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:  FOREWORD -

- . i o
£ —

The rapid technological changes'in business and industy require that vocational teachers and
administrators keep up to date in order to provide relevant educational experiences for students.

New and emerging occupatijons and changing work requirements deman
receive inputs from and interact with businéss, industry, and labor.

The material in this handbook is designed to enable those in the ma

d that ,vocationaJ educators .

!

rketplace and those in

(AN |

the educatipnal system to work together in updating and upgrading the instructional competency
and programs of vocational educators. © - : .

The haﬁdbbok was deve'lopedw'to provide technical assistance to participants from ten states
attending a conference at the National Center. These state team members carry the respohsibility
of creating and implementing plans to increase inputs from business, industry, and labor in voca-

tional education staff development programs.

4

“Thg interest and involvement of vocational educators across the count

ry have contributed

fauch tasthis handbook. Appreciation is ex

staff involved in this project. -

¥

s

Robert E. Taylor

pressed to those persons and to the National Center )

e 5 Executive Director *

‘ The National Center for Research

in Vocational Education 3
.= '

1
i

v

« —




PREFACE : .

el

This handbook is-part of th'e‘téchnical assistance,matel‘als pre(p’ared for the EPDA national

priority project to Incr

ease Inputs from Business, Industry,

and Labor into Vfocational Education

Personnel Development Programs. The chapters of the ha

ndbook are designed to enable staff

development persons, departiments, and agencies to use
fied to aid in the professional devélopment of vocation

the various educational vehicles identi-
al educators, se educational vehicles

were chosen because of their ability to involve business, industry,

ment process.
This project builds u
tional teacher education dep

and labor in the staff develop-

'

. s
n an EPDA project conducted by the Center last year to improve voca-
artment linkages with business, industry, and labor. The focus of this

year's project and materidls is on the inputs of B-I-L into personnel development programs at all

0y

¥

levels and areas of vocational education. This technical assistance handbook adapts, revises, and

adds to the resource handbgok written last year by Richard Dieffenderfer, Lee Kopp, and Orest

Gap- ) ‘ o 4 o l : ’
Contributors to the current handbook are Orest Cap, Ne.vin Robbins, Daniel Fahrlander,

Lorraine Furtado, Audni Miller-Beach, Janet Weiskott, and myself. Editorial assistance was pro-

vided by Joan }Vlitrfc,

1

Ty . Catharine P. Warmbrod o ¢
' : ' Project Director LT -

¢ .
. . . Tu
- > -
B .
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’ R STAFF DEVELOPMENT
PROQGRAMS
' ~. ’
\\ v ) , ’
< 1
CHAPTER 1 )
. STAFF DEVELOPMENT PROG RAMSZ
with Inputs from Business, Industry and Labor

: Introduction . . . '

Rationale ' - .

. Theintellectual 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, actW_itTes, procedures, and.evaluation techniques outlined.

‘Benefits ' ‘ L ' ,

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

— o Increased ability of faculty to communicate world of work basics to their students ‘
s - 7

¢ Credtion of an environment conducive to and supportiv‘e of the continual growth of edu--’
cational persongel through structured in-service programs :

e Creation of a program specifically geared to respond to problem areas in the classroom, the
curriculum, and deficient 3kills v . X

[}
.

Y

e A more highly motivated and professionally effective staff . .

o inereased status of the career educatibn offgred at the educational institution through
community awareness of the personnel development program

- . -

- ® Updated teacher competencies - -

»
.

’

Staff Development Professional Growth Model - ° o ’ '
. s ' A .
. Staff development models may be viewed from two different, complex perspectives: repair and
remediation and the growth approach. -




Repair and Remediation Approach ' : ' )

This theor‘V is also called the defect theory because it assurhes something is wrong.and proceeds
to suggest specnfnc remedies to alter deficient areas in the educational operation, This approach is
>task-oriented since goals are more definite, short- term vtsnble and specific as it seeks to alleviate |
cbvious problem areas. . ) . R .

\ t

)

Growth Approach . . . i ’ ' - .

This approach aecumes that staff development is a contmuous process. This approach seeks
to aid the educator t6 become progressively sensitive to what is going on in the classroom and improve
on what he/she is currently doing. It also seeks to motnvate personnel to greater fulfdlment and
proflcnency as practitioners of the art, "

» . -

Model Procedures
“"The following model is procedural rather than philosophical. K/
A ) - hd -
The eight steps or planning $tages are numbered sequentially and are self-explarfatory
2 ’ ’
» 1. EXAMINE
' | ENVIRONMENT — .
’ 8. ASSESS 2. IDENTIFY ‘
. CHANGE GOALS
T / ! ’ \
7. IMPLEMENT . 3, ASSESS ‘
PLANS : , ’ NEEDS
\ . / ~
Ny 6. ALLOCATE | o : . | 4. DEVELOP
- RESOURCES PLANS
S| 5 ESTABLISH | e :
. - . PRIORITIES :
* N ' v L3
4 - Planning
Examine Existing Policies/Procedures . . -~ .
and History of Staff Development R ; ~

The structure for pIannmg, organizing, and Jmplementmg the staff development program must
fit within the particular educational system and be compatible with ob;ectwes and instructional .
.practices. Use the following questions to point up problem areas: ‘

Y

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

-

- -~
- ! ., ) .l.O
[l




J - . S
i . . 4 - :
. ®.s staff deveIopmeht ‘part of employee evaluatjon procedures? .
® s staff development left to the Zindividual who must develop an acceptable plag for self
lmprovement7 - , . i
, e What type of mstrtutronal support has been grv’en to personnel development plans?
e What kinds of links are there with the bysiness, labor, and industrial communities? C
® Do individuals report progres;s toward $tated goals?
s )
® |s there any evaluation process or follow-up on rfecord? | . LS ‘ -
L] - L - ‘ , L4
Assess Current Staff Development Needs . , .
This planning step involves analyzing weaknesses and strengths in skill areas and Knowledge
~ 4 that currently exist as compared to desired staff achievement. .

-

Prepare need $tatements 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 evaluatrons
of classroom performance and teacher technical competency, and 1ob descrrptlons of current or
emerging staff positions. : , :

Establish Priorities

Priorities in any development program ought to be those needs which an individual’s own
planning and action cannot readily alleviate- '
' ' . ' ¢ . ' -

)

Determlne Available Resources
, )

Determlne what kind of fundmg support the mstltutlon/department can offer nd who will
take up the slack. Goals and strategies must realistically fit the funding picture or fail before they
start. See Chapter Nine for a detailed discussion of Program Support and how to develop+funding’

. sources. - ’ * . .
K . . . -

Develop Plans o . . s .
. . ) N . *
Studies prove that more positive change occurs whea staff members have the opportunity
to become involved in planning and implementing their own professional staff development
program. Area/s\where thejr input is valuable include: .

@

e Securing administration approval and support

e Appointing a planni ng coordinator _
® Assigning the planmng responsibility, for the development program to a staff commrttee
.ora jornt group of advisory personnel and staff

-

[ 3




e Establishing the need for increased mteractnon between busmess Iabor and industrial seg
ments of the community .

— .
- o N . - . - .

] . t .
s . toa '

Asses Change ' ' ‘ . ’ - ‘

® +

. &

-

Evaluation technlques should be establlshed int and used throughout the earllest plannmg .

. stages. Continuous asses¢ments will show the need for directional change3, and further effort,

or may show that the objectives are bemg or have been met. ' -
See Chapter Ten for further information on evaluation and “the development of evaluatron '

instruments. .

-

~ \ : N

. Staff Development Approaches
Once the decision is made to create o‘r strengthen the staff development program, several
choices for aslgnmg responsibility exist. .

F
°

e Committee approach administrator approach staff posntlon approach or mdxvndual

approach . :

_ Committee Approach : )

This approach involves the appointment of a staff development committee. .
Advantages t ':_ . : R
\ o The resulting program should have relevance |f membershlplncludes staff who are mvolved
in upgradmg skills and other forms of professional development
) ) . o If the committee i:s school/collegeyvlde, acoordinated program sh.ould result. , - ‘

~

Disadvantages | . -

e The 'problem of assigning budgetary respon'slbllity still exists.
® Because 6f the difficulty of assigning budget responsibility to a committee, the program
. { is not likely to get funding except on an item-by-item basis, = . / ,
. Commlttee appointment never insures sufficient knowlegge and exp ience in the tech- .

niques of faculty develppment. . _ i

- 4 v .

. A 4

2 " ‘Administrator Approach
N
I'n this approach the department chanrperson Qrganizes the staff.development plan. This ap
proach may or may not mclude the input of staff or an advisory committee.




.+ Advantages Y . ;

e 1Y - . P LR b
. . . AT .,. . a - . v
. ® Responsibility is fixed. * - . = - , . tt s
X - . s ‘_ - ‘ : "‘-6'4 . .. R Y ,’ R
» . . Results and budget-are more'likely. . < .o & \
<. o |If combmed with a gbod advrsory commlttee, Q'ns approach can be qurte effectlve
. -, \.0 P ‘ . -
R -Drsadvantages P <, . N
) ) Resultmg program will reflect admmrstratlve concerns, unless staff aansory co mlttee fs
- mvolved i 3 . S ,
T g“ N -
% ) Asrgned extra dutaes of admrmstrators often do not get the attention théy need

"¢ Many admmrstrators do not have the backgroundog expertlse to deal wrth staff develop-

- .2 ment . .‘
- . 3w * «
AT d - .
. . . .
B . - 3 ' - . > (S
. .

/The Staff Approach with an Advisory Committee - . V.a%
' . : : When the staff perso‘n is assrsted by an adwsory -commlttee 'thrs approach usuaIIy gets go;d
‘results, ] . i
f -' Qualifications for the staff person include* . - . w2
. *" Teaching experience ~ =’ ’ .o - -
’ - ’ o Training in mstructlonal de\;elopment hur'nan relations, orgar;rzatlonal behavior, group’

dynamrcs, and theories of adult learning and change process

- > ’

. - - L

; ‘e Good orgamzatronal skills .+« e
: . -
LA T ."\ c - T e .
Individual Approaeh 3 . a—_ ) .. . ‘ o

4 N . .

" An undlvuduai staff rrgember is held responsuble for pIanmng and mpler‘nentmg a staff deveIop

- ment progt withéut input from an advisory commitgee. s
, Essentials forfgffective Staff.Development . * . ) ]
" ‘ , K - . - ) ' -

A growth or Jong'range/approa(;h to%taff develdigment is mbre difficult to plan than the short-
. term, remedial approach Because it involves the creation of a suitable environment among teach
s - ing staff and administrators. ¢+’ AR . .o e

- . -

é = M 4

-The foHowmg oondrtron(cohtnbute to an effective program‘ St o

T el
R, [

. ﬁcceptance of the 6noept of "reIea§e time” for teachers to learn, think, grow

;
ri *
. .

. ‘o Paymant for trme contnbuted
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o

.o, o
v : g

e Ablhty to fo ’ '.f lmpllcatlons of educatrona*reform such as: Lo - ’
- .ot .
i —implicatr Fthnoloby i rn the world of .work increased leisure time, more people in
e 7 ‘< j o :
.. . mcreased compu;er Use in'education . | o : Lo
4 ) ' — changing structure of schiools and their relatlonshlp to world of work v
. N . ™ . »
’ - emerglng team approach teachers often usmg@r‘ofessmnal business, mdustry, and labor
" representatrves . s,
e Staff-development relating to teacher’s assigned role and résponsibilities S
A e District-widé diagnosis of teaching/iearning problgms 7 )
- . T — iy ) ~ iy .

o Teaching styles yvhich stress indivic&;ally’ -guided or self initiated ap_proaéh to pupil lgarning ',

" % "~ e Improved reward system for staff development

1

e Simuitaneous development of staff and curriculum - - .

- 12

+ o Leadership to excite intellectual-curiosity of staff _ . . :
< . . ] L A . R . . - -~ . .

- L

§, ’ - . o .

The purpose of the Plannrng Checklist is to list the major items that are mvolved in plannrng
staff development programs to mcrease business, industry, and |abor mputs into vocational edu .
,»cation staff development.

Planning Checklist ‘ .

1

&g Explore histdry of staff development ‘efforts in institution and department _ /

- O !dentrfy staff to be involved inf plannlng . ‘
B ‘O . Ideritify admlnlstratlve procedures necessary for clearantce o v, i
' : g . - s ., .
i -0 Identify financiakresources Lo * S
v‘ ’1 ~ ° . . st ’ " .
- [0 Determine department needs - ) v
X . A P T D
[ .
1] b ? .
- o .
:‘ - & LY
.'3 d - €
t 4 q




-

z

v

-

- [ Determine staff quallflcatlons for partncnpatlon

4

- . -
. [N
~ v .

v ¥ ’ )

(] Determlne stafflncentlves , ' ‘ L
L 4 B -

0 Determine program’sch?édule . . -

0 Implement program T o ) .
OJ . Evaluate prograrg ‘ c e

p : T -~
) .
implementing

A

In qrder toset up a staff development program within an exustlng framework conslder the

followmg areas of inquiry: -

/ .

o

©

° What strategles will Iead to initiation of the program? ‘

_® What approaches will alert educators of the need to partlclpate in a staff development

program? ) . \ -

° Who is the target audience at a given school? -t

. » .

° Wno should be the staff development coordinatbr? . . "

. What should be the corl*nt methodology, and deslgn of staff development programs?
/ z

° What support matenals are needed to rmplement/facllltate staff development actnvntles?

Educational improvement demands behaviaral changes and a problem solving atmosphere in

which the teacher is continually mvolved Some*ﬁlements in this process are:

. Clarifying role relationships A .

[y

.
¢

e Establishing su{b’portlve gréup norms ' - S '

S
3

e Learning skills that function efféctively in groups. * o g

= . *

. ® Developing open, trusting, mutually-supportive’cllmate

3

*

Partjcipants in @ professional growth program should be able to enter either as lndependent

agents seeking help in.a particular skill area or as members of a peer group who perform slmnlar
roles and want joint activities to upgrade skills. - K . -

Potential Barriers | - ‘ N

Y

~*

. : i

- V- = s
N il

-

L3
§

Many ma;or barriers to the development ofa professnonal growth program exust Jn most insti

tutions. Planners must dev op a process and a program that deal with:

¢
-t
N T .




. e Faculty work load " - TR s .
~ . . N . - ’
‘ & Budget restrictions s ’ - . )
. "'e . Intgrnal resgurce limitations . N

Gundelmes for Involvement T . : ¢

‘
-

Faculty should be made aware of the criteria an,d guudelmes for various opportunities to
" participate,in business, mdustry, and’labor Imked activitjes. Such opportunmes lnclude

. . Leavesof absence N : K

» -4 -
-

>

. ‘. Institutional profesional days/released time % | |
- . . Sab_baticaIs/externshibs/interﬁs’hips/fieid studies

e > Retreats/seminars/workshops ° -

Y]

. e Case studies/simulations .

Faculty must b are of associated work and requurements that go along with participation

in a professional growt program stich ag ¢ . .
‘e & Criteria for participation ) Necesafx&fclearance channels !
- ' - " - ’ + - .J ’ ‘ =
. - o ' I S
v - e Associated paper work * @ Financial responsibilities

N .
s - - ‘e

Asessmg Impact .

The only true “index” of the effectnveness and qualst{of staff development programs hes in
the educator’s classroom performance and in student lear ing. These are direct pay-off succes
indicators. There also are at least five conditions for a successful prdgram

1

. ?
. v ‘o 'Suffament’txme to participate . s .
¥ - . - 'f 4
e Adequate financial resources’ :
N [ » R -
. . e Program relevant.to identified problems : .
T a. B .\ a— ~ N
H [y H - . { = . .
. e Applicability of program to regular school situatiofis N ’ L s
oo T ® Ability to conduct Program with available materials and supplies {
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Evaluation : . R E ' ; L .
)Xny evaluatron of the lmpact ofa staff development program is onfy as good as the ob;ectlves
developed Professional programs must lead to ingreased performance levels with respect to subject-

* matter, knowledge and behavxoral skrlls Staff development programs Wthh are effective are

characterized by six domlnant aims: > y

Q : s ¢ . -
L]

e

‘e Flexnble staffteachmg styles . . .
. o . ) . -
v, e Capacnty of staff forselfrenewal "‘;5*‘ . > . SRS

L4 * - © ]

) Reoeptlveness of staff towards ch%f’é‘e‘

*

T e A demand forIntense, gpen ln\(olvement by part’lclpants . ‘ )
- o Imnediate eonsequences for school/teaching practices . :

e Program initiation and organizat{o'? by respected educators rather than "outsiders"
T , * ) N .

. - ~* Selected References ~

par

~ This 4;art of the handbopk section lists selected reference materlals that pertain to plannmg
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 )
llbrary shoqu be helpful in identifying 1hese You are encouraged to add to this list.

- L4 .
3 : > =
.

Print Mate;ials

-

‘ American Association of Junior'Colleges. Guide to /nserwce Training for Two- Year- College Facu/ty

and Staff Members. Washmgton D. C AAJC. 1970. . ) :

Bittell, L. R. What Every Suparwsor Shoq/d Know 3rd Edition. New York: McGraonlll Book
Company, 1974, (Includes text, performance portfolio, and instructor’s manual)

i

Craig, R L {ed.) Tralmng and Developinent Handbook, A ﬁwde to Human Resource Deve/opment

New York McGraw-Hill Book Company, 1976. , - .
Justice, P. /nstructlona/ Staff Qevelopment in the Community Co//ége—An Instructional Mode/
Gresham, Oregon: Mt, Hood Community College, 1977. .o .
A ¢ :

x

Strong, M. E. and Schaefer, C. J. Introduction to Trade, Industrial, and Technical Education,
Chapter9 Columbus, Ohio: Charles E. Merrill Publishing Company, 1976.

L Y . > ) . ] P
Periodlcals_ - . .
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 Public Personnel Management

e .International,Personnal Management Association ~ — ' ~
-~ & hd . - - & .
- i ' ‘ - ’
. 9 A
, T 17
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- ¢ \j & _ .
- p - . .,‘,; ’( ; .
e, o Training.: The Magazine of Huma? Resource Development - .
. v .. . . - * . / , . . ’ ; ~
0 .., ® Wood Publications, Inc. Training and Development Journal -
0 : . 4 g ol .
. . . , » . . . !
: . - ® Journal of Teacher Education o _— e
. * Groups/Associations - ‘ .
Current addresses for the national office can be located in the library reference section
e American Management Association . )
. ® Amencan Soclety for Tramlng and Development i
) .. 4ntemat;enal Personnef Management Assoc:anon
L
4‘
A Natnonal Soqlety for Pegformance and Instruction . %
‘ Fo 4 - “‘33 '
11 LY
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e RESOURCE MATERIALS . .

g &

’!'he example materials illustrated in thns part are deSIgned to be adapted and urstd
your situation dictates. THe purpose of these materials is'to show a variety of sta

r

ard forms,

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

- .

List of lllustrations: & .. o

e Professional Development Plan . - e .

