff Members. Washington, D.C.: AAJC. 1970.

Bittell, L. R. What Every Supervisor Should Know. 3rd Edition. New `fork: McGraw-Hill Book
Company, 1974. (Includes text, performance portfolio, and instructor's manual)

Craig, R L. (ed.) Training and Development Handbook, 4 ifluide to Human Resource Development.
New) York: McGraw-Hill Book Company, 1976.

Justice, P.'Instructional Staff Qevelopment in the Community CollegeAn Instructional Model.
Gresham, O'regon: Mt. Hood Community College, 1977.

Strong, M. E. and Schaefer, C. J. Introduction to Trade, Industrial, and Technical Education,
Chapter 9. Columbui, Ohio: Charles E. Merrill Publishing Company, 1976.

Periodicals..

Public Personnel Management

.International,Personnal Management Association

Net

av,
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Training: The Magavne'of IlianayResource Development

Wood Publications, Inc. Traini .g and Development Journal
. -

Journal of Teaclithr Education
.

Groups/Associations

,

, .
Current addresses for the national office can be located in ihe library reference section.

,

A

A,

ti

American Management Association

Arriericangbciety for Training and Development

....Intert atjprial Personnel Management Association

National $ogiety for Pegormance and Instruction
J

Association for Educational Communicattehs aid Technpk gy

3
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RESOURCE MATERIALS

s The example'materials illustrated in this part are designed to be adapted and u selectively
as.your situation dictates. The Purpose of these materials is to show a variety of sta and forms,
letters, suggested procedures, and other similar aids that vould be useful to vocational educators.

List of Illustrationi:

PrOfessional Development Plan

Annual Evaluation and Professional Development Plan

Application for Professional Development Plan

Report.of Or'ofessional Development Activity

List of Staff Development Activities with B-1-L InVut

Sample Agreement for Sabbatical, Leave

Procedures for Administration of Sabbatical Leave

Compendium of Teaching/Learning Approaches

*9
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PROFESSIONAL DOELOPMENT PLAN

Address
I.) A,

Phone:

-Office

Home

In's'tructional Area No. Years Teaching
4

1

SPECIFIC COMPETENCIES TO BEZEVELOPED: List Here the competencigs to
' be developed based on needs assessment and7or perSonnel interest.

Competencies Needed
Expected

,Completion Date
.Actual.

Completion Date,

PROCEDURES FOR COMPETENCY ATTAINMENT: List or describe,here the
procedures to be used to achieve the identified campetendies.

1".

ti

Signature offupervisor Date Signature of Teacher Date

;1

Signature of Coordinator

Professimial Development Plqn

-12.

20



ANNUAL.STAPF EVALUATION AND PROFESSIONAL DEVELOPMENT PLAN
4

Staff Metber
304

Division .e

1

Evaluation

I

4

Recommenddtione.for Improvement Pricif to Next Evaluation

a

SIGNATURES: Approved By:

.
(Staff Meiber) (Immediate Supervisor)

Annual Evaluation and Professional Developmeht Plan

(Date) s-



ANNUAL STAFF EVALUATION AND PROFESSIONAL DEVELOPMENT P

Prafessional Staff Development Plan 145 Completed Prior to:

(To be Completed by Inst tor) s , Date

1.

2.

3.

4.

5..

Instructor Comments

SIGNATURES:
A

0

(Staff Member)

1,

Approved By:

6 (Immediate Supervisor
0

(Date)

Annuql Evaluatign and Professional, Development Plan (Continued)

0
14 2^

a



STATE INSTITUTE OF TECHNOLOGY

Application to Attend Seminars,
Workshops, Conventions, Conferences, Etc.

NAME-OF APPLICANT

CONFERENCE, ETC.

WHERE HELD

DATE OF ETC.

PURPOSE OF CO CE, ETCs

VALUE TO THE INSTITUTE 4

ESTIMATED COST: L
TRAVEL Improvement Credit Allowed:

LODGING

FOOD Comments:

CONFERENCE FEES.(Identify)

OTHER-(Identify)

SUBSTITUTE IF NECESSARY

TOTA3

APPROVAL DATE
DOartment Chairman

APPROVAL 1

Administration
DATE

Application for ProfessiOlial Development Plan

15 j
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STATE INSTITUTE OF, TECHNOLOGY

(To be completed within'ene month after activity)

AmE op PARTICIPANT

DATES OF ACTIVITY

S
ACTIVITY--TITLE AND LOCATION

BRIEF DESCRIPTION OF ACTIVITY

OUTCOME:

Value to Individual for Sell Improvement

Value to the Institute

Report of Professional Development Activity

,16
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Vocational Teacher Education Programs can:

Obtain assistanceeto establish a departmental advisory
committee with representatives from B-I-L.

2. Obtain help with manpower study, community survey.

3. Obtain assistance with'student recruitment or search
for new recruitment methods.

4. Implement cooperat=ive programs betseen the department
and B-I-L.

5. Arrange business - industry or labor experiences for
faculty members.

6. Arrange for B-I-L input concerning the dropping establish-
ment or modification of courses.

7. Identify new skill requirements.

8. Arrangt for teache* observation periods-.

9. Cooperate in the preparation of reports, symposiums,
seminars, workshops for advancement and conferences.

10. Obtain speakers.

11. Obtain help in validating new materials.

12. Cooperate in joint research projects and land a federal
grant.

13. Get B-I-L to donate or loan new equipment, numerous materials,
models and mockups.

14. Receive support when atteltipting to develop new options
or programs.

15. Develop or restructure their field experiences.

16. Exchange vocational teachers with B-I-L trainers.

17. Obtain assistance from labor concerning-legal requirements
in cooperative programs.

List of Staff Development Activities with B-I-L Input

C`
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18. Utilize work stations in B -I -L for teaching work experience.

19. Rrrange for business /industry tours and transportation
to sites.

20. Help improve the selectionof part-tiMe instructors, for
adult vocational progrOs.

p.21. Help examine industrial training opportunities for vocational
teachers.

22. Use the maoagement/labor relationships experience of
in teacher education programs. -

23. Use industrial, bus -mess or labor representatives as
lectures or part-time staff.

24.- Obtain help dealing with personnel practices, contracts,
collectivebargaining.

25. Obtain help in sponsoring or setting-up new student
.club program.

26. Have access to business/industry facilities for conducting
some educational

27. Obtain assistancg from business-industry-labor committees
when evaluating vocational teacher's occupational experience.'

28. Help identify needed competencies.

29. Obtain corporate grants for expansion of program.
45P

30:-Develop an externship for vocational edpcators.

31. Discuss new management techniques, styles and' business
organization'programs.

32.0btainaloan of instructional staff from labbr.

33. Have access to labor union facilities.

34. Use B-I, to evaluate the adequacy of equipment, etc.

35. Help maintain and establish a library concerning.

36
4 Assist, in the development of training programs.

List of Staff Development Activities with B-I-L Input (Continued)

* r
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37. Obtain grants, scholarships and awards for students
or ,teacherf7-

38. Obtaft aid dealing with the management aspects of the
teacher department.

19. Help seek research opportunities for instructors.

4i. Obtain a loan or gift of publications available from B-I-L.

4 1. Obtain assistance with certification requirements
A

of
. teachers. .

''42. Obtain funds to help teachers attend industry, business,
conference. _

43. Obtain industry membership dues for teachers. -

44. Have a.closer.cooperation with B-I-L magazines and
ellgOlish better public "relations.

45, Obtain their coopertionsin the development of a local
B-I-L resource direstory.

46. Obtain funding to advertise or finance new fraining
progr

47. ,See that they are provided with demonstrations of the
latest techniques slime particular area.

48. Obtain access 041,13-I-L technical library.

49. Obtain involvement Of other companies.

50. Obtain a first -rate source of -information'on job
characteristics-r i

51. Facilitate contacts with other decision-makers at many'
levels.

52. Seek their help to testify in special study commVsions.

a.%

list of Staff Development Activities with B-I-L Input (Continued)

xi,' 2.7 w'

k



-

(Name of Institution)
(Department, Title)

.(Address)

AGREEMENT

WHEREAS,

is a facufty member for, the (title of department) (name:of institution) and;

WHEREAS, the said is desirous pf having a

leave for,educational purpose and;

WHEREAS, the said has complied with the reuire-

Dent for application for such leave and;

WHEREAS, the application of said has been apploved

by,the board of (name of institution). One subject to the entering of a

formal agreement and signing of a note. according to the conditions of the

agreement approved by the Board, effectiVe January 1, 19 .

NOW THEREFORE it is hereby agreed between

(name of institution) that:

1. The Board shall grant a leave

commencfiq on the day of

-19. , until the ay of

2. That during this period the Board shall pay to the
said one-half (hi) of

his usual salary (including tinge benefits) for
the period of such leave. r-

3. That the said may pay

the other one--balf (h) of his fringe benefits.

4. That in consideration of the Board's action the
said agrees 0 teach-
for (name of institution) for a period of twa
years after the expiration of said leave.

and

-gam* Agreement for Sabbatical Leave
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/5. .That to insure the compliahne of clause fOur(4)
above, the said agrees
to sign a note in the amount of $
and that in the event fails to teach the
two years as-agreed to, said note will become due and

, payable a; liquidated damage.

6. That said not'shall be canceled upon the
completion of:two years of teaChing after
termination of.said leave or upon death or
total disability of said

Dated this day-of , l9__.

*/

6

(name of institution)

By:

Sample Agreement for Sabbatical Leave (Continued)

.21 2 9
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PROCEDURES FOR ADMINISTRATION OF SABBATICAL LEAVE

The following procedure will be followed in fhe administration of the -

sabbatical leave provision of the negotiated faculty contract:

1. Requests shall be made-in writing to the department director or his
designated representative. -.Such request shall state the nature of

the program ofLuqfessionai improvement that the faculty member
conteriplates purl-ging during the period 'of the leave and.how such
,improument would assist him in performing duties assigned by (title,
of department), (name of institution).

2. In accordance with established payroll procedure on the basis of 50
percent of the amount received if performing as a full time staff
member, salary will include fringe benefits Such as insurance,
accumulated sick leave, etc, in accordance with the prorate of salary.
Experiehce increment will be given for a period of time while a

staff member isvn leave.

3. Applications requesting sabbatical leave will be received by the

d@partment director by February 1. Within 30 days after the ap-
plication deadline,.the director will inform the applicant of action
taken on the request.° Where such leave is granted the staff member
will have 15 days within which to signin agreement to accepts such

leave. Where apOlicatiens exceed the number of leaves to be granted,

an alternate will be selected. When a staff member awarded sabbat
ical leave indicatet in:writing that he:will not be accepting such
leave, thvalternate will be notified and provided a 15 -day period
from notification in which=to sign the leave agreement.

4. Applicants for sabbatical leave must be fully certified or eligible

= for such certification for the' peribd-of time they are obligated to
employment with (name .of instttution) as a result of accepting leave.

1'

5. Where the recipient.of sabbatical leave'is pursuing graduate studies

he shall be enrolled in no 1 ss than the average number of credits

required at the Astitutio for a full time student and shall main-

Aain a D grade averag . . . . . _ , . . .

r

6. Distribution of Sabbatical leave recipients among the dep.artments
will be followed wherevei- feasible. At no time will leave be

granted to more than Gne member froma department.

107. The recipient shall mit to the director an initial report within

30 days after.ttke star of his sabbatical leave activity and there-
after at intervals not in excess of10 4tys throughout the sabbatical ,
leave period. Each report will concisely summarize the,. recipient's

Procedures for Administration of Sabbatical Leave

4
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professional activity toward meeting the objective for granting such
leave. A final report will be submitted bythe recipient.which will
supplement any official transcript of.any'credits earned and testify
to tKe type of program pursued during the leave.

,
8. If theltdirector is convinced that an employee on sabbatical leave is

not fulfilling the purpose for. which such leave was granted, ht shall
report the same to the board. After giving the recipient a chance to
be heard the board may terminate the sabbatical leave as of the date
of abuse.

(title of department)
(name of institution

(address)

PROMISSORY NOTE

4 19 .

FOR VALUE RECEIVED, the undersigned promises to pay og demand to
(name of institution), the sum of,S togtther with interest
thereon commencing from the date of demand, for at the rate of 7
percent per annum.

This Promissory note is issued by the undersigned Pirrsuant to
that certain Agreement between the undersigned and (name of institution)
providing fora leave for the undersigned from the employ of
(nare of institution), with salary, from the day of 19
until the day of , which Agreement contained a
provision TUFTY: consideration of the granting of said
to the undersigned, with a continuation of salary as provides for therein,
thelundersigned agreed-to return to the employ of (name of institution)-for

fa period of two years after the' eiOiration.of said leave.

Ttfe undersigned executes this note, then, upon the express
`condition that it will be null and void if in fact the undersigned does
-return to the employ of District One at the commencement of the school
-year, and teaches for a period of two years thereafter., Upon the completion',
of said two years of teaching, or upon the death or total disability of the

'undersigned this note shall becom, null and void.

DATED: 19_,_. (SEAL)

The conditions set forth above are hereby approved.

(name 'of institution)

DATED: 19 . By:

.

Procedvtres faeAdministration of Sabbatical Leave (Continued)
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'TEACHING/LEARNING APPROACHES

The aching /Learning process7may take a variety
of forms. ,For example, it-may require the teacher's
participation to a greater or-lesser degree; and it may
be.determined by the student to a greater or lebser
degree. fr"

The Teaching/Learning approaches listed and. defined
below have been included because they are teacher/learner
centered. .

Activity Cards

These are a series of cards, each card containing
complete directions for a single activity-. Activities
are related to study objectives and are intended to
reinforce or extend class learning. ActiVities may be
carried out by individuals osmall groups.

Anecdote

A work "snapshot" of an isolated incident which
illustrates some -significant concept.

Aarentice Approach

A method.of instruction wftere a persod inexperienced
in an 6ccupation is matched with a more experienced
work'r in order toklearn thei skills and competencies
of the occupation.

4

Audio-visual Aids

Every instructor is familiar with a wide variety of
aids that can' e used to convey or reinforce concepts,
skills, etc. These include filmstrips, 16Mm films,
pmm films, video tapes, opaque projector, tape recorder,
etc.

Book Report

. A written or oral report that summarizes the exten-
sive reading of book, report or article. \iReport might
algo involve visual'displays,short acted scenes, etc.

Brainstorming

In brainstorming, participants' spontaneously express
t4eir thoughts about a specific problem--it is a let-

., raurse1f-90 session that calls for ingenuity and creativity
in seeking a solution to a problem. Brainstorming is
used to elicit both numerous and unique, ideas.

Compendium of Teaching /Learning Approaches.
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Bulletin'Board

Students or instructors may assemble pictures,
materials, etc. for display. Display will convey a
concept relating to study.

Buzz Groups

Several small groups Within a larger class or group
that meet, generally after a general session, to discuss
the presentation, analyze a problem, or prepare questions
for tie larger group.

Cartooning

Students may use cartooning to convey a message
or point of -view about area being studied. Cartoons use
exaggeration and symbolism to convey the message.

Case Study

The case study provides a description of a realistic
situation. Participants are encouraged to resolve
problems as if they were personnally involved.

Chart

A visual, systematic arrangement of facts. Used
for convenient reference of facts, comparison of quantities,
distributions, summaries, trends, etc. Facts may-be
in graphicor pictoral form.

Clinics

Participants are trained by clinic leaders. ,Activities
include one-to-one, small and large group activities,

Community Analysis/Study

The community is used as a tool to accomplish goals.
For example, the community is used to seleCt a.site
for several different types of businesses.

Conferences

Conferences are usually Used for problem-solving-
and fact-finding. Activities include a variety of large
and small group sessions. Participatioli of attendees
is expected.

lees

J

Compendium of Teaching /teaming Approaches (Continued).
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Crossword Puzzle

The use of crussword puzzles as an activity rein-
forces vocabulary and/or concepts. Puzzles do not need
to be complicated and can be created by students as well
as instructors.

Demonstrations'
. .,

Demonstration is thed3r6251ture ofdoing something
4p front of others either as a means of showing them
how.td do it themselves or in Order to illustrate a .

point. The effectiveness of this instructional technique
depends on the participants having a clear view of what
is being presented.

* Exhibit

An exhibit is a collection of materials arranged.
to convey a specific idea.

Games

A game is a representation of significant or .

central features of reality that require the participants
-__ to become actively involved in an experience rather than
merely witness it. Game is a broad term and includes
many techniques such al in-basket, case study, and role-
playing.

Group Discussion (Guided)

Guided group discussions are characterized by
adherence to topic or a problem for which the group
participants want to arrive at a decision or conclusion.
This type of.discussion is generally directed by a
leader.

Hands-on Experience

! Participants gre,actually,involved_in trying out
or creating a technique, product, or procedure., This
often follows a demonstration.

In-Basket

This technique is used to develop decision-ma ing
skills which4ocus on participants' abpities to set .

prioritites and carry out tasks: ar4cipants are asked
to assume specific roles and responsibIlities. They
are providedlaritten information in memo form about a
number oftasks that they must complete.- Participants
must determine which tasks they would attend to and
in what order.

Compendium of Teaching/ Learning ApProstphes(Continued)
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Independent S udy

A study or activity carried on by an individual to
accomplish specific objectives, which could include the
learning of specific skills or knowledge,

Institutes

Institutes are usually used flor training. Activities
include a variety of large and small'group sessions.
The

c
instructIonal staff provides most of the resources.

Interview .

A meeting of two px more persons for the purpose.
of obtaininginfopmation. Interviews may be conducted
in person or by phone. .Interviews- ay be taped, with
permission, for' later use in class.

Panel Discussion

A panel consists of a group of experts on a particular
issue or problem who participate in a discussion on the
topic and/or answer questions raised by class or group
participants.

Project

A project,is an activity involving one or more
class or group members designed to achieve definite
goals. It involves investigation and solution of problems
and the use of manipulation of materials. Emphasis is
on "'real-life" situations.-

Resource File

A file which includes pertinent details on persons,
sites, etc. that have been effectively used for class-
study. The filing system might include contact name,
organization name, phone number, address, and comments.

tP. Resource Persons

Persons in the community actively involved in the
class's area of interest provide an excellent source of
information. Resource persons can Be used as speakers4
panel members, and interviewees. They can provide
instructional resources, materials, and.on-the-job
learning sites. Care should be taken to avoid overuse
of individuals and appreciation for services should
always be expressed.

44
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Role-Playing
ti

.Role-playing is an instructional.tecnique in
whi=kticipants assume roles other than their own.
Str ed settings are described and participants
have the opportunity to express feelings, work out
problems, and experience other persons' roles.

The objective Of a role-playing situation might
be to suggest alternative solutions tq a problem, to
gain an understanding of another's feelings, or to gain
an experience in new situations. The situation Should, .

be clearly presented to participants.`

Seminar

Seminars-are used by groups Of experienced perhons''
to share experiences. Activities usually include small
group sessions under the guidance of,a group discussion
leader. There is a great degree of attendee participation.

Simula4on

ti .A simulation is a representation of significant or
central features of reality that-requires the participants
to become actively involved in an experience rather than
merely witness it. Simulation is a broad term and includes
many techniques such as in-basket, case study, and role-
playing.

Site Visit

A trip arranged for a class or group where instruc-
tional materials, activities, etc, may.be observed
in their functionl setting. Site visits may include
txips- to local businesses and industries.

Speaker

This is a mare-formal way of pres4nting i mation.
This is an efficient way of presenting information to a
large group of people. The drawback ii usually the lack
of audience participation.

Symposium
'

A symposium consists of a group of brief presentations .

on various aspects of a particular issue or problem.
Generally, after'the prepared presentations, speakers
participate in discussion and/or answettquestions raised
by.class-or group participants.-

14#

Compendium of Teaching/Learning Approaches (ContinuV1
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'CHAPTER 2

WORKSHOPS AND CONFERENCES
Effective Vehicles for Staff Development

Introduction

Rationale

CONFERENCES AND
WORKSHOPS

. ,

Group meetings are a time-efficient means for improving the performance of staff by helping
them acquire, enhance, or update professional skills, attitudes, and understanding. With sufficient
and proper planning, group meetings become a cornerstone to an effective staff development pro

.gram.

This chapter shows the Complex mix of foresight, decisions, interpersonal relations and
action involved in going from the planning driwing board stage to the successful completion of a
quality workshop, seminar, conference or institute. (The term group meeting will be used through-
out the chapter to encompass all these categories.)

Benefits.

Conducting workshops and conferences makes possible new opportunities for accomplishing
a variety of goals. Some positive results include: -

More efficient use of time and other resources by participants.
.

Increased dialogue between 'educators and members bf the business, labor, and.industrial
communities.

Increased flexibility with regard to problem-solving approaches.

Shared expertise and concerns in group sessions to achieve corrunon goals.

Planning for group meetings and their alternatives will be facilitated.

Impact of meetings will beenhanced by making a meeting serve the definite purposes set
for it.

Meeting methodology will be adapted to the persons and goals rather than vice-versa.

This chapter is divided into four major sections which imply a sequence. pre-planning, plan-
implementation and evaluation. Evaluation is the one component that is constantly at

work throughout the other three planning stages. In this way, revision, modification and improve
ment are built into the earliest of planning stages.

37
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Pie-Planning Considerations.

Pre-planning in essence means getting organized. It paves the way for well thought-mit andun-
hurried decision-making, cooperation, and program success. Among components of this stage are.

People and organliations with potential involvement are considered.

Planners are identified.

The meeting's initial purpose is examined.

Relevant groups are identified and analyzed.

Forces which may facilitatkor complicate the meeting are determined.

Strategies for working with persons associated with-the meeting are considered.

Pre-planning may be intuitive to some degree, but it is often found to make the critical difference
between high quality meetings and those of questionable value.

k

Purpose of Meeting A

Three aspects under the general umbrella of purpose should be considered. the basic inten-
tions, openness to change, and the benefits of thinking through both items.

Why does your organization want to host this workshop or conference? Be honest in
evaluating ulterior motives as well as public positions. Knowing_your initial.purposes
makes it possible to direct planning operations towards immediate actions or long-?ange
outcomes.

Now flexible are the goals, content, organization or process of the meeting? Will you be
willing to modify the content and organization based on the findings of solicited informa-
tion, outside help, advice?

Most conferences fail because of the discrepancy between what the planners think partici-
pants need to know and what participants want to know.

Making you!. initial purpose explicit simplifies early planning:
ran..

communication of goals Is easier

knowing the concrete focus, goal of the conference makes all future planning less diffi-
cult td structure

Target Audience and Sponsor Situations

Both the target audience and the sponsoring group(s) perform particular job functions, indi-
Vidually and collectively, and represent certain segments of one or more organizations or groups.
Taking into-account the social context and situations of these groups makes early planning more
effective.

30
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Adult Lea-mers as Contence Participants

Conference participants are usually adults whose time and involVement are not to be taken
lightly. To be successful, the conference must be treated as a learning situation involving a compli-

"cated grpup of learners. Experience shows that several techniques improve the impact that short-
term learning events may have upon adult learners. Six techniques are suggested:

Involve learners in the development or approval of the meeting's contenkA simple feed-
back questionnaire with room for revision may accomplish this purpo si. epresentation
on an advisory or planning committee is another alternative.

Stimulate motivation by setting the tone as one of learning (not just sitting). Accurately .
determine and communicate their and your expectations.

Relate the meeting's purpose and content to participants' work situations.

Treat learning as building upon current knowledge, not as totally new input.

Never underestimate participants' creative or analytical abilities.

Match desired learning outcomes with best presentation methods.

Choosing a Meeting Place

The planning process should consider both the benefits and possible problems of meeting in
a setting other than the work environment.

Benefits:

L

Freedom from everyday work distractions; ability to concentrate

Emphasiron goals and immediate tasks
410

Development of group dynamics, roles and processes; openness, enthusiasm, and commit-,- ment often, result
_

Easy experimentation with new ideas, beliefs, approaches, methods

Immediate or at least apparent behavior changes

Problems:

Resistance to sharing professional or personal problems with participants

Unreal situation; doesn't resemble everyday work or life situation

Changes developed in isolation not firinly established till.proven in real work world

Loss of group support when participants return to real world

Participants rust be prepared to deal with suspicions, nflicting opinions of non-
participants

3f ?



Planning Phase

During this phase a plan of action is developed and appropriate arrangements are made. Make
contacts, establish communication, develop expectations and secure commitments. Some decisions
are in the form of mutual undetstandings; other are contractual.

J

Types of Sessions

litany types of meetings may be developed to bring people and resources together. Brief
descriptions of several types of alternative sessions are listed.

Clinic Small-group sessions, emphasizing diagnosis and analysis of problems
arising from participants' experience. Clinic leadersdireclexploration
of problem areas.

Conference Gerieral sessions and face:to-face groups?. used.for problem solving,'
fact-finding, presentation of information, training, exchange of
exsgrience, developing'inspiration and securing commitment to action.

dies on participation by attendees.

Exhibition Display of ideas, products, or processes; used to illustrate or promote
information, materials br procedures. Uses graphic and audio-visual
media.

Forum

Institute

Seminar

Short Course

Symposium

General session; used to facjlitate orderly, public discussion after a
topic has been introduced. Relies upon skilled moderator and mature
participants.

General session and face-to-face groups, used for developing knowledge
and skills in specialized area of practice. Uses staff-provided resources.

Face-toface gtoups; used for intensive examination of relevant topics.,
Utilized discussion leaders as Well as content experts. High degree of
attendee participation and shafed experience a necessity.

Series of contentspecific general sessions or face-to-face groups; used
to provide intensive training o r immediate period of tip. Uses
staff-provided resources and coordination.'

General session, used to present siveral viewpoints on predetermined
topics. Uses brief, related speeches by content experts.

- ,
--,.

Working
Conference Organized like a conference, but,places heavy emphasis on resolving

problems rather than addrmin,g topics or issues. Relies on attendee
,, preparation prior to meeting and participation during meeting. Program

is etpecially designed to maintain group focus upon problem- solving
process. .

...:,-*
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Technkfues for F

Often the conferen
niques serve particular ob
for facilitating group panic

Audience
Reaction Team

Brainstorming

Buzz Session

Case Study

'Demonstration

DiSCussion
Group

Learning

gram uses several techniques to encourage participation. Some tech
tives better than others; while others help avoid monotony. Techniques

ipation and learning are presented below.