Annual Evaluation and Professional Development Plan

-

Applicatiop. for Professional Development Plan

Report.of Professional Development Activity

»
. LY

List of Staff Development Activities with B-1-L ln’p"ut

Sample Agreemént for Sabbatical Leave : : '

Procedures for Administration of Sabbatical Leave -

e - Compendium of Teaching/Learning Approaches : ‘

»
. . ¢

M .

selectively
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S5 PROFESSIONAL DEVELOPMENT PLAN
1 ‘ N T I :n ,
Name, . . Phone: ‘
A . . R ‘Office <
Address_ .., ’ ‘
Uy, t.‘_ e . . . . Home ! :
Instructional Area No. Years Teaching
v o
o ' . - e v ' .ol :
SPECIFIC COMPETENCIES TO BE.DEVELOPED: List here the competencigs to
| be developed based on needs assessment and/or personnel interest.
' ) N ) ! Expected Actual, "‘
. ’ Competencies Needed ¢ Completion Date | Completion Date:
- - o . v
. o h i ’ * % @
. . . , ; - R ' N ] . N
. . . : v y '
.3 - " .
- )
. ’ ~
e L ST
) PROCEDURES FOR COMPETENCY ATTAINMENT: List or describe here the
procedures to be used to achieve the identified competenéies.
- o ) . . )
[l ’ N
» . . 4
. N t L) * . . R -~
~ . , ) - “* o, . - L
» . ‘ ¢ .
~ i > N \ . )
. ' Signatire ofJSupervisor _Date’ ° Signature of Teacher Date
, p V . . * } ’ U v/ ‘ ’
. ’ Signature of Coordinator «
Professional Development Plan - \
. ~ )
, 120 N

’ %
i ¥




] . ! * v ) i ’ —_
=~ v L3
° y 1a . ’
Il . ) : A b ‘ .
’ . *  ANNUAL ST. EVALUATION AND PROFESSIONAL DEVELOPMENT PLAN
- ° ’ * '. ‘e R ] 7 ‘
. ’ . N i
Staff Member % ‘. . . ’
Division ~ . ‘ « . o '
L] ! - !
~ Evaluation ", . : . !
) - \ = ’ .
! . | ’ )
o - . ’ . . ’
”J Fd . . L)
- N X
- A}
- - 3 4 &
- ) . . . N . ,' + _
Recommendations. for Improvement Prior to Next Evaluation \j
Al Y [
¢ , '_ ’ -
. /
N « 1 Lo v
» % . .
: ‘ ° “ , ..
) . R
< . ;) . < U A I
‘ SIGNATURES: . ' Approved By: -
. I S (Staff Member) - (Immediate Supervisér) _
. - ) , . ) | . .
. ’ e v (Date) -
a . i : . - . \ ‘ .
- o _ Annual Evaluation and Professional Development Plan
Y . o : . l
- 13 e
. , 21 - . J
Q . [ ' ' (Y

ER
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/ - . 1
’ ANNUAL STAFF EVAI:UATION AND PROFESSIONAL DEVELOPMENT PLAN-
4 - ) ! . ’ \\ LY
~__\/
Prafessional Staff Development Plan t o he Completed Prior to:
(To be Completed by Instnﬁ:tor) N Date
1. : ‘ ‘ .
t ) 2. M i y
4
3. )
4. e ’
5. . -
Y .
*  Instructor Comments ! s
, -
- . PN ‘ .
‘ ¢ - =z - . » s
3y * 4 -
: SIGNATURES : ‘ 1" o/ spproved By: | ’
, ' % Zs 2 ‘
(Staff Member) s (Immediate Supervisor) .
’ a i - &> )
. d : (Date) S
. . M ¢ ] )
Annual Evaluation and Professional Development Plai (Continued)  _ e
,-; . » * )
- L [ ) [ 1
ol
14 2 2 R .
) e
- 1
: : ©



STATE INSTITUTE OF TECHNOLOGY

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

* -

*
o

' NAME OF APPLICANT

‘L -

| CONFERENCE, EIC. /
.| WHERE HELD - '
, ,
gy DATE OF CONRERENCE, EIC.
“ PURPOSE OF co;é?mca, ETC: ' -
1
) VALUE TO THE INSTITUTE . -
ESTIMATED COST: -
TRAVEL . Improvement Creédit Allowed:
N
LODGING _
FOOD : \ Comments:

' CONFERENCE FEES (Identify)

» . - )

-
OTHER- (Identify) .
3 e ,
SUBSTITUTE IF NECESSARY Ll .
o om x
' APPROVAL - . DATE
] . Department Chairmdn '
: APPROVAL : DATE .
. Administration ) :

P

Application for Profg&sibhai Development Plan

-

. b .
LA

5 54
~O




: STATE INSTITUTE OF, TECHNOLOGY
(To be completed within®ene ‘month after activity)
t . ) .
AME OF PARTICIPANT - - . .
’ DATES OF AETIVITY ‘ - ‘
- LY
¢« ACTIVITY--TITLE AND LOCATION {
. {
BRIEF DESCRIPTION OF ACTfVITY
r 3
2, -
-
. .
OUTCOME: v
. 1 .
Value to Individual for Self Improvement ¢
3 . +
&
. . r-'\ *
. Value té the Institute .
' ¢ i
T 7 3
»
) , " Report of Professional Development Activity .
. . -
’ S AT
. . .‘ k # A 24 \




=

Vocational Teacher Education Programs can: v

15.
16.
17.

. Arrange business-industry or labor experiences for
-

. Obtain help in validating new mgterials.

. Obtain assistance ,to establish a departmental adv1sory
committee with representatives from B-1-L,

Obtain help with manpower sfudy, community survey.

. Obtain assistance with' student recruitment or search

for new recruitment methods.

Implement cooperative programs between the department
and B-1I-L.

-ce -

e

faculty members.

Arrange for B-I-L input concernimg the dropping establish-

.ment or modiffcation of dbyrses.

Identify new skill requirements.

. Arrange for teachéy oBservation periods.

-~ . .
. Cooperate in the preparation of reports, symposiums,

seminars, workshops for advancement and conferences.

. Obtain speakers. . s

L

-

. Cooperate in joint research projects and land a federal

grant.

models and mockups.

Receive support when attéhpting to deve?op new opt1ons
or programs. ’

Develop or restructure their field experiences.
Exchange vocational teachers with B-I-L trainers. .
Obtain assistance from labor concerning legal requ1rements

in cooperative programs. .
g

¢

L4

. Get B-I-L to donate or loan new equipment, numerous materials,

(a 14.

N

O

ERIC
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' $
18. Utiiize work ‘stations in B-I L for teaching work experience.

19. Rrrange for business/industry tours and transportatién
. Tto sites .

20. Heip improve the selection “of part -time instructors fbr -
-adult vocational progrdhs

..21. Hélp éxamine industriai training opportunities for vocational ,
teachers. .

22. Use the maaagement/iabor relationships experience of B-I-1L~
in teacher education programs. . -

-

23. Use industrial, business or labor representatives as ,
lectures or part ~-time staff. H

24. Obtain help dealing with personnel practices, contracts. '
"collective bargaining .

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

26. Have access to business/industry facilities for c0nducting
some educational activ1ties

-

v27. Obtain assistance from buysiness- industry labor committees
when evaiuating vocational teacher's occupationai experience.’

iﬁ

28. Help identify nefeded competencies . \

%35 Obtain corporate grants for expansion of program.
30.7 Develop an externship for vocational edycators.

31. Discuss new management techniques, styies and business
organization programs-

-

32, Obtain a loan of instructional staff from B-1- L, or labor.

33. Have access to iabor union facilities

-

34. Use 8 I. to evaiuate the adequacy of equipment, etc

35. Heip maintain and estabiish a iibrary concerning B-I-1.

36, Assist. in the development of training programs.

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

s Ty

* -

v 18
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. v . _
¢ e 37.° 0bta1n grants, scholarsh1ps and awards for students
. : . or teachers. .
: i 38. Obta!h aid dealing with the management aspects of the
. teacher department.
39. Help seek researth opportunities for instructdrs.’ )
4G. Obtain a loan or grft of pub11cat10ns avdilable from B I-L.
41, Obtain as91stance with certification requirementg of '
. teachers. .- , ,
“42. Obtain funds to help teachers attend 1ndustry, business, }p
, conferénce. . ’
' - ®
43. Obtain indus'try membérshlp dues for teachers.
* - 44. Have a, closer. cooperat1on w1th B-I-L magazines and b,
. . esta ]1sh better pubtnc relatlons “
.‘\_
45.. Obtaln their cooperationin the development of a iocal
. B-1-L resource directory. . ' ’
- 46. Obtaiﬁhgund1ng to advertlse or fznance new fraining
) progr .
- * . ® '
. 47. | See, that they are provided with demonstrations of the
. Tatest techniques'yi spme particular area. .
1 48. Obtain access toyB-I-L technical library:
* 49, Obtain invo]@ement of other Eompanies.
¢ 50. Obtain a first-rate source of 1nformat10n on Job
.o ’ acharacter1strc54w & P
. o " 51. Facilitate contacts with other decision-makers at many”
' - levels. J -
¢ '52. Seek their help to testify in special study commjgsions.
-0, . . . t
> 5 - “ -
. ’ i - ‘\ . ! £ Q .
. N - N ‘ »
o> . » -
T @ « * .
v kg ’ f{. °
List of Staff Development Activities with B-I-L Input (Continued) .
tn
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e (Name of Institution)

.

(Department Title)
. . {Address)

3
o

WHEREAS, :

AGREEMENT

is a faculty member for the (title of department) (namg;of institutjon) and;

WHEREAS, the said -

leave fog.educat1ona1 purpose
WHEREAS, the:sa1d .

is desirous of having a
and; “
has complied with the rﬁguire-

ment for application for such leave and;
HHER§5§. the application of said

has been appggved

by.the board of (name of institution).

One subject to the entering of a

-
s

formal agreement and signing of a note. according to the conditions of the
agreement approved‘hy the Board, effective January 1, 19_.

' NOW THEREFORE it is hereby agreed between i and
(name of institution) that: '

I.

“The Board shall grant a

leave

cormencing on the

day of

day of . R

19, until the ___
19

v

‘ 2. -That during this period the Board shall pay to the

said

one<half (%) of . !

his usual salary (inciudi
¢ the period of such leave.

That the said

ng irlnge benefits) for

y pay

the other one-ﬁ'Tf (3i) of h1s fringe bepefits.

4, That in consideration of
said

the Board’'s action the °
agrees to teach’

for (name of 1nstitutﬁon7'¥or a period of two
years after the expiration of said 1eave.

€

.

"S'amplc Agreement for

Sabbatical Leave

*

20

[




' ¢ - < " _’fi . - ¢
: ’ ! - 4 . - ‘ ;"
o B 6 B} ' . -
qQ . R ‘ r . x * ’
/l‘ [ d < ‘
*, I t .
2 ’ . .
s . . ) . . ) A !
v . : - - M N N
N . & . . .
Q/ -
- A . . '
/5. . That to insure the compliance of clause four:(4) .
. + above, the said agrees .
. s to sign a note in the amount of $ -
*. T . and that in the event fails to teach the
.. two years as agread to, said note will become due and .
° i . payable ag ljquidated damage. - ) . F
3 @ . - * ’ v, >
6. That said not shall be cancaled upon the . S .
, completion of ‘tvo yedrs of teacling after : . ,
. , termination ot .said leave or upon death or -
total disability of said . .
TNy L - * - - . -, .
. J v . ] i
i . . ) 3 Fad
Dated this day-of - ... ) » 19, - ., ;-
' ' z o a
A
- — - N
. (name of institution) .
- V/ : By: . .
h o - 14 ) ® .
- - ' . . . 5
<N\ . :
- 3 , € ’;
: -
H .
1 R ~ ¢ &
. /
3 * » ' v - «
. . . . .
’ € )
' : " " . . ¥ -
Sample Agreement for Sabbatical Leave {(Continued) ' = . .
- : i . L
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PROCEDURES FOR ADMINISTRATION OF SABBATICAL LEAVE N

The following proccdure will be followed in fhe administration of the
sabbaticzl leave proyjsion of the negotiated faculty contract: /

1. Recuests shabl be made in writing to the department director or his
designated represéntative. ~Such request shall state the nature of
the program oﬁ-p:gfessional irprovement that the faculty member -
conterplates pursiing during the pericd ‘of the leave and .how such

Jimproyamnent would assist him in performing duties assigned by (title,
- of departrent), (name of institution). :

2. In accordance with-established payroll procedure on the basis of 50
percent of the amourit received if performing as a full time staff
member, salary will include fringe benefits ‘such as insurance,
accumulated sicz leave, etc, in accordance with the prorate of salary.
Experiefice incrément will be given for a period of time while a
staff member is,on leave.

3. Applications requesting sabbatical leave will be received by the
dgpaftment director by February 1. Within 30 days after the ap-
plication deacdline,.the director will inform the applicant of action
taken on the reguest.® Where such leave is granted the staff member
will have 15 days within which to sign an agréement to accept, such
Teave. Where apglicaticns exceed the number of leaves to be granted,
an alternate will be selected. khen a staff rember awarded sabbat-
ical Teave indicatet in;writing that he will not be accepting such
teave, ther alternate will be rotified and provided a 15-day period
from notification in which- to §ign the leave agreemént.

=

4. - Applicants-for'sabbaticél Ieave.must be fully certified or eligible

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

B
W

3 A
5. Where the recipient.of sabbatical leave’is pursuing graduate studies

he shall be engot}ed in no less than the average number of credits
required at the institution for a full time student and shall main-
tain a B gradg average~ .. L. . .

4
6. Distributiocn of Sabbatical leave recipiénts among the departmants
will be followed wherevel feasible. At no time will leave be
grangéd to rore than cne member from.a department.

7. The recipient shall mit to the director an initial report within
30 days after.the starl of his sabbatical leave activity and there-
after at intervals nof in excess of €0 Gays throughout the sabbatical
Teave period. Each report will concisely summarize the recipient’s

Y
13

Prooedhre§ for Administration of Sabbatical Leave

Py
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professicnal activity toward meeting the objective for granting such
‘Teave. A final report will be subpitted by-the recipient .which will
supplement any offigial transcript of-any'credits earned and testify
to the type of program pursued during the leave, - -

- 8, If thaedirector is convinced that an employee on sabbatical Jeave is
; not fulfilling the purpose for. which such'leave was granted, he shall
- report the szme to the board. After giving the recipient a chance to
.be heard the board may terminatg the sabbatical leave as of .the date
of abuse. . L .

L N itfﬂe of department}
name of institution
(address)

: " PROMISSORY NOTE )
‘l . . * - )

S e . 419 .

f FOR VALUE RECEIVED, the undersigned promises to pay op demand to
{name of institution), the sum of-$ -5 together with interest
thereon commencing from the date of derand for payrént, at the rate of 7
percent per annum. . .
This Promissory note is issued by the ‘undersigned pufsuant to
that certain Agreenent between the undersigned and {name of ipstitution)
providing for a /- leave for the undersigned from the employ of
. {nzme of institution], with salary, from the day of ~ y 19
“ until the day of » 19, , which Agreement contained a
provision that in consideration of the granting of said leave
' to the undersigned, wfth a continuation of salary as provided for therein,
themindersigned agreed-to return to the employ of (name of institution) for
¢ a period of two years after th& expiration of said leave. .
The undersigned execytes 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

of said two years of teaching, or upon the death or total disability of the
" undersigned this note shall beco? null and void. : .
. DATED: - 19 T i (SEAL) ~

The conditions set‘forth 'abOVe are hereby approved.
(name of institution)
¥ DATED: L 19 . By:

—-- year, and teaches for 2 period of two years thereafter. Upon the completion

[

3

i B - B -

. . L}
Procedures for Administration of Sabbatical Leave (Continued)
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of forms.

. .. P i [

“TEACHING/LEARNING APPROACHES

The~}b i

aching/Learning proces§ may take a variety

. For example,

’

it-may require the teacher's

, sive reading of book,

participation to a greater or-lesser degree; and it ma? Y
. be, determined by the student to a greater or leéser
degree. ) R , .
) ] .
The Teaching/lLearning approaches llsted and. defined
below have been included because they are teacher/learner

centered. .o . -

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 1nd1v1auals or small groups.

-

égecdote L -

A work "snapshot" of: an 1solated 1nc1dent which
1llustrates some 51an1f1cdnt concept. .

Apprentlce Approach . '

3
L A methoq of ipstruction where a person 1nexperleﬁced
in an 6ccupatlon is matched with a more experlenﬂed
work®r in order to,learn thesskills and competehcies
of the occupation.

v -

Audio~-visual Aids
7 - . ]

Every instructor is familiar with a wide variety of
aids that can be used to convey or reinforce concepts,
gkills, etc. These include filmstrips, lénm films, -
Bmm fllms, v1deo tapes, opaque projector, tape recorder, -
etC . : L4 #

F

R v

Book Report < N -,

A written or oral report that summarlzes the exten-
report or article. wReport might
also involve visual ‘displays,'short acted scenes, etc.

A ]

Bralnstorﬂlng <. , .
In bralnscornlng, partieipants’ apontaneously express

their thoughts ahout a specific problem-—-it is a let-

ygurself-go session that calls for ingenuity and creat1v1ty

in seeking a solution to a problem. Brainstorming is

used to elicit both numerous and unique ideas.

-

- » a
2

-

R

Compendium of Teaching/Le%:amiﬁg Approaches

&

24




e

~

€

¥

Bulletin'Board -

Students or 1nstnuctors may assemble pictures,
materials, etc. for display. .Display will convey a
concept relating to study: - .

i . : .

. ~

Buzz Groups I o

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

x
2

Cartoqnlng

Students may use card®ooning to convey a messag®
or point of wiew about area being studied. Cartoons use
exaggeration and symbolism to conyey 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.

‘ A . - -

=~ - »

. -

Chart

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

L

Clinics ; :-

Participants are trained by clinic leaders. ,Activities
-include one to-one, small and large group act1v1tlesq

s
. <

CommunltyfAnaly§1s/Study

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

anferences

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

N J N P,
.

“ERIC
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Crossword Puzzle N T ‘ . l -

= .
i o .

~ - . ° v 0

The use of crossword puzzles gs an activity rein- -
. ' forces vocabulary and/or concepts. Puzzles do not need
to be complicated and can be creatdd by students as well
as lnstrgctors.

*

| Demonstrations’ ' ‘ .
- Demonstration is the pré"EQure of-doing somethlng
Ain front of others either as a means of showing them * )
how.to do it themselves or in order to illustrate a -
point. The effectiveness of this instructional technlque .
depends on the participants havxng a clear view of what
is being presented. ' . !

?

* Exhibit '

-

An exhibit is a collection of materlals arrangedf {/9 1

to convey a specific idea. ‘

- ’

Games . . '

A game is a representation of sxgnl ficant or . -
central features of reality that requlre the participants
T - to become actlvely involved in an experience rather than
merely Mltness it. Game is a broad term and includes
many techniguel such aT in-basket, case study, and role-

playing. . .

. Group Discussion (Guided)

. Guided group discussions are charactérized 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. ’ '

v

Hands-on Exper[;née , <)

. . ) - # Participants are actually . 1nvolved 1n trying out
* . " or creating a technlqpe, prodact, or procedure. This
. often follows a demonstration. N

In-Basket
* . o »
This technique is used to develop decision-maRing
. skills which..focus on participants' abjlities to set .
¢ prioritites and carry out tasks. Rartjcipants are asked . .
to assume specific rgles and responsi lities. They
w3 are pnov;ded written information in memo form about a .
number of-tfasks that they must complete.- Participants . :
must determine which tasks they would attend to and -
' . in what order. , L ]
) .

-
'?,..‘
]

v 1 Y -
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Indeéendent séudy .

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

. - »

'Igatitutes . .

" Institutes are usually used fbr tralnlng. Activities
include a varlety of large and small ‘group sessions.
The 1nst;uctlonal staff provzdes most of the resources.

’

b ‘
Interview . ’ .
. A meeting of two pr more persons for the purpose,
of obtaining- 1nfqgmatlon. Interviews may be conducted
in person or by phone. ,Interviews may be taped, with
permission, for' later use in class. -

Panel Discussion 7.

»

A panel consists of a group of experts on a particular”
issue or problem who par¥icipate in a discussion on the
topic and/or answer guestions raised by class or group
participants.

T
=

Project ¢, ) - : -

A project *is an activity involving one or more
class or group members designed to gchieve definite
goals. It involves investigation and solution of problems
and the use of manipulation of materials. Empha51s 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.

#
Resource Persons

i

. Persons in the community actlvelj involved in the
class's area of interest provide an excellent source of
information. Resource persons can bBe used as speakersy
panel membe¥s, and interviewees. They can provide
instructional resources, materials, and.on-the-job .
learning sites. Care should be taken to avoid overuse
of -individuals and apprecx&}zon for services should
always be expressed.

.

-ERIC
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. Role-Playing Ts :
— * . -
’ . Role-playing is an instructional.technique in , )
e .» which pafticipants assume roles other than their own. ‘
’ Str ed settings are described and participants ’
. have the opportunigy to express fecelings, work out .
o, . problems, and experience other persoms' roles.
' - - ‘. - s -

.’ 1 d 3
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. ®

LY

Seminag

. Seminars.aré used by grdups of experienced peréons’\
- to share experiences. Activities usually include small
group sessions undex the guidance of, a group discussion

leader., There is a gregt degree of attendee participation.
. 'Y - .

4

~ -, e

. Simulatjon . . .
« -A simulation is a representation of significant or:
. central featurés of reality that-reguires 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-
N playing.

) \ [ \}
Site Visit - J .

4 - A -

A trip arranged for a class or grpup where instruc-
tional materials, activities, etc. may.be observed
An their functional setting. Site visits may include
‘trips- to local businesses and industriss. .

f ker
Speake -

This is a more:formal way of preségnting i mation.
This is an efficient way of presenting informationm\to a
large group of people. The drawback isg usually thellack

of audience participation. 5 -
_ » . ra *
* A \ e

[ 4

, Symposium - ’

. on various aspects of a particular issue or problem. A
Generally, after the prepared presentations, speakers
- articipate }n discussion and/or ansyeégquestions raised
‘gy‘class'or group participantg.-

-
1] ° "

- i &

= M -

A symposium consists of a group of brief presentations .