Small group of staff or self-selected persons from the audience join
the skaker or resource person, and representing the audience, raise
questionSand seek - clarification.

Freewheeling, uninhibited group discussion intended to elicit as many
ideas from the group as possible, with no thought to piacticWity or
logic. Emphasis is upon creative responses to a topic. Rationale use
of them follows later.

Involvement of every member of audience in brief (5-7 minutes) dis-
cussions on particular topics. Audience is "divided into small groups
(5 to 7 persons) each person presents his/her views.

Description of a realistic situation that participants are encouraged .

to consider; may attempt 'to resolve as if they were personnally in-
volved.

`it
Presentation that showttiow pehorm v ittan acti vity or tause a pro-
cedure. Often followed by the learner,carrying out the activity under
the guidance of an instructor.

General Session
ry

.

Wands-on
Experience

,ice- Breaker,

Irgirview

Lecture
(Speech)

-Meeting of persons to deliberate on topic of mutual concern in order
to attain better understanding of topic or to arrive at a decision or
conclusion. Generally directed by discussion leader.

Meeting of total participant grou o receive information or to achieve
consensus.t'

Participant activity which tries out br.,creates a technique or product.
Often follows a demonstration.

Variety otgroup activities in which participants become more at ease
ea other by learning each other's names, backgrounds, and

interests.

k

Presentation in which one or more resource person responds to ques-
tioning by one or more prepared and skilled interviewers.

Prepared, formal presentation of informption by a qualified, expert
to an audience. Speaker may provide hand-out materials, and use
audio-visual media to complement oral presentation.

314,
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Listening Team Small group frOmthe audience who liYefi to speaker, takes notes,
asks questions or summarizes topic at the close of a presentation,
Serves as a means of providing interaction between speaker and audi-
ence:

Panel Discussion Small group of experts on a particular issue, topic,. or problem who
/ hold an orderly discussion on an assigbed topic in full view of audience.

Panel discussion is often followed by questions-from the audience.

Follow-up session to a formal presentation in which audience directs
questions to program participants.

Question. Period

Role-Playing

Simulation

Site Visit
(Tour, Field
Trip) Pre - arranged group visit to an object 9r place of interest for firsthand

observation.

Skit Shbrt, rehearsed, dramatic (though not necessarily serious) presentation
involving two or more persons, Usually acted from a prepared script
to illustrate a situation" or a problem.

Acting out of real life situations based upon participant's understanding
of the role. Used to explore theviewpoint of another person, express
feelings, work out problems, and g erience in new situations.
Often followed .by group discussion he implications of the per-
formance to the situation or problem ng considerbd.

Representation of.significant orcentral features of reality that serve as
the context for participant involvement in an experience rather than
merely observing it. May utilize techniques such as case studies or role-
playing.

Skillpractice
Group , Relatively small group of persons who meet under supervision, to

practice and improve recently-acquired skills.

Special Interest r
Group -0-1, Relatively small group of persons meeting to exchange Opinions and

ideas about common interests, responsibilities, or experience.

Work Group
(Task Force)

Laying the Ground4ork
V,

Relatively seriall group of persons who meet several times to work on
a problem or assigned task and come up with actions, recommenda-
tions, decisions, or findings.'A report is often expected. ,

ts

4'

The first step of actual planning expands and formalizes much of the work begun as pre
planning considerations. The planning group is officially, .gathered and assigned responsibilities.
Based upon a thorough analytis of sponsor and target population situations, participant needs and

C 4
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goals are determined. Objectives are then developed for the meeting and arranged in priority order.
The information prepared during this process then serves as the necessary.groundwork for planning
decisions about conference activities and logiitical arrangements.

Organize Planning Group

Persoris identified in the pre-planning stage as relevant to the project should now be organized
into a planning group. As described earlier, different persons may perform different roles.

In essence, the total planning resources should include a work, group and advisory grOup(s).
The work group Will become involved in information collection and analysis, objective formation,
and final decision making. The advisory group provides additional insights into relevant issues and
problematic situations.

Determine Needs and Goals

During the pre-planning stage, a general idea of why the sponsor wants to develop the meetint
emerged along with the reason members of the target audience might want to participate.,Now
analyze these facts. The analysis process primarily becomes a matter of identifying, clarifying, and

`relating sponsor and conference goals and target audience "needs." Group goals into learning and
other categories. Signe goals indicate specific new abilities or attitudes that conference meetings--
are supposed to develop. Other goals may be more conCerned with group dynamics andprocesses,
such as determining participants' opinions, creating neW relationships among sponsors and partiCi-m
pants, or seeking group decisions on relevant issues.

The needs analysis aspect of the process can range
I

from a simple analysis to a quite long and
involved needs assessment. Consequently, the following discussion will suggest some reasonable
methods for determining needs of conference participants.

Two effective approaches to determine needs in eciucation are the problem-analysis method
andthe competency-model method.

Problem Analysis Model

,This model determines needs in a systematic process clarifying problems or concerns so that
causes and solutions indicate what resources or actions are needed.

Solicit statements about unacceptable dondits

Clarify and substantiate the statements A

40. List unacceMable conditions along with appropriate remedies

The Competency Model

This model seeks to determine need by measuring differences betveen current competencies
and ideal, desired or required competencies.



it
Develop a competency model to identify desirable or required skills

Measure current performance levelselative to desired ones

',tescribe the difference between actual and ideal competencies needed

The next step is to identify needs-arta to establish priorities. Needs are often ranked in
priority by number of persons affected, benefits, of improving conditions, costs of resolving the

',needs, or the ultimite impacf of resolving Particulaineeds.

List and Prioritize Objectives - O

Objectives contribute4o the success of a meeting several ways. They:

Define parameters-establish direction, give-purpose to/the meeting

Provide a 6asis for potential participants to choose to attend ,

Provide basis for determining irnpact of projeCt thtough evaluation

Set realistic expectations for participants

Priorities may be assiganed according to the following criteria. mandated responsibilities, target
audiences, feasibility, costs, short end tong range benefits to both sponsor and participants, timeli
ness, political implications, or resdirce.limitationsi

-
Decision-Making

Decisions outlined in thid sectm establish the basis foot immediate and future actions.
Decisions more closely 'related to the9onferenbe'inperation.after it begins are listed in the Imple-
`mentation Phase.. v.

/
Determine Type, Date, Leng th and Site of Meeting ,

t
Choose the most functional type of meeting based on the primary purpose.

. Give consideration to time anctseasooal c traints. Select alternative dates.

Determine most appropriate length and site after weighing time, travel economic con-.
straints of participants.

-

DedisionsOn length alld site are often based on compromises.
00'

Prepare Budget Plan

Plan the budget considering revenues and expenses. jA budget checklist follows:



Opportunities for revenue may include:

Charges to participants

Appropriations from the general
fund of an organization

Contributions from outside sources

'Priortto-meeting expenses may include:

Printing costs

Postage

Office supplies

Material-and equipment storage

Grants from non - profit foundations

Contracts.with co- sponsoring agencies

Fees from exhibitors

Salaries

-Travel expense' s

Telephone messages

Resource persons and staff expepses may include:.

Transportation to site

Local-transportation

Other per diem expenses

Ficility expenses may include:

Meeting rooms

Banquet rooms

Hospitality suite

Meals

Coffee break

GratuYities

Supplies (signs, badges, etc.)

Post-conference expenses may incl e:

Printing

Seiectend Orient Staff

Imritementing m
ners. Identify coordinatin
include:

Speaker fees

Accommodations

Decorations

Union fees

Storage and handling

Equipment operator

Electrician and custodian

Equipment rental

Postage

conferences and workshops requires staff assistance in addition to plan-
and s j rtppo needs. Staff members and services that may be needed

. I
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Meeting coordinators

Bonded fee tellers

Stenographers

I-
Registration clerks

Copy machine operators

Switchboard operators

O. Typists Equipment operators

Guards Emergency medical personnel

Bartenders
t

A general orientation session is helpful. Staff who understand the overall conference intent, process,
and leadership can respond more effectively to routine and unexpected demands.

-Select and Orient Resource Persons

Selecting a resource person becomes primerily a matter of choosing the person who can best
perform the desired role. Other important considerations include availability, fee, reputation, and
experience. Not all guest speakers have to be "big names," ner do all resource persons have to pre
sent speeches. They may perform other functions better. :4

The resource person, once selected, needs information to perform his/her role properly. Types
of information which can orient the resource person to the meeting include:

Basic information about the meeting: V-

- Time, date, place, purpose of meeting

Types and number of participants

.V
Nature of sponsoring organization

Copy of tentative program

Information abou,t his/her responsibilities:

Type of presentatioh/help desired

Reason for selection

Subject to be covered; desired outcomes

Common interests of audience

Amount of time available

Activities following presentation
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Persons to tum to:

Contact persons.for content questions

Contact persons for preparing handouts

Contact persomfor reimbursements
1

Contact persons for meals and lodging

Financial arrangement

Travel Receipts required

Per diem Paperwork required

Fee or honorarium Probable paymbnt schedule

--- Method of payment

Logistical arrangements:

Necessary arrival and departure dates

Accommodations

Inter-city and local ground transportation

1.

Planners in turn, should secure the following information from resource persons:

Biographical material:

Name, title, and present profession Photograph

R_ esume or vita

Resdurce materials:

Title and lengthof presentation 'Advance copy of speech

Planning information:

-L. Special materials or equipment needs''N Travel arrangements

Planning Activitiesand the Agenda

The agenda of events is not just the schedule of the meeting, it is the meetingat theplanning
stage. Before scheduling anything, compile lists of events or activities that must be done. Three
lists could be prepared:



14,

Logistical activitiesgettiniihe right person together with the right resources in the right
place at the right time

S

Learning activitieshelping the participants learn the right things according to your objec-
tives

Other activities getting participants to complete procedural activities

.1
Some additional tips on fitting various activities/skills/needs with appropriate events follow.

What is the best order in which to introduce the subject or activity?

What learning activities are independent?

How much time is available?

How much time is needed for each subject or activity?

Consider audience ability to concentrate

Is there an optimal time of day for the activity?

When are more active types of activities needed?

When will participants benefit from presentations? ----

What constraints are imposed by resource persons or availability of physical resources?

The following are some additional suggestions for developing an effectivesagenda:

A social hour at the beginning of the conference is beneficial if participants do not know
each other. This could be combine$:1 with registration. '`

Meetings have a greater impact when a few topics are covered in depth.

Participants gain from having time to discuss, comment, and question aftera prepared pre-
sentation. Small group sessions may helPp facilitate such interrictidri.

Break-up sitting and listening,activitiei with more interactive and physical movement
activities.

State both small group and large groupactivities.

Use alternate learning strategies for variety.

Obtain feedback and evaluation from the participants anduse it to adapt or improve the
proceedings,

40
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Flan Promotional Strategies

The following kinds of information are basic to promotional announcements:

.Objectives of the meeting

Brief description of major topics

Information as.to open enrollment or application screening criteria'

Date and site of meeting

Contact person for the meeting: address, telephone number

Registration fees, procedures, times, deadlines

Accommodation arrangements, rates, procedures, times, deadlines
4

Travel and parking information

kciaMotiqational materials such as suggested readings, items to prioritize, or thought-provo
questions

Prepare Evaluation Strategies

Evaluation judges the success of the meeting in terms of participant feeling, the achievemerit
of objectives, or the impact of the program. Decide whether daily feedback will be solicited and'
used to modify conference proceedings.' If so, keep the agenda flexible. Although evaluation is
usually treated seriously at the end of a meeting, the strategy for evaluating the meeting along
with the appropriate instruments should be built into all aspects of the plans and agenda. See the
section on Assessing Impact as well as Chapter Ten for a more 'specific discussion.

Logistical Arrangement

Suggestions are listed below:

ommodations and local travel. When overnight accommodations are required, arrange
mer must be made with local hotels or motels for blocks of rooms. Communicate the arrange-
ments to partrcipants and resource persons. Negotiations for accommodations should consider
the following factors:

Probable numbers of participants' roam's required

Conference room rates and the period for which they apply

Probable number of rooms to be held for special guests or Officers

t Number of complimentary suites and rooms to be provided
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Billing procedures on room expenses.

Date that uncommitted rooms are to be released

Two approaches might be utilized for cootdinating participan%occommodations:

Partitipants,could tre provided with direct mail reservation forms.

' Participants could mail all registration forms to project staff, who in turn make reservations
at the hotel or mute riot recommended for large groups,.

Regardless of approach, provide participants with the folloWing:

Room sizes and rates

ReserVation procedures

. Deadlines

Contact name, address, telephone number.

Ground transportation or special conference buses

.4

Facilities. Locate the meeting in facilities of the appropriate quality and size. Colleges and
schools, community auditoriums or centers, or hotels or motels may serve as meeting places. The
basic types of spate that are often needed include: registration spate, meeting rooms, banquet
room(s), hospitality suite, and exhibit hail. In arranging for the:use of particUlar facilities, con-
sider these factors:

Correct schedule of room assignments; dates, and time%

Seating capacity and type of seating arrangements required

Type and quality oflighting

Public address system required

Speci'al equipment required and room's capacity for it

Coordination of room use with building management r

Costs Of rooms, equipment, and services-

Time required to set up for meetings

Availability of soft drinks and coffee machines.

Availability of lounges and restrooms

Unlocking of rooms, opening.and closing of building

Contact persons for last-minute changes or emergenciet
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Equipment and materials. Correct*equip ent and materials must arrive in the right place at
t e right time. The persons in charge of ea of the agepda events (e.g., presentations, registration,
rte visits) should be contacted to identify their particular needs. Arrangements must then be made

to secure the equipment or materials and have them available in working order when needed. Equip
ment is usually rented; reservations should be made well in advance.

The following list of equipment and materials can serve as a basic checklist:

Supplies

Note paper
Binders
Pens'or pencils
Marking pens
Transparency.marking pens
Stapler
Scissors
Paper clips
Masking tape
Scotch tape
Name tags
Rubber bands
Index, cards
File folders

-Ruler
Chalk

Aydio-Visual
Equipment & Supplies

Projection screen
Carousel projector
Film projector
Take-up reel
Extra projector bulb
Extension cord
Adapter plug
Tape recorder
Blank cassette
Batteries
Easel
Flip chart
Chalkboard
Overhead projector
Transparencies
PA system
Microphones
Typewriter
Camera
Videotape recorder
Photo copy services

Rrepared Aids

Participant packets
Overhead transparehcies
Slides
Flip charts

Furniture

Tables
Chairs
PodiUm
Stands for AV equipment
Registration table

Replacements for Missing or -
Broken Equipment or Materials

Supplies
Equipment
Furniture

%-

Displays and exhibits. Gather information about the facilities to help exhibitors make the
necessary arrangements. Consider. floor plan and traffic flow, number of exhibits allowed, size
limitations, set up and dismantle dates, electFician and carpenter services, partitions and backdrops
needed, security precautions, storage facilities, means of access from outside of building, and
costs of labor and other services.

Group meals and refreshments. When meal arrangements are,being made for a particular
group, attention should be given to-several aspects:

Number of persons to'be served, reservation and deposit

Special menu or orders from standard menu

Seating arrangements; number at head table.

Costs, including taxes and gratuities

Method of payment: cash, tickets, charges

.4
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Deadline for payments

Time required for table set-ups

Availability of lectern and publieaddress system ,

Availability of cocktails

Contact persons for last-minute changes or problems

Communications throughout meeting. Communication throughout the meeting can be ar-
ranged for by:

Conference telephone desk

Message board (probably near registration desk)

Daily bulletins

Roster of particip is with local addresses and telephone numbers

Registration

Since registration is the first contact with each participant, it should be efficient, painless, and
informative. Pre-registration by mail greatly facilitates this conference stage. Prepare alLname
badges and records in advante to reduce staff and participant time required.

- Consider the following ideas for well-functioning registration process:,

e Welcome br information booth'

Visible, easy to find location

Adequate number of staff -

Orientation of registration staff

Necessary registration materials: supplies, packets
ti

Necessary furniture and equipment: typewriter, cash box, file boxes

Adequate sighs posted for directions

Friendly, welcoming atmosphere

Implementation Phase.:

It is during the implementation phase that ay plans are put into operation and the meetings
,.are conducted.

f
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Review Plans

finalize and distribute agenda. Before agendas are mailed to participants or inserted into con-
ference folders, double-check them for accuracy. o

Changes in resource persons, topics, room assignments or schedules

Sufficient number of breaks
. -

Adequate lunch time

Wra,p-up and evaluation time provided

Make provision for posting last minute changes in agenda during the conference.

Confirm arrangements with resource persons. Before/resourcepersons arrive, confirm accom-
modations and transportation arrangements, eq-uipment and material needs. Arrangements for
reimbursements and fees and required biographical information should be understood.

Confirm logistical arrangements. All contractual or other agreements should be confirmed
to avoid any Misunderstandings 8r surprises, including lodging,-local transportatiOn, meeting rooms,
registration facilities, equipment rentals and operators, group meals and exhibit area.

Print or acquire materials: Materials which serve as hand-outs for participants or as support
materials for staff should be oi'deredor printed 1..,velLin advance of the meeting. Time should be
allowed, for negotiating bids and contracts. Materials frequently used in conferences include:

L
4

**Invitatioh to the meeting

Flyer-or brochure with schedule of events

'0. Materials for presentations: speeches, case studies

Evaluation, registration forms

Signs: registration, daily announcements

Map of building, city, hotel

- Promote event and recruit participan6. Efforts to sell the event should be addressedas directly
to the target audience as pcdsible anttshould emphasize hoW the program will benefit it.

_,

-4 Conduct Meetings
... . .,

conduct registration. Befo fegistration actually begins,'checkcheck to instfre that:

t Registration deik is.1 ell lighted and easily identified. .
. .

e ,! Program packets ari other materials are available.
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Type-writerfileboxes, pens, and wastebaskets are available.

Farms are available for registration, receipts.

Extra tables 'and materials are available for participants to complete forms.

The registration staff should be fully informed o several aspects of registration.

Basic and late registration procedure

_Handling cash, checks, of refunds

Information required for forms or badges

Procedures and prices for tickets,-

Medicaliemergencies

a t

"Local community and lodging information

Assist resource-persohs and guests. Resource persons and guests deserve and require special
treatment. Considerations include:

Someone to greet them upon arrival

Someone to introduce them during special events

Forms to be completed and signed to guarantee their expenses

Double-checking their last minute equipment and materials needs"

Insuring that they know exactly where to be at what time

Briefing them on conference progress

Acquire materials and equipment; coordinaie use. Assuming that all arrangements were made
Well in advance, the use of equipment and materials should new be only a matter of distribution.
flowever, something is always in the wrong place or missing. Some precautions include:

Identify contact pertoR for each type of equipment or material.

Assemble and checkout the equipmeht in advance. ,

Haie extra bulbs, batteries, tapes, extension cords available.

--10Arrange to have equipment returned on time.

Facilitate group meetings. Even though many meetings are conducted4by resource persons,
confer planning staff should be available to initiate and help with the meeting. Some staff
responsibilities would include:

46
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® Irsuring.tliat esource person is in right plaie at right time

.. Briefing resource person on situation and expectations

. Besolving any last minute problems with equipment, etc.

Preparing au ence for resource person

intercede t'points of conflict to keep owing

Coordinate displays and exhibits. Confelonce staff should help keep the following persons
accessible to each other: building maibtenanceerogram policy makers, exhibitors, information
desk, and security staff.

onitor Pr9gram Operation

Monitoring takes place through solicited feedbaa from program articipants and can result
in adapting the program in several ways. Several sped of feedback pneradaptation are presented
below.

Feedback:
ca

Purpose to keep planning and coordinating staff aware of the positive and new-
tive things that are happening among participants (and staff members,
too).

Methods informalstaff involvement in all aspects of meeting with verbal or
written reports to leadership; constant discussions with key ,partici--
pants or representatives of participant grbups; evaluative discussions
with 4uest speakers or discussion leaders; "floating" and listening to
comments in meetings and in other places of congregation.

formak-dally questionnaires on the best, worst aspects df the meeting
so far ... administered to participants, leaders, staff; group discussions
with participants on how things are going, whether changes should be
made-in agenda, whether new resources should be brought in, etc.

Adaptation: Follow through . . . change agenda, adding or subt 'racting time for
various items; bring in new resources: persons, materials, agree to pro-

2 agenda items, e.g., from lecture to group discussion.
vide additional resources (mostly materials), shift emphasis on selected

'Foltw.,up Activities
,

After the meeting is over, aegfal activities remain. Example follow-up activities are listed
:below:

Maintain communication among participants (roster, newsletter).

it
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Send thank-You notes to resource persons an&special guests.

Fpu Ifill all financial arrangements and obligations promptly.

Ana lyze evaluation results.

Write and submit a formal report, if applicable.
t

a.

Assessing Impact

°Evaluation
0 .

A .
A

,
.

Forniative or interim evaluation focuses on factors that can still influence the overall success
of the group meeting: participants' perception of conference strengths and weaknesses, the plan-
ning and organization of the group meeting, the effectiveness of the speakers and the usefulness

f and quality of resource br instructional materials used. I 4
. , . - ,

These data provide planners with information to alter the remainder of conference activities
4 ' if necessary. If the meeting is large,, then a written evaluation instrument may be used for daily

feedback. (See written evaluation instrument in Chapter Ten.) This instrument May be comple-
mented by information observation, i.e., participant attentiveness, notetaking, the 9uestion and
answer sessions, and by informal feedback from attendees.

,, ..

The final or summative evaluation will usually take the form of a written instrument but can
.

also be supplemented by informal observations. The final evaluation tries to tap participant opinion
. of the conferanceas a whole. lo doing,so, study the following areas:

..q

t.

0

..

. Planning and or g rsilcaTiOn of the group meeting
. , .

,
Extent to which conference objectives were met

. .
Usefulness of materials, topic and preientations, ./'A *Suggestion for future conferences improvement;)

,..:.,..

ersA
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RESOURCE MATERIALS

...
The example materials illustrated in this part are designed to be adapted and used selectively

as your situation dictates. The purpose of these materials is to show a variety of standard forms,
letters, suggested procedures, and other similar aids that woyld be useful to vocational educators.

a

List of Illustrations:

Conference Planning Check List

Plan ning by Objectives

. 4/Sample of Daily Evaluation Questions

49
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Tjtle:

Daies:

Site,: VParticipants.

le o
,Target

Date
Completed

.

Person
Responsible

J
: Item

.

.

..

'

-',.....--

.

A

.

..*

..,

4

.

.

.

,

,

A.

.

.

.

.

',

.

*

.

.

...

.

1. Determine needs and objectives
,

.

2. Prepare a budget plan

3. Clearance Procedures

4. Determinedates of conference
,. .

5. Determine conference site

36. Determine conference format
s:-

7. Planning by objectives
-

'8. Facility arrangements

9. Invitations
,

l.Participant transportation .

11.Participant accommodations

12.Loca1° travel arrangements
. -

13.Heeded staff arrangements
.

14.0onsultant/speakers

15.Materials/Audio-visual equipment

;16-Agenda ,

,

17.Promotion ,

.

18.Refrethmentsimeal -

19.Agal arrangements.

20.Exhibits
, -

21.Workshop valuation

22.Follow-up letters

23.Final Report
.

Conference Planning. Check List
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Planning by Objectives

a

Objective

Target Group

%..

;
,7Type of
Activity

, 1(

Facilitator/
Consultants
Required

Staff
Required

.

SuppTits

.
Needed

4,

AV

.

,Equipmet nt

iii

Evaluatiod

.

.

Time
.

Facilities/
Location

.

Cost

.

.

.
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.

.
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.
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Date

Sample of Daily .Evaluation Questions

Sample

f

1. What, were the_ two best .aspects of today's activities?

a. 4

9

2. 'What two aspects af.today'z .program 4instructional-
format, content, environment, etc.) most need
to be improlMd for tomorrow's sesS'ions?

a. 0

3. What new terms or Concepts (if any) presented
during today's session need further explanations?

Any additional comments you would like to make on the
back of this sheet will be 'greatly appreciated.

V

'Thank'Youi

of of Daily Evaluation Questions
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: COOPERATIVE INTERNSHIPS

CHAPTER 3,

COOPERATIVE INTERNSHIPS
Contributions to Staff. Development ,

<Introduction

The rapidity with which technologies in buiiQess and industry are continually changing
requires that vocational educ.ftors keep in close contact with practitioners in their field and with the
work environment for Whicti they are preparing, workers. One of the very effective vehicles for
keeping -technical knowledge and skill, t,,Ato date is the cooperative internship This is effective on
two levels:

1. Through cooperative internship courses at the university which provide supervised
employment learning earning experiences for both experienced teachers and those pre- -
paring to teach'

2 Through cooperative education courses in the schools which enable the teacher-
coordinators to visit the workplace of their technical area in business or industry and to
interact with peo6te there

A

Benefits

There are significant benefits to vocational teacher
teach who either enroll as interns in.a cooperative r gram at the university, or who supervise

Id administrators and those preparing

or teach in cooperative education programs in secondary school or two-year colleges.

The cooperative internship courses at the university may be either at The undergraduate or
graduate level. They are designed to provide a meaningful levelof employtnent in the enrollee's
technical field, to refresh skills, to update technical knowledge, and to establish contacts in One's
technical area: These courses-often meet the certification requirements of vocational teachers or
coordinat2ns.,of cooperative programs.

The cooperative education cocirdinatori in secondary hoofs and two-year colleges place stu-
dents in positions in busine's1 and industry and coordinate he students's) elj and in-school
'experiences. This'requires their frequent contact with per s iniausine, management, personnel
departments, and first line supervisbrs. The coordinators visit t place o business to observe the
students and talk with their supervisors. This interaction helps keep the 'oordinator's knowledge
current. 4

N'Y
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The following list identifies benefits to be derived from this interaction with busin6ss and in -.
dustry for the profesiionat development of theteacher-coordinator, The same benefits are true for
teachers enrolled in cooperative internship courses at a university. Possible' benefits include.

Refreshing, developing, and updating skills

Bringing technical knowledge up to date

Working with the latest equtPmerit" Developing nd establishing contacts for placing interns and graduates

Establishing contacts for resource speakers and advisory committee members

Meeting certification requirements

Earning while learning for both inservice and preservice teachers

Providing illustrations, anecdotes, and cases-in-point for teachers to use in their presenta-
tions to students

Providing firsthand experience of the skills_requIred for workers

Planning Procedures

After the need has been ascertained and the benefits identified, ot4r information must be
gathered. Careful planning will enable building a sound program. The following items need to be
considered in planning for a cooperative Internship program:

Identify needs and benefits

Assess whether your community offers a sufficient number of training sites

Check policy and procedures of department and/or institution approval

Secure approval

Check state education agency regarding regulations and requirements

Get'commitment of financial resources to conduct program

Establish advisory committee

Available Training Sites

Determine whekher the community or local area has enough possible training sites to conduct
the intetnship. Site aVailability depends upon the size of the town or city and the kindlot job
needed.
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Policy and Procedures of Department,and Institution

In planning to establish a cooperative education program in your department, the policies
and procedures of your institution must be ex-emined and followed. These will include such
policy and procedures as:

i Institutional procedures for approval of a new course or program

The state education agency requirements in creating a cooperative program

Funding procedures

Union requirements (it applicable)

Certification requirements (if applicable)

Coverage required for liability, accident, and medical
.

The opinions,-recoffiinendations, and support of other faculty members` in the department are
very important in the formative stages. Administrative support and approval are necessary to begin
the pfogram..

'Commitment of Financial, Resources

The school must be financially able and agree to provide funds to hire a qualified coordinator.
This must include time fo promotion of program, placement of interns, supervision of interns, 4'
and evaluation of programFunding also must provide for whatever related classes tfie state edu-
cation agency requires.

An''idequate source of continuous funding must be established for the operation of the inter-
ship program. This budget must cover the casts of:

An internship coordinator

Tifne require:ft° place interns

Recruitment and counseling of interns

Time required for supervisipn and coordination

Secretarial services

Office supplies

Promotion

Travel to site (often reimbursed by state)

Telephone service

Teaching related classes

go
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Compensation or Financial Assistance for interns

Interns wha work in business and indristry.should be paid by that business or industrial
organization for work performed. Payment can be regular salary, hourly wages, or a special fellow-
ship or scholarship..

Select Internship Teacher-Coordinator

The teacher-coordinator is the key to a successful cooperative internship program. The coordi-
nator should have a meaningful level and length of work experience in business or industry in his/her
technical field, as well as preparation and teaching experience in his/her area of expertise. Ct is im-
portant that he /she.works well with a wide variety of people in order to recruit interns and to
attract employers to participate in the program. He/she should be skilled in promotion and public
relations in order to get schciol and community'support and participation. In summary, the .

teacher-coordinator should have the following attributes:

Preparation, knowledge, and skill in his /her occupational area

Employmetitexperience in technical field

Successful teaching experience

Background ih coordination techniques

Good human relations skills

Contacts with prospective employees and employers

Promotional skills

Advisory Committee
1

I

The existing departmental advisory, committee can be used in the cooperative internship
program or a separate` advisory committee can be organized to aid in-planning, implementing, and
evaluating the program. In selecting committee members for the Cooperative program, consider their
ability to help the coordinator in securing participating employers. For more information about
advisory committees, please refer to the section in this handbook on that topic..

Planning Checklist

Identify. needs and benefits

Ascertain sufficient supply of training sites

Determine Taculty and administration support

Get institutional approval for new programs ,

56

64



Check requirements and regulations of site department of education

0 'Get financial resource commitment and budget apptoval

O' , Select internship coordinator

0 Confirm advisory committee member

Implementation

After the basic planning has been done and official approval received, action to implement
, the cooperative internship begins.

Publicize Program in the Community

.
Creating community awareness of the cooperative internship program is an important step

in launthirtg the program. The objectives of the program and its benefits to students, employers,
and the community need to be communicated. This should be done enough in advance to get in
the school bulletin and course catalog.

Good advertising and publicity must preceed the program by several months in order to
assure a healthy pool of both potential interns and training stations (employers). News releases need
to be prepared for local newspapers and magazines. The coordinator should seek time on local tele-
vision and radio shows. Appropriate professional organizations and trade associations are prime
audiences to tell about the program as members will continue to spread the word. Facu-lty meet-
ings and student organizations and groups should be given the information through presentations,
brochures, and articles in internal publications. Potential employers should be contacted.

In summary, the following methods can be used to publicize the program:

Prepare a pamphlet or brochure describing the program

Circulate informatioh an the program to faculty and staff
.

'Write an article for thaschool newspaper

Have information prepared in advance for the schdol bulletin and course catalog

Speak to faculty groups and student organizations

Contact potential employers

Appear on local television and radio shows

Write arti les for local newspapers and magazines

Speak organizations and trade associations

e
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Build Contacts with Potential Employers of Interns

A time-onsumirig aspect of establishing a cooperative internship program is locating and de-
veloping good training stations. Potential intern employers must understand both the educational
objectives of the proghm and the benefits to participating employers. ,

_Set Up Criteria for Internship

Establish the criteria that applicants must meet in order to qualify for the internship.

Application for Internship

Once potential interns have been contacted, they should fill out an application form and sub-
mit it to the coordinator.

The applicant should provide the following information:

Name, address, phone

Present position, if employed

Past work experience

Education,completed

Skill and knowledge competency

Career objective

Position desired

Reason for wanting -to participate in program

Other pertinent data

A sample Application for Internship is included in the Resource Materials in this section.

Interview Applicants

The next step in t e selection procesi is to interview applicants. This should be-done by the
coordinator or a selection committee appointed by the coordinator. The interview provides the
opportunity to look further into information prolvided on the application, to.assess the applicant's
personal qualities, andthe applicant's human relation skills.
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lect Interns

After all the applicants have been interviewed, the coordinator and/or selection committee
will then accept the candidates who qualify foYthe program, limited by the number of students
the program can accommodate. The size of the group depends on staff availabilitystipend funds,
number of training stations, and travel to the internship site.

Consider an applican t's qualifications andhis/her potential for benefiting fronk the internship
experience in the final selection. In addition, the following aspects deserve prime consideration.

Desire to acquire additional compapncies
or

Previous knowledge/skill that will,faciRate applicant's entry into his/her area of interest

Poiitive concern for developing and improving programs in vocational education

Part of a,required training or degree program

Locating and Selecting Training Stations

Once the candidates have been accepted and an assessment of their skills and internship
needs determined, potential employers who can provide suitable training stations should be
coat ted to interview appropriate interns. This matching of intern with internship employer is
a cri ical part ofthe-process. A good matching enables a successful experience for all, an inappro-
pria matching often creates many problems. It is usually advisable to have a prospective employer
inte ew Iwo or three internship candidates the coordinator chocises and have the employer then
sele he inter employee he/she wants. This interview procedure gives the employer some real input
in t e selection process.

Interns may individually' locate appropriate training stations or put the coordinator in touch
with personal contacts. A final assessment and approval of such a training station, however, should
be made by the coordinator. The program or department advisory committee also can be a valuable
-source of assistance.

The following guidelines can help evaluatiOn potential training stations:

The setting must be able to provide experiences needed by the intern.

The location must be able to provide a wide spectrum of experiences.

The employeds top management must endorse the prOgrarn.

The employer must be able to provide a supervisor willing to accept responsibility for thee
intern.

The employer must be able to provide necessary work hours for the intern and provide safe
working conditions.

o' The setting exposes the intern to the latest developmens in the field.
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Internship Agreement
. -......)

To help insure that all parties Understanot the objectives of the program and what their respec-
tive responsibilities are, the coordinator should prepare a written agreement to be signed by the
employer, the intern, and the coordinator as the representative of the school. This agreement would
not be a binding legal contract, but rather a statement f understanding. The agreement should
contain such items as statement of educational purpose, res nsibilities of each paparty, work hours
(daily and/or weekly), length of internship, title of position; a amount of compensation. . .

I
The Resource Materials in this section contain some sample Itternship Agreements:

Individualized Training Plan

After the internship agreement has been signed and before title intern begins work, the em-
ployer, on the -job supervisor, intern, and coordinator (or at least the employer and the coordinator)
should sit down together a develop a step -by -step training plan. This should include a job descrip,
tionAbe major areas of experience to be gained, a breakdown of tasks involved in these experience
areas, and the approximate length of time to be spent in each skill area. A sample form of a training
plan is included in Resource Materials in this section.

An important function of the individualized training plan is to secure the commitment of the
employer to provide a growing, learning experience for the intern. If also helps to insure thaethe
intern's objectives for participating in the work experience are met.

de
Forms Recording Internship Experience

Forms should be provided for the intern, coordinator, and employer which provide both a
record of the work experience and an evaluation. These forms are:

Weekly Job Report (Intern)

Visitation Record (Coordinator)

Evaluation of Intern (Employer)

Samples of such forms are in the Resource Materials in this section.

Weekly Job Report. The intern should maintain a record of the activities he/she has performed
on the job, what he/she has learned from this work experience, problems encountered, and what
help or additional information he/she needs to perform better or move into new areas of responsi-
bility.

Visitation Record. The coordinator should keep a record of his/her obsenrationswhen visiting
the intern at the training station. Information OR the form can be selected from the following items.

Name of intern'

Name of employer
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Date and tirile of visit

Length. of visit

e Whether training plan.wai dpi cussed
-r
'Atmosphere of office or work environment

Attitude of other emploSites toward intern`

EffiCiency or tack of 'in work place

Appearance of intern 9

What intern was doing N--

confe ce' with supervisor

Strong and,weak poigits of intern

* .

New activities to be undertaken
. .

The coordinator should make an appointment for the visit with the employer or supervisor.
When at the training station, the Coordinator should have spedific fopics he/she wishes to discuss
withthe employer/supervisor and not take more of the employer's time than is necessary. He/she
-should also talk wittrthe interai andobserve him/her on the job. ,

a es e s e

Qpality of work

,Usebof time
1:;.

Working relationships

Vie

a

,Evaluation of Intern's Performance. Once or twice during the grading period the employer
should fill out the required form to evaluate the intern's performance. The form can provide both
rating scales'to measure performance on specified aspects and sections for open- comments. Sug-
gested aspects for evaluation are: 14-

*Ps'

Skills Attendance

Production rate --Promptness

* Quality ofwork Speech

Human relations z Initiative 6-

- Appearance Jullgmerit

The en-ploypr and coordirfaior then mutually decide on the intern's grader,
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Information culled from these threp
4
forms '(Weekly Job Reports, Visitation Record, and

Evaluation of Intern) helps evaluate the quality of the internship both during the training period
(formative) and at its conclusion (summative). Using both time frames makes it possible to identify
problem while they can still be corrected and makes the final evaluation easier.

et.

Asessi,ng Impact

Final Evaluation of the Internship Program

4

Final or follow-Up evaluation of the)quality of an internship should focus on how well e ob-
jectives of the individual cooperative education program were met. Assessment coul consider.

#

The number of persons who continued working in training-related fields

The number of persons pursuing advan4ed education in the internship field at the conclu
sign of the cooper tivelnternship program

tt

The usefulness of he experience for teacheq once they begin teaching in cooper tive
;internship prog ms

The management of the cooperative internship

In both interim and final ttialutions, the Weekly Job Report an e Visitation Record provide
pe-brtsii data to determine if the program if fulfilling its object' The employ assessment
of how well the intern matched his/her training site and job ne- ould also be nsidered in the

1 final evaluation. In addition, the institution should evaluate:
- . , .

procedures for screening and selecting applicants

procedures-for selecting internship sites

1 procedures for matchingi,interns and internship `sites

Unsuitable tec1 Tliqu4and/Or internship sits should be noted
t

d dropped from program proce-
. dures and/or reference files. . #

Designing Evaluation Instruments

,
The foil-owing form is designed for the intern to complete. However, it may be adapted for

the supervisor to complete (e.g., replace section on "Quality of the Internship Site" with "Quality
of the Relationship with the Instittitiori").

1 1

Suggested Form

Please respond 'to the,follow,ing items by circling the appropriate letter which best reflects
your opinim.zegaiding the pooperativelntbrnship program.

N

4 -12"
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Definitely,. Definitely
No Yes

QUALITY OF THE INTERNSHIP SITE

1. i was pleased with the site to which I was assigned. A B C D E

2. was pleaseEl with the attitude of the staff at the
site toward me.. A B G D E

c.omMents:

QUALITY OF THE INTERNSHIP EXPERIENCE

1. The internship experience met my expectations. A

2. The intemitip was a useful experience for me. ' A

3. My skills were sharpened as a result of thd
internship.

Comments:.

B' C D E

B E

4

C D - E

QUALITY OF THE INTERNSHIP SUPERVISOR

1. ' My supiwisor was available whenever I needed-
him/her..

2. fifsupeivisor spent what, I consider to be an
adequate amount of time with me.

_.

a- My supervisor assisted me when any problems
,

arose. .. . A B
D J 4

A B

A

4

D

C 'D

Comments:

D

OVERALL. f

1. The quality of the internship site was:
°

A
. .

2. The quality of the internship experience war: A

3. The quality of the internship supervision Was: A

83

Felt polo Good Expellent

B C'D E

6 C D E
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Follow -up Techniques

The program may decide to use follow-up techniques as a,method of summative evaluation.
(See Chapter 10 for more background 9n Etialuatiori Instruments andTheory;) If so chosen, a
system would be designed to query piogram participants in ordei-to capture retention rates and use-
fulness of the experience. This may be done periodically following a ompletion of
tte program. The timing of row-up activities-would depend upon the use to be mm )de of the data
in program planning anfiscal resources. A sample format to collect follow-up information appears
below:

FORMAT

(Institution) is collecting information about the Cooperative
nternship Program in order to improve the program for future participants. In order to do this, we

need your help. Please take about five minute_ s to complete this form. All data will be confidential.
Thank you for your cooperation. - t

1. In what field was your cooperative internship? (Note. Response may be open-ended or you
May list a series of fields and have the respondent check the appropriate one.) '

a
2. In what field are you currentlyivorking? (See No. 1 for ty.pitssf_tesponse.st)

3. Do you feel thk cooperative internship experience-was useful?

Why?
.

What specific areas or skills obtained as a resuf the cooperative internship program are
most useful to you in your teaching?

On reflection, what aspects ofthe cooperative internship prdgram were the:

a. .Stronger features?

b. Weakerfeatures?

Additional Comments:

Thank y ,for your helpl
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Implementation Checklist

Publicize program in the community

Build contacts with potential employers of interns

O. Set up criteria for internship

1:=1... Design internship application form

Receive applications

, Interview applicints--,
..

Er Select interns
ti

le

0 t_ocate and select training sites

Set conditions for financial compensation and time schedules for internships

Send interns out for interviews with potential employers

0. Make out an internship agreement and have signed by employer, intern, and coordinator

tgevelop internship training plans

Orient intern and.sponsor

Oesign reportint forms on internship: Weekly Job Report,`Visitation Record, Intern
Evaluation Form

Supervise and cpowlinate internship, activities
7""

Evaluate internship experiences

Grant credit for internship
,)

Follow-up study to evaluate program effectiveness

Print Materials.
.
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RESOURCE MATERIALS

The example materials illustrated in this part are designed to be adapted and used selectively
as your situation dictates. The purpose of these materials is to show a variety of standard forms,
letters, suggested procedures, and other similar aids that would be useful to vocational educators.

p-

List of Illustrations:

Internship Information Sheet

Inteinship Application *

sample Work Agreement
, ,

t
Sample Intern Assignment Description

Internship Trng Plan

Visitation Record (Coorbinator)

Weekly Job Report

Sample Secretarial Internship Evaluation Form

Participant Program Evaluation

Echployer Evaluation of Intern

,frternshiP' Program Participant Follow-up

4
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A

A

'A

" (Name of University)

(Department Title)

r

STATE PROFESSIONAL REVELMENT
PROGRAM INTERNSHe

A continuaticubf the INTERNSHIP PROGRAIi with (state name) and EPDA support
provides opportunities for interested individuals to partigilate during (date).

.

PARTICIPANT Thin proposal provides for four diflirent groups to
CLASSIFICAT4ONS: participate:

A. GRADUATE Individuals preparing for positions as
.STUDENTS leaders in administration; curriculum

development, career eduCation.

UNDERGRADUATg'
STUDENTS Indi,iiduals needing additional work ex-

periences in industry, busihess, or
agriculture.

C. VOCATIONAL Persons desiring, updatA*40eriences
TEACHERS in industrp business, or-agriculture.

IL POTENTIAL Individuals from industry, business, or
\\ agriculture desiring to teach in voca-

tional_and/or technical education.

ACTIVITIES: An approved.. 'coordinate'd,.ana supervised work internship program
will be plz.nned for individuals in accordance with the,above
classifications.

.-.

LENGTH OF Each internship will be planned fora university quarter p

INTERNSHIPS: proximately weeks).. As much as possible this will be s eduled
to coincide with catendirs established for individuals in partici-
pating institutions.* .

CREDITS: (1) credits may be earned foi'successful completion of the Th-
ternship in (YE 593, number and title,of course INTERNSHIP IN
VOCATIONAL EDUCATION). This course nay be either undergraduate.
or graduate credit.

participants will maintain a daily diary and make other reports.

. STIPEND: A stipend of ($),will be provided for individuals who complete
the program.

APPLICATION: Contacefor'application form or additional information:

.

*st

(Name of Contact-)

(Address) 10"

4 -

Irt.ternship intorinati9p Sheetf
. 68
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(Name of University)

(Department Title)

-" STATE PROFESSIONAL DEVELOPMENT
PROGRAM INTERNSHIP

APPLICATION

' Mr.

'1. Name of ' Mrs.

Applicant: Miss, 4
(Last) (First) (Middle)

Social
2., Age Date of Birth Security No.

a. Home Address:

Street: City
Telephonei ,

State: Zip Code Number
. ., .

..

4. Present: Employer (or). . Educattonalinstitution (Complete below):

Name (Employer` or school)
.5

strar-- City

Telephone '

State Zip Code Number

'5. Title of present position (or student classification)

6. Education (List most recent first, incitEate others in descending order)
. ,

Degree or Year Major
. Institution Address, Diploma Received Field

. .

7. Work Experience (List most recent or most applicable first).

P4os2 ition Address City

41'

--

No: of 6

State- . Years

8. Bri fly indicate why you are interested in participating in this internship
,

pro-
gra Relate your personal objectives to possible, participetion in this program.

tS

Internship Application
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9. If selected, would you be able to participate for an eleven-week period?

Yes No

Prev; Fall Quarter Hinter Quarter
Spring gQuarter Summer Quarter

Other r11 week period (In.liicate) to

10. I havC been admitted to (name of university) Yes No

Degree sought or immediate goal

Rrogram

11.- I plan to apply for admissio; to (name of university) Yep No

Program

12. I have a,vocational credential valid in (state) Yes No

Other state:
I am applying for a credential in (state) , Yes No

13. My service area is

14. Other significant information:

.10

15. Reference: (List three)

NAME ) ADDRESS
TELEPHONE
NUMBER

Date Signature:

ROTE:
Attach a copy of transcript ofinstitUtions-attended.andresume (if available).

If additional space-4s desired for any of the humbered items, complete on the .

reverse side, identifying with the nun of the items.

Internship ApTh Houton (Continued)
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'(ame of University) STATEJROFESSIONAL,DEVELOPMENT

PROGRAM INTERNSHIP''

4Departmerit'Title)
AGREEMENT

State.Professional Development Program Internship

Preamble:

(flame of University) threugh.its (depahment title) and in cooperation with
the State Board for Cormnity Colleges and Occupational Education, and the-
Office of Education, U.S. Department of health, Education, and Welfare, is ,

undertaking a pilotinternship program for'the training, exchange and transi-
tion of Vocational Education and business, industry, agricultural and govern-
ment personnel. An exchange of personnel, on a carefully planned structured
program, will irprove communications, enhance educational personnel and
strengthen industry's present and future'vmployees. The pilot internship
will help imzeasurably to develop and refine essential methodology, gather
data and fbriulate operational guidelines for later expanded programs of
internship:

Agreement:

Sponsor: I The industry, agency, institution or district,
hereafter called the sponsor, shall provide
opportunity for learning under supervision, in
accordance with the program assignment which
is attached to this agreement and which is
developed and agreed to by all parties.

intern: The intern Shall perform the work assignment
on the.job as a professional, devoting full
time to the duties, according to the policies
and regulations of the sponsor-employer and
his functional assignment. The intern will
assne the duties assigned as. detailed in the
agreement. He shall help develop the program
assignment and advise as to program revisions
during and after the internship.

The University shall= coordinate the learning

experiences of the intern with the program
opportunities provided by the sponsor. The

university, in cooperatIbn with the intern
and the sponsor, will develop the program
assignment. It-shall also maintain an on-going
evaluation through observatioh, reports and
consultation with the intern and supervisor(s)
to continually be alert to changes or needs that
will make the program and learning process as
effective as possible. The(university will also
award (i) hours college credit to the intern who
successfully completes -the requirements of the
eleven week internship.

, University:

4.

Sample Work Agreement
4,
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Am,

The intern, who is a full-time student prior to the beginning of the
internship, shall 'receive a stipend of (dollar amount) as identified in the,
grant agreement with the university. Payments shall be made

to help cover expenses coincident with fulfilling this

internship.
.1

Any compensation other than as indicated above constitutes a separate
agreement between the intern and the sponsor. The university shall be informed,

of the provisions, of such agreement.

.11e intern, who is employed full-time in'the industry-education exhange
program, shall also receive a stipend of (dollar amount) as specified in the
grant agreement with the university. Each iftdividual shall continue to receive

such compensation as has been agreed to by the original 'employer..

511.1nalv

It is further understood and agreed that many details which-are inherent to
a program of pilot Internshipie- vocational education can not be entirely foreseen.
Each party, in cooperation withtthe other parties, will give,his best efforts in
review and make decisions to afford the best methods of handling these details as

Daie,

Date

For the
Sponsor

Title

Intern

(address)'

For the
University

Date Title

`Discrimination based solely upon race, color, creed, sex, or national origin and
which is without appropriate basis.of distinction is contraryto the purposes and -
policies of the University and violates the spirit-and intent of civil rights laws

of (statq."

Sample Work Agreement (Continued)
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Student's Narp
Last

(Department Title).

(Namci of University)

(Address).

INTERN ASSIGNMENT DESCRIPTION

Phone ( )

First Middle

Stredt City.* State Zip

Internship Mailing Address

Student's Social Security(Number

Program -

Employer Name Phone ( )

Address
Street .City State , Zip

Name of Supervisor Title

Dates of Employment , to

Activities in which student will.participate (Use extra page if necessary)

Daily hours of Work a.m. to p.m. Day per week-

Remuneration employee is topay this student per hr. wk. mo.

Other Information

. On back, diagram a Oiple map showing location of eMOloyer, street names and distance.
on the main highways.

The undersigned asree to conform with this agreement and two weeks notice must be given.
to all parties before this agreenentis_teminated,

Signed: Approved by Employer Date-
.

-Approved by Student Intern Date'

Approved by Coordinating Teacher Date

Approved by Dept. Coordinator date

syi

Sample Intern Assignment Description
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INTERNSHIP /TRAINING PLAN

A. Title of job:'

CA Name and address of training station:

Phone:

D.' Arels of experience and training for internship:

1. 4.

2. 5.

3. 6..

2. 5.

a. a.

b. b.

c. c.

d.. '' d.

3. 6.

F. Name of job supervisor:

Internship Training Plin



4

I

00,

11 -

(1440e of University)

(Departmentiitle)

Student's Name

.4?

STATE PROFEtS410AL DEVELOPMENT
PROGRAM INTERSHIP

PROGRAM COORDINATORS SITE VISIT REPORT

.' Assignment

Institution - Address

Supervisor, Title

I.- Is he.given the responsibility he seeks?

AlpIs he aware of the skills and, abilities needed

'for the role he seeks?
.

3. Intern's Opinienof.his- progreis.

.! . Don't;
a Yes No Knog

4. Coordluator's opinion. l'his.progrerit7.4.-,

S. Is the supervisor sa isfied qith his progress?_.

cr
Is the intern succe g-fh-his,objectives?

7. Does-he otfer.conttructive idea; to his
,supervisor?

8. Does he under'stand 'the duties of his supervisor

f
and others to whom he is assigned?

.

9. Is he positive toward his-training ossignment?

10. Does'he readily accept luggestions froM others?

II. Does he exer4se 'inftiative to learn-more'than

: his assignment rellufres/ t "'

a

.

.

til. Yes ,

.

.

No-

IF s

Don't
Know

. ,

. ...

1

.

.

1 4
no

4

Visitatitn Record (Coordinator)

15 843
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14,

nx

as

1'

12. Is' he punctuhl in his attendance on the job?

13: Is his appearance and dress in keeping with
his associates?

14. Are his relations with fellow employs s
satisfying and persona'? ,1

15. Does his supervisor seem very willing to
assist in his progress?

4

V

9

4.

4

9*._ ..
4.

0-

s

.

0

1. ..

. .
0 .

.0

.

I

Visitation Record'(CoordinetoiMContinuedr.', f
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Coordinator's
.....

initials': - .

.

.

q

.

SECRETARIAL SCIENCE INTERN5HIP.,e
WEEKLY.JOB REPORT lr" "

.

.

0 .
-::.

Intern: .

.
For week ending: ...

.

T.. What were your responsibilities or activities.on the job this week?

Responsibility or *lob Assignment , Pereentige of Time Spent
' , .' . . '

. . .

A ,

. ,
....

,

b. .
- Y.

. . , . '

C.

_... .

' d. . .

(...;

s
.

. .

f.
.

. . ,
. .

.

2. What new knowledge, skill, or insight did you learn on the job? Describe.
.

. _____ ...... ... ___.............

.

..

t '
-, :

s .3. W difficulty occurred Dr what mistake did you make on the job? What did you
4.

do o cprrect it? .

t .

.
.

.

,

4.3

.y.
.

.. .

.

.

( 1 c.

-1* 4 ;
, ,1/

Y. t'

4....00 what skill o uestiod could yo use help in'performing your job better?