* ) K 3 . . .
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,* ‘ CONFERENCES AND
WORKSHOPS

/" k ‘CHAPTER 2

s WORKSHOPS AND CONFERENCES
T Effective Vehicles for Staff Davelopment

Introduction

‘t

-
Rationale
> 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 planmng, group meetings become a cornerstone to an effective staff development pro ’.
.gram. ‘e .

~
> R . . )
' .

. This chapter shows the complex mix of»foresight, decisions, interpersonal relations and
action involved in going from the planning drawing board stage to the successful completion of a
quality workshop, semmar conference or institute. {The terrn group meeting will be used through

. out the chapter to encompass all these categories.) .

»
Benefits . ~ ] ) ' >
Conductmg workshops and conferences makes possible new opportunmes for accomphshmg
avariety of goafs. Some positive results include: . -

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

° |ncrewed dialogue between educators and members of the business, labor, and mdustnal
commumtres
4

-

. !ncreased ﬂexrbrhty wrth regard to problem- solvmg approaches
® Shared expertise and concerns in group sessions to achieve common goals.

. Planning for group meetings and their alternatives will be facilitated. '
" @ Impact of meetings will be enhanced by makmg a meetmg 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- .
ning, 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 umprove
ment are built into thé éarliest of planning stages -

29, 1 39
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. Pre-Planning Considerations. .

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

® People and organizZations with potential involvement are considered. ‘

*

o Planners are identified.

® The meeting’s initial purpose is examined.

4

‘e Relevant groups are identified and analyzed.
® Forces which may facilitate,or complicate the meeting are determined.

) o Strategies for wo?king 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.

. ) - o

Purpose of Meeting "o

7

i{ = ’
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. . o -

¢ How 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? ) ot .

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

' ‘ * Making yom{r initial purpasg explicit simplifies early pIanning,:

-~

. . "— communication of goals is easier - - .

. L]

— knowing the concrete focus, goal of the conference makes all future planning less diffi-
. , .. cultto structure L -

\
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
efféctive. - e .

-
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~ Adult Learners as Con%rence 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:
: P

B

S ¢ Involve learners in the development or approval of the meeting’s conten A':simple feed-

, back questionnaire with room for revision may accomplish this purpose., epresentation -

on an advisory or planning committee is another alternative. i
L. 7
* Stimulate motivation by setting the tone as one of learning (not just sinfhg)'. Accurately .
determine and communicate their and your expectations. .

¢ Relate the meeting's purpose ana content to participants’ work'situations.
e Treat learning as building upon current knowledge; not as totally new input.
¢ Never underestimate participants’ creativeror analytical ébilitiés. E
e Match desired learning outéomes with best présentation methods.
¢ i '
Choosing a Meeting Place : . J

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

s +

Benefits:

-

¢

® Freedom from everyday work distractions; ability to concentrate . e

]

® Emphasis'on goals and immediate tasks . - ' -

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

.

. @ Eas;experimentation with new ideas, beliefs, approaches, methods -
* Immediate or at least apparent beHavior changes : .

Problems: : . . ’ . S .

* Resistance to sharing professional or personal problems with part’iréip'ants

*

e Unreal situation; doesn’t resemble everyday work or life situation

¢ Changes developed in isolation not fir’l?nly established till'proven in real work world

~ . - I i

. ® Loss of group support when participants return to real world .

e Pa.rticipants‘r\Qust be prepared to deal with suspicions, conflicting opinions of non-
participants % ) -

' [ A .

Y
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Types of Sw‘rom o

.Planning Phase ‘ - .

During this phase a plan of action is developed and appropriate arrangements are made. Make
contacts, establish communication, develop expectations and secure commatments Some decrs:ons
arein the form of mutual understandings; other are contractual.

I
>~

Many types of meetmgs may be developed to bring people and resources together. Brief

descriptions of several types of alternative sessions are listed.

Clinic

>

Conference

Exhibition

Forum

Institute

Seminar

r

Short Course

......

Smatl group sessions, emphasizing diagnosis and analysis of problems
arising from participants’ experience. Clinic leadersﬂrreq;_exploratlon
of problem areas. .
N

Genleral sessions and face-to-face groups; used.: for problem solvmg,
fact-fmdmg, presentation of inforfhation, trammg, exchange of
expgrience, developing’inspiration and securing comm itment to action.

elies on participation by attendees. : :

Y ,
Display of ideas, products, or processes; used to rllustrate or promote
information, ma\enals \)r procedures. Uses graphrc and audio-visual
media.

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

participants.

- [
Py -

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

Face-to-face groups; used for mt’enswe examination of relevant toplcs .
Utilized discussion leaders as Well as content experts. High degree of
attendee participation and shared experrence a necessity. ,

*

Series of content-specific general sessions or face-to-face groups; used

- to provide intensive training o§er rmmedrate perzod of trgpe Uses

_staff-provided resources and coordination."

v
¥

*

-

. Symposium

- .,
General se&snon, used to present

veral viewpoints on predetermined

topics. Uses brief, related speeche% by content experts.
. N R / ! .

/.

A

.

-

Working
Conference

Organized like a conference, but places heavy emphasrs on resolvmg )
problems rather than addressmg topics or issues. Relies on attendee . -
préparation prior to meeting and participation durmg meeting. Program

is especially designed to mai {tain group focus upon probjem-solving
process.

»

[




Often the conferen
_niques serve particular ob
" for facnlltating group particmatlon and Ieaming are presented below

7

Audience
Reaction Team-

-

Brainstorming

&~
"

Buzz Session

Case Study

e

‘Demonstration

- *

I

Discussion
Group

.
4 4 1]

e} *

’ ' ¢
L

. Hands-on
Experience

~

lce-Breaker,

-

Irfterview
i

Lecture -
(Speech)

-

I

General Session

4

Lt

*

gram uses several techniques to encourage partncnpatioh Some tech-
tives better than others, while others help avoid monotony. Techniques

T

v

Small group. of staff or sglf-sélected persons from the audience j 301n
the spéaker or resource person, and representing the audience raise
questions'and seek clarification.

‘ ’

Freewheeling, uninhibited group discussion intended to elicit as many

ideas from the group as possible, with no thought to practicality or. s

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 pre§ents his/her views. ‘

EY
N

Description of a realistic situation that participants are encouraged .
to consider; may attempt 'to resolve as if they were personnally in-
yolved. : . «
- / - ® )
. e
Presentatlon that showghow to perform an actiwty or to.use a pro-
cedure. Often followed by the learner. carrying out the activity under

the guidance of an instructor.

-
.

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’ partlc1pant group 1o receive information or to achieve
consensus.® . I .

Aa +
- v - ~- -

Participant activity which tries out br.creates a technique or product

Often foIIows a demonstration. -

Variety of group activities in which participants become more at ease
other by learning each other’s names, backgrounds, and

interests .

Presentation in which oné or more resourge person responds to ques- .

tioning by one or more prepared and skilled interviewers. .

= .

Prepared formal presentation of informgtion by a qualified expert
to an’audience. Speaker may provide hand-out materials_and use
audio-visual media to complement oral presentation.

o \ ) 4 33'.41 = ) » . | .. - s
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. playing. B o - »

Site Visit o . .

{Tour, Fleld ' , - -

Trrp) ~  Pre- arrasnged group visit to an object or place of mterest for firsthand -
obsengation. R

. T

Skit ~  Short, rehearsed, dramatic (though not necessarily serious) presentation )

3 involving two or more persons, Usually acted from a prepared script !
. ‘ to illustrate a situation or a problem. o
Skill Practice )
. Group . - Relatrvely small group of persons who meet under supennsror; to h
: - practlce and improve recently-acquired skills.
. Special interest o~
© . . Group -E@\ Relatively small group of persons meeting to exchange opinions and

ideas about common interests, responsibilities, or experience. o

Work Group ' ) . ;

. (Task Force) ~  Relatively small group of persons who meet several timestowork on |
a problem or assigned task and come up with actions, recommenda- .
, tions, decisions, or findings.'A report is often expected. .
. . | + * ® ) ~ - g,ui © )
, i ‘) - ) . :
Laying the Ground ork , c «

\

Small group from the audience who listens to speaker takes notes, .
- asks questions or summarlzes topic at the close of a presentation.
Serves as a means of providing interaction between speaker and audi-

ence. o o7 . . - T
‘ - . - u'-, :

Listening Team

Small group of experts on a pdrticular issue, topic, or problem who
s hold an orderly discussion on an assigned topic in full view of audience. =
Panel dlSCUSSIOﬂ is often foIIowed by questions-from the audrence
3
Question Period —  Follow- -up sessron toa formal presentatron in which audience directs
“ questions to program participants.

Panel Discussion

|

N

-

Role-Playing - Acting out of real life situatigns based upon participant’s understanding
« 7 . of the role. Used to explore the viewpoint of another person, express
feelings, work out problems, and g erience in new situations.
2 . Often followed by group drscussror*?re implications of the per-
"~ ", * formance to the situation or proble hg considered. '

« Simulation - Representatlon of.significant or'central features of reallty that serve as
the context for partrcrpan; involvement in an experience rather than -
merely observing it. May utilize technlques such as case studies or role-

e

The first step of actual planning expands and formalizes much of the work begun as pre*
planning considerations. The planning group is offrcrally .gathered and assigned responsibilities.
Based upon a thorough ana,lyS:s of sponsor and target populatnon situations, parttcrpant needs and

#*
- -
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goals are determined. Objectfves are then develoSed for the 'meeting énd arranged in priority order. .
The information prepared during this process thien serves as the necgssary. groundwork for planning

decisions about conference activities and logistical arrangements. . -
. - «
Organize Planning Group .

L]

0
1

&

Persons 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 groupls).
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

L

During the pre-planning siage, a general idea of why the sponsor wants to develop the meetinﬁ
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. Some goals indicate specific new abilities or attitudes that conference meetings.- X
are supposed to develop. Other goals may be more conterned with group dynamiics and processes,
such as detgrmining participants’ opinions, creating ne\'yv relationships among sponsors and partici- ‘s

" pants, or seeking group decisions on relevant issues. / .

The needs analysis aspect of the process can rangé from a simple analysis to a quite long and
involved needs assessment. Consequently, the following discussion will suggest some reaspnable

amethods for determining needs of conference participants. ,

. . . .
Two effettive approaches to determine needs in education are the problem-analysis method
and-the competency-model method.

» 3

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 ¢onditins

*

e Clarify and substantiate the statements ) é
«2 List unacceptable conditions along with appropriate remedies : .
¥ ! ) 7 i L /"' ° > F 4

>

The Competency Model - *
This model seeks to determine need by measuring differences between current competencies
and ideal, desired or required competencies. . . . R

-
a
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. Develop a competenc\l model to |dentrfy desrrable or required skr"s ' ’

. n‘s

° Measure current performanoe Ievels;elatlve to desrred ones : T (
. . kol °

“® ’Descrrbe the dlfference between actual and ideaf competencies needed

The next step is to identify needs and to estabhsh prrorrtres Needs are often ranked in
priority by number of persons affected, benefits of i improving conditions, costs of resolving the

vneeds or. the ultimate impacf of resolving partlculaineeds L

#

" List and Prrontize Objectwes _' R o

Objectuves contrrbute.;o the success of a meetmg@ several ways. They'

e .Defme parameters, estabhsh dlrectron glve purpose tq the meeting

~ -

-

° Provrde abasis for potentral partucrpants to choose to attend . -

-

) Provrde basis for determining |mpact of pro;ect through evaluatron

e Set reahstrc expectatrons for'pamcrpants

Priorities may be assrgned acc0rdmg to the followmg criteria. mandated responsibilities, targgt
audiences, feasibility, costs, short d@nd long-range benefits to both sponsor and partrcrpants timeli .
ness, polmcal |mp||cat|oris, or resoiirce. lgmltatrons - 2. . ,

. . . *".‘.’ *Vg. ‘ K o -,
Decision-Making S R . .
" Decisions outhned in thig sectg:n estabhsh the basrs fot immediate ahd future actions.
Decisions more closely lated to the conference soperatron after it begins are listed in the imple-

mentation Phase. . * .. R . ’

i a . -

- h »
Wb - .

% 0 '/ ,..4&1:; . et \jﬁ: , ‘/ . .
Determme Type, Date, Length and Srte ofMeetmg o . . o

0 Choose the most functlonal type of meeting based on the prrmary purpose.

.® Give cbnsrderatron to time and" seasopal ¢ tramts Select aTtemative dates

B
>

e Determrne most appropnate Iength and site after welghmg time, travel and economic con-

h strannts of partlcrpants. , - .
tra ,9' . N 1 * .
Degisions 6 length’ and site are often based on compromises. . -
- < 3
) . ’W P N R
- . é; . (I . * 0 : ‘ ‘ R . . R
. Prepéare‘Budget Plan - 1' ¥ W, ‘ o

.

'Plan the budget considering revenues and expenseé.jA budéet checklist follows:




p . . 6
: ) ; . "‘, P - ‘ A .
< ‘ , ® Oppt;nuniti&s for revenue may include: o ¢ ' ) N . ) .
- Cthges to pérticipants o *, — Grants from ndn’-pro’fft foundati‘cms
e Appropnatlons from the general - Contracts with co-sponwririg agenciés
v e ;° ~ fund of an organization : . . . <A .
” ’ ; — Fees from exhibitors : O
- — Contributions from outside saurces , ( "
e *Priofto-meeting exbenses may include:
. - Pri;ﬁﬁng‘costs o — Salaries :
- Po;tage S . © —-Travel expenses ~
— Office supplies . — Telephone messages . ‘
- Mate;ia'l "and equipment storage a " ,
e Resource pesons and staff expepses may inclu'de:. - : ‘ ‘
n = Tr:;ﬁsponation to site — Speaker fees . 7
. — Localtransportation - Accommodations ' Y
. — Other per diem expenses
® Facility expenses may include: . ‘ )
; - Meéting rooms — Decorations ‘ -
- - , -
« - = Banquet rooms ) — Union fees i ot
‘ - Ho.spitality sinte ~— Storage ;nd handling
—-Meals j , . - Equipment operator .
. N - ..
| —Coffecbreak " = Electrician and custodig}r% ,
. o Gratuities T . ~ Equipment rental - ‘
oo —_Supplies&(signs, badges, etc.) ’ )
. A Po;t-conference expenses r;xay incge: R ' ,
: — Printing . - Posta_ge‘ -
Select and Orient Staff ~ | ‘. .
imptementing m conferences and workshops requires staff assistance in ’addltlon to plan-
ners. Identify coordmatm and port needs Staff members and services that may be needed
chude - ) '
K# S R LS .




® Meeting coordinators _ ® Registration clerks
. ¢

® Bonded feo tellers ‘ e Copy machine operators’

b e 0 -

. L 7S .
’ ngitchboard operators

® Stenographers

Y

o. Typists . o °" Eguipment operators

¢ Guards - ] ' . e Emergency medical personnel

® Bartenders ~ «
A general orientation session is helpful. Staff who understand the overall conference intent, process,
and |eadership can respond more effectively to routine and unexpected demands.

{- . .

N 12

-Select and Orient Resource Persons LT . :

Selecting a resource person becomes primarily a matter of choosing the person who can best
perform the desired role. Other important consi\derations include availability, fee, repugation, and
experience. Not all guest speakers have to be “’big names,”’ n}r do all resource persons have to pre
sent speeches. They may perform other functions better.

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: \;“ T A

— Time, date, place, purpose of meeting
— Types and number of participants | " .

!

. N I
«— Nature of sponsoring organization -

— Copy of tentative program r T TN

i

~

v : s
) \ - o Information aboug his/her responsibilities:
., w
— Type of presentatioh/help désired -
9

— Reason for selection C.

L3 N ~

- — Subject to be covered; desired outcomes ;
— Common interests of audience \

‘  — Amount of time available _— )

~ Activities following presentation | ‘

> . o A '
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. MR .
- | /
e Personsto tumto: , , » ’
- Contact persons.for content c';uestions
— Contact p,ersons for |;reparing handouts i . " .
. . ' Do . . o
- Com;'act pemn%gpr reimbursements \ -
— Contact persons fo: meals and‘lod;ing*
@ e Financial a}xrr-angemer'lts;; Ce \ . .
: ~ Travel o , - | — Receipts required
— Per diem . ' — Paperwork required
_ — Fee or honorarium . — Probable payméni schedule
— Method of payment 8 e
A e , - -
) ® | ogistical arrangements: o »
— Necessary arrival and departuré dates . ~
" — Accommodations . . )

— Inter-city and local ground transportation
Planners in tum, should secure t'he following information from resource persons:

® Bijographical material:

| - 'Naﬁ1e, title, and present profession - Pho‘tograph a .
. — Resume or vita .
‘ * Resdurce mate:ia!s: - s , .

— Title and length-of presentation C— ‘Advar;ce copy of speech

. Planfing information: . L

. ' — Special materials or equipmenf‘ﬁeed:s@&— Travlel arrangements . .
R o T
. , < . . y -
Planning Actwmesand the A_gend? [ ! ,

The agenda of events is not just the schedule of the meeting, it js the meeting—at the.planning
stage. Before scheduling anything, compile lists of events or activities that must be done. Three
lists could be prepared: ] . ‘

- . ~

Ny



: ¢ How much time is needed for each subject or activity?

o Logistical act/wtles—gettmg "the right person together with the right resources in the right

place at the right time ; ‘
. Leammg activities-helping the particil)ants learn the right things according to your objec=®
tives 1 . .

-

A

e Other activities'—getting participants td complete procedural aotivities

Some additional tips on fitting various actrvrtrés/skills/needs wrth appropriate events foliow.
- | -

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

-

- ® What learning activities are independent? . '

® How much time is available?

— Consider audience ability to concentrate

»

* & [sthere an optimal time of day for the activity? - . S g

— When are more active types of activities neeqed?

— When will participants benefit from presentations? ~— ,' .

v

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

o . . ‘e

The following are some additional suggestions for developing an effective.agenda: *

® A social hour at the beginning of the conference is beneficial if participants do not know
each other. This could be combined with registration. " *

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

& Participants gain from havrng time to discuss, comment, and question af{’er a prepared pre-
sentation. Small group sessions may heipp facilitate such intefaction. -

i

e Break-up sitting and iistening activities with more interactive and physrcal movement
activities.

1

e State both smali group and large groupiactivmes

e Use alternate learning strategies for vanety

’ a3
@

e Obtain feedback and evaluation from the participants and use it to adapt or improve the

LT proceedmgs.
) .
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Pian Promotional Strategies

The following kinds of information are basic to promotional announcements: _

® Objectives of the meeting et o .

.
- »
Y

® Brief description of major topics .

[

® Information as.to open enroliment or application screening criteria”

_® Date and site of meeting . \ - s - X

® Contact person for the meeting: address, telephone number

Kl

® Registration fees, procedures, times, deadlines

Lt ® Accommodation arrangements, rates, procedures, times, deadlines :
“ B - -

® Travel and 'parking information ' . : -

‘° Moti\)'ational‘materials such as suggested readings, items to prioritize, or th0ught-prgvok4'§
‘questions : )

’

" Prepare Evaluation Strategies

v »

Evaluation judges the success of the meeting in terms of participant feeling, the achievement
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 Arrangemen’s

Suggestions are listed below: .

*

mﬂccommadatians and local travel. When overnight accommodations are required, arrange-
ments must be made with local hotels or motels for blocks of reoms. Communicate the arrange-
ments to participants and resource persons. Negotiations for accormmodations should consider -
the following factors: . . ’ ' )

¥

-
-

® Probable numbers of participar;ts’ rooms required

® Conference room rates and the period for which they apdiy -

¥

® Probable number of rooms to be held for special guests or 6fficers

e Number of complimentary suites and rooms to be provided
en :
. . -

T . ) =
- - '}% ¢ f £
. * = =
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® Billing prooedures on room expenses

L Date that uncommrtted rooms are to be released

. -

Two approaches might be utrlrzed for coordmatmg partlclpant:aocommodatrons

I\

. Partr“mpants could be provrded wnh direct mail reservaf' ion forms. %1 i
° Partlcrpants could mail all regrstratron forms to pro;ectcstaff who in turn maie reservations
at-the hot i [ UgS)
Regardless of app'roach, previde participants with the follvainé: ' )
e Room srzes and rates . ! -
° Resérvatlon procedures ~ : .. . ‘ 5
.® Deadlines 9 . .
e Contact name, address, telephone numbes - " ’ -
e Ground transportation or spec'ial conference buses ¢ ) ’

) 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 space that are often needed include: reglstratlon space, meeting rooms, banquet

room(s), hospitality suite, and exhibit hall. In arranging for the use of particular facilities, con-

sider these factors. X ; .