.
..el'

.

.

.

5. What idler tcng or challenging relationship did you have this week with a
fellowworker, asclient, your supervisor or ern:player? Describe. .

. .

*C

i
.

6.' That did piw learn by observing others(this'Areek? -
,

a
7 al I

4"
.

li

WeeklyJobReport
e 1,4 a

A
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Sectletarial Intern

SECRETARtALINTiNSUIP EVALUATION FORM.
A......

.

.

,..

--.; .,..

Office Date

Note fo Job supervisOr: Your checking"of'this shorigaluation sheet will, assist
the coordinator of the secsyhtanial internship prognam.10fftlping the sttient.to
beCome a" bitter. secretary : /

... .
L

Please
,

check in the right hand columns your impression of the following, omitting
points that do not apply to the. Actiyities performed by the student:

, ,

o. .4
f

t Unsatis- Above
...., Qr.

SKILLS:
.

factory o Poor Average Average Superior_
Typew,riting 0 .

Shorthand 'r

Record Keeping
Filing ,

____

Machine aupliCatIon s

Proofreading .
Machine transcription

PRODUCTION:

Moluwof work
Quality ofwofk
Steadiness

FlftAMENTALS:

Handwriting
Spelling ....,
Arithmetic

BUSINESS TECRNIQUES: . 4 ABILITY. TO

Meet people
Wofk:harmoniouslY

lt' with others:
Use office tele- ." , ' .,

_phony ...... .....
'

t

Follow instructions ....
Handle'supplies

° . of iently

PERSONAL TRAITS:

Ertthpiasm ..

\,Appearance .

Manners .. .

-Health . '
, ''-'77.

yers901 Uglen
Speech . --
Initiative, ,.

Tact.

Accuracy ...

.. .

I
141.,

Juarint I% r .

Patience ; ... ; .... .....: .' °

r

,o

I

.r
.1,=.1.,

Erg t
Sample Secretarial Internship Evaltiation' Foray
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Unsatis- . Above

SeiLonfidence
,

,factory. Poor Average Average Superioi-

''Attendance '

Promptness

OTHER COMMENTS:. (Unusual strengths and weaknesses)

$

Suggested Grade

,

z

4

2

Sample Secretarial Ithernship Evaluation Font (Continued

79
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(Name of University)

(Department$Title)

STAFFyROIESSIONAL DEVELOPMENT
PROGRAM It:ill:SHIP a.

PARTICIPANT PROGRAM EVALUATION

A./

l (Read each'question carefully and check the atiyer that
most nearly expresses your feelings, If you ch/ck "undecided"
it will mean yOu.have no opinion. .WEere asked law, please
amplify on your opinion). - 7'.

..
.

1. The program assignment was properly planned with adequate
time allowed to complete it.

144,2. I succeeded with my on /final objectives for the
Internship.

My future plans ha4 changed as i.1-csult of this
'internship. Whyl.

4. Routine and special task., assigned by my tupervisor'were
'completed to my satisfact on.,

:4

5. I gained valuable exrerien es not available in the
classroom.

1 .

6. The internship was less edu tional than expected.

7 The organisational structure o my assigned industry,
agency or institution is clear mT.

P-
8. Beiause of this internship, I can ake a more A .,

meaningful cont-""on to a futur,' job.
PO v\

lay?

.

_9. A different placement would have te,en more worthwhile

1Q. I was ieadily accepted as "part of the'team" insmy
assigned organization

11. More respongibility would have been desi e.

Why?

V
V

to

to

0
s.

a
to

ci

ti

A

r

Participant Prograin -Evaluation

80
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N

I.

O

4

. 41/

"12. "Feectack" to University personnel :mr adequate to
handle any problers tLat arose.,

13. supenvisor was, helpful, cec72rativev and
interested 4r.'naking thb a usefU; learning .experience.

- 14. Others within the iriatization were-helpful.

15. Persons contacted outside this organisation added
much,to this experience.

16. This type of orgauizdtion is one in vhichl vouId,b9
proad'to serve. 4.
Why?:

6

17. COnsidering to prelt.ieus sixteet'statements and other inforration you have
gained during your internship, please co=ent on any part of your experience
that vas Iteaningful'to you and hovr this program could.-.be strengthened to

---tereit-others: (Continue oa the tack of t?ii page-if necessary).

I

Date

6.

I,

Intern
.

.

Participant Program Evaluation (Continued)
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or
4,"

DepariMent

(tame of University).

. (Address)

EPLOYER 6AUATIry CF lu7Esti

Eryloyer: Please return,this fOrn in the attached' enyelope,

° StUdent Intern's Name:
,

.
. ..

Please rate the intern
1
n characteristics listed below. Check the appropriate

1.\space indicatin*g your e'eluation pf-the student to date.
..s

, 1. Punctuality__

2: Willingness toSlearn.

3. Dependability

Thoroughness ofl-Alrk ,=

S. Acceptance of.conistructive criticitm

6. Per eppearahce 4

7. Cooperation with fellow workers

8. Work speed

9. Responsibil4ty

10. Acceptance by-supervisors

tl, Acceptance by otheri

12. Technical competence

4 13. Other comments ,

Su erior Good Avefa e Fair Poor

7/'

I
0

it ,

V .

F .
.

---Nr--

.
,0 9

.
/ ../.......,

a

Date,
Firm's Name

Signature °

s Address

f'

Address

. . ss

4

'

Einployer Evaluation of !kern
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t
STATE PReFESSIANAL DEVELOPMENTPROG
INTERNSHIP

.

Q
po . INTERNSHIP PROGRAM PARTICI LLOW-UP.

'INSTRUCTIONS:. :pease respond to each item by ch4eking.the resnonso
)'you feel is most appropriate .for epch item. NA ('not

applicable) maybe checked if you are a full-time
student. 'Disregard the numbering system in parehthesei
which is foi."tabulating purposes.

1. Current Asit" jon in vocational and technical edget

( ) a.- Fujl-time.tea9hNnh
). b. Administration and supervisiqn .

) c. Education training inibusiness or industry
) d. Ur elated to"vocatibnal and technical education

Other Ipease detail),

2. Are you employed (or were ydu, employed following, ybur internship)''
,in a position similar to or related to your,internshiP? ,

3. Is your present position (or any subsequent position) within the
same firm, agency, or institution in which'you interned?

. ) a. Yes

( ) -b. NA

( ) c. No

If YES, 'de you feel it was a resuit'of the internship/
. .

a. Yes

(I ':c. .Na

b. NA'

1_
c

'...s

4. If your position has changed since Sour internship, did the internship
afford you personal contacts leading tO your pr ent position or to
subsequent positions? 0

L gs'
) c.- Nq

.

,

d._ Position .4'uiichanged



.4, I.

0

I 4
.411.

5. ,Considering -the position you now hold (or positi ons held following
your internship.), how would-y6u,rate the overall experience gained
from your internship?

) a. 'Very 'uch related to ty later positIop(s).
) b. Related, but not apolicab:e les@ than E-.05. of the time.

( ) c.' Valuable; but not relAeCto my position(sl,
(.) d. Of little or no present value.

.( e. NA

6. Please rate the knowledse-gain4d by you during the'internship that
assists you in problem solving at your present positiontir in
involvements since yourinternship.

---=--

( ) a.' Very useable in many situations.
7(

4 ) . b; Useable in some situations.
) c. Sejdom useable. i
) d. Of no benefit.

"
7, Considering your formal college-classroom instruction versus your

interrshio experiences, what percentage of the experierces Were
meaningful reinforCement' of your classroom instruction?

9
) a. None
) b. 10%

- t

4
( ) d. 30%

-0

(' ) e. 40% or more, t

. .

8. ConsiderinI your ferral toll, ege classroom instructionVersus your
internsfiip.expeences, what percentage of the experiences were
not duplicated'in the classroror , ,

(-) a. 100%
( b.' 75%
( ) c. SO%
( ) d. 25%
( ) e. None

9. Becau'se of your internship experiences, do you now see for yourself
future inplicatiois for the following:

e

A-satary increase?

( ) a. Yes

( )1, b. No

An \adyancement in positibf

b.
a, Yep` F

,14Increased,performance on the jab?

) a. Yes

.6. No

Internship Program Pdrticipaiit Fo ilowzup (Continued)
A

4

4

-a

9
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'I

10. In retrospect, has your.attitude of personal gain toward your
internship changed during the,intervening time?4

6

s ) a. Yes

) b. No

Please comment-

1 .
.

11. Would you recommend to others the internship method of gaining new
, edUcational experiences?

,

1 ) a. Yes

)

4
b. No '

4,
o

Why?

12. Youir comments about the internship are earnestlpsolicited and will
Ise much appreciated. You might reflect on now you could be better
prepared for the internship, what courses could be offered that
would re-enforce the internship experiences, needless duplication
that occurred between the classroom and internship, more credit
hours for the internship, diany subject you deem important to
improve the internship.

4

(If you %sine, make additional comments on the back
of this page.) 4

Thank XoU for your cooperation. Please return,this form in the
self-addresied stamped envelope to: k

(Contact Name)
. (Name of University)

(Address). `

k.

4

Internship Program 1Participant Follow-up (Continued)
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CHAPTER 4

,
STRUCTURED

OCCLIPATIPNAL EXPERIENCE

P

STRUCTURED OCCUPATIONAL EXPERIENCES,
Establishing Structured Occupational Experiences

Involving Business, Industry, and Labor

IntrodUctiOn

/

r

Education and the world of work have for y ars been artificafly separated. Today; more than
mr. ever, it has become urgent-to bring together these Wo vital areas of life. Both worlds have too much

in common to at independently and much to gain from co-operation.

In this space-age era, all vocational educators should possess occupational competence and
regularly be given opportunities to keep breast of change in their particular field. Their experi-
ences and knowledge affect not only our educational programs-but 'also our future manpower.

*
One method tb achieve this competence is structured occupational -experiences. These

flexible experiences create an effective vehicle for two-way communication. Further, this approach
could offer concern'ed individuals (vocational instructors, administrators} a number of methods by,
which they can continually update their skills.

Benefits

A structured occupational experience:

Upgrades teacher understanding of new developments

Provides asso ciations with counterparts in, busigess/industryilabor

Permits participants firsthand observatidn of new work procedures, processes; and
mechanisms

A

/Allows participants to establish a closer working'relationship with business/industry/labor

t

and othecinstitutions . ,

Eiroaderls the work.experience of pre- and in-service personnel which may be uneven and/or,
limited

Perthits observation cif procedures which may result in improved management practices
in the institution =

.

0
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1

r )Prpvides information to'upda.te school programs so that school training reflects the current
needs of business and industry

.. , -
ProVides-participants with On-the-job training

e
ii,-Vromotes business-industry-labor and Vocational education ties

Planning

-4, Model Proceduitis

r.

A model procedure for establishing structured occupational experiences as part of an institu-
tion's staff development prtigi'am will be described. The'model procedqe may be composed of the
following basic elements: ,

Staff development committee

Application for a,strUctured occupational experience

Assessment of competence

Professional development plan

Applications revie orninittee

Identifi n and evaluation of potential training aids

Evaluaticiri of the structured occupational experience

Credit for the structured occupational experience
v

Staff Development Committee /

A staff devel prnent committee is an asset to any structured occupational experience, Existing
k department/institutional advisory committees can be utilized in the structured occupational experi-

ence or a special advisory committee can be organized to aiti in planning, implementing, and
evaluating-the program, .., ...

-, , 't
.

When a decision is made`to use a special staff development committee, then a number of
elements must be considered:

,

Determine a Woriable committee Oze

Nominate individuals with expertise in related fields
,f

, Determine-length of appointment

Determine the humberof committee meetings to be held

Determine the role of the staff development committee

a

88
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Committee members involved in such a program can help-in many ways.-The following list
suggests possible. roles:

1P

Encourage the cooperation of business, industry, and labor for proyiding potential experi-
ences

. Assist in the identification of potential work sites ti

Review submitted training plans

Make suggestions for improving the structured occupatiOnal ey:serience program

o React to issues and concerns regarding the operation -of the program

React to concepts and practices proposed re aiding the structural occupational experience
program

This approach has ,several advantages and disadvantages.

Advantages

-
Staff involvement in planning leads to better participation by the staff and a more relevant
program.

. t

If thecommittee is institution-wide, a coordinated program should result.
,, .

Disadvantages

Committee appointment 00e; not insure possesSion of sufficient itnowledge or experience
in staff developm'ent techniques.

Since it is difficult to assign budgetary, responsibility to a committee, the program is not -

likely to receive funding except on an item -bV-item basis.

Application for a Structured OCcupational Experiencb

In a number of institutions, a written nest must be made to the program director' or
desighated representative. Such a request sho cLprovitle vital information concerning the pxofes-
gional improvement activities participants int to ursue during the period of leaye. information_
to be collected may include:

Name, addlcess, and present position Rsons for patticipatibn
Q>...c..:-

A
t ..

Work experierexperience )- Length ofthe experience t
,, .

Education.completed Conirergationsiextiensps ,*
, --

p , __ _. . ,, - . i
Nature of activities contemptated Othgroignificant information

r'89



Assessment of Cokietence

The major purpose of a structured occupational experience is to provide opportunities for per
tongel to acquire new and/or up to date competencies in their field. These competencies Kay be
technical, managerial, and/or academic. In some instances a self assessment inventory based on
skills and knowledge related to the acti4ity can-help all parties verify or focus on acquired or
needed competencies-. .

Professional Developnfent Plan

To ensure that the structured occupational ex-periencejs virtually tailarThade for the indi .

vidual, it is necessary for each participant, in cpnsultation,with the staff development committee,
to formulate his/her personal plan for professional growth. This plan is a primary source of informa
tion for the staff development committee as they work with the individual to determine the content,
of their program. In addition, the plan alsO serves as documentation of the individual's commitment
to the program and as anofficial device for recording the participant's progress toward attainment

Nk of specific goals. he content of the plan should be held in confidence by the staff development
committee, the staff development000rdinator, and participant. Theplart,should not be used as,
a basis focdetermining sa4ary increments, promotions, and the-like.

, Format of-Plan

The format for an individual's professional. development plan can be simple and straightfor
ward. The form should include (1) the selected competencies, (2) target date for attaining each
competency, (3) actual date of attainment, (4) procedures fbr competency attainment, including
a description of the instructional materials to be used, and (5) signatures of the participant and staff
development committee.Sample Rams are provided in Resource Materials Section.

Applications Review Committee

Upon the completed revision of the candidate's outlined plan of action, the director or appli-
cation review committee may submit their decision in writing to the individual and any other
designated administrator. The applicant's qualities and the potential for benefiting from such a

structured occupational experience should be factors in the, selection. In addition; the following
aspects can be considered:

part of required program for degree'

positive concern for developing and/or improving new programs in vocational education

desire to pursue additional competencies P

=z.

.)1

Identification and Evaluation of Potential Training Sites

If the application reitiew comm ittee accepts the individual's application, then potential sites
may be identified with the assistance of the staff development committee, or the participant may
be able to locate appropriate training stations. '

I 97
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Sites should be evaluated as to their suitability to meet the participant's structu red occupa-
tional experience objectives. To accomplish this,effectively, identify a contact person before the
visit. At the site either the staff development coordinator and/or the participant will inspect the'
area where the individual wants to train, talk to the contact person, and discuss a potential work
agreement. Examples of details to be disPussed include:

Company policies and procedures

Liability coverage

Labor union dgreement

Length of experience-

Ability of the site to meet Otanned objectives

Immediate supevisd (identified)

Conipensation (if applicable)

Confirmation of details of the occupational experience and an outline of the developmental plan
should be included in a follow -up letter to the company, with a copy sent to staff development
administrators at the respective institution.

The following guidelines may help evaluate potential training sites:

,The location must be able to provide a wide variety of experiences needed by the
participant. A

The setting should expose the participant to the latest developments in lais/he:-.inter.eqt
area. .

The employer gupports the program. -
I r

-- '- The-employer provides safe working-conditions.

Credit for Structured Experiences

In general, each state institution has. a set of regulations concerning awarding credit. Usually,
structured occupational experiences are a part of the in-serviceprogram of an institution. However,
the amount of credit awarded for the structured occupational experience may depend on two
aspects: quantitative and qualitative..

Wantitative number of hours worked

Qualitative detailedoccupational plan
nature and'variety of. responsibilities
assessment . . $

. , 0,-

Credit i9some instances may be earned by'meeting the certification requirenients of a given state
and/or an institution's staff improvement plan. .,,,.. .

'191 0 C.?
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Choi of Ap oaches

The following suggestOns 4oul aid i sittu
tion and needs.

Alternative Vehicles for Teadhers/Adminr ators

ons in developing plans that fit their own situa-
14 t

Experiences that may helpin mee ng individual objectives include:

Acting as a consultant

Assisting in training viper

Tours

Observations of cu

Independent St y

Work experie ces (part/full-t

belated CO rse work

Teachin experience

Exch ge programs

Att riding confere ces, fairs, exhibits

.ions

ent practices

Afternati e Scheduling /
/

Ar ngementt may be long-term, for a quarter/semester or even up to a year. Many business,
industr and labor participants prefer short-term activities. Schedules for time may include.

Attending seminars

Review new audiovisual developments

Faculty residencies'

Sabbaticals

Fellowships

Orientation

dorkshop participation 4,

Unstructured experiences

Interviews/discussions with individuals cur-
rently in business/industry/labor

Inst

1.5 day visit

14 week e erieras

Year-long xperiences

Summer experiences

Semester or quarter breaks

*Vacation

utionaliinst ctor-Concerns for Selected Experienceft
Items to be wen substantialattentiop before planning a structured occupational experience are.

Eligibilit for leavg

Numbe of receplents reqUbstingan experience

Fr,

2
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Length_of requested leave

Salary differential

Fringe benefits

Job/seniority

Liabilities

Participant's obligationsion completion of selected activities

Profess ional recognition

40

Business/Industry/Labor Concerns
for Selected Experiences

Consider these items when planning a structured occuiltional experience:
4

Liability regulations

$ Seniority practices

Work agreements

Insilianciedoverage

Acceptance-of non-union workers

Wage scale differences of financial responsibilities
I N.

Length of experience

Most apprOpriate time of year
g. 4

A

§ecure Resources
V

1.

The following resources are necessary for the successful operation of structured occupational
experiences.

Budget

Pianners arranging for structured occupational experiences most often are Working with an
'allocated sum of money. Budgets may include the following items. telephone, travel, compensation
of sutstitute personnel, office supplies, postage, printing, and expensed incurred while participat-
ing in approved seminars and workshops paid by the institution.

0

A



"4 Responsibility

3-

When the decision is made to initiate or strengthen the institution's linkage with the private
sector, the responsibility fo'r the planning and implementation of structured occupational experi
ences may be assigned to a variety of indiyiduals. The most commonly used approaches for assign
ing responsibility for professional staff deve,lopment are. individual approach, staff approach,
admininstrator approach, and committee approach.

individual approach. with this approach the participant member is held responsible for
planning and implementing his/her'own professional development plan.

Staff approach. a staff position, either frill or part-time, is created in t institution. The
responsibility of the person in that po'sition is to coordinate the develo rant of the
institution's staff development plan and.activities.

Administration approach. the principal, chairperso'n, or dean organizes the staff develop-
ment plan.

Committee approach. involves the appointment of a staff developrhent committee.

Financial Assistance

In order to attract individuals, a financial assistance plan may be needed. Such plans may
include:

days per year alfoWed each instructor at full pay .

fellowships

scholarships

waiver of tuition/fees for college courses

business/industry/labor sharing in expenses

. Develop a Resovrce File

An active, systematic tile
-
of potential sites isone of the best aids in organizing structured

occupational experiences. Card files are useful in organizing and quickly retrieving needed informa-
tion.' Items to include are:1

Subject area

Date of contact

Name/address/phohe of orbanization/association.

S
Number of visitors hosts will accommodate

94
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Be;t time to contact

Amount of lead time required

Experiences available

Instructiona) materials available

Time available for structured occupational experience

Special comments

Evaluation comments

Planning Steps
r

This section is signed to help in developing plans for the effective use of structured occupa-
tional experiences. These planning steps focus attention on gathering in-formation, organizing'
details, 'and defining institutional objectives that are critical in establishing such a program.

List of Planning Steps

Determine Support:

Are faculty and administration sympathetic to structured experiences?
What are the values of such arrangements to your institution?

Determine Financial Support:

What are potential funding sources to investigate?
Will adequate sources of funding beievailable?

Investigate Clearances:

What clearance procedures are essential?

Assess Competencies:

How do you intend to assess competencies and participants' needs?'

Alternative Experiences:

What other, experienced should,be available

ai

Determine Training Plan/Sites and Assignments:

Vow do you intend to loCate arid evaluate training sites?
What should a structured occupational experiertce training plan contain?
What typepf assigOments will the participants perform?

95
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`' Examint Responsibilities:

Have liability aspects been examined?
Have responsibilities of all parties been identified?

Reward SI/stem:

How do you intend to reward participants ?.

9. Plan Evaluation:

How do you intend,to evaluate e the participanrand program?
What is your plant to merge all data evaluation?

tt.
Implementing

This part of _thdliandboolc section contains items'4o consider in implementing structured
work experiences. These items are followed by an implementation steps chdcklistt

Examines Existing Policies and Procedure3

Examine the siolloWing items to develop procedures /guidelines for structured occupational
experiences: )

Institutional/departmental incentives for participation
.4

Available financial resources

Liability, accident, and health coverage,,

Costs/benefits of such an arrangement

Opinions of representatives ofthe department, faculty, staff

Reimbursement obligations s-

Potential restrictions

Salaries

Institutional clearance procedures

Establish Policies and Procedures

a

,
Develop and incorporate the following policies and procedures into the guidelines for struc-

tured occupational experiences:

i 96
1 0

t

r



Z

Q.

Criteria for staff participation

Criteria for promotion, professional recognition
.

Criteria for placing participants

Instirance coverage

Financial responsibilities

Criteria for establishing work agreements

Criteria for selecting potential sites

Criteria for establishing employer contacts

Selection Criteria

Criteria for selection of vocational personnel might include giving priority to thote who.

Have not had recent work experience

Have not attended a seminar, workshop within the last three years

Have the least amount of work experience in their service area

Want to innovate their occupation

Criteri r selection of work experiences might include:

Participants who would be able to "acquire skills and knowledge that could be utilized in
more effective teaching

. -
The firm/organization that' will agree to cooperate in achieving the objectives of the
structured,expZrience

The firm/organization that has the necessary Sites for relevant activities
1

Personnel Incentives

Structured occupational experience. It is important to consider what type of institutional sup-
port is given to encourage the involvement of participants in business, industry, labor and educa-
tion activities. Unless there is an institutiopal environment supportive of this type of personnel
development, which translate's into a reward system, its chances for success are marginal. The
institution should identify and/or agree to establish relevant incentives for individuals involved in
business; industry, labor and education activities. Such incentives might include.

97
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Promotion (rank and/or salary)

, Work load considerations (including extra compensatipn for extra work)

Tenure

Pipfessional recognition

Waiver of fees

-Financial incentives

Monetary gain should not, be a direct factor in seeking improvement, but it cannot be dis-
regarded as a motivational factor.

Implementation Steps Checklist

Determine :institutional support and involvement

Convene staff development committee (if applicable)

Determine costs and values

Determine clearance procedures

Assess competencies

Obtain application for structured occupational experiences

Examine alternative structured experiences

Review applications (staff development committee)

Develop training plans

Locate and select training sites

Develop probable assignMents and/or work agreements

Determine responsibilities of participant and/or employer

'Examine potential liabilities of all parties'involved

Establish credit and reward system

Evaluate the structured occupational experience

98
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Assessing Impact

A well - conceived structured occupational experience must include some form of evaluation to
determine the value of the structured experience to the participant. Valid and reliable evaluation
materials sllould-be available to concerned parties at the completion of the structured occupa-
tional experience. This may be achieved through:

'Reports submitted by the participant Employar's final evaluation

Employer's feedback Superyisor's feedback

Evaluation should focus on the quality of the structured occupational experience and the
management of the program. See cooperative Internship Evaluation section for instruments thatcan be adapted for this purpose.
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RESOURCE MATERIALS
0

The example materials illustravc1 in this Part are designed to be adapted andpsed selectively
as your situation dictate's. The purpose of these materials into show a variety of standard .forms,

., letters, suggested procedures, and other similar aids that, would be useful to vocational educators.

...

List of Illustrations:
4 ..

Work/Training Plan .
110

.1.

. Structured Work Experience Agreement

. ,
Structured Occupational Experience Plan. .

. ,

,

I

1

s

,a.

0

1.

NIk

o

.

100

.4

107
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STRUCTURED OCCUPATIONAL WORK EXPERIENCE

WORK/TRAINING PLAN

Educator 's Name

Educator's Address

School

Teaching or Other Assignment

Phone

Approximate' Time in Weeks for Each
Phase of Work/Training Assignment
Desired.

Work/Training Plan Desired

(Describe in brief, specific-
terms the kind of work/
training assignment you want/
in 4ndustry or business.)

Dates Work/Training Desired
(Please be- Specific)

Signature' of Educator

Location of Work/Training Desired
(You may suggest a specific
Company, Institution, e c.)

Approved

4

Date Signature of Supervisor Date.

Work/Training Plan-
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.Bureau of Vocationakiducation

StruEtured Work Experience Agreement.

'school
,

-;'
Educator's Name SOcial Security No.

Educator's Address. Zip Co

'Home phone Age , 8 x

Ih Emergency Notify

Position .

t

Service Area

WORK EXPERIENCE RELATED TO PRESENT WORK

Location

'Firm Name

Firm Address

No. Years

Description Dates

.

%, .

I

Supervisor of Educator

Work Schedule:

..

,

Zip Code

.,
.

Irk Experience at..Firm will Start (Date) and End
I

. ,

\ .
g

lrours Per Day .Will k be Paid by.this, Firm?
gib' . . ,,,.

, 4
Will He Velilain On 'Vocational Education Payroll?

W9rk Skills and Competencies Desiied by the Educator:

4.

I

Signature of Educator ,, Date Signature of Employer Date

Structu iedt Work Experience Agreement

-
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Nape

Address

> -

wor

w
TUBED OCCUPATIONAL IXPERIENCE FLAN

a

Instructional Area

SPECIFIC COMPETENCIES TO BE DEVELOPED: Mist here the competencies-,to
be devcloPed,based on needs` assessment anVor'personnel interest.

Phoned

,Office-

Home

/.

No. Years Teaching-

Competencies Needed,

I

Expected'
. Completion` -Date_

1111,a, 4

Actual
Completion bate

PROCEDURES FOR COMPETENCY-ATTAINMENT: List or describe here the
procedures to be used to achieve the identified competencies.

.Signature of Supervisor
'

Date Signature of Teacher Date

Signature of Coorilinator

Structured Occupational. Expttriana Plan

, 103

.01



PERSONNEL EXCHANGE
PROGRAMS ti

CHAPTER 5

PERSONNEL EXCHANGE PROGRAMS
Between Business-Industry-Labor and Vocational Education

. .

Introduction'

Rationale

Continuing advances in technology, new employment opportunities, and changing work
requirementrdemand that all vocational education personnel have current information on field de-
velopments and the buiiness contacts needed to provide relevant vocational programs. Keeping Lila
to date with evolving technologies, management, and training techniqu is a concern of business,
industry, labor, and education groups. The personnel exchange program rovides a two-way com-
'municatiosprocess to help meet these needs.

Benefits

What are the benefits of an exchange prograrn to vocational educators? Isolation from,tht cur-
rent state-of-the-art is thee!l too common fate of vocational education personnel. The exchange
program provides opportunities for short-term, up-to-date work experiences.

Knowledge of current trends and practices enhances credibility tvith students and members .
of the business, industry, and labor community.

'OccuPationat experiences may improve classroom teaching and programictirkiculum design.

The exiierience is iself-motivating one.
rQ

Communication and cooperative experiences provide opportunities to maintain a working
relationship with business,industry, and labor. These ties may yield a liaison management
structure, help future students or staff in experience programs, and provide personnel for
advisory committees.

Observation of management procedures may result in improved management practices in
the department.

What are the benefits to the repVntath:resqf business, industry, and labor? Ultimately it
means better communication with the educational staff that prepare the manpower pool. More
specifically, business, iOustry, and labor representatives gain information regarding the objectives
and processes of vocational education programs. These experiences proyide opportunities to rriain-
tain a working relationship with the educational community, including assistance,in providing

.
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relevant .occruPational education. Participants can also learn of pew media or training devices/
techniques that may-have application for training in business, industry, pnd labor. Finally, per-
sonnel exchange programs, properly organited and implemented, can be an effective and valuable
method of. professional staff development.

Planning

Model Procedure

The model procedure applies to bath teacher/administrator participtnts and to those in the
exchange from business, industr, or labor. The rrillidAiprocedure can include the following steps:

Develop objectives

Develop implementation plan

Identify and select exchange oppprtunities,

, Design placement plan

Implement program-

Follow-tip
411110p

Evaluate

Develop Objectives

Institution /department objectives for aff participation in the exchange program should be
developed. Theobjectives 'could in u

- i

To plan, implement; and evaluatea pertionnel development program that will enable teach-
ers to revise or reorient theirprogram to reflect cur'rent changes in business, industry, and
labor. : .. .. .. . --

.

To establish a process for continuing interaction betwetn the institution / department and
business, industry,,and labor. 44 :

To revise curriculum content based on observations and dialogues with business, industry,
and labor representatives. . 3

..,
'A `: 144

To develop case problems and simulations based upon observation, dialogue, and analysis
of on-site experiences.

To secure additional instructional materials .to supplement present instruction.

To observe the current Work-flow skills, and equipment used in business and industrial
settings (including managem

fi

es

?
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Objectives devoped for buslnedi, industry, and labor representatives paFticipating in exchange
rams ootildincfrde: o.

Increased 4iareness of how business, industry, and labor _can effectively interface with
vocational educators

ci. . i
Assistance in ultimately providing more relevant occupational instruction to students.

Teaching /learning strategies that could be adapted in on-the-job instructiyh and other
rJ training programs .. , ,

. ,
. ,

To learn about vocational curricultim and teaching /learning approaches being taught

To improve education /community relatiorts .

. i
To develop communication channels where business, industry, and labor might give input
into the education system . ..

i
g ,

Develop jarplementation Plan

An institution/department plan should be created to, facilitate the exchange of vocational
educators with busineit, industry, and labor representatives. Equal attention should be given to
planning both aspects of the exchange program.

Planning involves:

selecting individualistaffresponsible for coordinating the program

examining existing policies/procedures

. committing resources

examin lelternative experiences available

- providing necessary time, .

-4) developing program procedures and guidelines fortoth aspects of the program

O

- Identify and Select Business, Industry, and
Labor Opportunities

/Activities include promotion of the program, identification and analysis of a variety of poten-
tial learning sites.

Disseminate prefect description. Information dissemination and public relations are vital in
securing business, industry, and labor sites for the exchange program. Steps need to be identified'
to orient the business, industry, and labor community to the purposes and procedures o,the
project.

107 -ft ,)
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Potential audiences include:

State/local Chambers of Commerce

Existing advisory committees

Business and industry societies

Laid &tic service clubs

State /local unions and

Owhecs`and managers of local /regional business and industries

'Ways)to disseminate.information include:

' Newspapers .

Luncheon meetings

Newsletters

4

Brochures

Surveyto determine, interest/VP/2r letter and

9. Project advisory' committee
.

(iv

1

It is recommended to schedule irridividual meetings With potential participants to explain
how they could become involved in work experience activities.

News coverage of local exchange program' activities or meetings with likely participants is
a good idea. Permission should be obtained for anstories or photographs used.

Contact business, industry, and labor. Contact appropriate persons in business, industries,
and labor unions who cald help meet the established objectives, and explain the proposed plan.

If the anticipated nu mber of placements is fairIV extensive, an initial survey of available sites
may be advisable. If the exchange involves only one or two faculty members /administrators, direct
contact with a business, industry, or labor union selected by faculty members is more expedient.
There is a definite value to faculty members participating in the search and selection of a work
site.

The purpose of the initial contact is to request availability of the site for. faculty/administrator
activities, to set a date to examine the potential of the site to meet identified objectives, and to dis-
cuss details relevant to participating at a Work site.'

Implement Program
'-

The activities engaged in will depind upon the agreement between the participiting staff meni-
bers and the site personnel. These activities can include actual on the-job experience, training oppor
tunities, or observation.

.
C
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If an orientation session will not be held (see Choice of Approaches for suggestions), indi-
viduals involved will have a more positive experience if they:

find out as much as, possible about the site before the experience

familiarize themselves with the company policies, procedure& and organizational structure

Recommendations for the.businessiindustrial representative in a longterm educational
experience;

The industrial representative shpuld have three-quarters the normal teaching load to ease
his/her adjustment to the academia world.

A sample contact letter is included in esourc.e Mater ials.

Visit The site should b aluated as to its,suitability to meet the work experience.
objectives developed by the'faculty member/administrator. ...,

i
A contact person should be identified before the visit. At the site either the staff development

coordinator andlor the faculty member will inspect the area where the faculty member/administra-
tor wants to train, talk to the contact person, and discuss a potential work agreement.

Details to be discussed include:.

Objectives of the faculty/administraior epplicant

Ability of the site to meet these objectives

Length of experience

Salary details (if applicable)

Immediate supervisor

Company policies and procedures

Liability coverage

Labor union agreement with plan

Confirmation of details of the work experience and an outline of the work plan should be in-
cluded in a follow up letter toithe company, with a copy sent to any necessary administrators at
the educational institution.

. A sample site evaluation forrri is included in Resource Materials.

Y

: .,
Develop a Placement Plan \ ..

. -- .

Each individual participant must state his/her objectives, plan qtaction, and complete a work
agreement. Both the',educator/applicant and the business, industry, or labor representative should

115
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define the type of work experience most likely to meet their needs and.objectivis. Applicant and
Participating Ei/l/L, representatives can then be compatibly matched and a work agreement der

: veloPedend signe&based on joint-objectives.
4

40 A staff member"should acquaint the representative with the entire educational operation,
0

.
- t,s , '-1 ''

The institution/department should -assign an individual who will provide assistance to thea
representativel Ideally these two would share the same office. . ,..",

A classroom orientation period before the exchange beginsshould be scheduled so the
e" representative from industry can work with"the instructor in an actual class situation. `7-

Another approach is to have the representative teamed with another instrutitor.. .

Both parties should evaluate the experience p riodically to upgrade similar projects in the
.

' future. %
,

. . . ' ., .

if the experience for the teacher/administrator is o be a series of tours, consider the following
items: ,...,^

. -O A

Plan en itinerary that schedules more time at a.few sites rather than little time at many
sires.

See the end produtt first and understand the requirements for its use. This aids in the
understanding of the production proceis.

Balance time between'aitual plan operations and learning about the relation of materials,
engineering, and product developmerg programs. .
Review tour itiheraries in advance to avoidvunnecessary repatitian.

,Follow-up

Folkiiv-up and evaluation techniques should be established in the planning step. These activi-
ties provide inforrhation on the program and the site. Evaluation activities cOrrespond,to the objec-
tives of the work experience. They must measure attainment of objectives. When all evaluation
data is gathered; a plan should be developed to combirie the evaluation material.

P
Evaluation will be achieved by a combination of fOdback from the employer and the

educator /participant. Changes to be made by eitberparticipant should be identified aqd an action
. plan to achieve these changes implemented,

Choice of Approaches

Alternative forms and procedures for personnel exchange programs are presented in this sec-
tion These suggesions should aid departments/institutions in developing plans that are unique to
their own situation and needs, No programs can befound that carry an a model petsonnel exchange
program; instead several variations can fit particular needs.

N.
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Alternative Experiences for Teaehers/Administrators

Orientation to overa ll plant management

Systematic observations of current.practices

Prod'uctive employment (paid or unpaid}

Tours

Interviews with workers, managementv-
Attending confejences in training centers

Participation in training programs

Assisting in training operations

Acting as consultant

Alfernative Experiences for Business, Industry, .
and Labor Representatives

4
Consultant to program/curriculum design or equipment/facilities
o.

Consultant on training techniques .

Resource person in class; for example,.give demonstrations, act as speaker, 4iv4 input on
gees unknown to teacher

-On-loan faculty member for an extended period, of time

.Talk with administrators

Tour institution

ShOrt.tei'm instructors

Altargative, exchange arrangements include oneto:one exchange, grodp exchange or con-
sortium. I

is

A

Consortium Approach

This approach uses several educational institutions to develop a system to coordinate imple-
mentation activities and placement of participants.

An advantage of the consortium approach is the creation of a pool of potential business, labor
and industry exchange sites with more variety than that ota single department /institution.

ss,
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Alternative Scheduling

Arrangements may be long-term, for a semester or even up . any rks,,191and labor participants prefer short-term activities. Schedules for time may include:
ww1-5 day visits Summer

. ,
week experiences Semester or quarter breaks' !

41, Yearlong experiences

Arrangements need not be parallel for both teachers/administrators and business, industry, andlabog representatives.

Participant Meetings 6

Depending on the number of individuals involved in the exchange, an orientation meeting maybe held for the participants from both education an business, industry, and labor.

Qrientation meetings can: *-4,

Review the purposes of the program

Provide an opportunity for participants to develop personal program objectives

Provideyatt opportunity for participants to develbp work/experience.plans
,

Provide an opportunity for participants to shore expectations

Review program procedures

Another altnerative is post-program meeting.where participants share their program evalua-tions and develop joint retimmendation.s for change.-

© Business/Industry Concerns.for Long-term Experiences

Items to be considered when planning along -term personnel. exchange program include:

Difficulty of releasing a productive worker for-an extended period of time

industrial representative may be tranisferred, necessitating replacement`
/

a' Inthistrial representative may become involved in labor negotiations.

Liabili'ty regulations

a Certification status

f

t,
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Labor Concerns for Long-term Experiences

Items to be considered when planning a long-term personnel exchange program include.

No collective bargaining for public employeei

Acceptance of non-union exchange worker

Seniority practices
4

Wage scale differences

Create work situation may need to be filled at the end'of the experience

Instructor/Administrator Concerns
for Long-term Experience

Items to be con sidered for long-term pgrsicinnel exchange program include. job seniority,
salary differential, budget readjustments, length of leave, number of instructors/administrators
on leave, obligation of teacher /administrator on completion of leave, eligibility for leave, selection
of instructors/administrators, and fringe benefit-contributions.

Seiu re Resources

Budget

Planners arranging for personnel exchange activities most often are working with an allo-
cated sum of:money, whether it be a contract budget or a portion of staff developthent monies.

Budget costs include printing, postage, office supplies, fulltime and substitute sala,des, travel
and telephone expenses:

Responsibility

Depending on the scope of the personnel exchange activities, an individual and/or staff should
be given responsibilitydor coordina,tion of activities. Existing advisory committees might be used
in the staff exchange program or a special advisory .committee might be organized to aid in plan
ning, implementing and evaltiating the'program.

An advisory committee could assist by:

Identifying strategies for building program. support in the business,industry, and labor
community ,

Encouraging the cooperation of business and industries for providing work experiences

Assisting in the identification of potential work experience sitesI .

113
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Encouraging representatives of business and industry to seek experiences in the educational
setting

Reviewing program plans
,

Reviewing evaluation plans . 4

I 1

Reviewing evaluation findings and making suggestions to the staff for improving the ex-
change program

olt

Develop a Resource File

An active, systematic file of potential site; is one of the best aids in organizing work experi-
ence sites. =

Include the following information:

Subject area

Date of contact

Name/address/phone of organization

Number 6flisitors/work participants willing to host*. .

Best time tocontact

Amount olead time required

Experiences available

Instructional materials available,

Time available for tours/work experience

Special comments

Evaluation comments

Planning Steps

Planning steps.

1. Determine Needs: What needeare met by involvement in a personnel exchange program?

2.. Faculty/Administrator Involvement. What faculty /administrator might become involved,?
,

Determine Clearances: What types,Of clearances/legal constraints need examination?

M1
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4. Determine Sites: What are'potential business, industry, labor sites?

5. .Scheduling": What scheduling errangementrWill work best?

6. Work Plans: What kinds of information should be included in the work plans?

7. Evaluation: What type of evaluation activities could be used?

Implementing

This section suggests items to consider when investigating and establishing policies and pro-
cedures. A checklist follows which reviews'the major items considered in implementing personnel
exchange programs. 4

Examine Existing Policies and Procedures

Business, industry, and labor policy/procedures. Examine the following items to develop
procedures / guidelines for teacher /administrator experiences in business, industry, or labor sites.

Institutional cleirance procedures

` Existing communication channels

-9 Department/institution incentives for participation

Table fin'ancial resources

Reimbursement procedures/guidelines for travel/lodging

Criteria for alternative approaches f8r securing release time.and application guidelines

6

Insurance coverage

' Salaries

Cost/benefits

" Labor agreement' restrictions'

Institutional policy/proc edures. Examine the following items to develop procedures/guidelines
for experiences by business, industry, and labor representatives in institutions:

Existing communication channels
4

Business, industry, and labor.clearance procedures

Salaries

Insurance coverage

Reinpursement obligations/procedures

115
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Establish,Policies and Procedures

Teacher/administrator pihrticipation. Develop or incorporate the followito policies/guidelines,
into the procedure for teacher/administrator work exiSeliercatinbusiness, industry, and labor
sites.

Criteria for staff participation'

Alterpatiye approaches for obtaining necessary release time

Procedures for contacting business, industry, and labor

,, Criteria for establishing wisrk agreements

Salary responsibility
.

Insurance coverage and

Criteria for faculty incentives
'41

Business, industry, and labor participation. Develop or incorporate the folloWing policies and
procedures into the plan for business, industry, and tabor experiences in institutional sites.

.
Criteria for staff participation . -

Prodedurei for determiningaxperiences

"Financial responsibilities

Insurance coverage- ..
Selection criteria. Criteria aid in effective implementation Of,the program and helps match

indiiiduals.with beneficial experiences.
4 ,. .

Faculty and staff. Give priority to those teachers/administrators who have the least amount
of work experience in their service areas or have not had recent in-the-field training.

..

Business, industry,,a)nd labor representatives.-
-7

Give priority to repreientatives that could be easily certified as vocational educators.

GiVe priority to representatives who have shown a desire to participateby agreeing to attend
orientation sessions to develop objectives and to design experiences.

Wark experiences for teachers/adniinistrators.
114

Give prarity to participants who could transfer acquired skill,linto more effective teaching.
fr. .

Give priority to the firm/organization that will assign an appropriate (presentative to
participate in an educational setting. =

Give priority to the firm/organiza tion that will cooperate in achieving the objectives o
the program.

116



-.

,
InstitutiTal eiperiences for business, industry, and labor representatives., .

The representative's assignment should be in the arga of the individual's speciality. ..

The representative's assignment should be at a level where he/she can make his/her'greatest
contribution.

Facultyiadministrator ince ntives. The institution and department(s should identify and/or
agree to establish bi3nefits4orindividuals involved in business, industry, and labor activities. Such
factors might.include:

Promotional (both rank and salary)
r

Work-load considerations
.

'Tenure .13

. ,
Professional recognitioll...

. 0 . , .

Implementation Checklist .

t 6
,

This checklist reviews majOr items involved in planning for the use of personnel exchange
prbgrami to iner business, industry, and labor inputs into vocational education.

Develop institutional/facaltyl/administrator objectives

Eximine Itemathe approaches

Examine institutional Clearance proeedures

0

" ()lionize
advisory4commiiie0if\

applicable)

Develop institutional 4Iearance.procedures
1

. . , . ,

DeVelop institutional/departmental iinplernentation" plan for teacher /administrator
, 1 - .

O Develop institutional /departmental implementation plan, for business, industry,, tabor
representatives '.

i
, k

0- Prepare informatio'n disseminatibrimaterials

CD Con otential business, industry, labor sites, 'Analyze po ential businessuindustt4, labor sites .
k

Develop work plans.for teachers/adMinistrators

Confirm business, industry, labor site placement... ,- .
Develop work plans for bpsiness,-industey,iabor represe

Hold orientation meeting (if applicable)si

-Implement program

.Hold post-progrbm meeting (if applica

Evaluate ptogramEN

1
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Assessing Impact

Evattration of Personnel Exchange Program

Evaluation involves input from:
. t.

The educational institutron.host.

The business, labor or/ industrial visitor

The edueetoriadrrilnistrator visitor.

The business, labor, or industrial host.

The advisory committee or personriel exchange program coordinator (if applicable).

41.
Evaluation may be shared between the educational institution and the industrial representa6

Live if this arrangement was agreed upon. In any case, a final written evaluation summarizing the.
experience from the perspective of both host and participant should be kept on the reverse of the
RESQURCE FILE CARD. This information is crucial to maintenance of a quality exchange pro-
gram and should be kept current and accessible to future coordinators of the exchange program.

Evaluation also should consider: .

The extent to which stated objectives of the program were met

The efficiency and thoroughness of the planning process with an eye towards streamlining
procedures and improving communication in the future .

Selected References

This page lists selected reference materials that pertain to personnel exchange programs. In
addition to these materials, each service area has alhultitude of organizations and publications that
are related to that particular service area. The library should be helpful in identifying these. You
are encouraged to add to this list.

Print Materials

Entorf, J. F. and Callender, R. W. Industry Education Exchange. A Program for Mutual Assistance.
Technical Education News, Vol. 28, No. 3, 1969.

Garber, W. Vocational Education, Business and Industry Staff Exchange ProjectsProposal for an
EPDA, Part F-553 Project. Warreqsburg, Missouri. Central Missouri State University1D77.

Goad, H. H. Industry Business Government Vocational Education Personnel Development Project
L-Z)Final Report. U.S.tffice of Education Grant Number OEG.0-70-1965, Texas Educe-

, tion Agency Contract Number 432011A7, 1975.

The Eckman Center. The Business/Labor/Education PrOfessionat Development Partnership.
California: The Eckman Center, 1974;
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Thomas, E.G. Manual for the Kcptucky Appala&hia VoCa tional Stet Exchange Project. Bureau of
Vocational Education, Keaucky Department of Educ4ion and the Appalachian Region
Commission, 1976.

Vocational Education, Business, and Industry Staff'Exchenge Protect. Warrensburg, Missouri;
Central Missouri State University, working papers, (nd).

Vocational Edusion/Business Interface in Nebraska. Final Report. Milford, Nebraska. Southeast
Community College. Milford Campus, 1975.

AV Materials

Texas Education Agency. 16 mm film (color) "Personnel Exchange in Texas." 201 East 11th Street,
Austin, Texas 78701.
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The example materials illustrated in this part are designed to be adapted-and used selectively'
as your situation dictates. The purpose of these materials is to show a variety of standard forms,
letters, suggested protedures, tad other similar aids-that would be useful to vocational educators.

9

List of Illustrations:

Simple CoritactLetter

Sample Site Evatuatsr f=ormi

Sample Worksheet for IndOtry Representatives' School Visits

FiESOORCE-MATERIALS

ti
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( Dear

. The vocational 'teacher departments of the
University of . has implemented an
educator, business/industry/labor personnel exchange
prOgram which would involve faculty from the depart,,
ments-of business, distributiye, and home-economics
vocationaltteacher education. If you have not. been
introduced to this program, the enclosed brochure
will help to familiarize you with it.

I would like to meet with you at your earliest
convenience to explore the possibility of one of
our faculty receiving experience at your firm to
observe new skills and techniques that would be
helpful to update curriculum content-

.

I will call your office the week of
to arrange an 4pointment to explain the benefits
and operation of the project..

:Sincerely,

Coordinator .

Faculty Industry Exbhange

4

Sample Contact Letter

-
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SITE EVALUATION

FORM

Approved t- Disapproved
4

Educator . Date Visited

Name of Firm 1)tes of Exchange

Persons Interviewed

QUESTIONS TO BE COVERED
-

Is the firm able to pralde the training and experiences needed to develop the
desired skills and competencies?

Will the firm provide an opportunity for the educator to practice,thedesired
new skills and conletencies?

4 q'

Does the firm have the proper equipment needed for practice?

Willthe firm provide proper supervisioh?

Are the duties and tasks to be completed for the exchange satisfacto6, to the
Ifirm?

Yes No

Does the supervisor agree to work with the educator and complele the evaluation
form?,

Name

What will the working hours be? Will educator be employed?

Are there any pertinent wirkingarrangements and 6ndttions?

Was agreement signed?

Site Evaluator

Was evaluation sheet left? 4

Sample Site Evaluation Form

4
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WORKSHEET
,

-..t

INDUSTRY gEPRESENTATIVE VISITATIONS TO SCHOOLS

Suggested Activities

L; .,

Date of first visit Tirre

Date of second visit . Time

0,

Person to contact Where to meet

This worOsheet.is provided to assist in the planning for industrial representative
visitations to industry. It igPexpected that the industrial representative will visit
the area vocational technical school on two days with the vocational teacher as host.
Planning is neceetary to make the'time spent more productive. This worksheet will
provide a guide for joint planning 'by the teacher and the industry representative.
Both the teacher and the industrial representative wilj be together when the exchange
visits are made.

-OVERALL OBJECTIVES FOR VISITS BY INDUSTRY REPRESENTATIVE TO SCHOOL

Observe classroom activitiei in order to become better acquainted with curriculum,
methods of instruction, equipment, and performance standards.

Interact with vocationel teachers and administrators in order to exchange ideas and
make suggestions fbr the improvement of training programs.

Identify ways that business and industry can assist the educational agencies to provide
relevant occupation61 education.

Identify ways that industry can assist the school in developing a more effective
placement capability.

Identify ways that industry can assist in developing more,effective cooperative
education work-experience programs.

PLANNING THE FIRST VISIT TO SCHOOL

SuggestedActivities

1. Tour' of the school building and facilities--Get the big picture.

Observe types .of programs and activities being offered.

2. 'Interact With administrative personnel:

(Check those you desire to interact with)

Superintendent
Director of Area VocatiOnal School-

=
High School Counselor
,Vocational Counselor

Sample Worksheet for Industry Representatives School Visits

123
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Job placement coordinator

T&I Teacher-Coordinator
COE Teacher-Coordinator
Adult Evening Coordinator

,3., Observe and participate:in classroom and shop activities tn

(Poisible activities to be observed) .

Demonstration of job skills or Job operations
Shop or Laboratory activities
Class discussion
Lecture .

Role:playing
Buzz Session
PICA club meeting
Students practicing job skills

4. Review curriculum, lesion plans, textbooks, study guides, training kits,
individualized instructional materials, reference books, trade Journals, and
other supplementary materials.

5. Review skills and competeinciek expected of students. Review the placement
procedures of I b I students.

6. Review teacher's method of instruction as well as the skills and competencies
required for effective teaching.

7. Informal meeting with other vocational instructors for interaction and a
question and answer session.

Rough Draft Plannin

Use the space below for planning the agenda that you prefer to follow for the first
day visit to the area vocational technical school. This will allow for flexibility

.and modification of the tentative agenda outline above.

Sample Worksheet for industry Representatives School Visits (Continued)
.1c
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ADVISORY COMMITTEES

CHAPTER 6

ADVISORY COMMITTEES'
Establishing Educational Advisory COmmittees

That InvotviBusiness, Industry, and Labor

Introduction

4

a
4

Program curricula eiiblve to meet changes within the vocational education field. It is the
task of advisory committees tocontimially assess and evaluate the impact of change in four im-
portant areas: new knowledge and technology, economy, society, and legislation. The advisory -
coMmittee concept bas been developed to help vocational educators meet their ultimate goalthe
placement of graduates in useful, gainful and meaningful employment situations.