® Correct schedule of room assignments,- dates, and times

. Seatmg capacity and type of saatmg arrangements requnred

® Type and quality of lighting
* ® Public address system required S
e Special equipment regquired and room'’s capacity for it .

e Coordination of room use with building management

od ey,
[

.® Costs of rooms, equipment, and services:

P

e

- Time required to set up for meetings

® 'Avdilability of soft drinks and coffee machines

® Availability of lounges and restrooms . w
® Unlocking of rooms, opening and closing of building

® Contact persons for last-minute changes or emergencies sy

”‘r

) .
£
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~

e right time. The persons in charge of eactvof the agenda events (e.g., presentatuons registration,
te 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-

! , R
| .
j‘ Equ:pment and mater/als Correct’equippient and materials must arrive in the right pIace at .

,/ ment is usually rented; reservations should be made well in advance.

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

77777 ~ - o
' ’ Aydio-Visual :
Supplies - Equipment & Supplies Rrepared Aids
Note paper " Projection screen _ . Participant packets
Binders Carousel projector - Overhead transparencies
Pens‘or pencils ’ Film projector Slides
. Markingpens ° *  Take-up reel - . Flip charts
Transparency marking pens  Extra projector bulb . ) ’
Stapler Extension cord . Furniture , }
Scissors Adapter plug
Paper clips Tape recorder Tables
Masking tape Blank cassette Chairs
Scotch tape Batteries ' . Podium
Name tags ~ Easel : ® Stands for AV equipment
Rubber bands ) ~ Flip chart Registration table -~
Index cards Chalkboard
File folders . Overhead projector Replacements for Missing or -
“Ruler - Transparencies Broken Equipment or Materials *
Chalk PA system
Microphones . Supplies . -
v Typewriter Equipment
Camera Fumiture '

Videotape recorder .
Photo copy services

. . “»
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, electrician and carpenter services, partitions and backdrops
needed, security precautions, storage facilities, means of access from outside of bunldmg, 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; nBmber at head table,

- Costs, including taxes and gratuities

]

M‘ethod of payment: cash, tickets, charges

*

1 - .
a1 .




® Deadline for payments .
e Time required for table set-ups .

e Availability of l_eqtemea’nd public‘address system , .

> -

e Availability of cocktails
‘e Cantact persons for last-minute chahges or problems

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

¢ Conference telephone desk
' ® Message board (probably near registration desk) _ -

® Daily bulletins

rd

® Roster of participgnts 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 all.name
badges and records in advarite to reduce staff and participant time required.
Consider the following ideas for well-functioning registration process:,

. s ® Welcome or information booth’ . T
. . . . 5
¢ Visible, easy to find location ,

~ . .

¢ Adequate number of staff -
® Orientation of registration staff ,

~— - -
® Necessary registration materials: supplies, packets ~

® Necessary furniture and egyibment: typewriter, cash box, file boxes

® Adequate signs posted for directions - ~

Frienply, welcoming atmosphere ”

. "Implementation Phase-: T o,
It is during the implementation phase that all plans are put into operation and the meetings J
~are conducted. ) , - e
rd ) p
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Review Plans _— ) S o .

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

® Changes in resource persons, topics, room assignments or schedules

.. " o Sufficient number of breaks : ] . T -
) - ~ . -

rF

¢ Adequate funch time - - . It .
® Wrap-up and evaluation time provided .

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

N . e . . 7 . '
Confirm arrangements with resource persons. Beforestesource persons arrive, confirm accom-

modations and transportation arrangements, equipment and material needs. Arrangements for )

reimbursements and fees and required biographical information should be understood. -

.

R %

Confirm logistical arrangements. All cantractual 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. — 7

. i - .

Print or acquire materials. Materials which serve as hand-outs for participants or as support
materials for staff sHould be ordered ar printed _\'q/elljn advance of the meeting. Time should be
allowed for negotiating bids and contratts. Materials frequently used in conferences include:

- . . - - +y N . . . -
(",. #p Invitation to the meeting . - ‘ ‘
o “+ % - !

- Y

® ‘Flyeror brochure with schedule of events -~
* Materials for preseritations: speeches, case studies
- ® Eyaluation, registration forms S ‘ >

‘y
- . - - -

® Signs: registration, daily announcements - - . »

‘e ~ ® Map of building, city, hotel : ’ -
- Promote évent and recruit participants. €fforts to sell the event should be addressed as directly
" to the target audience as possible arft should emphasize how the program will benefit /t. -

s . i ., \/
- ‘ - - -— ¥ .

oS oLt Conduct Meetings . , ’ ) .

» bargduct rggist@tion.'B‘effé registration actua_lly begins,‘éheck to insure that:
o . Y a T . R - - - . . '_
"~ Registration desk is(! ell lighted.and easily identified. * .

be - : o ‘
® Program packets and other materials are available. o .

=

+
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o . Ty‘peWriter,.fﬁle‘bbx'es, pens, and wastebaskets are available. -

L 4

s .- ~ -

- B
- L4 ~

® Forms are available for registration, receipts. , ~ - L s
® Extra tables-and materials are available for participants to complete forms.

The registuration staff should bg fully informed of several aspects of régistration.

® Basic and late registration pracedure -

, Lf-landﬁng cash, checks, of refunds ) . .. =

. ~

~

e Information required for forms or badges

® Procedures and prices for tickets -~ .

e Medicalremergencies : ;

-
- -

K .
® tocal community and lodging information -

Assist resobrcepersohs and guests. Resource persons and guests deserve and require special
treatment. Considerations include:
- - R . . . - ?}
® Somepne to greet them upon arrival

® Someone to introduce them during special events )

'y Forms to be completed and signed to guaranteg their expenses

i

® Double-checking their last minute equipment and materials needs - .

® Insuring that they know exactly where to be at \;cvhét time .

® Briefing them on conference progress

Acquire materials and equipment, coorc)inat(e use. Assuming that all arrangements were made
well in advance, the use of equipment and materials should new be only a matter of distribution.
;However, something is always in the wrong place or missing. Some precautions include:

i - 4

,® Iden;ifx contact person, for each type o{;eguipment or material.

~ # Assemble and check:out the equipment in advance. . . .

- 3

_® Have extra bulbs, batteries, tapes, extension cords available.

~®Arrange to have equipment returned on time. . '
- Y . .
- facilitate group meetings. Even though many meetings are conducted by resource persons,
confer planning staff should be available to iniitiate and help with the meeting. Some staff

responsibilities would include:

- ' /“.




° e lnsunng that fesource person is in right plaﬁe at rlght tlme '

.. Brlefmg resource person on situation and expectatlons
o

.
.

- Besolvmg any last mmuot‘e problems with equipment, etc.

¢ P [ . r - ! ) % -
. ® Preparing a&.}@ce for resource person g - : ”
o Intercede atpoints of conflict to keep oving

/"
’ Coordinate displays and exhibits. Confeg;nce staff should help keep the following persons

accessible to each other: building math'tenance‘,program policy makers, exhibitors, information
desk and security staff. . -

A S -y > - ‘i\)

Momtonng tak&s place through sohcnted feedbac‘k from program participants and can result
. in adapting the program mé several ways. Several specﬁ of feedback an adaptation are presgnted

below. . - N
- . " "f“ . .
: Feedback: ' ' : TN
. T a .

Purpose — 1o keep Planning and coordinating staff aware of the positive and negg-

tive things that are happening among participants (and staff members,
) too). :
Methods -~ informal—staff jnvolvement.in all aspects of meeting with verbal or

written reports to leadership; constant discussions with key partici--

pants or representatives of participant groups; evaluative distussions

with @uest speakers or discussion leaders; ‘‘floating’’ and listening to
L~ comments in meetings and in other places of congregation.

'@ ° ) formal%-danly questlonnalres on the best, worst aspects df the meeting / )
so far. .. administered to participants, leaders, staff; group discussions
. with participants on how things aré going, whether changes should be
. T X made-in agenda, whether new resources should be brought in, etc.
Adaptatidn: Follow through . . . change ageKja adding or subtracting time for ’
p - various items; brlng In new resources: persons, materials, agree to pro-
vide additional resources {mostly materials), shift emphasis on selected
) ‘ agenda items, e.g., from lecture to group dlSCUSSIOﬂ.
» ‘Fo&w.—np Activities . S
‘After the meeting is over, &al activities remain. Example follow-up activities are listed .
below: : - .. R . ST
¢ Maintain commur\cation among participants (roster, newsletter). ‘ '_- L
» hd . . " ' ¢
- 7 - i
[od . ’
v Y4y
>
® . a - - .
% . . -
Q P - -




« - T
+
’ . - B * ’ a

3 M " ) .

° Send thank—;/ou’notes to resource persons andtspecial guests.

o Fu|f||| alt fmancna[ arrangements and obllgatlons promptly

- TreeT oy . B Y

e Analyze evaluatlon resuits. : S . .
H * N . _ \
* ° Wnte and subm[t a formal report, if apphcable . o . %
. ) . ‘ :
° T . © Assessing Impact .

-@ ‘E\ialuation‘ ) - ST A .

’ . . . S .« -

! Formative or interim evaluatnon focuses on factors that can stlll 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
and quahty of resource or instructional materials used. 1 *
These data prowde planners with mformatlon to alter the remainder of conference activities
¢ “ if necessary. If the meeting is large, then a written evalyation instrument may be used for daily
feedback. (See written evaluation instrument in Chapter Ten ) This mstryment may be comple-
mented by information observation, i.e., partncnpant attentiveness, notetakmg,, the guestton and
answer sessions, and by informal feedback from attendees ‘ .
The f|na| or summative evaluatmn will usually take the form of a written instrument but can
also be supplemented by informal observations. The final evaluation tries to tap participant opmuon

¥

P of the conference.as a whole. 1o doing.so, study the fqllowmg areas: N
J .® Planmng and org;f‘mzatlon of the group meeting o -a”\\ !
M a » . * .
. ° gxtent to which conference 6bjectives were met . ( T
: o~ ~ o Usefulness of matenals toplc and presentatlons - . . .
 Zh / N .
,Suggestion /& for future conferences Gr workshop |mprovement N L.
ﬂv “ * ﬁ
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U . RESOURCE MATERIALS ,

4 .. : T - . ] .
The example materials illustrated in this part are designed to be adapted and used selectively B

as your situation dictates. The purpose of these materials is to show a variety of standard forms,
. lettefs, suggested pracedures, and other similar aids that would be useful to vocational educatars.

: ’ v ' ‘ 2 . I i ‘ - L
“List of {llustrations: R . K s

+ ’ ’ . . ‘-& ?" ‘ ) ! g

, o ¢ Conference Planning Check List ok : S,
- # . - ' * ’ ) 5
® Planning by Objectives
SN ﬁo,/-Sample of Daily Evaluation Questions _ “ .
o . ' _ o . P
~
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] i = LT
) 1 - Site:- " 1 #-Participants, LI T .
1 N e

L - _Target Completed Person K Item .
v . Date - : .

L . Responsible

\

.

- ' 1. Detetmine needs and objectives
- - ’ - ‘ - 2. Prepere a budget plan.

Y ) . 3. Clearance Procedures

4, Determinefgates of conference

. . 5. Determine Eenference site

J , : . 6 Determine conference format

] "‘ . ‘ 7. Planning by obaectwves :
l"”‘ ‘ L - ~ |"8. Facility arrangements '
1 N g “ %19, Invitations ’ ] .

i3 . B
] 10.Parti¢ipant transportation & ¢

A

ST .| 11.Participant accommodations -
P . . ) * }‘ ) B 12.Locat travel arrangements
' o ) | 13.Needed staff arrangements

v . - [

14.Consultant/speakers

. * ..« | 18, Patertals/Audio vfsua] equipmant
. : L 15 Agenda B L s

- - R 17, Pronotion ’ L t ..
7: . s | 18.Refre§hments/éea1'.f '
, . ' h 19.Meal arrangements, . -3
L - ‘ 20.Exhibits SR IS
L . 21.¥orkshop Eva]uatign ) . o
22.Follow-up }etters

. g \ . 23.Final Report

; _ Conferenoe PlanmngCheck List _— ) ‘1_.
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Date

l..

P

a.

that

t. were the. two best -aspects of today's activities? 7

-

&

-~

4

',

»

}

v

./// |

T

]

e

Sample of Daily -Evaluation Questions.

\

-~y

' b:
P

. e e
. . " .

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

~ ¥
Ed

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

(‘. -

‘Thank”you!

2. 'What two aspects of.todéy's.program {instructional-
- format, content, envirqpment, e;c:) most need
td be improved for tomoxrow's sessions?

"

A4 ®= ) *
v . . 5 :
‘ [ > N B 'y
« Sample of Daily Evaluation Questions ™
52
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. v . COOPERATIVE INTERNSHIPS ‘
g * . CHAPTER3 : :
, ‘ COOPERAT{VE INTERNSHIPS _ )
< A Contributions to Staff Development - . . -
& - . » 4 ! )
Introduction .
Rationale o e . .

[ 4

The rapidity with which technologies in business and industry are continually changing
requires that vocational educators keep in close contact with practitioners in their field and with the

work environment for which they are preparing workers. One of the very effective vehicles for .
.. keeping technical knowledge and skill. up.to date is the cooperative internship. This is &ffective on
two levels: “ o ‘ . ) . e
L ) N ) 4 * ~). v
7 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’ - s, : .
2. Through cooperative education courses in the schools which enable the teacher- .
o coordinators to visit the workplace of their technical area in business or industry and to >
s interact with peogie there '
- ‘. -
Benefits , - f

There are significant benefits to vocational teacher a%d administrators and those preparing
to teach who either enroll as interns in.a cooperative prgdgram at the university, or who supervise
or 'tech 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 level of employiment in the enrollee’s .
technical field, to refresh skills, to update tech nical knowledge, and to establish contacts in one’s
" " technical area” These courses often meet the certification requirements of vocational teachers or , >
coordinatoss of cooperative programs. .
The cooperative education coordinators in secondary schools and two-year colleges place stu-
dents in positions in busingss and industry and coordinate the students’ o and.in-school
‘experiences. This'requires their frequent contact with persdas in business management, personnel
departments, and first-line supervisors. The coordinators visit the place of business to observe the -
© students gnd talk with their supervisors. This interaction helps keep the oordinator’s knowledge -
current. ; )

4 ° B -




-

LZ/( e Identify needs and benefits ~

The following list identifies benefits to be derived from this uq(teractlon with busm’ess and in-,
: dustry for the professlonardevelopment of the teacher-coordinator, The same benefits are true for
teachers enrolled in cooperative internship courses at a university. PoSS|bIe' benefits include

’

® Refreshing, developing, and updating skills | o f '
_— Bringin‘g technical knowledge up to date i T ol
. 'Working with the ]atest éqbiame‘m' RS LT ’

. f';\ . Developlng‘and estabhshmg contacts for pIactng interns and graduates

L Estabhshlng c'ontacts for resource speakers and advnsory commlttee members

’

e Meeting cemfucatlon requirements

e Earning while learning for both inservice and preservice teachers
e Providing illustrations, anecdotes and cases-in-point for teachers to use in their presenta-
tions to students v .

[ Providing firsthand experience of the'skills_requ'ired for workers - - -

Planning Procedures

After the neéd has been ascertained and the benefits identified, othgr information must be
‘ gathered Careful planning will enable building a sound program. The foliowmg items need to be
i considered in planning for -a cooperative internshtp program: -

—

Assesswhefthe’r your com'mungty offers a sufficient number of training sites
v yee— ~ -

Check policy‘and procedures of department and/or institution approval
. . g '

Secure approval

e Check state education agency regarding regulations and requirements . -

< - P

. Get commltment of financial resources to conduct program

.
KJ

Estabhsh advusory committee

Available Training Sites

P Determine whewsr the communlty or local area has enough possible training sites to conduct
the |nternsh|p Site awailability depends upon the size of the town or city and the klnd of job
needed

, -




Policy and Procedures of Department ,a;td Institution

X In planning to establish a cooperative edugation program in your' department, the policies
and procedures of your institution must be exémmed and folowed. These will include such
policy and procedures as: , .

- -
— ’ H

L

A ‘
«® [nstitutional procedures for approval of a new course or program ; ,

- .

e The ;tate education agency requireménts in creating’a coc;perative program -

o ¢ Funding procedures ° } , / o >

) e Union requirements (f?;:pplic-able) | :
. - Certification reqiﬁrements (if app!icabfe)' .
) Cc;véragé required for li:;bility, accident, and medical B ) . _"

-

The opinions, recoMmendations, and support of othér faculty members in the department are
very important in the formative stages. Administrative support and approval are necessary to begm
the pfogram . ,

-
¥ . »

Commitment of Fmanctal Resources .

. ¥ L2

The school must be financially able and agree to provide funds to hire a quahf:ed coordmator
This must include time o\r promotion of program, placement of interns, supervision of interns,
and evaluation of programt.. Funding also must provide for whatever related clams the state edu-
cation agency requires. .

- .

_An‘adequate source of continuous fundmg must be estabhshed for the operation of the inter-
ship program. This budget must cover the cOsts of:

e An internship coordinator
o Time required'¢to place interns ' -~ - .
® Recruitment and counseling of interns

: Time required for superviéipn and coordination ' .
e Secretarial services ‘ \ ’

e Office supplies " ~

¢ Promotion )
* Travel to site (often reimbursed by state) _ ‘ e

e Telephone sefvice ‘ -,
¢ Teaching related cl.as?s

\ .y . - i ~ s
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" Compensation or Financial Assistance for Interns -

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

4

Select Interhsﬁip Teacher-Coordinator

-

- -

» s = .

9

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. {t 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 school and community support and participation. In summary, the |,

* teacher-coordinator should have the following a;ctiibutes: : ’

¢

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

.

- Employmeht’-experiencg in technical field

e Successful teaching experience

o Background in coordination tgchniques

® Good human refations sidlls

e Contacts with prospective employees and emplo{/ers

~ ® Promotional skills

-

Advisory Committee . S

s

N
R

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. .

1 )

" Planning Checklist

[

{3 identify.needs and begi’efits .

[J  Ascertain suffitient supply of training sites

(3 Determine Taculty and administration support

N

O Get institutional approval for new programs . .

56
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3 . Check requirements and regulations of st?te department of education |

3 Get financial resource commitment and budget appgoval”
(3, Select internship cobrdinato,r

0J Confirm advisory committee member> o o K

Implementation

Py

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

-

.

Publicize Program in the Community ’ ’ ‘ i

A

Creating community awareness of the cooperative internship pr%)g'ram is an important step
in launthing 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. Faculty 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 fellowing methods can be used to publicize the program:
® Prepare a pal:nphlet or brochure describing the program

¢ Circulate infor[natio'n on the program to faculty and staff

o Write an article for the-school newspaper
]

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

¢ Speak to faculty groups and student organizations ) . -

e Contact potential.employers .

-, ® Appear on local television and radio shows




Build Contacts with Potential Employers of Interns

A time-consuming 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 prog'am and the benefits to participating employers. .

e . . I

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. v

-

/ The applicant should provide the following information:
. e Name, address, phone ~ \
# Present position, if employed ’ e

»
o Past work experience -

e Education completed - .
e Skill and knowledge competency
e Career objective

. Position dgsired

, ¢ 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 é‘lé selection process is to interview applicants. This should be done hy the
coordinator or a selection committee appointed by the coordinator. The interview provides the
opportunity to look further into information proyided on the application, to.assess the applicant’s
personal qualities, and the applicant’s human relation s&ﬂls.

E
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Salect Interns * - A~ - . *
After all the applicants have been interviewed, the coordinator and/or selection committee
will then accept the candidates who qualify for'the program, limited by the number of students
the program can accommodate. The size of the group depends on staff availability,.stipend funds,
number of training stations, and travel to the internship site. .-
Consider an applicant’s qﬁaﬁficatio_ns and his/her potential for benefiting_fron\the ir;ternshrib
experience in the final selectjon. In addition, the following aspects deserve prime consideration.

~

o Desire to acquire additional comp®gncies ) 2 .