Benefits

Advisory committees act as a liaison between the educational institution and the public by
providing information on a continuing basis as it relates to fund raising, bond issues, and legislative
action necessary to get public support for educational programs. Advisory committees serve as
lobbyists for vocational education programs. They also .are effective public relations agents. Most
importantly, they-keep educators informed of changes in the pertinent technical fields. Beyond
these three Informational functions, advisory comrriittees have the following beneficial roles:

'continually update the professional-technical skills of vocational education teachers/
administrators by organizing various in-service activities

Help secure outsidrrbvidue sources for program support and equipment purchases

Oversee occupational surveys to evaluate labor market needs, assess the employment
picture, and recommend educational changes

)

Revlw course content from the perspective of field experts and potential employers

Help tap community resource persons, fedilitiei, equipment, and field trip sites

Place students and take part in the continuous evaluation of the total educational program

0
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Model Procedures

) Plannirib

A model gtocedure for establishing an advisory committee fofa vocational institution or de-.
partment-ineiWdes the following activities:

Investigate history of advisory committeetin the institution

Determine pUrposeifunction of committee

Determine criteria for member selection

Determine roles of committee members

. Investigate sources for potential members

Send invitational letter

Send officlai appointment letter

repare'for iirst meeting

C

Plan for recognition of committee cantributiolis

Investigate History of Advisory Committee i the Institution

Have advisory comniittees existed before?

What were their functions in the past?

Are committees now in operation, inactive, disbanded?

Whai procedures n4Ust be followed ih establishing the committee?

What are the attitudes of the administration and co-workers to ards advisory committees?

Determine purposes/Functioilis of the Committee

Before organizing the committee, make decisions on the following items:

Type of membership required

Status -ad hoc or on-going committee?

Number of members and length of, term

126
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Decide frequency of committee meetings

Decide if an official constitution or guideline is needed

Determine Criteria for Member Selection

A basic concern voiced by educators establishing advi cornrriittees for the first time is how
to select effective, representative, knowledgeable, and activemembers:

Regardless of 'whether committee members are chosen because of organizations or interest
areas they represent or selected as individuals, look for members that; .

Work effectively as unbiased members willing to explore a variety of alternative positions
rather than promote a'favorite personal approach

Indicate intention and ability to prepare for, attend arid participate in committee meetings

oIndicate an interest in vocational eaucation

Represent a variety of relevant disciplines and experiences

Demonstrated capability for dealing with complex problems and issues: identifying,
clarifying, and assessing concepts and positions

Investigate Sources for Potential Members

Some suggested sources to investigate for potential members include:

Business and industries:

Large companies and corporations

Small neighborhood businesses

Professional, technical,and trade organizations

, Chambers of Commerce

Business-Education Coordinating Councils

Businesssponsored civic groups

The several types of inter- and intrabusinesSitnd industrial cdnsortium committees
unique to each community

Organized labor' 11

Governmental agencies

127
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xMiliterY posts

Faculty contacts

Other university departments

Personal contacts

Local Chambers of Commerce will frequently make available aynembership directory which
includes many of the above."

Organized' Labor
, 0
Organized labor may be overlooked as 'a source_ of-advisory committee members simply ,

because academic institutions are unsure_of ways to initiate dialogue. Suggestions that follow are,
keyed to the type of contact de,sired.

S.:

Type of Information Contact

General Information NatiOnal Level Office

Programs of statewide involvement

Programspf departmentwidaperspective

--Progranis that are,service area specific

specific unions

federation of unions

.labof-management training trust funds

State or regional office

specific unions

.1 federation of unions

-labor-management training trust funds

Local Office

specific unions

Write or call the Informatifficer ai the local or regional union office and request needed ,
references and/or the proper contact person.

Send Invitational Letter'

!kerns to be included in an invitational letter to potential, advisory committee members.
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Statement of purpose, status,end- importance of committee . f ,

Responsibilities.

A sample letter of invitation is inclydeci in Resource'Materials.

Send Official Appointment Letter

An appointment letter confirms the representative's membership on the advisory committee.
If members of the committee are sent an appointment letter signed by the president of the uni-
versity, a'dean, the department chairmen and/or the school superintendent, additional status is
given to membership on the committee.

A sample letter announcing Official appointment is included in Resource Materials.

Meeting Preparation and Follow-up

Good administration requires adequate preparatiork Consider the following points:

Plan meetings well in advance of scheduling meetingclate.

Send proposed agenda to members prior to meeting.

L-eave on in agenda for additions or corrections.'

Give details of meeting arr tints: parking, room locations, time frame.

Include postal card for members to indicate wit ifirvesrtaettend.

.0 Remind members of meeting the day before by phone.

Start and adjourn on time.

File minutes and provide copies to members within two to four days of meeting.

Prepare for First Meeting

'The first meeting of an advisory corn mittedis very important. It requires careful preparation.
The agenda should:

Allow committee members to become acquainted

Review guidelines of committee operation

6

Identifythe planned work schedule for the term

Demonstrate that the committee has adMinistrative backing 4

.135
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Determine RoleFof Ctimmittee Members

COmmittee members must know their roleiand the task of the committee to be successful,and
. effective. AsSign a full time staff member to oversee committee actions and organizkion. Ex-officio

members may be temporarily appointed to serve as consultants for special problems or project as
.

long as the need ex4sts.

Ex-officio member:

4 Serves without wife

Serves in.a consul/ant Capacity

Can assume special responsibility on a pfcject

Can express opinions on problems

a

o Chairperson:

Works with department/institution representative and committee members, sets meeting

,..

dates
- I . t

Plans agenda with del artment/institution representatives

Presides at meetings

Vice - chairperson (optional):

Presides in absence ofchairperson

Secretary:

Records and distributes minutes

Files minutes -
J

Notifies membervin writing of meetings.

Reminds members of meetings by phone

InstitutioniDepartnient Representative:

Acts as liaison between committee and institution's educational administration
_

Plansegendaiwith chairperson

Helps take necessary` steps on,recornmenditions

Provides needed clerical help
I

Provides validation and evaluation guidelines and checklists'

$
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Plan for Recqg tion of Committee Contributions

Recognizing the
involvement. Conside

. 0 . ry committee's contributions is important to maintain their level of .

ollowing approaches to show appreciation:

Notift company officials of department's. appreciation for the'work of an employee *
council member.

Offer certificates of services, awards, etc.

- Invite committee members to the institution and/or department functions.

Have a chief administrator/principal/dean attend selected meetings of the committees
- to give credit for past work.

- Mail a letter of appreciation from chief ,administrator, dean, department chairperson,
principal.

List names of members, companies, agencies in publications, bulletins, college catalog and
in media releases.

Alternative Uses/Types of Advisory Committees

It is important to examine the different types of advisory committees established **educa-
tional institutions and the way in which the law gandates the committees to operate on a state and
federal level.

Levels of Advisory Committees

National Advisory Council: Was established under the 1968 Amendments to the Vocational
gducation Act of 1963 and consists of 21 members appointed by the President of the United
StatefThis Council is responsible for reparting on the ad nistration, operating, and effective-
ness of vocational and technical edurion throughout the ion.,

.

,State Advisory Council: Was also established and fundbd under the 1968 Amendments. It
functions as a separate state agency under an executive order from the Governor and is responsible
for evaluating the'effectiveness of vocational and technical ediication,programs throughout the
state. All states are mandated.by law to have such an advisory council.

- CommunitrEducation cik Are established to promote and conduct volunteer programs
and activities in public education ough cooperation of both educators and busi labor and in-

dustry representatives. Industryeducation Councils differ from other councils in that t ey are or-
gani& to serve all the students and all th schools in a particular geographic area. The are joint
efforts ancare not mandated by law.

.
Advisory committees used in many institutions often fall into three categories:

General advisory committee: Usually an on-goingsommittee that is concerned with the
general 'development and maintenance of the entire educational program at a vocational education
institute. It may or may not be used for regional or local purposes,
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Departmental advisory committee:- Serves a department as an on-going committee.

Special curriculum advisory committee: Gives advice on the content and operation of a single
program or skill area.

An institution may have one or more of these types Of committees in operation at one time
'depending on the size and number of skill areas in the vocational program.

14

Functions of Advisory Committees

Advisory committees may fulfill the following functions (and others) in working with voca-
tional education institutions: .

a

1. Program development and review

.., a". Technical content

b. Share expertise of new and developingIareas

c. Advise on administrative operatiOns

d. Prepare occupational surveys to better prepare, upgrade, and retrain community
individuals

e. Assist the institution in establishing/revising its philosophy of vocational education

2. Program operation

a. Sepe as or arrange for guest instructors

b. Het develop cooperative experiences between the institution and busines's, industry,
ar461.1abor '

c. Arrange for plant visits and other field trips

d. Advise on Materialrficilities, and financing

e. e-.in instructional supplies and equipment

f. Aid in maintaining current instructor's library Of visual aids, magazines, and books

g. identify potential sites for cooperative work experiences

s

4.441. ICS
h. Assist in developing educational objectives

NA

i. Inform institution of changes in the labor market including interpretation of local
surveys!on manpower heeds, anticipated employment

j.. Assist in making cost studies for specialized program/course

k. Help with work experience placement.
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3. Instructor inservice

a. Pro Vide opportunities for upgrading instruc'tor's technical skills through work ex-
perience, inservice, clinics, and/or workshops

' . 4 ,.'b. Obtain subscriptions to industry magazines

c. Obtain membership for instructors in industry organizations

d. Secure funding to assist instructors in attending professional and industrial meetings,
workshops, seminars

e. Help with work experience placement

4. Assist in public relations

a. Serve as speakers about businesi, induStfy, labor and education cooperation

b. provide nerves releases to industrial magazines, newsletters to the public

c. Assist in evaluating the institution's public relations policy and action

Planning Checklist

NThe Planning Checklist focuses attention on steps inVolved in gathering information, organizingdetails, and defining objectives critical to involving business, industry and labor representatives inadvisory committees.

do;

Determine function(s) of the committee-

Decide committee type and size

Deter e necessary clearance procedures

Inform administrators of the intent to form an:advisoty committee

Decide on membership criteria

investigate local, regional, an,d statesources for potential membersP

-Write invitational letter:

Plan first meeting agenda
=

Prepare advance Meeting information and send to tparnbars

Evaluate planning and meeting procedures

0 Plan second meeting incorporating changes

120
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1

RecognizeAdividual and group contributiOns of advisory committee
.r

Determine if advisory committee is achierng its purpose through evaluation and follovt
up activities

-

Reshape, refine, and/or restructure scope of responsibility for committee based on
evaluation findings.

,

Implementing
, - -

.Examine Existing Porlicies.and ProCedures

Examine the f items to develop pro ures/guidelines for advisory committees;

Institutional clearance procedures,

AVailable financial resources

Guidelines for existing advisory committees

Alternative approaches for scheduling

Equity
tr,

..
. .-

. .... .

The 1975 Congressional hearings on "Sex Disaimination and Sex Stereotyping Vocational
Education," Title IX (af thee Education Amendments of 1972, and the passage of the Education
Amendments of 1976 focus attention on the need taeli,minate sex discrimination and sex stereo-
typing in vocational aducatIbrc -, .. .

, - ../ ..
.

.

Including minOky represdOptives on the advisory committee, helps the educational institu-
tion stay informed abut equit(4,1agislation;antolAfcicusespttention on equal opportunity and access to
the various vocational ducation fields. ''' '''' ,

2,
. 1 ° . ,
.

,

. Esiablish Policies and Procedure
.- ..

. , ...

Membership Rotation *, -

Rotate membership to ehsurepew ideas an
.

approaches, Procedures should be established to
insure membership 'rotation preferably on a three-year plan format, with one-third of the member-
ship changing. each year. -y =

A '
1

. 044P, Secure Resources ..
...,

funding i )
The advisory committee should have a general fund whenever possible. In many instances

participation4s voluntary with tlie.edu'cational aponsqr' assuming most operating costs.

A
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'Meeting Locations

,
Meetings of advisory committees are best held in the institution's board rooms or conference

rooms. Advisory comMittee meetings should not be held in classrooms beduse seating is not
conducive to committee functions.

Frequentty advjlry committee meetings are."rotated" through the community and are held
in dommunity centers. By rotafing the meeting place, vocational education activities and the
corresponding community involvement becomes apparent to the citizenry and good public refs-
tions cats result.

Absenteeism

Rules should define attendance standards. Many guidelines drop any member who misses
three consecutive meetings.

Alternates
i. . . .

Do bot enwurage substitutes because this practice contributes to absenteeism and ineffective
committee work.

Come ittee ze

(
Determine the committee size. Six to twelve members is generally considered a workable size.

Meetings.
4

Decide how often committee will need to meet to accomplish objectives.

Encourage Attendance

Planenough tasks to challenge committee members.

Minimize personal conflicts among mernbers.,

Create prOductive, stimulatingi exciting and democratically run meetings.-

Recognize commitee advice/r m'mendations in writing.

Recognize committee contrib ons.

News Reliases

9 -

Acquaint th blic with community involvement in vocational education through effective
use of news media. Cle all press releases with advisory committee members.

..
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',fomentation Chei:klist

=Determine purpose /functions of committee

Investigate past history of advisory committees in the department/school

0 Determine 'source and amount of operating finances

Determine department.support and involvement

O Locate outside suppolt sources

Determine clearance procedures

Name persons} to assume responsibility, coordinate advisory committee

Determine committee type and size.

Determine membership criteria, length of term

Investigate sources for possible members including minority representativei

Make initial contact,withIttential members

Appoint members; draw up policies on absenteeism, substitutes, press releases

Determine agenda for first meeting A

Send letter informing members of .first Meeting

Conduct first meeting

Evaluate procedures and meeting fOrmat to date

O Revise, improve

Ilan and conduct second meeting

O Recognize members

Assessing impact

ft?

Advisory Committees

The level of involvement and effectiveness of advisory committees vary considerably. Forma-
tive or in-process evaluation helps insure peak effectiveness. The focus of the formative evaluation
may include the following areas:

4.

1. Evaluation by advisory committee members. DetermanAe from the committee members:

W
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appropriateness of the. agenda

satisfaction with the way meetings are conducted

identification of major results of the meeting

usefUlness of the meeting
I

The information obtained from the evaluation should be fed back to the institution .in order to improvefuture meetings.

2. Evaluation byrthe _institution. In this case, the institution attempts to determine the
usefulness of the advisory co mittee, meeting and provide feedback to the advisory
committee in order that future eetings better serve the institution's needs.

appropriateness of the

. level of understanding of the committee of agenda topics

relevance of recommendations

Selected References
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tive Use of Advisory Commitiees. Bulletin No. 0E-84009. Washington:. U.S. Government
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Course of StudyCitizens Advisory Councils ,in Education. Second edition by Phipps,
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mittees. By Phipps and Jackson.
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Publications Available from other sources

.
- .4' Guide to Establishing Vocational-Technical Advisory Committees. .Administrator's

Guide, 1968. This document can be obtained from: Mr. RoberiBatterbee, Chief, Printing
and Mailing Section, Department Services Division, Department of Education, P.O. Box
420, Lansing, Michigan 48902.

Advisory Committees for Home Economics. Teacher's Manual, 1969. Request from: Voca-
tional Resource Center, Department of Vocational and Technical Education. Indiana
State. University, Terre Haute, Indiana 47809. %.

Organization, Fun d Operation of Advisory Groups, Jan. 1972. This document can
be requested from: oger G. Worthington, Director Industrial Laboratory, Department/of
Community Colleges, ducation Building, Raleigh, North Carolina 27611..

Advisory COmmittees. 1964 (pamphlet) 29 pp. Available through Ohio's Distributive
Education, Materials Laboratory, 1885 Neil Avenue, 115 Townshend Hall, Columbus,
Ohid 43210.

AV Materials

Filmstrips Available from RED L, 357 Education Building, Urbana, Illinois 61801

Benefits of Citizens Advisory Councils

Benefits of Advisory Councils in Home Economics
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Citizens Advisory Councils and Health Occupations
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Concerns of Advisory Councils in Business and Office Occupations
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The Role of the Individual Council Member

The Use of Advisory Councils in Industrially Oriented Occupations

Sound/Slide and Filmstrips with Cassettes ,"Do We'Really Care?"Available from each of the
teacher prepiration institutions in the state and from Vocational and Technical Education
Service, Michigan Department of Education, Lansing, Michigan 48904.

Sound/Slide New Jersey Advisory Council on Vocational Education, 28 West State Street,
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Education -Work Councils

National Association for industry-Education Cooperation. A Handbook: Industry-Education
Councils. Buffalo, New York: NAIEC, ND.

National Manpower Institute. WorkEducation'Councils: Profiles of 21 Collaborative Efforts..
NMI, Washington, D.C., 1977.

Wirtz, W. Community Education Work Councils. Occasional Paper 17. Columbus, Ohio: The
Cebter for Vocational EdLication, The Ohio State University, 1976.
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RESOURCE MATERIALS

, .

The example materials illustrated in this part are tlesigned to be adapted and used Selectively
as your situation dictates. The purpose of these materigls is to show a variety of standard, forms,
tetters, suggested procedures, and otheasimilar aids that would be usefpl to vocational,educators.

List of Illustrations;/
Sarraple Letter Of Invitation

Sample Letter Anriouncing Official Appointment

s' San;Ple Letter of Appreciation to Advisory. Committee Member
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(Letterl'iead)

405

(Inside Addi.es;)

Dear

The (nam- of institution and department) is in the
process o establithin! advisory committee which
will involve -ucato , bp ess, industry, and labor
reiiresentatives D to the necessity to keep our
vocational edu ati. program and staff up -to -date
with current de pments, it is essential that we .

obtain input from the business, inddstry, and labor
community.s Your participation will be of ,great value
to us' in this endeavor.'

.?--

May I take this opportunity to invite you to become.
a member of our (title) Advisory Committee. Your
willingness to assist will help us make better
decisions concerning quality education for-students
enrolled in our programs.

Please note we are asking you as a 'representative
from (company/labor union name) to attend only
(number) meetings on (dates). A schedule of meeting
dates and agendas are enclosed.

You sill receive A follow-up phone call on (date,
time) in ordet to ascertain if you will be able to
attend or note -.Your interest and cooperation is
greatly appreciated...

Sincerely,

(Name)
(Institution)
(Department)

`Enclosures: agenda and calendar_of
meeting dates

Sample Letter of Invitation
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letterhead)

(Date)

(Inside Address)

Dear

Th (department title) takes great'leasure in
coming you as a member of our working team.

our appointment to serve a (length /f time)
term on the (title) Advisory Committee has been
approved.

Your,extensive background and experience-in
industry and your interest in vocational education
qualify you-as a most valuable member of this-

. advisory team. Not Only will the contribution of
yolk talent. be helpful to the industry, but to-
the community as well,:

Your interest in (subject Area) is appreciated.

SincerelS., yours,

College. President/
Dean

z.

4

Sample Letter Announcing Official Appointment

142 .
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(Letterhead),

(Date)

(Inside Addres)

Dear
*

I would like to take this opportunity to expr ss
my sincere appreciation for your participation with
the (name of program of school) Advisory Committee.
Your involvement has greatly benefited the program
development at our school and the development of
education in our community.

To show our' appreciation, we` would be honored if
you would be our guest for the Advisory Committee
Dinner on (date) at (location). We hope to. see
you then:

Sincerely,

(Name)

too

Sample Letter of Appreciation to Advisory Committee Member
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CHAPTER 7

RESOURCE PERSONS
from-Business/Industry and Labor

Introduction

Rationale

RESOURCE _PERSONS

/

In ordertaacquire information about the preent practices and requirements in their areas,
vocational education personnel need US establith,contacts with persons directly involved in busi-
ness, industry; and labor. On the basis of their prbctical knowledge and experience, business, in-
dustry, and labor "praFtitioners" offer valuable contributions as resource persons in personnel
development programs.

Benefits
..,

,
A number of benefits may be derived from the use of resource persons, including:

A chance to share new ideas

occasion to raise new questions

A chance' to gain access to special pei:Ire

An opportunity to expand knowledge

A than& to exchange information and increase understanding
'et

An opportunity to improve and update skills

An opportunity to establish close ties with business, industry, and labor reprpsentatives

,
Model Procedures

a effective useof resource persons requires careful planning and preparation, The planning
process IJves developing a resource file,determiriing objectives, choosing, an approach, and .
allocating financial resources.

145
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.De(eloping a Resource File

-

.-;T facilitate access to appropriate resource persons, a file should beprganized to provide rele-
va information about potential resource persons. Locate the following typesoof information:

. . 0 ,a
Names'of speakers able to describe business, industry, and laboryperatiOns and evolving
technologip and/or teac new skills,

, '. 9, r- __,mes of craftsparsoris, ex tives and prOfessiOnil per-simnel who coulcFserve as resources

Names of executives, craftsp technicians; professional personnel willing to serve on
advisory committees ,

" i4
= ':'Sponsors

P.

of part-ticnkempOyinent/personnel exchange programs or cooperative internships

Effective el conduct or piartic'ipatein workshops- ;
,

A suggested* for a resourceurce card file is included in Resource Materials. To obtain informa-
tion regarding potential ctiourcde perionsa,it is necessary to investigate a variety ofsources, includ- <ing:

dtt .

Business andindustry

Large companies and agporations

Small neighborhood business

Professional, techniCat, and trade.organizations

Chambers of Commerce

kusiness-Ecitication Coordinating Councils

a7

ru-siness-sponsOredcivic groups and
. d : I '

Types of inter- and intra-business and industrial consortium committees unique to
.. various communities, e.g., shopping Mali associations

..

Organized labor

Governmental agencies

Military posts

Staff contacts

t,

Advisory committees -:

Personal ntacts.

a s

Frequly, locaL,Chambers of Commerce will provide a membership diredUvry, which includei
.many.of the above.

4
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Contact Public Relations Directors of large manufacturing and industrial firms, corporations
and universities and request a list of speakers with expertise related to your interest area.

Organized Labor

Most labor unions are extremely community-oriented, have an abiding interest in the total
t___welfare of their members including education; and can support their interest with p7ersbnarrepre-

sedation and other resources. Personal rapport with Community labor leaders is a worthwhile
rgsource itself.

... . .
, If an organization has had no previous contact with organized labor, staff members.may be

unsure of the best way to initiate communication. The following are some suggestions based on, the
. .type of information or linkage,,contaci desired.

., .

N

Type of Information

general information

Programs of statewide involvement

;Cs

rograms of c partment-wide perspective
Or

Programs that are service-area specifid

Contact

National level office

Specific unions

Federation of unions

Labor-management training trust funds

State or regional office'

Speific unions

Federation of unions

Labor-management training trust funds

Local office.

Specific unions

4.

Tesecure information on communication channels or thename of an initial contact person
0 for the local office of a speggic union, or call the state or regional office dealing with tIFIesired,-

program aid ask for the neeVed referencei. All unions, state and local, employinforme ton officers
spepificapy to deal with requests froin be public.

Retired Persons

Retired persons are also an excellent resource pool, successfully used by various_ groups. For
example, ACTION, the national agency for volunteerbservice, used SCORE .(4ervice Corps of

'Retir2d Executives) as technical advisors to develop minority .business enterprises. Sources to in-
vestiate include national and_locarretirement groups associated with businesses and civic organizp-

.' Cons..
&
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Throughout the process of identifying resource persons, staff members have an excellent op-
portunity to establish cooperative relationships with persons from business, industry, and labor.
Below are some suggestiOns"for themes, topics, and groups that might be included for further in-
volvement with business, industry, and labor. This is the part of a brainstorming list; you are en-
couraged to add to it.

Identify the various business, industry, and labor professional and trade associations in the
state that have a relationship to the work of vocational education.

= Develop a file of resource persons or associations of concern to your organization service
area.

%.

Select a multi-disciplinary panel to assist in.developing long-range plans for per.so nnel
dgveiopment.

ca*

Identify resource persons in federal agencies and government who are sources of technical
information:

Involve staff in reading association journals and trade publicatiOns as a way of identifying
resource persons and keeping up with developments in the field.

Get staff involved as resource persons in providing assistance to business, industry, and
labor-related groups.

-.Identify labor education resource persons.

Establish informal communication with business, industry, and labor representatives for ,
on-going dia ogue.

, Identify company sales representatives who are also specialiststinh various training tech-
riiques.

Identify various private, non-profit training programs for s ill training of disadvantaged and

4
special groups.

idehtify various private training school program so rc

I

Develop an jriventOry of staff skills which yvould = e useful to business, industry, and tabor'
related groups.

Prepare an economic profile of the area, researching the interrelationship between business,
indukry, and labor in the Aocal ebonorny.

While building a reservoir of information on potential resource personi, the particular needs
of educational personnel should be identified.

Determining Development Needs

Fr 1...e ly, -the temptation is.to choose a resource person an en arrange* a personae!
develo ent activity which requires that person's expertise. How eve , esource persons are most
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I
effectively used in personpel development if they are chosen according to specific needs of-voca-
tional education personrtel. WcItkshop speakers should address definite gaps rather than have the
agenda develop around available speakers.

.

Defining the
4
Resource Person's Objectivet (.0.

It is important to set a specific objective for the-resource person. For example, if personnel
need up- to-date information regarding a Current technology, then the resource person's objective
will be to provide that information. Unless the objective is werrdefined in advance, the resource .

person cannot be expected to meet the specific needs of his/her audience. Resource persons are
frequently used in personnel development programs to:

Assist in the dealopment of spkific activities (for.example, personnel exchange or coopera-
tive internships).

47

Provide opportunities for site trips to various businesses and industries.

Provide access to specific additionk business and industry personnel.
-* ,

Help in the development of curricula relevanrto current technology.

Furnish bdOlcs, pamphlets, and other printed materials-for instructional use.

Provide exploratory and "hands-on" training'opportunities for personnel.

Furnish instruction/I aids, e.g., sample kits of raw materials, finished products, exhibits,
and training aids fdi- use in personnel development. .

Fumishidirectories of other businds, industry, and labor resource persons.

Provide oPportunities for faculty to obtain 'work experiences in businessesand industries.

Conduct seminars on various to cs;
.

s

Selecting the Means of Presentation

After defining the objective fOr the resource person's presentation, select the most appropriate ,
means for the presentation by working with the resource person. It may be possible for the individual-
to fulfill his/her objectivethroUgh one of several means, including a personal apPearance, 'Con-
ference call, the speakefphone, audio tapes, or video tapes. In making,thisjoint decision, several
factors should be discussed:

, The object of the presentation (whether or not a discussion is to occur between the audi-
ence and the speaker) i

%,, . i
Thg resource person's and the au'dience's experience with various media

(

. -

Geographic proximity of thesresource person
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Availability of required facilities and equipment

Cost effectiveness

Personal Appearance

In most cases, the preference will be to have the individual make -a personal appearance. --
However, in some invncesbecause of travel costs or schedule conflictsit may be most efficient
to-make other arrangYments.