L

o Previous knowledge/skill that will, facilitate applicant’s entry into his’her area of interest
! : b P RS €

s

e Positive concern for developing and improving programs in vocational education

-

e’ Part of a-required training or degree program

» Locating and Selecting Training Stations T "
~ Once the candidates have been accepted and anassessment of their skills and internship

needs determined, potential employers who can provide suitable training stations should be
contacted to interview appropriate interns. This matching of intern with internship employer is

_acrifical part of’.the«process. A good matching enables a successful experience for all, an inappro-
priate matching often creates many problems. It is usually advisable to have a prospective employer
interdjew two or three internship candidates the coordinator chooses and have the employer then

" selecy/the inter employee he/she wants. This interview procedure gives the employer some real input
in the 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 comimittee also can be a valuable
source of assistance.

‘

The following guidelines can help evaluation potential training stations:

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

*

® The location must be able Yo provide a wide spectrum of experiences.
® The employeris top management must endorse the program.

® The employer must be able to provide a supervisor willing to accept responsibility for theg
intern. oo

z

H

® The employer must be able to provide necessary work hours for the intern and provide safe
working conditions. : - ' RN

-

-

¢ The setting exposes the intern to the latest developmens in the field.

’

: £7
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Internship Agreement ¢ -,
9\‘ . M ~J

To help insure that all parties understang 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 Qf understanding. The agreement should

contain such items as statement of educational purpose, %blhtles of each party, work hours

£

(daily and/or weekly), length of internship, title of"position, ahd amount of compensation. <

. ‘ »
The Resource Materials in this section contain some sample |Mernship Agreements.

N

Individualized Training Plan

After the internship agreement has been signed and before the 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 descnp
tion,4he major areas of experience to be gained, a breakdown of tasks invoived 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 mcluded in Resource Materials in this section.

An important funct:on of the individualized training plan is to segure the commltment of the
employer to provide a growing, learning experience for the intern. It also helps to insure that the
intern’s objectives for partncnpatmg in the work experience are met

Forms Recording Internship Experience

»
. -

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

. *

e Weekly Job Report (Intern) ’ -
® Visitation Record (Coordinator) . . .

® Evaluation of Intern (Employer)

Fs )

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

Weekly Job Report. The mtern 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 addmonal 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 observations.when visiting
the intern at the training station. Information on the form can be selected from the following items.

’ »

. ® Nameofintern~ -+ * . . &

¢ Name of employer. . _ v

-




|

,‘
i
b Y

s, . . .
: e Date and time of visit . - I
LA * - s A N . - * ‘ 2
. ® Lengthofvisit g < . ’ .
.@ Whether training plan,was discdssed - ¥, s : - @
- ) : . . ’
¢ ‘Atmosphere of office or work environment )
e Attitude of other eg_npios?ées toward intern  ~' *“', . & 2 =
M k4 « Lo ) . . s”
e Efficiency or lack of in work place . : : -
. e, = -
¢ Appearance of intern g .. o . .
. » ) Ny ‘ s ¢ . . 7 .
®_What irtern was doing N . o h -
mée wjth supervisor _ . ' . -
- - . ° o <y co
’ — Strong and, weak poipts of intern - . . A 5
. . ., ; . ., . ., . °
a - ;_ B Iy .. L.
_ — Wiistakes he/she habqurg s L KB .- T, q
L ., . : . N -
T+ . — Quality of work . . L . e
v . 3 - - . A "‘ .
— Use of time < .
> £ v F . & .
' & — Working relationships - . T ’
.. . = . . - . . © ) .
— New activities to be undertaken e . : L
’ The coordinator sHould maké an appointment for the visit with the employer or supervisor. . :A
When at the training station, the cpardinator should have specific fdpics he/she wishes to discuss :
with*the employer/supervisor and not take more of the employer’s time than is necessary. He/she !
+ should also talk withthe intern and*observe him/her on the job. ‘ P
Evaluation of /i;i'ernis Pe?formance. Once or twice during the g'réding 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: N N .
- ‘R . * ) ‘ ’ ® o
. . Skills e e Attendance = ’ ’ -
AR - : 7 K-
e *Production rate R X e_Prdmptness )
L , D : .
Lt ‘ Quality of work -~ - e Speech ° el e T
S » ’ . . "‘? »
- - . & ere s R . T * -
: . ® Human relations p® [nitiative | & . % .
- A ;}-— - L. . . . e » .
- - o Appearance ' s v e Judgmerit . : ‘
*” The employer and coordirfator then mutually decide on the intern’s gradgp ) . .
. ] LS . . . - s ; . \ ¢ . . »
- , . Y . v . \.{ ‘, "\' Fy . F) . LY :‘(§ .
§ o ! : 61 ° £ 3 .

-

e

. .

'./ L - N . Y - ‘/ s ~ .
L] B L .
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\

Information culled’ from- these three'gforms {Weekly Job Reports, Visitation Récord, and
Evaluation of Intern) helps evaluate the quality of the internship both during the training period
.(formative) and at its conclusion (summatwe) Using both time frames makes it possrble to identify
problems while they can still be corrected and makes the final evaluatlon easier.

Y- \ -& .

x > B . 4
E Lo _ . ASsessing Impact .

Final Evaluation of the lnteméhip Program

Fmal or follow-up evaluation of the)quallty of an internship should focus on howd!ill)bé)b
jectrves of the individual cooperatwe educatron program were met. Assessment coul nsider

‘¢ The number of persons who continued working in training-related fields . * .
,-
® The number of persons pursumg agvanced education in the internship fleld at the conclu-
_sibn of the cooper {rve mternshrp program

£ N N -
o The usefulness of the expenence for teachers once they begin teachmg in cooper
.internship prog ams ? ,
e The mapagement of the cooperative internship ’ T

Y L 4

' )he‘b‘a’c?tc data to determine if the program if fulfilling its object

The employép ™ assessment

In both interim and final Qalua@ons the Weekly Job Report a:%‘e Visitation Record provide
ould also be'®3nsidered in the

of how well the intern matched his/her trajning site and job ne
fmal evaluahon In addltlon the institution should evaluate .

3 -
»

S

° procedures for screenmg and selectmg \applrcan?s R o .
v ‘ =
e proceduresi*for selecting internship sites | ' . ’ .

- -

-
-

0/ procedures for matchrngrnterns and mterns'hrp sites

Unsuntable techmque? and/or mternshup sites should be noted%d dropped from program proce-
dures and/or reference files. .

- t - A

- + . L ‘ . .
Desrgﬁmg Evaluatron lnstruments . ) o . : v

The foLfowmg form is destgned 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 Relatlonship with the Institutiori").

. f ‘.
. ~ ‘e / s i .

“'Suggested Form N o
Please respond "to the, foHow,mg items by crrc'lmg the appropriate letter which best reflects
your opinioagegarding the gooperative mtbrnshlp program % A LI .
. - E3 | , 't ‘ 3 \; ‘-0 -
. . . * N ‘ *
- ., ‘ 62 v - ;

. - ¥ , i " s M



. 9 Definitely, =~ . Definitaly
“ e ) No . ' Yes .,
QUALITY OF THE INTERNSHIP SITE B ) . .

» " * . : . . (AR . é-?
.o L Twas’prmsed with the site to which | was assigned. . A B ¢ ,D E' ﬁ

) 2. gl was pleased with the attitude of the staff at the oo S .o "
site toward me., ) A B G D' E e
3 L - : - . )
pomments: . ST ‘ . T S
: - — — E— : s
K] . -, - R | - s ;
QUALITY OF THE INTERNSHIP EXPERIENCE ¢ . . PR
, . oL : \ - A
1. The internship experience met my expectations. A B’ t D. E
2. The fntemgnip was a ussful experience for me. Y- - [ D E
3. My skills were sharpened as a resit of the o . L
intemship. _ A "B C D .E
Comments:’ [ - ' N S A '
® S T ’ /. *
A 9 - . . - jP
QUALITY OF THE lNTE RNSHIP SUPE RVlSOR , ’ ~. »
1.7 My supermor was available whenever | needed. \ - Ca
« him/her.. A B ,C . D E
. o,
2 Miﬁg:peﬁlfsor spent what | consldar tobean ‘. . — .
adequate amount of time with me, ~ : A B c D E . -
C e 3.~7Myf-iupmisor assisted me when any problems— — . —
arose. .o - @ A B- ¢ 'D &
Comments. / ‘ ,
. . ' '  beor . Par Avwrage  Good  Expetient ;
OVERALL " i . .

1.- The quality of,tl;wjntemshlb glte'wes:' . B c* D E

[§

A
2, Thequality‘ofthb imarmhipekperience wes: A ‘8 c . D E . o
A B .C D E

‘3, _Tpequality of the internship supervision was:

- s,

.~ -
f .
A
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Follow-up T’eéhn‘iqués‘ - ™ )

. »
~ \

The program' may decide to use follow-yp techniques as a method of summative evaluation.
(See Chapter 10 for more background on Evaluation Instruments and-Theory}) If so chosen, a

system wolld be designed to query program participants in ordek to capture retention rates and use-
fulness of the experience. This may be done periodically following a participant’sgompletion of
the program. The timing of fe llow-up activities'would depend upon the use to be mhde of the data
'in program planning and. fiscal resources. A sample format to collect follow-up information appears
- below: . - .

o ~ FORMAT

% : (Institution) is collecting information about the Cooperative
nternship Program in order to imprqye the program for future participants. In order to do this, we
need your help. Please take about five minutes to complete this form. Ali data will be confidential.
Thank you for your cooperation. S ’ ‘

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

2. Inwhat field are you currently working? (See No. 1 for j;mgs_gf_[gsggnsesz)

3. Do you feel the éooperative internship experiencewas useful? </'>~‘

=
- P ———

Why? . . \ ) . - s p

R ’ 4 : ,
4. What specific areas or skills obtained as a resu\tg_f the cooperative internship program are
most useful to you in your teaching? 5

ii' ‘ - ¥
’ -~
) ? ' - -

. +
- £ L n
L4

-5. On reflection, what aspects of the cooperatige internship program were the: ,
1 - "1 . _ . .

6. Additional Comments: oA ‘oo . - . S
* .' hd ‘ . [ ' . Fl
—t » } i
&~ * q - .
. _ Thank ybﬂ.foryour help! - Lo
- i . a ,, ‘ . a d,:‘ .
e e Ty .. 64 . e .-

o e
" .a.  Stronger features? s ' LS

] . -

.
3

_b. Weakerfeatures? . . i S '

g,
¥
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s " Implementation Checklist - ' . :

e e ®
- .

% -
. 3 Publicize program in the community ‘ .

[J Build contaéts with potential empioile;'s of in'geltﬁs ,
. |:l Set up criteria for interniship \o\ |

3} Design lnte‘rnship application form S . o ‘ ) ' s N

3 Receive applications - . E ’ 4 .

! o i ’ ’ - '@
D;,lhterviewapplic?ntsﬂ\ .0 _ .

T Select interns ' o N : . § . o

o

[J  tocateand select training sites o - - . .

J Set condmons for fmanctal compensatlon and time schedules for lnternshlps . -

L5
’ % N

b . ‘

= send interns out for interviews with potential employers . .
X . R . p - . # -

‘ ’'d . . = - - ) .

T MakKe out an mternshlp agreement and have signed by employer, intern, and coordinator - e
) -~ J D’evelop mternshlp trammg plans . . B

~

=) Orlent intern and.sponsor . ' i . . o

¢

] DeStgn reportmg forms on mternshnp Week}y Job Report ‘Visntatton Record Intern o
Evaluimon Form . :

.~

El Supervnse and cpqﬁgmate internship, actnvutles : .

o

e T D Evaluatemternshnpexpenences oot " & - T

€

- .. 0O Grantcreditf,orint/emship T ' o N g - ETTRA

3+ - [ Follow-up study to evaluate program effectiveness  + .~ . . : .
< : . - . . L B .
e ' > . . ) . B :
v Selected References. | . ] p
! * BN * N .{ ' - .o ‘ . [ ' '5
. < ) « . : T
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. RESOURCE MATERIALS

’

-

v

}

L
e

".  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 voeational egucators. L )

> 8

..

- i

' . . A .
{ + List of illustrations: . § .
¢ |nternship Information Sheet
. Inte;nship Application ¢ * ' .
2 . * LY N
- * ® Sample Work Agreement »
- : ' ’ i . » ‘ N * . —
® Sample Intern Assignment Description .
¢ [nternship Trﬁng Plan’ )
N .
: 1:'% . H v ’
® Visitation Record (Coordinator) . . — :
: . Wrgw < AT
® Weekly Job Report . ' %gf”’“ T
[ ~— . * - .
® Sample Secretarial Internship Evaluation Form \ ‘
. . ' v ., ] .
. .® Participant Program Evaluation . -
. .. 2 .,
e Employer Evaluation of Intern g '
e (nternship Pragram Participant Follow-up "~ .
/ / i : - . -
. /:// A
P .. » _ -
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* (tame of University)

{Department Title)

-

) . STATE PROFESSIOMAL QﬁVELO?uENT
, PROGRAM INTERNSHIP

“a

$

”
A continuaticngf the IRTERNSHIP PROGRAM with (state name) and EPDA support
provides opportunities for interested individuals to participa.e during (date).

INTERRSHIPS:

- CREDITS: *

w

. STIPEND:

APPLICATION:

=g

Yy

PARTICIPANT Thlg proposal provides for four d1f]irent groups to
CLASSIFICATIONS: participate: )
A. GRADUAIE Individuals prewarino for pos1tions as )
*STUDENTS leaders in administration’ curriculum
development, career education. , . .
" B. UNDERGRADUATE - _
STUDENTS Individuals needing additional work ex-
. periences in industry, business, or
agricuTture. !=;:3e .
€, VOCATIONAL Persons desiring updatfhﬁfegperiences
- A TEACKERS in industry, business, or #griculture, .
) . .
. D. POTENTIAL  Individuals from industry, business, or
N : N agriculture ddsiring to teach in voca-
tionnl_ﬂnd/or technlcal educatlon.

- ACTIVITIES:  An approved, coordinated and supervised work 1nternsh1p program
will be planned for 1ndivfdua]s in accordancé with the -above
clasv1ficatlons. .

LENGTH OF " Each 1nternsh1p will be planned for a university quarter\‘gaj £
proximately weeks).,ﬁAs much as. possible this will be scheduled

to coincide wr.h ctalenddrs established for individudls in partici-
pating 1nst1tutions‘

(f) credits uwy be earned for successful completion of the in-. L

. ternship in (VE 593, number and title of course INTERNSHIP IN

" YOCATIOKAL EDUCATION). This course may be either undergraduate.
or graduate credit; Tt
Participants wx]T raintain a daily diary and make other reports

A stipend of {$) will be provided for 1ndiv1dua1s who compiete
the program,

Contacgifor'app1ication form or additional information:

(Name of Coqtacté
(Address) N




e

o 5 '

8. Briggy indicate why you dre interested in participating in this internsh_ip'nr(;-

Gl 1 f k’ A /
]
* v
* . R LY 3 . °
{Name of University) - STATE PROFESSICNAL OEVELOPMERT
‘ . PROGRAM INTERKSHIP )
> (Department Title) - / ’
AP .| APPLICATION ,
‘ M. : S _ R
= ‘1. Hame of * Mrs, o,
Applicant: Miss . q
) ' {Last} (First) {HiddTe] ~
) e - Social ’ -
2. Age Date of -Birth ,Security Ho. _
. 3. Hore Address: ~ . . ' -
3 Street: . - City
| : i Telephone .
State: ‘Z~1p Code Humber -
‘4. Present: Employer (or} Educati-onai ‘Institution {Complete below):
Name (Employer or school) oL . A
Strzat -2 L City .
i . - . Telephone ~’ R
~ - State i Zip Code Number N
8. Title of prgse(r!t position (or §tudent classification) '
6. Education {List most recent first, indicate others in descending order). - -
) . ' Degree or Year Major
B Institution - . ’ I‘&ddress\ Diploma Received Field
. 1\ - E‘ [ ,,-. . b .
t f'} .
7. HWork Experience (List most recent or rost applicable first).: '
} ‘ L - o iR » o - . “HNo. of -* -
Position Address City . State- . Years
l; ey 3 ’ - r)

o m—

N

_ gra Relate yourtpersonal objectives to po§sib1e, participation in this program.
r N ’ N -
. 3
< B ‘ EE L ., .
. et - Internship Application . . s d
- Pt '
S 69 NN

Yy -
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i

- 9, If selected, would you bé able to participate for an eleven-week pé?;'fod?
PR Yes No '
‘ Prefgr; Fall Quarter Winter Quarter
Spring Quarter __ Summer Quarter
« Other b3 week period (Inﬁicate) to .
) 10. 1 havg been adnitted to (name of university) Yes _. Ho-
Degree sought or .immediate goal
Rrogram
11. I plan to app'ly for adxmss‘log to {name of university) Ye; Ko
Program L -
<~ 12, 1 have a vocationa'l credenhal valid in (state) Yes ___ No ‘
* - Other state: =
I am applying for a credenhal in (state} . Yes Ko
13. My service area is
14, Other significant information:
. ! ' N
. » : » ~ ;
4
- " _ _
15. Reference: (List three) g -
s TELEPHONE
C vo- NAME ' ADDRESS NUMBER
r . . - .
N ) - < = - - .= - i ¢
* - —
Date . Signature: _ ) ‘
. KOTE: ' '
Attach a copy of transcript ofmstitutions attended. and resume (if available).
) If additional space {s desired for any of the humbered items conplete on the
- - reVérse side, identifymg with the nuriber of the ‘items.
. ' «
A\ ) .
- !’ . .
. ,\ . | . ) i .
. Internship Application (Continued) %
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* (Name of University) STATE. PROFESSTORAL , DEVELGPHENT
. (Hane " ! . . - PROGRAM INTER?SHIP‘ X
‘(Department Title) . . N
T * AGREEEENT ’
State,Professional, Development Program Internshjs - - ’
. Preamble: R " . v ] |

(Hame of University) thrcugh. its (department title) and in cooperation with

the State Board ‘for Cormunity Colleges and Occupational Education, and the-

Office of Education, U.S. Departrent of liealth, Educztion, and Welfare, is

- undertaking a pilotinternship program for the training, exchange and transi-
tion of Vocational Education and business, industry, agricultural and govern-
ment personnei. An exchange of personnel, on a carefully pianned structured <
program, will iFprove cc*wunicationS, enhance educational personnel and '
strengthen industry's present and future-employees. The pilot internship

* will help imreasurably to develsp and refine essential mathodology, gather
data and forrulate operational guidelines for later expanded programs of
_internship:

Agreement:

Sponsor: ¢ The industry, agency, fnstitutfon 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 th$ work assignmeht
.. on the.job as a professional, devoting full
time to the duties, according to the policies
* and regulations of the sponsor-employer and*
M his functional assignment. The intern will
. . assggne the du€ jes assigned as. detailed in the
- agreement., He shall help develop the program -
assignmert and advise as to program revigions )
- © .during and after the internship.

. University:  The University shall. coordinate the learning
expérierces of the intern with the program
opportunities provided by the sponsor. The

. university, in cooperatfon with the intern .
. and the sponsor, will develop the program
' assignment. It-shall also maintezin an op-going
l evaluaticn through observafiof, reports and - .
! consultztion with the intern and supervisor{s) - -
to continually be alert to changes or nédeds that
will make the program and learning process as . ’ «
effective as possible. Thefumiversity will also
award {#) hours coliege credit to thke intern who'
successfully cempletes-the requirements of the
eleven week internship

. ‘.' » Y
. Sample Work Agreement ’ ,
’ ‘ e
¥ s, -
, 7 73 '
- L * [ ' -
\‘l * F4 !




-
-

Fayments , ) ' : i

“'The {ntern, who is a full-time student prior to the beginning of the
interaship, shall receive a Stipend of (collar amount) as identified in the .
grant agreement with the university. Payments shall be made -

to help cover expenses coincident with fulfilling this

1nterﬁsﬁip.
T S
Any compensation other than as indicated above constitutes a separate

agreenent between the intern and the sponsor. The university shall be informed
of the provisions of such agreemerit.

_The intern, who is employed full-time in 'the industry-educatiop exhange
. program, shall also receive a stipend of (dollar amount) as specified in the
grant agreement with the university. , Each ifidividual shall continue to receive
such compensation as has been agreed to by the original emplayer..

Summary: ’ Tt ‘3"* , - i T
It {s further understogd and agreed that many details which-are {nherent to
a program of pilot tnternship-of vocatienal education can not be entirely foreseen.

Each party, in cooperation withthe other parties, will give .his best efforts in

review and make decisions to afford the best methods of handling these details as

THEY ATFiSES < .
\ Idd .
For the >
- Sponsor : . .
Date. - : : , A
‘o Title _
N ) totern S
Date . ’ »
(address)
. For the ) ‘s
- University )
- ’ s
Date . :  Title .