Conference Calls

'Another way to utilize speakers is by:holding a telephone conference call. The operator in
your area can set up a conference call and get all participants on the line at the same time. How-
ever, the maximum number of conferees is limited by the telephone equipment used..One ad-
vantage of this approach is that ,everyone gets to talk to everyone else. The operator can figure
cost of such an arrangement in advance. Once participants have agreed on the time and date for

the conference calf; certain steps must be completed.

Tospeed connections prearrange the call by:

Dialing "O'. for Operator,

Give your.telephone number (area code), and

Give necessary' details: names of participants, telephone numbers (extensions), area
codes, cities, specific places (institutions), time to be herld,.paymeri arrangements.

f inallythold conference call on prearranged date and time.

Speakerphone

The, speakerphone attaches to'a regglac telephone. This unit allows "hands free", conversations.
Se arate desk-top transmitter ind'receiver units permit a small or large group. to participate ine
e ephone conversation. The Volume but/on enables the resource person to be heard by large and

.. small groups.* **
, .

- 4

such a unit can be used for meetings and in place of a conference call. Dial the call collect,
put it on the speakerphone and have every ne assembled to participate in the telephone conversa-
tion. For private conversations, turn the kerphone off and proceed in th`e normal mariner..

ip

Audio Tapes

Request an opiTortunity.to tape resource persons frombusiness, labor, and industry who have
expertise corresponding to the specific needs of the personnel. Record the conversation including

"questions and answers. Be certain to include the' name Of the indiiiidual, tiis7her title, and the
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corporation or industry 'name. Advise that the materials will be used w ith audience for
period of time. The materials will be updated within the time limit set by the company.

The original tape may be available for recall at-the discretion of the corporation's public relations
department and perhaps not reproduced without specific authbrikWL,._

-Using-thisforMat--alibrarY can be developed of experts from all over the nation, without ex-
tensive costs to the department.

The audio tape approach can help attain objectives, especially if videotaping is unavailable,
too expensive, and/or too time consuming.,

Videotape ,

With the Current Accessibility of"closecicircuit and cable television, one method to incor-
porate new conbeptand practices into a professional develoPthent program is through the use
of videotape. For instance, videotapin,g can be used in simulated collective bargaining sessions or
grieva6ce procedures with actual ,cases. Participants in such a workshop would actually attempt .
to solve the given situation. Experienced business, industry, labor, and other representatives would
actually conduct and direct such a workshop. Below aresOme guideling which may help organize
such a session: 4.

A
Decide on the topic.

Contact through a letter or by phobusiness- industry -labor teOresarttatives willing to
participate in such an endeavoposet limits.

Deckle jointly thWiocation for the session.

Identifythe number and type of participats; set limits.

Obtain 'actual grievance cases for each.participant and arrange for the necessary vjko
evuipment.

Develop agenda outline for the day.

Divide participants into groups.

Videotape each group's session; set time limits.

'Review each group's videotaping.

Evaluate thesession.

Financial Considerations
*

When deterMining the amount of funding available for resource persons, examine the follow-
ing aspects: "
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Department budgetHave specific and sufficient monies been allocated for expenses associ-
ated with the use of resource persons, including travel, honorarium, and per diem expenses?

Sharingcostsls it feasible to arran:ge for'the use of a resource person on a cost-sharing
basis?

,st -free arrangemetgsls it possible to utilize a resource person from a company or an or-
ganization which provides no-cost services for educational concerns?

Planning Steps

This list is designed to assist you in planning for the effective implementationof resource per-
sons. The planning steps focus on gathering information, organizing details, and defining objectives.

1. Determine Objectives:

What are your needs and' goals?
What is target audience?

2. Examine Potigs: V
4 ,e

Does yciur institution have any policy' concerning the utilization of resource perso

Determine Strategies:

What type of strategy(ies) do you wish to use?

4. Obtain Information:

What informationshould be given to the resource person?
What information shcfuld be requested from the resource person?

F

. Determine :Arrangements:

What type otarrangement c1.2 jou need to make for the resource person?

6. Select Publicity Arrangements:

What type of publicity activities?

7. Determine Agenda:

What iteMs deserve a place on the agend,a7

8. SeleciEvatuation:

How will the presentation and use, of resource p rson be evaluated?

9. Determine FolloW-up:
4

What follow-up steps need to be taken?
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Implementation

Examining Policies

4'

Prior to beginning the selection process, everyone involved should be knowledgeable about the
organization's policy concerning the uskof resource persons. Determining existing policy at the
outset cen help prevent misunderstanding at a later date. Policy-procedbres to clarify include.

Travel guidelinesAre coach or first class accommodations designates for airlines .

passengers? Is tril "per-mile reimbursement" specified for automobile travel?

Per diem expenses Is the cost of meals, gratuities, and lodging limited? Will airline
passengers be reimbursed for transportation costs tb and from the air terminals?

Reimbursement proceduresAre the procedures for'obtaining reimbursement clearly out-
lined? Is the resource person required to submit certain forms in order to be reimbursed?
If so, are these forms "comprehensible?" =

Consultant/resource.person approval proceduresWhat is the process for obtaining approval
to hire a resource person? Is the resource person required to sign in agreement for services
rendered?

Familiarity with existing policies and procedures enables the final selection of drourcekersons
to proceed with confidence and efficiency. `,

Selecting The Resource Personi ,. .
Whether resource persons afe chosen as representatives of groups or organizations or selected

( a individuals, establish criteria to fit a variety of situations. This criteria should take into account
the degree to which the individual demonstrates:

. i,-...... \

Doesthe inditdual already have numerous obligations? \)
An intention and ability to prepare for indicated events.

Did he/she respond enthusiastically to your-inquiry?
Is he/she noted for dependability?'

An expressed interest in the area of vocational, education.
Ha§ the individual been involved previously in vocational education personnel
development?

An ability to relate to a v iety of disciplines and experiences.
Is he/she able to identify with the particular problems and needs of vocational edu-
cators?

Knowledge and tperience in specific content areas. °
Can the inch 'dual address the needs of vocational educafors in a way that is specific
and relevant?

=
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A capability for dealing with problems andissues.
Can the individual identify, clarify, and assess concepts and positions?'

A preference for Speaking assignments.
Or does he/she prefer to work in small group- discussions?

If the major responsibility of the resource person is to address a large audience, further con-Oder: ___ , - _..... .

Is the individual a skilled, dynamic public speaker?

Can a minority or female representative accortiplish your objectives?.

What about geographical proximity?

In the final selection of a resource person:

Try to avoid choosing an individual solely because of his/her status, sirice "status" does
not guarantee that the person will effectively respond to the needs of the organization's
personnel. :

Select "backup persons" in case the first choice does not accept.

Avoid the extensive use of any one person.

Remember that if an individual agrees to participate in.a program and is not utilized, he/shemay lose interest.

With -the selection o f the resouroe,person accomplished, establish the necessary contacts.

Contacting Potential Resource Persons

Establishing contacts in the business, industry, and labor sector is a long:term project. Con-fidence building is as important an aspect in establishing contacts as is information dissemination.

In making the initial approach to an organization, the educator's knowledge of organizationsand/or h3/her rapport with individuals within the organization playi a prominent role. His/herfirsthand knowledge might dictate, for example, whether the project ought to be approacheddirectly, presented in writinVbxpiored through a third party "insider," or whether it would bemore productive and p-olitical to have an exploratorV conversation.
re.

Depending on the size and complexity of an organization, it is of frequent value to developan advocate within the organization who can assist in bringing the,project to the attention df theright people and who can be expected to represent you w accuracy and conviction. (A samplecontact log for use when contacting resource persons is indltuded. in Resource Materials.)

Once the resource person-has agreed to participate, he/she should receive certain written in-. formation. State:specifically the expertise needed. State the dates, audience or population to bereached, and the time frame of the presentation. Request the name and title of the person in busi-ness, labor, or industry to contact and establish a working relationship with this representative foi.present and future needs. A summary of information to be given to resource persons includes:
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Purpose of conferenck speech, advisory committee, etc.

Location, date of meeting

,,Type of talk/helplesired

Number and type of participants
.

-

Length..:qf time avaiI lable .

Copy-of tentative program

Financial arrangements agreed upbn:

Travel

Per diem expenies

t
Honorarium.

How and when payment will be made

Paperwork required

Accommodation'airangements

Request for a clearance release

a

.
,If you intend to publish or disseminate a speaker's presentationthen makearrangements with

speaker, look into clearance and/or permission prodedures, including:

,Legal requirements

Institutional procedures

Contract restrictions

Clearance/permission procedures

It is particularly important to obtain Clearance if you plan to make video or audio tapes of
presentations or photograph resource persons.

A sample clearance request letter along with a sample voice and videotape release is included
in Resource Materials.

,

Information to Be Provided by Resource Persons

In addition to providing the resource person with necessary inforniation about the event, h e/
she will need to supply thefollowing data:

1G
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Date and time arriving/depaAjng

4 'Transportation arrangementi

Specialmaterial/equipment*needs,

Paper work needed-

Biographical material (if needed)

Advance copy of speech (if applicable)

Agreement on the evaluation.input and feedback to the resource person

Permission of resource person for recording the presentation

Appropriate biographical career information for introduction
1

Any additional needs/expectations

Evaluation of Resource Persons

The effectiveness of resource persons should be evaluated as soon as possible after the pre-.
sentation. The following questions serve as guidelines. '

Was the resource person's information useful?

..Were his/her materials and presentation clear, helpful, relevant? Did they address specific
need?

Was the resource person prepared, organized, approachable?

Were technical aspects of the presentation easily understood?

Resou rce persons should also be given a chance to evaluate the educational setting and their
experience in it. Questions they might answer include:

Were the presentation setting and audience size agreeable?

Were there any factors that undercut the effectiveness of your `visit?

f he educational institute should evaluate the management of the resource person program
ith an eye towards greater effectiveness and the weeding out of unsuccessful participants.

eries might include:

.
How often is the resource pool updited?

How often are resource persons used?

At what stage of curriculum presentation can resource.persons be most effectively
scheduled?

6.



.
The educational institution should also include in its file on potential community resource

persons a summary evaluation of their effectiveness so that future users of the file can get a clear
idea whether a particular person fits their defined need. The evaluation can be a composite form
incorporating audience evaluation and feedback front the resource person him /herself.

A summri.e.valuation could be handled in several ways:

By the advisory committee

By the coordinators of the resource persons program

By the educator/aqministrator who actually requested the visit

The recommendation could be written in paragraph form simply rating the resource person's
overall performance. Consider:

Ability to perform in the particular educational setting

Ability to generate interest in the topic/skill even when confr ted by a disinterested
audience

Effectiveness of presentation

Ability to communicate useful information

A resource person's file is necessary to eliminate the repeated use of ineffective speakers.

Sample Form

A sample_form to assess the effectiveness of the resource person is given below:

Please respond to the following items by checking the appropriate box which best reflects
your opinions concerning the usefulness and relevance of the resource-persons in your staff de-
velopment program.

1. The presentation was:

a. Useful to me.

Not at
All

b. Relevant to me.

Not at
All

157

Extremely
Useful

.1,1

Extremely
Useful
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2. The materials presented were: ,

a. Useful to me.'

0 . Cl 0 0 q
e Not at ,- Extremely.

All ; UsefUl .

b. Relevant to me.

-0
Not at Extremely
All Useful

3. The amount of time spent on the presentation was adequate for me,

Definitely Definitely
No Yes-

4. ,The resource person was accessible.

0 0 ^0 0 0., Definitely Definitely
No Yes I

. i
5. What other topics would you like to have the resource person discuss?

a.

b.

C.

d.

.e.

-;-

Selected Referenyis

ThLtpart of the handbook section lists selected reference materials that pertain to the,effec-
tive use'of resource persons. In addition to these materials, each service area has a multitude of
organizations and publications that are related to that iiarticular service area. The Hillary should be
helpful in idefitifying thes,e. You are 'encouraged to add to this list.

Print Materials

Career Education Institute. Community ?esource Guide, Final Report, Vol. IV. Levvisburg,
Pennsylvania: Central Susquehanna Iiiterrnediate Unit. (ND) (VT 102 402)
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Bottoms, E. et al. Career Education Resource Guide. Morristown, New Jersey. General Leaming
Corporation. 1972.

Hoyt, K. et al. Career Education in the'High School, Chapter Twelve. Salt Lake City, Utah: .
Olympus Publishing Coinpany. 1977 (VT 032 718).

- ,
A

Institute for Public Affairs Research. How to Use Community Resourceft Portland, Oregon.
Institute for Public Affairs Research, inc. (ND).(VT 103 066), ge

Norton, R. ErStaffDevelopment Program forspromoting More Effective Use of Community
Resources in CareerEdu.cation, Section IV. The Center for Vocational and Technical Educa-
tion, The Ohio State University, Columbus, Ohio, 1974:-.

Tri-County I.E.L. Council. Teacherg' Guide to Community Resources. East Peoria, Illinois. Tri-
County Industry-Education-Labor Council. 1976:

ft
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. RESOURCE MATERIALS

s s

The sample materials illustrated inthis bart areidesigned.to be adapted and used selectively as
your situation dictifes. The purpose of these materials is to shim a Variety of standard forms,
letters, suggested prestddres;and other similar aids thiitivould be useftyl to vocational educators.
in selecting ant using resource persons.

List of Illustrations:

Contact Log Worksheet

-

Sample Letter:to Speaker.

. Simple .ResotkraePerson File System t

Sample Voice Release for Reproduction Form

,_ sample Video Tape ReleastForm ,
-

Sample Thu-You Letter

rt

a

r

4

9

'

a

f
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*CONTACT LOG

sA.

Page of

Person-Cpntacted
(Record name,, title;
address, telephone
number in file)

i .

Mature of Information
South/Provided.

.

,

Follow-U ction
Required /Reminder
Needed

- -

Contact
pate

.

. ,
-

1

.

...
,

. .

.

. , , ,
.

,,

.

. .
.

.

.

.

.
.

rt - -

4

4



V

r.

(Date)

(lAside address)

-Dear

(Letterhead).

We wish to take this time to acknowledge,the'Participation
4

and contribution of ( name ) of'yOu'i faculty to the confer-
.

knce entitled ( title ) that was held at ! ( name of insti-
.

tution ( ate *).

The major goal of this conference was to prOvide ur
?, * -

participants ) with a broader scope of informat on *on

01'
tdpic ). This goal was achieved With ( -.name ) help:'

We appreciate the cooperation of the university administra-

-.'tion in permitting ( name ) releast time, to participate in

this professional development activity.

P

I

4.

Sincerely,

4 Name )

Proqi'am Director

, Sample Letter to Speaker
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NOTE: A filing system may be organized by topic areas, cross
referenced or alpnabetically

(frOnt)

Resource Persons'

Name:

Organization:

Office:

Address-

Phone-

klome:

,Address-

.Phone-

Title:

Expertise:

Recommended by:

-!

Date'and occasions used:

- .

Availability (Preference)

p

A Comments:

at

back

ample Reiburce Person File System

A
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-.-

D

VOICE RELEASE FOR REPRODUCTION .

1i the Uncligned,'do hereby grant

University, permisiicip to reproyde,

on magnetic tapes, recording discs, and/ormag-

1;perfAa-pe-,catcsettes the finished voice rpcording

of made on' ;to,any 1

Name - "*. Date_
legitimate use (department title)- may deem proper

for advertising

purposes or for

or educational or commerical'

47
the'pprpose of ira .Further,

I relinquish and give all right, title, and

interest I may have in the finished-voice recording, -

copies, and facsimiles .of th,ft recording, and
.

'further grant the right to give, sell, transfer,

and exhibit those recordingi and facsimiles thereof,,,

'to%any responsible.individual,.businese firm,

'broadcast studio,. or recording,studio, or to any

oiheir assignees.

ate
I-

4.

Signature

=r Sainple Voice Release for Reproduction FOrm

164-*
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V/DEO TAPFt RELEASE

I, the undersigned, do hereby grant (name of
u4kversity), permission to put-finished photo-
graphs `of (date), (name), to any legitimate.use

4 may deem proper for Advertising
or BducatiOn or Commercial-purposes or for tutee .

purpose of°Trade. Further, J"relinquish and
give all right, title and interest ,I may have
in the finished pictures, negatives, reproductions,
and copiei of the orEginal prints and negatives
and further grant the right to give, sell,
transfer, and'exhibit the negatives, original

, - , o-
any responsible individual, business fiim, or

'publication, or to any of their assignees.

Date

/1

-00

Permission-granted by

0

Signattrre

a

a

a

Semliki Video Tape Release Form
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(Letterhead)

-(Date)

;Inside address)

Dear

Your willingness to participate as a
resource person at our instituti9n is most
appreciated. Without your cooperation; this
phase of our (class, project, etc.) would not
be possible.".

*

The object of these sessions is to provide
our (audience) with a broader scope of informa-
tion on (subject area We hope to achieve

with your'help.

Our .group is interested in h4ing*about
(subjeCt area) which you may Want to cover.

, Your company may have _acme materiflsolpsuch
as booklets, leaflets, etc., which they would
furnish, that you could bring &ion Please
feel free to bring along any tools o other
materials which you work with.to di lay during
your talk which Should last (time), ollowed
by a discussion and answer period.,

We' would like for you to meet with (name)
on (date) at (time).

Thank you very much for your willingness
.to participate in our (title). We will be
looking forward to.seeing you.

You'rs truly,

,-4
(Name)
4orkshop Director

1
so,

'Sainple Thank-you Letter
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SITE VLSITS

CHAPTER 8

SITE VISITS
Arranged with Business, Industry, and Labor

Introduction

Rationale

John Dewey's concept of "teaming by doing" is a basic tenet that is applied by vocationaleducatOrs. Yet it is often true that the community resources of business, industry, and labor are not
adequately made a_Pgrton.bp educational process for both students:anifteaghers. Site visits or fieldtrips offer visual and "hands-on" learning experiences that supplerniektfieclassroom learning activi-ties.ties.

Benefits

.

Site'visits acquaint student and` faculty participants with evolving technologies and new develop-
ments in old fields. These visits achieve educational objectives by providing relevant, practical, and
current-information. Such visitsalsoallow students to eXpldare possible career irrship experiences
or future employment. Such visits help broaden the perspective of participants r arding the type
of work done in various occupations, as well Os help update specific job information.

Planning

Determine Needs an;I\Qbjectiverof Par,ticipants

A visit is time well spent if it meets the specific needs of particulariroups or.individuals. Needs
and objectives of faculty, staff, and students may be met through.site visit experiences that include:,

Interviewing, interacting, eXchanging ideas I
Examining company forms tip;

Examining erm3loyrnent practices, management procedures, training programs, policies

4

Examining new industrial processes and developtnents or. specific processes and developments

Experiencing real life situations not available in the instinitiorr
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UPdating knowledge about changes, new job requirements in yOur specialty field

Obtaining information about organization structures

'Observing work environment, facilities, interactions

Opening communication to future placements to achieve a positive Oublicjelations image

Clarifying particular information or stimulating further research

Identify-Potential Sites .
I

Site selection should be'based primarily on educational objectives. Information gathered about
sites should include a description of the facilities, operation, activities, personnel available, length ofvisit, and the time ,available. An active, systematic file of possible sites aids in organizing visits.
Card files have proven tobe a useful tool in organizing and retrievingneeded information. Informa-tion to be collected inoludes: , .

.. ..
'Subject area .Number of visitors permitted

.
.Date of dontact Amount of lead time required

Name/address/phone of organization , Experiences available

Contact person

Determine Institution/Department ,

Policies and P,rocedures .

t
\Funding. Identify available funds and determine the costs of the visit. 'Available funds can, -det mine the extent and type of visit. When determining funding availability, the following sourcesshow e examined: .

Instructional materials available

Department/institution budget

Perticipants

Iridttstry/business/labor

Outside organizations

Sharing costs

Clearance. Investigate and obtain needed institutional clearances.
r

fI .
Travel. Dttermine method and cost of travel, and the institution's restrictions and liability.

p-Sa&ty. kware of the requirements of the Occupational Safety and Health Act (OSHA).
Visitors may be asked'to follow safety rules-and/or precautions zilch as wearing earplugs in high II*deCibel areas, piearing;afety glasses, wearing helmets, or wearing safety shoes..-

4
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Planning Steps Checklist
t

Develop and maintain site visit resource file

List needs *potential visit participants

List objectives of visit

Determirf'e sources of funding

Inforrri interested potential participants about visit

Investigateand obtain needed clearances

Investigate safety requirements

D Determine essential informaiton for potential site visit

Develop list of participants

Determine size of participant group \

Implementing

Select Site

Select the site that best meets the need of the individual or group and that fits distance and
time liinitations. There are various types of site visits that can be adapted and scheduled to meet
the needs of the particip-ants. The following list identifies some of the ways site visits can be
organized:

Visits to large industries in a number of states, perhaps planned in cooperation with state
associations-or-other-appropriate-sources-

Visits within th'e local community involVing business, industry; and labor

Visits planned with the help of area industry-education councils

Visits within the educptional institution itself or another educational agency

.
Mak; Necessary Arrangements

Whenever a site has been selected, the department representative should contact the site host
and carefully plan the educational experience. The following preparations should be made.

Conte& host by telephohe and follow-up letter

4- Obtain basic infOrmation about the host
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Preview the tour when planning for a,group

Obtain packets o informative materials about the site farthe participants

Discuss availabili y of resource materials for participants

Arrange accommodationSif visifis-longer than one day

Have afterriative plans available if problems should arise-. - ,

Arrange visit itinerary

Obtain clearance from the host for photography, interviews, and publicity

Discuss traveling, meals, parking aspects, and related costs

Check on insurance coverage and safety precautions

Send follOw-up letter confirming details of trip

Conduct the Visit

l_t

Upon arrival. 'Check in with appropriate contact person at the site. An orientation by the site
host will usually be given. ,

Mid-visit. Experience has shown the desirability of a mid-visit conference with the department
representative and site host to determine the reactions of the participants to that point. If
necessary, correct or revise the 'remainder of the itinerary keeping the educational objectives in
mind.

Conclusion of visit. Each participant or group should meet with the department representative
and other persons who have been involved with this visit for a final evaluation before returning
home.

A

Follow-up to the Visit ,

The following activities should occur after the visit:

i A thank you note should be- written to the host by to visit coordinatorand/or participants.

If the host has given consent, material publicizing the trip,should be submitted to the
media. 4

If this is a trip for course credit, previously agreed upon reports or follow-up activities
should be developed.

4.
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Evaluation of the Visit

The following items should bconsidered in evaluationtif the visit:

Get evaluation feedback from (1) the host,*(2) the participants, and (3) the group leader
or coordinator.

Share evaluations with the trip host.

Evaluations should be based on the stated objectives of the visit.

Evaluation should deal'with the planning, types, and quality of the.experiences provided.

Implementation Steps Checklist

Select site

Contact host

Set date

Make travel arrangements

Preview t

Arrange acco modations if longer than one day

Set up itinerary

El Send follow-up letter tconfirm arrangements

Conduct the visit b.

Send thank-you letter to host

Evaluate the site visit experience in terms of the educationarobject ives
ry

4

Selected Reference; .

This part of theilanabook section lists selected.referende materials that pertain to the effectiveuse site visits. In addition to these materials, each service area has a multitude of organizations
and publications that are related to that particular service area. The library should be helpful in
identifying these. You areiencouraged to add to this list.

1*-

171

76



4

Print Materials.'

Dale; Edgar. Audiovisual Methods in Teaching. 3rd Edition. New York, New.York: ,Hots`,
Rinehart, and Winston, 1969.'

The Center for, Vocational Education. Module C-1-Direct FlelciTrips. Professional Tdaclier
Education Wodule Series. Athens, Georgia: American Association for Vocational Instruc-
tional Materials, 1937.

The Williams-Steiger Occupational Safety and Health Act of 1930. OccUpational Safety and Health
Administration, Washington,,D.C U.S. Departmentof Labor.
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RE,SOURCE, WATER IA LS

The example mateKhls illustrated in this part are designed to be adapted and usedselectively
as your situation dictates. The purpose of these materials is to show a variety of standard formd,
letters, suggested procedures, and other similar aids that would be usolfpj to vor.atnal educators.

List of Illustrations:

Resource File Card

Sample Letter Confirming,Detailfof Visit

. Sample Letter of Appreciation

Pliticipant Evaluation of-Visit

7.

A.

17
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.1.

.10

Resource File Card ,

*

game of Orga'nizalion,

Date-Of Contact

Address
:..,

Phone , /
,

COntact Person

NuMber of visitors able to accomodate

'Best. time to contact

Amount lead time_required

Time re4uiredfo.rvVir

Expenses available

4

73-

/

Retottrce FRe Card

174
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4

(Letterhead)

(Date)
4

(Inside addrete) .

Dear

The Vocational Education Department at (name) Oniversity.Wily be .

'sponsoring an industrial tour for vocational teachers this sumrer.h
The goal of this effort is to familiarize in- service teachers and

university faculty members with modern management and manufacturing
6

techniques within specific departments. The long range objective of,

private -'this visitation is to foster closer vocational ties with the

A

sector.

As a follow-up to our recent telephone conversation Ofoa week ago,t,

the following schedule is the agreed upon itinerary for the day of

,

our

We appreciate your interest, and willingness to participate in 'ttle

visitatiO, and look forward. to meeting with You oh (date): If you have

any qu tions or problems that might occur, please contact me at (phone

Enclipure: agenda

,

I

Sincerely

(Pt

(name)

Chairperson

,

'fro=

Jaiter Confirming Detiils

So.



, ,

4 .

o

e(Le \t.terhead)

4 \

(Date) ,

(Inside address)

Dear. :

On (date), faculty. members of the Vocatipnal Teacher Education

6artment Of(name) University visitedynt>plant to tour 'the-

facility and.observe new manufacturing techniques.; We wish to
.

acknowledge the cooperation of (name) of your company, who acted as

our host .: Tye experiences- he grlyvtotedto the parei-cfpants--were very

beneficialand:the Astt was an enjoyable experience gor all.