*Discrimination based solely upar;' race, color, creed, sex, or national origin and
~ which is without appropriate basis.of distirction is contrary.to the purposes and -
¢ policies of the University and violates the spirit and intent of civil rights laws

of (state}.” . ) «
A 1 '; E - ~
' a
: 1] N
. ~ .
.. Sample Work Qgreement (Continued) : . o .
. - _ :
. ' .. .
' : 2. 60 o




. ) -
(Depantrent Title)
(Nam% of University)

) Dajly hours of work ’

- . (Address:)- @
o HiTERN ASSICNMENT DESCRIPTION
Student's Nae . | - __ Phone (
Last rirst Hiddle .
‘Internship Mailing Address . . -
' Street T City™™  State Zip
Student's Social Security Number -
Program - <N ' ) =
Employer Hame . . - '___Phone (
Address - ‘
Street City " State AL
Hame of Supérvisor L Title
Dates of Employment L . to

[ _ #

'Activities‘in which student will_participate (use extra page if necessary)

~
3

a.m. to ¥ p.m. Day per week

-Remuneration employer is to -pay this student

per hr.

wk.

J)thet; Information - -

on the main highways .

. On back, diagram a §1mp1,e fap shomng location of en‘fﬂoyer,, street names and distance

The undersigned agree to conform with this agreement and two veeks notice must be given.
to all ﬁartwes before tms agreerient _ iLtermnateti.

- »

Signed: Approved by Employetr _Date"

Date’

" -Approved by Sfudent Intern .
"Approved by Coordinating Teacher __

, *Da;e\."
" e

Approvéd by Dept. Coordinator

Vo




'3 *, - - - - ' " .
~ ’ - .
i i id i =
- - N “
: INTERNSHIP TRAINING PLAN ’ . , ¢
A. Title of job:: - s s
. ‘ b — g
> B. Position description: s
; ; .
= s
- ¢ Name and address of training station: . Lt
’ + ‘ L .
Phone:
D. " Areas of experience and trainipng for internship:
' 1. . Y N B .
. 2. ~ 5. -
. ' . o
. 3. . 6.. . - .
" E—Tfasks-invotved—imthese args of—exXpeErTenceT 0 -
. ). 4. * - + "
3 < . - i -~ k4
. a a. . | ’
b. b .
5
c ~ C \
£ - . - M
. d = d. '
2 . 5. .
a. a. R "
- . b. ) b, * .
R SR, R . ’
. * c. ) e c f
‘ d.s . \ [ d , y -

ac a . - \ [} .
» A - N -
b P b.
c , C.
d.’ d
/ bad
F. ' Name of job supervisor: . o
¥ o o ,
T — = — p
' v Internship Training Plan ~
(Y1 B # 0} -

Q
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Y ) T ) 3
‘;: ‘ ~ \d , : ':*." 4
. Iy . L
M ' . ' P * R } .
[ ‘o . N - . ‘e t
T ’ . i, ’ ) :
Nage of Univérsity) : STATE PROFESSTORAL DEVELOPHENT c
: (Hase Y PROGRAM INTERSHIP . !
: (Department \Title) ) - o . . “q
. T " PROGRAM COORDINATORS SITE VISIT REPORT .
. Student’s Name - - Assignment ° . . ' '
. o N 2
- Institution . M Address " . N .
o Supervisor . " Title R
™M N . ¢ * ‘ P : . -
’ » Don' t !
. ) - J_a Yes Mo Knovf
o T 1. 1s he given the responsibi]ity he seeks? L . ’ . -
Y » v »
' 4, 1s he aware of the skills and abﬂities needed S T .
. T for the role he seeks? - . . g x
¢ . LA . L
. 3. Inﬁem s opfnipn, of-his progress. - . - ' ‘
A : T . N . » )
., ‘v. < R . ~ ’ L -
- o - . h . R -
o f. 14. Coord ator s opinion Ef his, progres@ C - - o
i 7 : - o j -' . - . : o
? . ;_ . . . R . . . e ) t’~ . . . I . '. N
. . ¥ . .. T, ) . ) i - - . ]
. \ . ~° : ~ s . A R ) "
. : D A’ . * ! DQn't ’ .
! - T J ) g oo : & Yes~ No Know | -~
. © . 5. 1s the supervisor sagisfied ith his progress?_ |+ | | smis )
. . ‘ . } xF M !
.. ™. Is the intern succé !éing-f‘n his obj‘ectives? s w | ‘
7. Doeshe offer conStructive 1deas to his - A ¥, !
‘ , supervisor? .o L . C .
8. Does he understand ‘the duties of his supervisor ~ ) ’ P .
s and others to whom he is assigned? | ) L : .- L ‘
:l ' . ' 9. Is he positive toward his tra?ning ass1gnment? _ e T, T P
. R » .
10, Does he readﬂy accept §uggestions froﬁ others‘le’ : . s , “
' - 4 * s
= ﬂ.‘ Does he exercise 1n{t1at1ve to learn more that': |- " b : .
RN his assignmen e# res? g e - . ‘ A - ’
I ' TR S > « T S .-
. ' L p — - * N . \
N OO - . . “ - ) > N
¢ Y : " ke . oo » )
N - ) ' |- » 2
‘. ‘u/“‘ (4 L -* “ ¥ ’
‘ - o w V!slteﬂ';n Reoord (Coordinator) et i o .
! ’@ : t t& a’, > RN N b
}4'“ 'V » H ' ¥ z E i ' -
) ea- o




- i . -
* d . N N\ Y F
o ¥ o . » . . . .
- ! . A 3 N PP . . i ) -
. N , el > * P ' /
‘a Y - ~ * A . - s
! ¢ ’ ' -~ AR BN -
4 'u’ LI tee . PR , . N
‘ ! M . 4 - " e
- v N - e . - .
. v, w ! DR . . ! Rz ,
’ .' ‘ % ¢ . .
h . . v . v - 3 o’ . - .
] » ) = — !
. o o3 -~ .
. . 471 r : K . i} ’ e ‘. .
Is' he punctuﬁ‘l in his atte'\dance on t}'e Job? * -7 R oI .
Is his appearance and dress in keepi with . . - N AR
his associates? - . "L k 7. ‘. .
. . .14, Are his relations with fenow ewp'loye s & ° T - : .
. . saﬁ:isfymg and pcrsonai? : - n - . ‘ .
) . 15. Does his super«nsor seem very wﬂhng to ® 1
- ! ] assist in his progress? ) , : .
v . p; g ' * .
4 . , 2 . ¥ . . -
P ’ - ) ! ) T {Q R ’ . '
& . . i .
. . . ‘ M S
. * - - -
e o e F . ’ .
& ~ v
. » - = M -
- N Y 2 - ’ P ]
. ) . . . . "




P s . : ™ Coordinator's
. S e initials: - -
. SECRETARIAL SCIENCE INTERNSHIP' e , _—
' WEEKLY.J0B REPORT .- & » L
4 o - B ’ o o
Intern: . . __: For week ending: -
‘1.. What were your 'resp‘onsibﬂities or activities .on the job this week? .
. Responsibility or Job Assignment , Percentage of Time Spent T
’ . a. - ’ . . e - . . - : =
o S = i ™
2 b * » ' - 7 .
L T »
.9 « C. : ’ i ’ __
y d. X i ’
s T
2 ‘. : & 5 . :
. » . . . = —_ )
. f. .7 ¢ !
2. HWhat new knowledge, skill, or insight did you learn on the job? Describe.

.
- i - - [ ] - P U P e oy e
. v

= . . . -

Al .
.

3. Mh%@?fficulty occurred or what mistake did you make on the job? MWhat did you

b s T g

’ do £0 correct it? . ] " .
. L . - ® - g
] p R \ ! s m."/:’/ ’
i { SR . . ’
;S . » ‘g: e - . -’a N . ® [ 4
[~ 4..-0n what skill opequestior could yoy use help in performing your jéb better? T
. S 4 ’ ) : B ’
£ . « [
. QIR - y L 2
5. What interdsting or challenging relationship did you have this week with a
N fellow'worker, a client, your supervisor or employer? Descrilre. .
: . s s
| ; )
< E » . . .
- M % ] ¥
. C = N » ®
g T ¥ N R
6.’ What did you learn by observing others (this'.week? - <!
2 # N '; -7 Y ¥ 5
. * ; »
s 5 - = 3
s, & . . E ; r- . - B
. L Weekly Job Report . o .
: o : ’ . = T ' E A
o . P » -« s o , T
g o ’ S & T ;4, . g .
® ’ : L 80 '. N :'

v .
* . . . .
) .




RN . 4 , \ M +
i Qd/ .. oL SECRE'IARiAL ma' RNSHIP 'EVALUATION FORM' \ . <
- .'l ) . ‘ 2 _‘. \“' . l. . -
s T e 'i'.'" " s S VR

t{ . . . : e 8
Secvetarial Intern : Office : [ i Date -

1 - . ' ) C ECH R

- . .

Note o jop supervisor: Your checking of "this shokt. eyaluation sheet will, assist
the coordinator of the secybtarial internship progiam ‘in#fglping the student to

become a’ better. sec):etary ‘ R . L ot . < N "
-8 ' . Please check in the right hand columns your 1mprcss:.on of the following, omitting ’
- points that do not apply f:o the. aCtiYICIOa performod by the student: .
n . - . . ) i &
. - b . . N € _ " - h
, iy - o © t Unsatis- Above , — . % P
SKILLS: B factory »  Poor Average Average Superior .
Typewriting .....l1...... " . ] . ’ . 1 .
" Shorthand .%............ . . . Ny .
S “ Record Keeping ......... B . - .
T '~Flling .--.-0--’------..- ’ - ) - . £ —_— : “‘
‘Machine duplicatdon .... ¢ . i
.- Proofreading «.......vuv . ‘ - 1 N\
- )iachine transcriptlon o e NN P T { { o
(3 - . j '. - :
L P‘RODbeIOV' ., .
s Volumes6f WOrk «v.veenns ' L. o .
. | - Quality ef ‘work \ . i . : 7 «
b Steadiness ............ s . '
) , v, 3 - g -

~ , * | FUNDAMENTALS: . " ' e et -
- s Handw*iting............ . ! ? . - :
- Spelling ...zc.vveenaad. I
- . Arithmetic i vunecogpers R .
. . - ‘ ¥ - ] X ]
. BUSINESS TECHNIQUES: . « ABILITY. 'IO . : ‘. T
Mept people ...........n . ’ ) ’ s
Wok- harmonfously ;f . - . : . ] - ) 1R
: -j-" wi:h others®. v ..lsevis ' ; ¢ v - : _ L ) ¢
|- Use office teIc—'-'\,- s ' S . . e «
10 ):T<) V- SN
J+ Follow instructions ....:* s
L .. Handle supplies S "y ’

N gf%iencly..‘......... " , R . . . ’(
. | YERSONALATRATTS: T : ‘ ‘ . .

% Fn,tb,:.,lasn T P ST L _ L L
&l \, Appearance .....ieiiimans . s LI . - . -
Man'zers...........p.... i . I Lt
. Health ..vvueeeetiulloe, oo — K |
: Pcrqcyll Hygicne ...%... ‘4 N , ‘ . . ® £
! \ <’ S")Eéch tessecescsse oot ’ ! * —— b s : A ¢
B \ Initiative .covevninunn, T . \
- = bl . *
L . Tact R , RN . . ‘ ‘e
Accmacy P L T ' g, . ] o
- ) Ju“g"*{;nt R g i o : 4 » L -
‘' - Patience [..oveeneienees ° o 7
L. T — — ——
A A . Sample Secretarial Internship Evaluation’ Form, ' .
. 7. ’ v ’ ‘ . ;
A T . : .
" [ 78 ¢ €
' e ¢ ‘ -
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b4 . . » ! -, - < '_
= ’ ’ ¢ ) ‘ : ' ot . F
s, » ., ‘ = \‘ ‘P . - t
N - . ‘\
* s h N B . “\
. = - h - 3 o
Y N -rER . - . 1
3 v
B . » I
. . F S R N
o o o Unsatis— ' - Kbove ’ .
B :& © factory Poor Average Average Superior
~ SelfsConfidence coeevveones " : . * 2 I
* ALEENAANCE cevvsrosoreroran ’ . R )
. . Promptness .eceeesecvncsens : . f vy
OTHER COMMENTS:. (Unusual strengths and wéaknesses)& iy
- ! - n P s '
- ~ x - - N
’ A N : -
— . P -
' . y
~ i . : ‘: , R o ‘
S — —
N P
, . 4
- - - —
D . : t ! ' 75 ¢ \ - - ' R -
) Yo _
A * : - ; 3 4 Q
iy 1 *
Suggested Grade " \ .
- ) ’
v v .
. - - ’ * ) “ ~ ¢ “-
. , ] - . ~ \’
w - . I Signature _ - ) 1Y
. ’ ) ) hd i‘ ‘ T . -
L e : K - :
P , . ra.t - .
> v : N v . s K4 o . ' ‘. »
. N * S, * * . M
~ - *
o 4 o , b .
¢ [} J '
’ ‘ ’ - . - » ", -
Ll "",r . e
Ty ' . .
, -* S
. ‘ 5
! R N .
. . .
S &
+ ' ' , . R L
. . i ' ' : :
~ N . * c. . ’ 3 ]
.t * o ! A ’ . : . ) - - 3 fo.
. ‘@‘ . :?# - . , - - N
- ’ ” - . r .
.- . .~ - = . * . £ ;. 7
- L 4 - - .
. . . = F .
- )% . . - ..
¢ , " K . . .
Sample Secretarial Internship Evaluation Form (Continued),
) o g . ' ) v, , .
" v L N
. 79 . SRR S, 0 '
. P .
. i &7 - ’ :
1 « — - ‘ . L . o
k3 R . e A . =
‘ O v, . : g - N
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3 - . - 4 i - * »
— .« . . . hd ’ § . , - N
- PR . S \
L4 ‘ i < . R
\ b ' * s .
) :,, ’ » .
- N . .
“ . : *
. * » » .
b . . —
. y 5 ) 4 "~, ..
. . LT - 4
« . , » . .
D (Faze of University) X 'STAFP PROFESSIONAL DEVELOPMERT -
‘ . ) ‘ .. PROGRAM TNIERNSHIP s,
" _— - ¢ (Department ~Pitle) . . . . . - ' ]
N . . . . - 3 . 12
) ‘- PARTICIPANT PROGRAM EVALUATION . £ R
t A . [+ tas
. -7 oF <
~ ' ‘ sl | |E :
‘ ‘ N ' R << - o - 4|
- - ¥’ (Read each ‘question carefully and check the anger that 1 Sleg|» .
. post nearly expresses your feelings..:If you chick "undecided” wl e 'ﬁ i .
it will rcean you hLave rno opinion. k*'ére asked why, please ; Slerelalsl o \j
>’ —= ] . 9|4 . = ,
. explify oc your opinion]. - N w - 81215 z]8 .
v ~ A - ~ T n ¢
1., The program asszgn...enu vas properly pl anned wvith adequate
¢ time elloved to co::plete it. . ¢ .
K LI - Y 1
L]
’\ . . 2. I succeeded with my oriéinal objectives for the . - * .
e dinternship. f % N
; : .3+ My future plens hav); c}-:msed as ﬁ'csu.‘a of this J L
- » ‘internship. Why?7: / ! J g
{ \.‘ * N e e
- . - = - — --f, -
-, 4, Routine ané special teske assigned bty my %upervisor-vere |
M L0 A . coﬂpletpd to =y satisfac{lon., . * . iy < .,
. ‘ ) ) 1 ] > Y
. > 5. I geined valuable experien es not evailetle in fhe
e classroon. ' . . -
- - ' J ) - -
. - 6. The internship was less educgtional than expected. -
1% i . *
I R 7. The organiraticnal structure oX my ess isned industry, s ’ :
" agency or institution is clear A% ke ' .
. - . I
- -t 8. Beceuse of thic interpship, I can kake a more '\ ., .
meazingful coniridution fo a futurd Job. - : .
' - »
Why? . - Ao,
% _ B lh \‘ . N
. ~ * - .
o . 9. A different plgcezent would have tcenm\core worthwhile' . .
’ 1Q. I was &adily accepted as "part of thelteaz" in'zy . T b
e ¥ - assigned orgenization. . o 4 L. \
, . . : . ; .
- 11. More responsibility would have been desi e.. N B ~
Yhy? d " - ol
A ‘ {. . o . . ‘.
. - ¢ . /‘ t
. . - . - s A N
[ — v - : 4 '
* ¢ LI - B " * ¥
- 1 ! LY
’ - * - ‘s‘ \ /
. ] .. R
s 3
- - " - " 4
. d a . % . \
' ‘ T Participant Program Evaluation ‘ PR ’
B R N O &\ .
- L] . -
\ ‘\ ; 5 - . " 80 ’
\ 1 = =
LYY ". ¢ > \ 88 ¢ .
. ~ - . -~ .
’ v ¢ . -
. N . A
Q . ' * *




- . -
4 - . - \ . »
- * N . ° ' ¢
- - . . (. W C * <« W/, N
.n . T . ? * e ’ ‘> L » )
N . “12. "Feectack" %o University rersonnel Yar sdequate to . - |
“ handle any rrodlems tlat srose. | L 2N . . ,
, . ' -
- 13, My *"xpenvi’or was- belgful, ccoperative, end \ O P .
o interested ix :_:r:rr, thils 8 uselv] learning .experience. N . ’

. 1k, Others witktin the Q:éani;:ation vere~Leiphil, ; .

- AT - N -
. N 15. Persons ccptected outcide this organization added . ) » -
] ruch.to this experience. - < . I
: e . .
16. This trpe of crganizdtion is one in Vnich I vould be I . ‘
b © . proul’ to serve. .. ’ . . a - : ] '
) Vhy? - .. . N
8 . ’ - .
T - L . -
. - - "‘K "

17. Coxtxside:-*n,> é"- prev~ous sixteer statecentc and other inforr reation you have - -
gained du‘r...a your irternship, plesse corment on any rart of your experience -

. - that vas zeaningful "to you and hov this prograr could-Te sirengthened to :
e = o bemefit otherst  {Continu u¢ on theack of tNis page if nécessary). -y — ;
. + » . 3 A , . .
1 o 2 i. ) . O ~ A
. . 1 . # o _
va . M . i . . - . .‘ i . .
v . . R 2 - - -
, s : . -
¢

- .
. = = .
. - 0. ”, - B - J .
. P ;)
A 0y - =
:
. e ’ &_ - . . . a
- L —— -
PRI = L
P 4 . N - * + N h ~ «°
& . . =
- : 3 _
o . . Date L - Intern v
. S, . ‘ 1 RS
% . . i . " .
. - .
- . s . . . . <
- / N ‘ . . . - -
. . & . - , . . .

. . - [ > e -
* r
. . “ g s .