We appreciate the'cooperation of the managemeht in giving.us

your time and effort. 'Thank you fon your support.

t 1,

/

r

Sincerely,

'60

(name)
. 4

Chairperson

a I'

411
§ample Letter of ApprecigtiOn

r.

Y. O. 3
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)

INt Name of Buines:

2. Date

PARTICIPANT EVALUATION OF VISIT

,.. 4-

./0"°-

3. Have you received all'necessary documentation prior to yisit?

"Yes , No

.r

Comments:

tos

gall well was-lhis visit'organized?.

_ -_.VerY well well t' not well

5. Akre the objectiVesYor this visit understOod by you

Yes' ' No
. .

'6. How well has this visit helped you achieve your set objectives?

Very well , well ,, not well

7. List below the strong points and weak pointi of Phis vi-sit:

STRONG POINTS --- WEAK POINTS

A
1

8. Old you-have an oppoRimity to interact yith company personnel?

'Yes a No

9.- WAS enough time allowed for this visit?' Yes 1 No -

10. What are your recommendatibns for future;.se of such a visit?
. .

*

)
40( 11. Addittibnal Commentiif necessary)

"4 1.

of

Participant Evaluation of Visit

18,,r;),
177
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CHAPTERtr

RESOURCE DEVEL NJENT
Support from Business, Ind try, and Labor

;
ry

O

Rationale

Staff development, aswell aspeother dimensions of educational administration and manage-
ment, requires program support. Thflation, government mandates, and decreased or statusquo_
revenues all bring an increased pressure on financial resources of educational institutions. When
these pressures dictate that some programs must be dropped, staff development is often hit

s' To ensure the continuity and/or relevance of staff develOpment the progralln director must
enlist monetary support from other sources. The success of this effort may depend upon the
director's knowledge of and abiliNto contact organizations.which could provide this support.

IntrodUction

URC9E DEViLOPMENT
1

.' Benefit;
-,

. 1 rs Ili
The benefits of external program support can be in the form of-grants, fellowships, Olar- 1

. ._

ships, awards, endowments, loans; donations of time arid services, and donations of teac.hingialds, t
materials and equipment.

;,,
_

,
III addition to these financial kinds d support, other benefits are possible such as:

1 Establishing (faluabre communication links

Initiating possible personnel exchges

Lbc,ailsng work stations for interhships-

Finding job opportunities for graduates

The cooperating organiption also benefits in the supporting role. Such benefits include:

./A direct, investment in the educational proceis *.

rI
4

.
4.

-*A charitable tax deduction

Possible employee recruitment

Possible adVisory cdmplittee participation

*Lb

0
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A

Planning for Resoun; Development
...

% ...
Analyze the Staff Development Program;

. r
An analysis of the staff developnient program is needed in terrnsef the support required for

,Successful implementation and/or continuation. This support mist be concilered in the broadest
context and will include: , .

, .
. . -

4

a.

.

Human resources--administrative,lnstructicmalsupporting staff, resource persons,

Financial resources ,*
Facilities and 'equipmentbuildings, classrooms, ,dlopr reistration areas,
tional equipment .

'Suppliesimaterialsvisuahids, curriculum materials, office supplies

Assess.the Adequacy of the Mailable ResburceS
5,

furniture, instruc-

Assess the adequacy of avail le resources_ needed to implement and maintain Oa staff
development program. A Work hi down chart will be useful in highlighting the resources re-
quired for each task, subtask and ctivity.

. .

#

A Gantt chart or similar time ne will supplement the work breakdown chart and help deal
with the essential element of time. Samples of a work 'breakdown, chart and a Gantt chart are
located in the Resource Materials se ion of this chapter.

Project the Need for Additional Resour
and Initiate Planning

The need for and the natbre of bdditio al program.suPport becomes apparent aftertcomparing
resource needs with those that are really ailab,le. The gap between projected needs and
"on hand resources" is the additional suppo needed.

The plan ftr resource development will be' ore effective and will lend itself to concrete
evaluation if it is built around goats and objectiv that 9re written irt measurable terms. While a
is A statefnent of broad intent that is timeless, a ruble objective lists the dekired accomplish-
ments to be reached Within a given period Of tim These kinds of objectives contribute to greater
understanding of the total plan and also Automat! ovide the e,aluation criteria.

Correspondence with advisory councils or 'support coordinators at !miler institutions will
provide information helpful in the planning process such as:

How broad is the institution's voluntary support?

-What is the relationship between.the institution and theiocal community? ..

0/high coMpames are the most rorninent contributors to program supp2rt?
.

't
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.

Is the alumni association well ofganized?

Are the trustees financially committed to the institution?

Does'the institution report on itsttewardship of the resources entrusted to it?
r-

Locate the Additional Resources.,
.

Location of additional program support will be augmented through the formation of an ad-
visory committee. Eicisting department advisory committees might be utilized to.ttelp enlist pro-
gram support or an ad hoc committee might be organiied to aid in planning for and securinfpro-
gram support.

,

An advisory committee could assist by

Identifying strategies for building support in the business; industry, and labor community,

Encouraging business and induitries to help provide support
,

Assisting in the identifidation of potential contributors

Reviewing program support plans.

.

Making suggestions for implementing and/or improving programupport

Oche' altemativesfor locating additional program support are:
r

Labor unionstrade unions; The American FedgratiOn of State4.ounty and Municipal
Employees; craft unions .

,

AssociationsAmerican Association of Community and Ju or-Colleges, American Society
for Training and Development; Business-Industry Adviso ouncils, National Association
for Industry Educatign Coopgration,Nationgl Association of Labor Educjtion and Research
Collaboration; The National Allianth of Businessmen, National Associatioh of Women Busi-
miss Owriers; Cpuncil for Occupational Education, National MarIpower institute, National
Association of Manufacturers

DevelciPlan bf Action
0

The following plan of;aotion reflects an ap

Disseminate proArn support project descfiption. Efferltive contact with add use,of the news ,

media'is part of any prorhgtional activity. Communiiyprogr msupport development is no excep- .
.-

tion.bbtain`clearance.for anrpress feleases or photographs.

`Potential'audiences include:

4?

.

o business, industry, labor for support.

State/locar Chambers. of Commei-ce

.
s Existing advisory committees

4
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In- school or on-campus fund raising activities -

Business office regulations

Is the plan practical in view of local considerations? Be Sure that the, plans for obtaining
program $tibgbit are appropriate in view of current pressures On the institut/rn's policy-making
board and tile administration.

Such loCal situations could include possible board and administration concern aver:

Racial desegregation

Elimination of x bias

Need to'reduce staffing

Need to'reduce programs,

Tax-levies

, Is there enough time? The implementation of plans for program support May require the
approval of special .ommittees of the policy board. Establish 'a schedule which provides adequate

. time for:

Board committee presentations

Contact with individual board members

Presentation to appropriate central office decisionmakers

Preparation of proposals'

Development of evaluation criteria
64

, , . '., , , ' tt a

Does the plan set a pl*flent? If the plan for obtaining program support contains elements
that are new, it will be necessary to study thg implications in, terms of the Operation of the institu-
tion. Is the plan likely to set a legal precedent? Will the plan bring about accounting problems
for the business office or employee problems for the personnel office? if a sirpilar plan has been
used elseWhere, it.may be possible to learn from the experience of others. -, ., t -

4 4. %

Is the plan clearly understood by the deci 'on-makers? Thegoals.4objedfives of the plan
a ' '

stated simply and in measurable terms should b incorporated into a proposal art transmitted to iii.
the approgiate department heads and central toe adMinistrators as soon as possible..,

Encourage theiccontributiont to thp planning process Via regularly scheduled meetings.
Periodic memos wilitufdate the responsible persons on the current status of the Plan.

I .
,

.,
$i

Rai/jaw thapbjectives of the Plan

p
Assessing Impact

A's suggested in the planning section of this chapter, the plan for resource developnient .
will be more effective and will lend itself to concrete evaluation if.it is built around goals and ob-
jectivesthat are written in measurable terms. The objectives automatically become the criteria by
which a realistic assgssmendan be made.

,...

. $
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i 'Business and industry ;Societies

e Local civic service clubs

State/local unions

Owners and managers of local busintosnd indu ries 4

Weis to distribute information inCludenewspapers, luncheon meetings, newsletters, brochures, .

radio stations, television programscsurVeys, and adVisory committees.

i

.

Information to be part of any dissemination activity includes:

Objectives of the support project
_

ID Need for support

Type of 'ski pport needed:
itro-w tb-participate---,

. Bepefits to business, industry, labor
)

Asiurence -that donor will be identifieamith pretram

NaMe and address of contact persbns

4

S

, .
,

Implementing the Resource Development Plan t
1.- .

The successful implementation of plans will be the most difficUlt aspect of obtaining program
support. Certain essential components should be considered so that the planning process- will
achievithedesired results. The folloWihg questions should be aniWered:

_

, . . , ,

Is. the plan consistent with institutional pQlicy and/or procedures? Personnel devRlopment
functions are not independent flOm the crpeo/ion of the insAtution. Consistency of pa arid
practice must be maintained. StUdy the practices Etnd procedures handbook of the iriattution's
policy board. Check with approprkate central office personnel or with the policy board secretary.
State.and federal regulations may need to be considered as well. 404

.

. 0. -. Be sure that the plan does not conflict with practices and policies that deal yvith:
. - - ..

Employee overtime
, . . .

Efriployee or ftudeat.transportation

Acciitent and liability insurance
...-

Unauthorized use of institutional facilities

4

I
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.0
Review'thes,e objectives to determine the kind of information, needed to perform the assess-

ment of the planning effort. Gather the information and compare the results of the program sup-
porreffprt with the objectives. Interpret the results and revise the plan as required. /

'Selected References
, .

This, part of the handbook section lists selected reference materials that pertairI to the effective
development of resources. In addition to these materitfs, each service area has a multitude of

_org'anizatioiis and publications that are related to that particular service area. The library should
be helpful in identifying these. You are encouraged to add'to this list.

.

Print Materials
*s

Annual Register of Grant Support. Marquis Academic Media, Marquis Who's W hoI 'tic., Chicago;
Illir is, 1977..

'
'Catalog of Federal Education Assistance Programs. J.S. Department of H.E.W., Washington, D.C.,

Catalog of Federal Domestic Assistance. Supesyliendent of Documents, Government Printing
9Office, Washington, D.C. 20202. f

Conlpany-Sponsored Fo'undations, Studies in Business Practices No. 73 National Industrial .

Conference Board, Inc:, 845 Third Avenue, N.Y., N.Y. 10022.
o :

Cook, D. L. Educational Project gmagemint. Columbus, Ohio:,pharles E. Merrill, 1971.

Derfher, C, "City Hall.' An Important fesource for Your Organization," The Grantmanship Center
Newt, VOL 2, No. 5, Los Angeles, California.

()Miler, J. How to Write Successful Foundation PreserItations. New York, N.Y. Public Service
*Materials Center, 355 Lexington Avenue 10017, 1974.

Evens R. N. and others, Assessing Vocational Education Re,ealch and Development, N
Academy of Sdience, Washington, D.C.; 1976 , 0

4, -
Federial_Regisies, Vol. 41, No. 73, April 14, 1974.

"derier.al Revenue Sharing.. Influencing Local-
the Center for Community Change, 100

.

Industry Cqoperation Sparks'Graphic Arts Cur
51, No. 7, p. 69.

Wisconsin

Citizens ACtion Guide." Available from
Wisconsin Ave., N.W., WAshington,411&. 20007. .t/

P-
riculu m. American Vocatibnel Journal, 1976, qii!.

Katiowitz, L. "Researching Foundations. How to Identify Those That May Support Your
Organization," Reprint of articles from the Grantmanship Center -News.

Kiriiz, N. J. ;Program Planning and Proposed Writing," The Grantmanship Center N s, Issue No.
3, Los Angelei,sCalifornia. ) 4

4
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Nielson, M. and Perazzoli, L. "EPDA What's In It For You," American Vocational Journal, Vol.
52, No, 1, January 19773840.

Renetzky, A. and Schlachter, Directory otInternships, Work Experience Programs, bnd On- the -Job
Training Opportunities, 1st edition.

The CFAE Casebook. Aid to Education Programs of Learding Busiriess Concerns and Guidelines for
Corporate9Support of High eduation. Council for Financial "Aid to Education,680 Fifth
Avenue, New York, N.Y. 10019, 1974.

. .

Watson, J. H. III. Industly Aid to Education, Public Affairs Study Number 1, National Industrial
Conference Board, Inc.; 845 Third AVenue, New York, New York 10022, 1965.

. 1 - 1 *
White, V; P.oGrants.'How to Find Out About Them'and What to Do Next. New York. PlenuM,

1975

60
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-RESOURCE MATERIALS
. -

The example materials illustrated in this part are designed to be adapted,and used selectively
asyour situation dictates. The purpose oitifese materials is to show a variety ofstandardrforms,
letters, suggesteti.procedures, and other similar aids that would be useful to vocational educators.

List of Illustrations:

Sample of Work Breakdown Structure

.,Sample Gantt Chart

Seeking Scholarship MoneMrom Business/Induitry

v

s

4

V

tA

t.
.
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t
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?,

SAMPLE OF WORK BREAKDOWN. STRUCTURE

Project: T6 increase the number of vocational teacher education departents
that have developed strategies to maiieze the inputs of busifiess,,
industry and labor.

OBJECTIVE ACTIVITY, . TASK
.

1.0 To conduct a review
of related literature

,

.

,

1.1 Establish methodology
and conduct search

.

4.1.1.1 Identify objectives
a

1.1.2 Search'ERIC
.e..,

1.1.3 Search AIM/ARM-NTIS

1.1.4 Search card catalogs

1.2 Review and synthesis
of 44terature

4

1.2.1 onduct preliminary
eview of literature

. 1.2.2 P esent preliminary
re isw to planning
co ittee

1.2.3 Conduct on-going
review

a

"h.

.
1

Sample of Work' Breakdown Structure

r.



SAMPLE

GANTT CHART

1

4T.' d g77
; j k

Olt SAY .INE- ACTIfITIES / JLY' AUG SEPT 0 NOV 'DEC JAN 'FEB-

1. Seltct planning committee

2. Planning comittee,meetings

3. Survey departments

4. Review literature /
:

S. Conduct wdrk session

6: Revise'triining package 4

'.
7. Mail training program

invitation

13. Conduct training program

9. EValliation activities

146,..r:Pfeparefinal report
.
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Lehigh. University
Career Education

,

SeFking Scholarship Money from Business/Industry

BENEFITS AND ROLE OF LOCAL BUSIiNS INDUSTRY
OR

WHAT'S IN IT FOR Hi? -

Early Recruitment
T. F.

.

FINANCIAL COOPERATION RECRUITMENT COOPERATION WORK EXPERIENCE COOPERATION

Since Lehigh University

'does not receive a state subsidy foi

vocational teacher education as do the
three state related institutions, the
Cost per.college credit is much higher
at, Lehigh. Potential vocational teach
erswho cannot usually afford the higher
cost, are forced either to drive long
distances to take credits at one of,the
other institutions or to abandon their .

efforts at teacher preparation. Because'
the early recruitment program is
attempting to attract local persdhnel,
many,of whom have fulltime'jobs and are
not ready or able to make a full commit
ment to teaching, reasonably priced
.courses at Lehigh are a necessity.
Throbe the Joint-Investment in the
Future (JIF) Program, Lehigh is seeking
scholarship money from business/industry
whioh will help bring the cost of
college courses in line with what
potential teachers can afford. The
benefits to business /industry fromthe
JIF Program include wcharitable tax
deductioni a-real involvement fn-local
education at both bhe college and voca
ional high school level, and potentially

4ighly qualified teachers who will pro e
vide the needed workers of the future.

The involvement of busineses/

industrial personnel ins recruitment is

essential because they'may be in the
best position to identify potential
teachers, who have the necessary skills,
knowledge and motivation. Cooperation -

can range from simple encouragement
to complete finanCing of the employeds
teacher education program either through
JIF or by other arrangements. Is some
cases this involvement may force a
hard decision between keeping a good
employee on the job and encouraging him
to explore teaching. ,Howe4er, the
effect of Ohe good employee can be
multiplied many times.if,,he or She
becomes a highly motivated and compe
tent teacher able to produce highly
motivated and competFnt graduates of .

our local vocational'schdbla, .

teacher will be inoa position to bless
his former employer many times over
by providing top graduates trained
to the needs of the employer.

In those instances when a recent
AVTS or.Community, College graduate ,

demonstrates the motivation to become
a teacher,'but lacks the necessary
trade experience'local industry is in
a'position to provide it. This experienie
will need to be comprehensive and
attainable within several years so
that tradp,competency can be certified
and the individual can begin teaching
without undue delay. Again, the
benefit from this type of coopeiation
is obvious. If,the individual progresseS
and becomes a successful teacher, the
employer rec4ives'all of the benefits,
described aboye and for .a greatdr
number of years. "If the individual
decides in favor of'a business/industrial
career with the employer, a valuable
employee has been gained. In either

case, the employee carries.his own -

weight during his employment.

194
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CHAPTER 10
a

'EVALUATING THE STAFF DEVELOPMENT'PROGRAM

EVALUATION

Introduction

Pressure on educational institutions to evaluate their programs is Increasing. Diminishing
resources and the demand for accountability have brought a renewed interest in determining the
success of various probrams in relation to their purposes.

t
When the integrity and purpose of the program is established through adequate evaluation,

the administrative staff will have increased confidence in the program managers, the governing
board will support-the administration,:and the taxpayers will continue to maintain a financial
commitment to the institution.

Adequate evaluation does nothccur by chance; it must bp planned for. This chapeer provides
informaticin that wilt assist the program manager in planning for the evaluation of the total staff
development plan.

EvaluationWhat Is It?

Evaluation is the process of determining the effectiveness of a program or an instructional unit
so that decisions can be made to bring about improvement. Whiletnost educational research is not

'designed for day-to-day decision making, program evaluation canoe a helpful tool to assist the,
educator in studying program effectiveness.

r

Evaluation is a continuous process and is an in,tegral part, of a program. Eviluation occurs
before t e program plan begins, during the implementation of the plan, and after the plan is corn-
pitted. valuation cannot exist as a separate entity.

EvaluationWhy It Is Necessary?

Evaluation shald be looked upon as a tool that is. necessary to ascertain the value of the pro-
gram at different points in time. Feedback from three areas: needs assessment, program objectives
and program activities should hp continuous.

prEvalauatlon wilt mine whether the program is accomplishing the objectives for which it
was designed. It will i 6

e
tify strengths and'weaknesses of the program soon enough that appro-

priate revisions can be made. Evaluation Will determine whether the program benefits justify the
cost. An information base will be established for use by administrators and policy board memblars
in making deofaions.affecting the program.

191
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There are additional reasons for' program evaluation. The results can be used to. reinforce
public support for the program and to provide a feelingof satisfaction an accornOlishment for
the participants.

Determine which group(s) would benefit most from the evaluation results. Put the results
in an appropriate format and distribute soon enough that the staff development program can
benefit from corrective actionlf-necessary.

How to Plarkan Evaluation t

Before an evaluation method,is chosen or ispeqic evaluation tool is designed, the evaluatiqn
should be planned. One way to think out the evaluation process in order to fit your needs is to
answer the question. Who needs what information, when and in what format? Ffigure 1 illustrates
this process:

4
Definition of the Question

Figure 1

PLANNING THE EVALUATION

Questions /Example

Who? Who is information Dean/Administrator
co I I ectedlo r?

What? What information should Effectiveness of Inservice
be collected? Training

When When is the information May 28, 19

What Format?

needed? _

How will it be shared? Short written report listing the
strengths, weaknesses, and

recOmmendatiorA for improving
inservice training.

4

EvaluationTypes ofvaluation

Three types of evaluation are useful to educators:

The first type results in tlie needs assessment. This type occurs during the program planDing
stage and focuses on the identification of thp priority needs. ..

.

The second type of evaluation is the interim evaluation and takes place during the develop- .

ment of the program or instructional unit. This is alsolcalled formative evaluation. Its purpose is
to adjust the instructional process and to measure learner progress toward the attainment of

I
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specified objectives. Interim (formative) evaluation allowe the educator to make mid-course
cdrrections to assure that the objecpves are-met in the most effective manner.,

The.type of formative or interim evaluation activities used will vary with indixiduil needs.
Paper and pencil measures such as questionnaires, t ognitive tests, attitudes scales and performance
tests are often used. However, other measures such as intervieWs, simulations, review ofrecords
ce.g., attendance), assessment of products developed by leamers;reviews by, external panels, case
histories, and systematic observation can provide the evaluator with a wealth of information.

The third type of evaluation is the final evaluation and tajces place at the end of a'program
or instructional unit. Final evaluation (summative) measures the achievement of the learner and
the success or failure of the iirobram or instructional unit" .

- Summary

While the reasons for evaluation may vary, they generally center around determining it the top
priorit%i needs have been frlentified, how the program can be improved and whether or not the
program-has had impact. Figure 2 illustrates the three types of evaluation.
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A

Phase of a
Program

* Figure 2

TYPES OPEVALUAT ION

Decision

Have the Top
Priority Needs Been

Identified.

Type of
EvaluatiOn "

Needs-'
'Assessment

Formative
Evaluation

)

Summative
Evaluation

Adapted from: Adams, Kay Angona and Walker, Jerry P., Improving the Accountability
of Career Education, The Center for Vocational Education, 1977.
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a

RESOURCE MATERIALS

a

The example materials illustrated in this part are designed AO be adapted and used selectively f
as your situation dictates. the purpose of these materials is to show a variety of standard forms,
letters, suggested prodedures, and other similar aids that would be useful to vocational 'educators.

List of Illustrations:

Final Evaluation
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IMPLEMENTING PBRFORMANCE
BASED TEACHER EDUCATION WORKSHOP

Final Evaluation

Maze puvide you', candid teoon.se,5 to the $ottowing question6
about the tvott:shop. The Ln6otmatLon cb Aequested in ondet to determine
whether ort..rot the ttorik,shop met yout needs and it's objectives. Lt
coat be u..4d to ptovide Seedback io tWe liundidg souace concertnng the
quatity and idipact o 6 the seminart and to ptovide wortfahop pt4nneAA

with 4:xliotpation,6oit .impnoving &take conkshops. Ad data mat be
had in cokiidence.

Background Information

1. What is your.eiesent position?

Educational institution representative

State Department of Education representative

Other (specify)

)r,

2. Have yod attded any workshops.ontPerfomance-based teacher
education prior to this one?'

Yes No

If yes, how many have you attended?

Final Evaluation
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.
Seminar Planning and Implementation

Rate the overall quality Of the individual areas of the seminar as
compared to typical professional development seminars you have-
attended by circling the appropriate rating for ea of the following
items.

1. Was the ol/ganization and operation Poor Excellent
of the workshop effective? 1 2 3 4' 5

2. Were the choices of seminar focal Not Relevant Very Relevant
areas relevant? 1 2 3 4 5

3. Was the work of the consultants Poor - Excellent
effective?- 1 2 3 4 5

4. Were the conference calls . Not Useful Very. Useful
useful? 1 2 3 4 -5

5. Were the small group Not Useful Very Useful
meetings useful?, 1 2 3 4 5--

6. Were the materialsyou Not Useful Very Useful
received useful? 1 2 3 4 5

7. Were the opportunities fcir your ,Very Inadequate Completely Ample
professional development sufficient? 1 2 3 4 5

8. Were the opportunities, for in-
formal interaction and ex- Very Inadequate Completely Ample
changes sufficient?' 4 1 2 3 4 5

9. Were your major concerns addressed Definitely No ,Definitely' Yes
during the'Wcrkshop? 1 2 3 4 -5

10. Do you feel ready to further imple- Definitely No Definitely Yes
4 went PBVTE at your institution ? 1 2 3 4 5,

11. Were the workshoplocation and Dissatisfied Satisfied,
facilities satisfactory? 1 2 3 4 5

12. What is your overall satisfaction Dissatisfied Very'Satisfied
with the workshCp?' 1 2 3 ' 4 5

Comments:

Final Evaluation (Continued)
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.Seminar Objectives

Indicate, by circling the appropriate rating, how effectively the
workshop met lAs.objectives.

Did the workshop assist you:

41. 1. To. interadt with other participants

and consultants'in order to solve
PBVTE implementation problems
at your institution?

2. To develop a plan of action
specifying implementation
strategies for PBVTE to be
used at your institution?

3: To identify problems relative to
the implementation and use of
PBVTE at your institution?

Presentations

Definitely
No

*

'Definitely

Yes

1' 2 3 4

1 2 3 4 5

ti

1 2 3 4 5

Please rate the effectiveness of the presenter and the quality of
the content by placing a check (,,e) in the most appropriate box in
both the left and right columns for each presentation.

Effectiveness .

of the

Presenter
:

.

Topic

Quality of

thg Content

P
g
r4
004

g
x
43

.

1

m
tr

Icti

>
04

-44

.3
44

61.
134

4:

m

.-4
0
PC,

LI1

.43

t§

m
o0
k
V
r4

'

k
-.1
tu

k
8.A

1. "Change Process: The Concerns-
bdsed Model" (Hall) - 10/5/77

2. "Implementation: The Houston
Experience" (Hollis) - 10/5/77 -

3. '"Evaluation: Performance and
Program" (Schalock) - 10/5/77

4. "Introduction to Planning
Activities" (Adams) - 10/5/77

5. Conference Call (University of
Nebraska) - 10/6/77

6. Conference Call (University of
Vermont) - 10/6/77

Effectiveness of.
Group to Identify
Strategies

Quality of
Interaction

;f

7. Group Strategy Identification
Sesgions (Identify Group )

10/5/77

Final Evaluation (Continued)
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I

Comments and Recommendations
.

1. The,stronger features of the workshop were:

2. The weaker features of the workshop were:

3... What suggestions would you make for improving the workshop?

4. What suggestions-would you make for the dissemination conference
in June (e.g., format, tontent, length)?

5. What suggestions would you make regardinthe ptovision of
technical assistance (e.g., topical areak,-=procedures)?

lEtMuation(Ccintinued)
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