-
" “ .
. N -
[ . ) . . , . ; i .
.
. . < )
- i ! . . ¢ . N
* 4 . . 4 . , -
. . - L N
, v » v, * ‘
~ . . v ks ‘ -
» . - - « . * ¥
.
¢ . . * + K - Y
* o, * & Al .
: ! - < . N

Participant Program Evaluation jCc_m,tinued) . L . ) N .,
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- Sy ' . > b ”"
. ! . 'll . i , / Lo
- 5 . e ) ’ .
'. L - ’ P 3 ‘ )
* , *
~ i ‘. . N
N ! . ’ . P v
' (Departrent Title) ~ M <!
. , (Kame of University) L . q
. ) o
- 4 ) «  (Address) v - - .
v ¢ - . x N 3
. EFPLOYER EVALUATICN CF INTERN' - <.
Erployer: Please returr this form 4s the attached enyelope, ’ "
: o ‘ ’ ot . 1
* Student Intern's Kare: | ' ‘ C '
., T .. . T R ) s~
Plgase rate tbe intern \n characteristics listed below. Check the appropriate | )
. Space mdzca‘cwg your e a‘luatzon of -the student to date. - . | -
‘ Superior Good _Average Fair Poor-
3 ‘ ] »
N Punctuality ) i !
| 2. Wﬂhngness to‘\lnarn s » ) . : Ch
. 3. Dependabihty - < g . .
——4- Thoroughness of work »% - o — S B B il HEE I S il M
~ ' B. Acceptance of ,con‘structwe criticitm . , ) T <z
6. Per onal appearahce 2 R o :
7. Cooperation with fellew werkers , N f - 1
. 8. Work speed . ‘ e i
" . 9. Responsibility - » » L - .‘
"10. Acceptance by supervi sors' - | . ’ o~ K ,
. o = 4 F4 23
1. Acc_eptance by o'ihers . - N | et - ‘
12. Technical 'Competen.ce . - : . ‘1 -
> L . . At - e R ¥ ’ .
+ 13. Other comments __, ~ " LI G : o
. .r ¥ ' “ 7 , . k_‘ . L]
’ T - . " ' .
Date - ' L . .
P d " " A v 4 . o v T
R Fim's Kame ! * . Address -t 3 o ‘.
. -~ ", * - &
Signature = -° Q; Address XL )
. . - ‘, ’ . . R , J \ ‘i
] » . v . " - .A ) ? ;. . b - ’~ \
: “w . x . i
¥ . - > \“‘ N 'U *
WS ‘ . L SN Lr .
N - ¥ . Lt et v - , -4
- v . ‘ L |
. " . N ) .
- - N " . 'y LT
RN ' T e
! ' : Employer Evaluation of fitern o,
* » 1
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\.‘ . f - ’ - S . . 4
. (Name of University) : _ STATE PROFESSIONAL DEVELOPUENT PROGRAN ™4 _
e . ' . INTERNSHIP IR 7
L (DepartmEnt T'Lt] e) ¥ Ny ! ‘
= . \ h - Q
o o INTERNSHIP PROSRAM PARTICIPAItT-FOLLON-UP,
» . < - . : b ' -
. " INSTRUSTIONS:, ‘mgase respond to each item by chécking.the respensg
4 » you feel is most appropriate for each item. NA (not ‘ .
I . " applieable) may ‘be checkad if you are a full-time L .
student, * Disregard the numbering system in parcitheses ™
- which is for“tabulating purposes. ~ ' Ut . @ -
‘ . 1. Current pﬁs'i'fvion in vocatitnal and technical educatibn. L . ;
. . : s ' » : . /
N : () a. Full-time teaghing . L - r
y : . b. Administratigw &nd supervisign . ,
4 . c. Educaticn Araining infbusiness or industry .
? ., ) i Ld. Urrelated o’ 'vocational and technical education /- 1
. - { J—e. Other jp}ggge detail) - ' o/ .
2. Are yb;x a';t.p“loyed {or were ycu, employed following ybur,internshi;)"' » ) i .
ok v . ] LS

J——

©

¥

.In a position similar to or related to your internship?

a_‘%

¢ .
. o { ; & Yes ', ¥ ] =
. 4 b, MA.
' ’ () c. Ko T
~ . ;
. 3. Is your present position {or any subsequent position) within the
y : same firm, agency, or institution in which“you interned? . .
'r e . { ; a. Yes N - . : % .
. N : b. NA -
& v () ¢ Ho : -
H » - )
» I1f. YES, do you feel it was a result of the internship?
— i , <. a
. \ .a. Yes T .
b NAT o .
A - . ( . c .HQ " o B ‘ .y é§
N ) tes i / . : . gx&
4, If your position has changed since your internship, did the internship e
A afford you personal contacts leading to your prfsent pesition or to . .
~ )\ ~ subsequer.t positiens? - ’ e a |’ :
- . - " .
. A, Yes T ) . . AT .
L b. NA® i .
. .0 ) C.- No . o, . . i . . > [——
. * } d. Position is unchanged R . o, )
t' ‘\ * - . . ’ L]
] ¢ w
/ . < ""“'g — t ﬁ‘ .
. - 2 s - i ? ; -
P '.: B . l- * . = .= M
had F ‘ ’ "a ! N
. . - . . IS ¢ "
e . Internship Program Participant Follow-up } ‘¢ .
3 v o . T . .
! ! . " 83 - . . .
: g2 . . .




’
»

. JClonsidering the poSition you new liold (or posi{ions held following
your interrship), kow would- ydu rate the overall experience gained
from your internshi®? - . . -

é } a. - Yery ruch related to my later position(s}.
, . b. Relateg, but not applicable lesm than 0% of the time.
o | c.» Yaluable, but not releted to my position(s).
= () d. Of little or ng presert value. .
() e. MA . . .

. Piease.raie the knowﬁedge'gainéd by you during the internship that
assists ycu in problem sclving at your present position:wor in
involvemerts since your .internship. N . ‘

-0
> g).

]

a.
bi
C.
d.

* Very usezble in many situations.
Useable in sore situaticns.
Sefdom useatle.

Cf no benefit,

s

4

Considering your formal college-classrcom instruction versus your
interrsmp exoeriences, what percentage of the experierces were

) e
) d.
() e

None
102
202
30%
40% or more,

«

<

meaningfu] reinforcement of your clzssrocm imstruction? ’
t

k]

as

«
-

%

Considering your formal to]fege classroom instruction-versus your
internship, erperiences, what pegfentage of the .expérientes were
not duplicated*in the classrogn? - < ° .

.. 100%

75%

50% :
25% , -
None ' R

Becau%e of your ?n:arnshib experiences, do’you ncw see for yourself
- future inp]icatiows for the follewing:
. . * '
A-sa¥ary increzse?
E g a. Yes .
k b. HNo T
An (édyancement in positibﬁf
_fr
é ) e
) “b..

Yes” ' -
Ko, -
Increasedwperformance on the j#b?
? ) a. Yes
) .b. Ko

-4

/

Ll

v

A

Internship Prqgra‘m Pdrticipant Folh;w-‘up (Continued)
) . . 5

e




¢ -

In retrospect, has your.attitude of personal gain
i{nternship changed during thg@intervening time?‘

g a. Yes B
v 2 3 b. Mo €

1

-

’

Please comment~ °

/

)

<

11..  Would you recommend to others the 1nternship method of galnwng new
, educational experiences? M

RS

[4

4

A

Your comments about the internship are earnestly*solicited and will
be mich appreciated. You might refiect’on new you could be better
‘prepared for the internship, what courses could be offered that
would re-enforce tre intexnship experiences, needless duplication
‘that occurred between the classroom anc 1nternsh1p. more credqit
hours for the internship, dr-any subject you deem important to
iwprove the ‘internship. N

» v

(If you Ee;zne, make additionai comments or the back
,of this pagé.) R

Thank you for your cooperation. Pledse return,this ;%rm in the
self-addresSed stamped envelope to: .
- (Contact Hame)
* §Name of University)
ne Address). ~ -

13
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. ) -CHAPTER 4~ ~ o , A
© STRUCTURED OCCUPATIONAL EXPERIENCES ; . . . -« ., ~. .
C Establishing Structured Occupational Experiences Tl
Invalving Business, Industry, and Labor - -0 . “
. - . ) 5 “7 . ' .( . » B ‘, < - . . . ‘ ¥ , B
) : " . Introduction . o ‘ N fow
Rationale - . . - "', . ’ - . G- R . 7oA

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

in common to act independently and much to gain from éo‘ope(ation.

~ N ’

.« .

« " In this spaceage era, all vocational educators should possess occupational cohpetence and
regularly be given opportunities to keep dbreast of change in their particular field. Their experi- .
ences and knowledge affect not only our éducational programs -but also our future manpower. .,
. “ ' - - ‘ o PR Ve
.. 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 concerned individuals {vocational instructors, administrators) a number of methods by,
# _ - g .

which they can continually update their skills. * ¢ - e ) ‘
. " * . ) ra o - '/—
. Benefits ' : ' o oot . \
. ) A Lo - b . “ A i
' (A structured occupational experience: . ~ c ":- N -
» N hd f . . B T~ A . ;
¢ Upgrades teacher understanding of new developments B ’ ! . A
. . ¢ - w - - .
¢ Provides as's’ociations with counterparts in busiess/industry/labor .
L I : ; Lz T
- ' o @ . wo ~ -
¢ Permits participants firsthand observatién of new work procedures, processes,”and ’
: mechanisms X . ) : ; . g
i ® ;Allows participants to establish a closer workiﬁg‘relatioﬁship with business/industry/labor I
. and other institutions . RS - T

- . . L —
=
. f

} [ . . . . * N -t - 3
# Broadens the work ‘experience of pre- and in-service personnel which may be uneven and/or
limited , ‘ ’ . ‘

= 1 -

® Permits observation ©f procedures which may result in improved manggement practices
_in the institutjon - ' :

,° . ' -
v N . =




7 ¢ ot ’ . . -
C e Provides information to'update school programs so that school training reflects the current
., needs of business and industry : ’

’

. . . d * PR 3
. ¢ - . » . - . .
2 s ‘o_PrOVins“panig.ipants with 6n-the-job training ’ .
. DO -, P .
‘ .« e Promotes business-industry-labor and vocational education ties
r . a" . K “ :’ . . : . 4
* . . . - . ' L
C - - - Planning - o A
e g . . . . ) . ) -
. . % Mode! Procedures , o : K
2 -~ . 2 * - .
. S ~ ) - k . . . . ?. ! . . v, ) .
A model procedure for establishing structured occupational experiences as part of an institu-
tion’s staff development prégram will be described. The'model pchedix{e may be composed of the
- following basic elements: © - - Co ot T
[ PR e o :
- o -Staff development coanittee L : . g T
- \ . i R —a . /f ’
¢ Application for a-structured gecupational experience
" n ¢ - ) .
* * R £ *
. Agessn;gnt of competence ! .
~ ¥ - -
N » \-
. ® Professional development plan
> - o Applications reviegfommittee ‘ 3
- R ‘ - A "A . ’ . '. - . L. - ) » > 3
¢ ldentificgtidn and evaluation of potential training aids- . : e
Ve - !
. e Evaluation of the structured occupational experience
* Credit for the structured occupational experiencé .- )
N . i ! . ' e ¥ !
. & N ) = . l .
- Staff Development Committee . . . Ty
- . X - i .
ST A ﬁaff‘d_eveil%pfnent committee is an asset to any structured occu;;énional experience. Existing
, ¢ department/institutiopal ddvisory committees can be utilized in the structured occupational experi-
ence or a spécial advisory committee can be organized to ai§ in planning, implementing, and
evaluating-the program, - - ’
i N : 37 . » ' .
When a decision is made to use a special _s;aff devglopment committee, then a number of
g elements must be considered: ' .
* e Determine a workable committee #be " N
- £ . : .
' ) ® Nominate individuals with expertise in related fields -+
- ;e Détermine-length of appointment ‘
«* - & Determine the humber-of éom.mittee meetings to be held . ’ \ .
e Determine the role of the staff development committee - .- >,
B ¢ . s .
/

i y L= ! , B . \




-
. .

- A

Commlttee members mvkoed insuch a program can help-in many ways.-The following list

suggests possible roles: . ) ¢
’ . . . .

e Encourage the cooperatlon of business, mdustry, and labor for proyiding potentlal expen-

ences - ’ . . <
V- ’ - ) ) -~ \ -
e Assist in the identification of potential work sites
e Review submitted training plans - ' '
* L .
e Make sug§e§tions for improving the structured occupational é)?berience program {

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

. React to concepts and practtces proposed rm the stfuctural occupatuonal experience .

program v i ) 7 :
This approach has several advantages and disadvantages. , ' R N
Advantages - -

— ~ - - ¥

e Staff mvolvement in planning leads to better par:tn:tpatuon by the staﬁf and a more relevant
program.- - . . N

t ‘ . - I .
-

L d
.

e |f the. comrmttee is mstntutton wnde, 2 coordmated program should result

- - ,‘. - ~ - - - e
Dzsadvantages _ K - ’ > <

e Committee appointment does not insure possessnon of sufftczent knowledge or experaence
in staff developmgnt techniques. - Lot -

~
~ P .

e Since it is difficult to ass:gn bydgetary respons»bnhty toa commlttee the program is not -
likely to receive funding except on an item-by-item basns I ©a

~ [

) ) r . - p BN « 7 . ./h
'_Applit:ation far a Structured Ofcupational Experienct . s

“ - .
R -
# ~

In a number of institations, a writtenraquest must be made tqﬂthe program director or
desighated representative. Such a request sho Qprovnde vital information concerning the profes-
sional improvement activities pamc:pants integd to pursue dunng the period of leave lnformatnon
. to be coflected may inchude: . RS

.
v - . YL s -

t . B H
‘e Name, addgcess, and present position “. ° Rgasons for pafticipation ST
- - N N N : : IS e
. e Work experignce . ) . Lefgth of the experience .t “
" . ) [ . [ ' P ‘ AR 3 \'
e Education cempleted L, ° Cong’;at:ons/expen _;s “
‘v » ) = - ’
ee R
* o Nature of aetlvmes contemplated T ] Othé&mgmftcant mformatlon .
4 % B oL ‘. [ Z—‘: ) . :‘g - ’ i . 1 ’
- ¥ ~ - . N
y o e v ° -, A B e
. '« . A - , ‘ '1 ‘,'
» ," . ‘_ . ’ ¥ 89 4 \ AL "} . N .
0] ’ M - \// i \ b T
[ - X — ~ ) -. ‘. o . N -
- - . T4 j s + 8 <




. ’ - ¢

. -7 . '.' - “ =1
Assessment of Cerh\p'etence . ? ;-

. The major purpose of a structured occupatlonal experience is to prowde opportumtres for per

%ont;el to acquire new and/or up to date comnipetencies in their field. These competenmes may be
technical, managerial, and/or academic. In some instances a self assessment inventory based on

! skills and knowledgeé related to the actl\}lty can. help aII parties verify or focus on aoqurred or T,
N needed competenmeS‘ . , : '
- Professional Developnfent Plan ;’ v - T .

To ensure that the structured occupational experience,is virtually tailor made for the indi
vidual, it is necessary for each participant, in cpnsultatuon.w:th 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 an official device for recording the participant’s progress toward attainment

- of specific goals. The content of the plan should be held in confldence by the staff development

‘committee, the staff development ooordmator and the participant. The plartshould not be used &s,

a basns far determining salary increments, promotions, and the.like. =~ - . )
) ] . ’ * . 1
, -Format of-Plan - (¢
" The format for an.individual’s professionat development plan can be simpje 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 for competency attainment, including .
a description of the instructional mategrials to be used, and (5) signatures of the particigant and staff .
' development committee~Sample fefms are provided in the Resource Materials Sectton
) L / L . : . . s - s .
. Applicatione Review Committee
Upon the compIeted reV|S|on of the candidate’s outlined plan of action, the director or appli-
cation review committee may submit their decision in writing to the lndlv‘idual and any Other
designated administrator. The applicant’s qualities and the potential for benefiting from such a
structuged occupational experlence should be factors i in_the. selection. In addition; the following
aSpects can be con5|dered . ' .
. " e partof required program for degreé o
.a . . e ) . - 3 . - . M
. » ¢ positive concern for developing and/or improving new programs in vocational education
. . . !
e desife to pursue additional competencies = * . .
@ ¢ : .. i
j +

Identification and Evaluatlon of Potential Training Sites
_If the apphcatron rehew commtttee accepts the individuals apphcatron then potentlal sites
may be identified with the assistance of the staff development committee, or the participant may

be able to locate appropriate training stations.  ° . g
\




W

- . . N ot X . - - /
« ‘ - ' . \ N - /
A . I /

» ’ ° — . v I, . ¢

Sites should be evaluated as to their swtablllty to meet the participant’s structu red occupa- . » ‘
tional experience ob;ectwes 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 potent:al work
agreement Examples of details to be disgussed include: .

RO -
v ' > 1
’ e Gompany policies and procedures

»

\ \ . Li‘a)aillty coverage R X
- . —~ ¢ ' T, . ]
e Labor union agreement , . i Q \
. o . ‘ . .
\ : ° Length of experlence' : . .

Yo Ability of the site to meet planned objectlves

S lmmedlate supervisor (|dent|f|ed)

3

* Cormipensation (if applicable) ‘

Conflrmatlon 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
admlnlstrators at the reSpectlve institution. . .

The following guidelines may help evaluate potential training sites: -

¢ .The location must be able to provide a wide varlety of experiences needed by the
participant. ‘ &

-

¢ The setting should expose the partnc:pant to the latest developments in hrs/he..mterget
area. , ) o

¢ The emplc;yer fupports the progra}m. - ) -
. A I d ’ N .
.~ - --—-e+The-employer provides safe-working-conditions. ——— -— - ~ Ceees ety

Credit for Structured Experiences . - .

‘In generaj, eacn state institution has a set of regulations concerning awarding credit. Usually, |
structured occupational experiences are a part of the in-service _program of an institution. However, ;
_the amount of credit awarded for the structured occupatlonal experience may depend on two N

: aspects quantttatwe and qualitative, o ' 3 \
- - . . . . 3
. Q@antitatwe - number of hours worked - ' A (
. Loy i - . . - .
e Qualitative — detailed-occupational plan *
) ‘ " — nature and variety of. responsibilities - Ny -
AL . - assessment . . oot T
! * . . N * 5
Credlt in_some instarices may be earned by meetlng the certification requ;rements of a given state
and/or an mstltutlon s svaff |mprovement plan. L N
- . . ) b

. * . S ' oo
S - coom 88
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‘ _ ;s, . opr oaches s L -
The followmg suggest,;fns sﬁou IJ |d i sittu ons in developing plans that fit their own situa-
tion and needs. B . wY ey
fy -~ : ’ §
' A
Alternatwe Vehlcles for Teaéhers/Admlm - N
Experlences that may help in mee ng individual objectwes include:
- ] Ac_ting as a consultant 9/ Attending seminars
! ® Assisting in training operations e Review new audiovisual developments
e Tours "e Faculty residencies’ .
e Observations of cupfent practices e Sabbaticals . L
o"\lndependent St ¢ e Fellowships .
. ° ¢ Orientation !
\ ° ° W)orkshbp participation
° ° Lgnstructt]red experiences - o
° ® [nterviews/discussions with individua'ls cur-
rently in business/industry/labor
[ ] . 7 .
Alternatiye Scheduling . ,
1 * -
Ar ngement§ may be long-term, for a quarter/semester or even up to a year. Many business, &
industry and labor pamclpants prefer short-term activities. Schedules for time may mclude ..
T T e 1 5 day visitgy ‘ . Summer experiences ;
: A -
14 week experiences - Semester or quarter breaks
Year-long gxperiences o “Vacation . T
'g{' 1 - . ¢

?» . *
.
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3

SR >
i ¢ . -
e Length of requested leave L e ,

=

"
~
.

® Salary differential

Y
.
.
L
.
>

e Fringe benefits —
< T o

e Job/seniority
= \
e Liabiljities - ' : . . .
- 5t e , * .
e Participant’s obligations,en completion of selected activities Co : N

’
s

1 -
e Professional recognition - ,

*

1
i
-
v

Business/Industry/Labor Concerns . _
nce:

for Selected Experiences
Consider these items when planning a structured occug’étlonal experie
- . ‘ v

<
.
-

o

T
)

v e Liability regulations \
% Seniority practices - S : ) :
e Work agreements < oo T R
- ooy ) A\ ) - . ‘i 4
. lnsuran_ce'coverage ’
o * Acceptance-of non-union workers - ‘ ’
' ® Wage scale differences of financial responsibilities . Cq *
2 ~ . e . X . ){i - i‘
e Length of experience _ A . .o . o
- . - W
e . - - i, .
. ¢ Most apprdpriate time of year sy ' . <, -
. . ’ 'g, t " . s
» - I
v . - f' 5 hd
- , : Secure Resources . .
The following resources are heceséary for the successful operation of structured ocqupat'ron'al .
»  experiences. ' ‘ -
Budm;’ C \ ' :
;{f L] - ‘i = A x . s
Bfanners arranging for structured occupational experiences nfost often are working with an
‘allocated sum of money. Budgets may include the followiny items. telephorte, travel, compensation
of suﬁstitute personnef, office supplies, postage, printing, and expense$ incurred while participat-
ing :p approved seminars and workshops paid by the ig'stitution. . . R
N _ . . . . ¥ L4 3
I ‘ ) e
L. . . - o 1 0 {'} LT e - .
. & © ‘ .
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Responstbrlrty ' ' . , .

g

When the decision is made to initiate or strengthen the institution’s linkage wrth the private

sector, the responsibility for the planning and rmplementatlon of structured occupational experl
ences may be ass:gned to a variety of individuals. The most commonly used approaches for assign’
ing responsibility for professional staff development are. mdlvndual approath, staff approach,

admtnlnstrator approach, and commlttee approach.

-
. -

" ‘e |hdividual approach. with this approach the participant merber is held responsible for

planning and implementing his/her own professional development plan. *

-

responsibility of the person in that position is to coordlnate the develogmé&nt of the

e Staff approach. a staff position, either full or part- trme is created mﬁ&insﬁtution The

tnstltutron s staff development plan and activities. . )

. ’ o

. Admrmstratron approach. the prrncrpal charrperson or dean organizes the staff develop
ment plan.

- B = '

¥

e Committee approach. involves the appointment of a staff development committee.

Al

Financial Assistance .

_include:

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

5 , .

® days per year afowed each instructor at full pay. . - .

.

fellowships - . .

‘
L]

scholarships eo o

-

-

® waiver of tuition/fees for college courses

business/industry/labor sharing in expenses

+ Develop a Resource File .

An active, systematic frle of potentral sites is.one of the best aids in organizing structured

occupatronal experiences. Card files are useful in organizing and quickly retrieving needed informa

tion. Itergs to include are: .

s

. ® Name/address/phone of orEanizatlon/association .

* ——

e Subject area ,

-

" e Date of contact

= i8 . £ ‘ e
® Number of visitors hosts will accommodate ’ i

H

#

o

94 -

101 - .

Za



_ . . & —
- [f \ *
: \ i ~ -7
# R * .
e Best time to contéct ’
. ® Amount of lead time required , "
= - i - . .
® Experiences available * . .
¢ Instructional materials available
-® Time available for structured occupational experience
. . > .’f_
. ® Special comments
® Evaluation comments - . \// ) .
+ ii o L
Planning Steps

/7

s

This section is 1giesigned to help in developing plans for the effective use of structured occupa
tional experiences. ih&se planning steps focus attention on gathering information, organizing
details, ‘and defining institutional objectives that are critical in establishing such a program.

'

F
P - .

Lis@ o} Planning Steps .
1. Determine Support: . ) .
\ Are facult‘y and administration sympathetic to structured experiences? .
. What are the values of such,grrangenlents to youz institution?
2. Determine Financial Support: , .
- What are potential funding’sources to ir’westigate?‘ . ! ’
<0 Wil aded‘uate sources of fuyding Befvailable? i \/ - )
3. Investigate Clearances: ‘ - s . i . ]
What clearance proce&ur&s are esséntial? .
4.  Assess Compstencies: ’ , (
How do 99(1 intend to assess competeAcies and participants’ needs?’
5. Alferna}iv_et E}periences: e y '
What other, experiences should be availabl‘g% 7 . !
R * - \ . - ¥}

+ 6. Determine Training Pfan/Sites and Assighments: N

How do you integd to lofate and evaluate training sites? ’ o, -
What shpuld a structdred occupational experierice training plan contain? *
What type of assighments will the pargiqipants perform? _
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© .« . 7.7 Examine Liability—Responsibilities: *+ -, - N : LT
. . »O ~ . \ . s A. ) » . —_— ¥
\ Have liability aspects been examined? .- » ’ . "
: Have responsibilities of all parties been identified? : - ’
_— ‘8. Reward System: ' o "o - I -
- /_ . . -~ ' . - - . b B
Howdo you intend to reward participants?. . - - 3 \
e 9. Plan Evaluation: . N " e i '
’ T Y ’ )
' . How do you intend to evaluate the participant and program? .
. What is your plart to merge all data evaluation? . *© - ° )
’ ) ¢ " AP TN . ,” . - .t * ; ’ 4. ~ ’
RN . ¢ s . . o
- . ' . Implementing .
— This part of the’handbook section contains items %o, consider in implementing structured
work experiences. These items are followed by an imple_mentatioh steps checklist, )
[ - ) ‘ . ) ’ ) ' ‘ e .
- . 1 Y
. Examine Existing Policies and Procedures '
: ~ Examine the‘i’ollo'Wing items to develop procedures/guidelines for structured ogcupational
v experiences: | . . . ' .
- ? - - » - . .\‘
N o . .. o e . - £ c v i’ . -
. ' e Institutional/departmental mcéntnves for participation < ’ ’
- . (G -
‘ . 8
® Available financial resources S i "
- ] -
¥ 1 : ~ N - '
o Liability, accident, and health coverage_ ) ) .
e Costs/benefits of such an arrangement =~ co PR '
¢ Opinions of representatives of the department, faculty, staff T LA
. -, s . ‘ N
‘ . & Reimbursement obligations - - v : . : e
- . . - 7 . ) . . [
. . . . N
e Potential restrictions . . .. . oy
. N S
o Salaries . ) ‘ . n . »
) * ’ . . 3 : - ’ N ‘F S ®
. ® Institutional clearance procedures . , . “ . ..
. . * . . Vo N vt - N
: - “ = : » ° ’ -
-~ - PR

/" Establish Policies and Procedures . -

" Develop and incorgo;rate the folldwing policies and procedures into the guidelines for struc-

tured occupational experiences: AR
M ' ‘ ) A zv ‘
"~ - , . . /
& “h ”' 5_ . x
. .t . 96 - o : v
N , | —— 1 03 )
» . . ( B . N . . . . "
. - e ) . R .-
o . - - .. TR, .
ERIC - . ) . ‘ R .
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. Q )
S ® Criteria for staff participation . ' ' ,
e Criteria for promotion, professional recc;ghition . 3 Do .
s

~ ) . L3

e Criteria for placing participants .

e Insurance coverage . .y B

e Financial responsibilities
’

y - @ Criteria for establishing work agreements - ] '

e Criteria for selecting potential sites ) . '

. ® Criteria for establishing employer contacts ' -

Selection Criteria - ,
. . ¥
Criteria for selection of vocational personnel might include giving priority to those who. .

A e Have not had recent work experience o Y

_ ' .
e Have' not attended a seminar, workshop within the last three years

[}

20 Have the least amount of work experience in their service area

) . & Want to innovate their occupation . P ’ . o
.Crit%for selection of work experiences might include: ’ . s

“
. ’

e Participants who would be able to “acquire skills and knowledge that could be utilized in
. . more effective teaching *

- . , ’
) The flrm/orgamzatlon that' will agree to coope-rate in achlevmg the objectlves of the .
' structured expenence . t
C— ® The firm/organization thati has the necessary sites for relevant activities L. -
peli _ . . i ;,: .
» iy 1

- Personnel Incentives

-

Structured occupational experience. It is |mportant to consuder what type of mst:tutnona! sup-
port is given to encourage the involvement of participants in business, mdustry, labor and educa-
. fion attivities. Unless there is an institutiopal envnronme’nt supportive of this type of personnel
development, which translates into a reward system its chances for success are margmal The
institution should «dentufy and/or agree to establish relevant incentives for individuals involved in
business, mdustry, labor and education activities. Such incentives might include.
/

\ ! !

p ) /

W
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"o Promotion (rank and/or satdry) :

.® Work load considerations (including extra compensation for extra work) -

-

- v

& Tenure

o Professional recognition v .

* Waiver of fees , é . -
¢ -Financial incentives . 3

e
Monetary gain should not, be a direct factor in seeking :m,provement but it cannot be d!s

regarded as a motivational factor.

r

*  Implementation Steps Checklist ' i )
Determine jnstitut}onal,suppon‘and invo,lvement
Convene staff dev\elopment committee (if applicéble) '
betermine costs and values ‘\
Determine clearance procedures

Assess competencies .

Obtain épplication for structured occupational experiences_
- + hd N

Examine alternative structured experiences

-

-

- ' . -
Review applications (staff development committee) .

v *

Develop training plans s

Locate and select training sites : -

O0OD0DO0OO0ODOOoaaa

Develop probable assngnments and/or work agreements .

O

Determme responsnblhtnes of partncupant and/or employer
D ““Examine potential liabilities of all partleswnvolved

"[O Establish credit and reward system

3 Evaluate the structured occupational experience ' .

.




" Evans, R. N. and Terry, D. R. (‘Ed.s.) Changing the Role of Vocational Teacher Education.

' tional experience. This may be achieved through: .

. . .
+ . LI

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 should be available to concerned parties at the completion of the structured accupa-

14

- ® ‘Reports submitted by the participant e Employer’s final ev'aluation <

P -

e Employer’s feedback , . o'Superyisor"s,feedbackr -
. s . ‘ \

Evaluation should focus on the quality of the structured occupational experience and the

management of the program. See Cooperative Internship Evaluation section for instruments that
can be adapted for this purpose. : .

A
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’ RESOURCE MATERIALS i " -
. X ) :
\ The example materials i!lustr,atgd in this part are designed to be agapted and.used selectively
’ _ as your situation dictates. The purpose of these materials i to show a variety of standard forms,
Lt « letters, suggested procedures, and gther similar aids that would be useful to vocatiopal educators.
. . R . ’ b R , ] \ , .
.0 - . . £, .
List of Hlustrations: . L .
ey - A * A ' ’ N -
: o Work/Training Plan . T Lo~
. - . . ) ¢ ’ .
.® Struetured Work Experience Agreement ' ) LT . -
' o Structured Occupational Experience Plan - : .
. . . . ‘ e ¢ R 0 , ,
3 » ’ ¥ ” -
¢ . v i v
— * , * - hd L
»” [}
] %j M ’ - . . LN o ¢
- F3 o
\ \ e
A 3 - - *
- ' } 01
\. - - . &
Y I3 & '
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»
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& 14
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’ \ 1 % - K . ,‘)
5 K 1 B ‘ © o . .
. F B -
. i CI — — :
b STRUCTURED OCCUPATIONAL WORK EXPERIENCE S
BN ' WORK/TRAINING PLAN : :
. . ’ &
- . . . .
Educator's Name* o . o
Edugator's Address N ‘ : oo - ,
School ° ) - Phone ! .

Teaching or Other Assignment

Approximater Time irni Weeks for Each ' . .
Phase of Work/Training Assigmment Work/Training Plan Desired e
Desired. . ) - T
. (Describe in brief, specific - -
- . terms the kind of work/
. . _ training adsignment you want
o - - . in sindustry or business.)
3 ’ L . .
' L -

’

v

¥

. Dates Work/Training Desired
" (Please. be- Specific)

Location of Work/’l‘raining?esired .
(You may suggest a specific

0

Company, Institution, etc.)

¢

w01 108 .

] 3 . o
- "
4 = .

B - & ' ’ |

s Approved

. ' - . ’

Signature of Educator Date Signature of Supervisor  Date
. Work/Training Plan P -

L -

i

N =

i




+

.Bureau of Vocational Education ) )
St:ruf:t:ured Work Experience Agreément © . -

L School v . oo / b . -

T

. .

Educator's Nape S « o Social Seéunity No. ‘

"' Edycator's Address.  , . - .

* Home Phone - . Age . »

[ ' . . -
.o . -

In Emergency Notify ‘. N

l Position . ’ Service Area .
r . —._ﬁ'_‘_

. WORK "EXPERIENCE RELATED TO PRESENT 'WORK . : :

Location - et Des cript:d.on

.
-

»l

RS

:

3

- l"Will He ‘Reﬁ;ain on -Vocational Educ‘atiézn Payroll?

Work Skills and Competencies Desired by the Educator:

s Y5

‘Firm Name . \

Firm Address .'

Supervisér of Educatot ° ’ .

Work’ _Sche:iule: N - ) g
Hork Experieénce at-Firm will Start (Date) . and End
‘ A

‘Hours Per Day .Will He be Paid by-this Firm?
<. . > .. . . .

’

.
¢ ' . . Ty
¥

. Educator -, = " Date Signature of Employer

-

' 'Structuied‘ Work Experiance Agreé‘men.t
. . S T

- * - - »
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-

) LN
. - .2
", Nafe .- Phones , L -
' ‘,\ -0ffice_ sroov "
Address e - , . ‘
N 0 A T [ %
- . . Home v o
E" \ N [ ’ : T a .
Instructional Area -7 No. Years Teaching ' ’
R o + P . . . .

~
.

SPECIPIC COMPETENCIES TO BE DEYELOPED.

List here the competeneies to
be developed based on need¢ assessment an /or personnel interest. '
o" ¢

- / . ) S Expected’ - ’AetuaI " s
-, Competencies Needed . Completion‘-Date |. Completion Date
. - - - - . . A
L '% ; B N ‘: N 4 ' - . ’
. i . ] . , .
. N . " N . . . s - 5 A
s - 1 ) N - -
* 7/ ~
7 - . A - . - ~ . . ’
. x h , . . o -
» - . * t
. ¥ s ¥ -
- " T ’ L ' . . . * ‘
/ ’ o
.. - z . . L , N <
PROCEDURES FOR COMPETENCY. ATTAINMENT: List or describe here the
procedures to be used to achieve the identified competencies. .
- .
» Y. ’ , . s P . [N
;_(,5‘ ‘ i ; ° 'Y
< - A . b ﬁ.i
z ) - [ :" ) ) :
;;‘"- -, A N . ¢ - o
- \-\ - ] B . * k ?
Signature of Supervisor Date Signature of Teacher Date
@ 2 N - ¢! ) < ¢ ‘ ' fet o ‘
% i Py LS s ’
“ ) _ * Signature of Coordinator ¢
v N - B Fa Y - < _
,‘* . v N <

o - " Structured Occupational Exp‘/c;rience'Plan . .
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. . .o PERSONNEL EXCHANGE

. . : . PROGRAMS}

E '- . B : L]

rs 69’ . . 4 -

‘ S . - CHAPTERS ., ‘ -, ‘

PERSONNEL EXCHANGE PROGRAMS . ~ . K.

Between Business-Industry-Labor and Vocational Education o

PR . . - o
+ . - N - >

- Introduction’

Rationale ’ . .

Continuing advances in technology, new employment opportunities, and changing work .
requirements<demand that all vocational education persannel have current information on field de- -
velopmentsand the business contacts needed to provide relevant vocational programs. Keeping up ,
to date with evolving technologies, management, and traifing techniques is a concern of business,
‘industry, labor, and education groups. The personnel exchange program provides a two-way com- ,
‘munlcatlo%@process to help meet these needs. . .

. » », = ’
Benefits : o ' o . .

What are the benefits of an exchange program to vocational educators? Isolation from the cur-
rent state-of-the-art is the"all too common fate of vocational education personnel. The exchange
program provides opportunttles for short-term, up-to-date work expenences

o Knowledge of current trends and practices enhances credibility (mth students and members .
- 4 of the busnness industry, and labor communnty
® Occudatuonafexpenences may rmprove classroom teachmg and program/curmculum design.

~ e The expenence is a self- motlvatrng one. . O,:‘” - »
. s

¢ . Communacatlon and cooperative experiences provude opportunities to maintain a workmg .

relationship with busmess iindustry, and labor. These ties may yield a liaison management

* structure, help future students or staff in experience programs, and provide personnel for { .

advisory committees. N

f = N - &

( e Observation of management procedures may “result in |mproved management practlces in
the department. : »

What are the beneftts to the reprgﬁntatlves of business, industry, and labor? Ultimately it
means better commuriication with the educational staff that prepare the manpower pool. More
specifically, business, industry, and labor representatives gain information regarding the ob;ectwes
and processes of vocational education programs. These experiences provide opportunities to main-
" tain a worklng relationship with the educational community, lncludlng assistance.in providing .
) 7 . * f ’ i 1]
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o i

relevant occupational education. Participants can also learn of new media or training devices/
technigues tha;'may'havej application for training in business, industry, and labor. Finally, per-
sonnel exchange programs, properly organized and implemented, can be an effective and valuable
method of. professional staff development. - : L :

- * ¢
- e '
A ‘.

: ' . Planning y . .
- Model Procedure ST
The model procedure 4pplies to both teacher/administrator participants and to those in the

exchange from business, i‘ﬁdustry.., or labor. The m’qi&&iproce_dyre can i_nclude the following steps:

s . A

® Develop objectives - . . e
" e Develop impléfmentation pian s
- ® lidentify and select exchange opportunities, -
» ® Design placement plan .. s _ -
- . - < - -
® Implerent program« Lo
o Follow-up et ST .0 T -
"® Evaluate " N MR . .
Develop Objéctives S o,
_ * . . . ‘ . ¢
!nsfitution/,department objectives for Xtaff participation in the exchange program should be
developed. The objectives could incfGde: B . a »
‘ - /! -
- . . L P - ] . ‘
® To plan, implement, and evali-:atgé""a peMonnel development program that will enable teach-
- ers to revise ar reorient their program t6 reflect current changes .in busingss, industry, and
labor. ‘ . e e - I , .
- & To establish a process for continuing interaction betwebn the institution/department and
business, industry, and labor. - . . -
" e To revise curriculum content based on observations and dialogues with business, industry,
and labor representatives. ) ' T oo

YoM o i « . - £
¢ To develop case problems ahd simulations based upon observation, dialogue, and analysis

of on-site experiences. - o {

LY . . :
¢ To secure additional instructional materials to supplement present instruction.

.

settings (including managem ht).
s ’.—\ - E<) * i

IS

® To observe the current work-flow skills, and equipment used in business and industrial

¥
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., ) ) : o . ’ T v
. . i * ’ . .. . . ’
. | Objectives deve]oped for business, industry, and labor representatives participating in exchange
pro%rams couldinclude: - ? ) , 5, . e,
‘ - : C. : . i ’

® ‘Increased awareness of how business, industry, and labor can effectively interface with.
vocational educators - . .

.
- ~
- ?

A - p ) 3 ‘o ( ’ * 3 N 3 . :
. ® Assistance in ultimately providing more relevant occupational instruction to students .

® Teaching/learnirg strategies that couldl be adapted in on-the-job instructi?,h and other il
, training programs .. At . .o T . . . X
N - - - C e * , s .
e To learn about vocational curriculim and teaching/learr]ing approaches being taught
g - , ‘ y . . .,
Y | e Toimprove education/community relatiols . . ’ . ' . i
) ¢ . . © R A
k4 ° . . - - \ - . 3 4 "
! o Todevelop communication channels where business, industry, and labor might give input . Co
. }*  into the education system . - , ‘ ‘ N
AY H . R “ . * .
M LI .
Develop aplement’ation Plan < ‘ ‘ /
An iﬁstitution/department plan should be created to facilitate the exchange of vocational ) .

educators with business, industry, and labor representatives. Equal attention should be given to
planning both aspects of the exchange program,

- - . ¢
n .

-

Panning inyolves: R . ‘
. e selecting individual/staff responsible for coordinating the program
* examining existing policies/procedyres , ' : -

e committing resources ’ .
P . .
) examin'!gg,glternaﬁve experiences available
fi- ¥ ’ ‘eo ’ v hd

-® providing'n%cé?sary time

Al - e

""e developing program procedures and guidelines'forf)oth aspects of the program ..
Y o ) . Lo

. - Identify and Select Business, industry, and . -

Labdr Opportunities * : N ) \
Ny ‘ . . . ' . &
Activities include promotion of the program, identification and analysis of a variety of poten-
tial learning sites, : =

¥ +

: Qissem[nate project 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 of.the .

" project. . o N

. . . .
L 3 . , = ) / .
E N .
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tanities, or observation. Lo -

“« ) ) - . M -v
Potential audiences include: ’ . . -
e State/local Chambers of Commerce X ' SRR

e Existing advnsory committees . . o . ~ \\

0 Busmes and mdustry socletles
. ® LoCaI emc service clubs - _ - Lo ) - .
. State/loca(lunions,and
[ bwhe;:s'and managers of Iooal/fegjonatbusiness and industries

vt diccorminaga i S
v Waysjto disseminate,information includé: ’ -t .
. L - M % A . -
' Newspapers " . . S S
3 - 4' .

e Lunche6n meetings ‘ . .

o - Newsletters , . . : R

. . \ . . . . \
e Brochures ‘ . : o :
e (2 *» .

* Survey to determlne mterest/gbwer Ietter and ) “

-

Pro;ect advnsory commlttee ;

-

It is recommended to schedule individual meetmgs wnth potential participants to explam
how they could become involved i Jn work experlence activities.

,
£ .

News coverage of local exchange program’ actlvmes or meetings with likely partnclpants is .
a good idea. Permission should be obtained for an? stones or photographs used.

Contact business, in ustry, and labor. Contact appropriate persons in busmess industries,
and labor unions who codld help meet the established objectives, and explain the proposed plan.
-~ ;
If the anticipated number of placements is falrly extenswe an initial survey of available sites
may be advisable, If the exchange involves only one or tWwo 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 pamc:patmg in the search and selection of a work

Slte R ~ = L [y
- (] 4
The purpose of the initial contact is to request, avanlabzhty of the s:te for faculty/admlmstrator
attivities, to set a date to examine the po;entlal of the site to meet adent:f:ed objectives, and to dis-
cuss detais relevant to participating at a work site. .
- ” '

Implement Progmn ' Y .

The actlvmes engaged in will depend upon the agreement between the partuctpatmg staff mem.
bers and the site personnel. These activities can include actual on the;ob experience, tramnng oppor

L] 7
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If an orientation session wrll not be held (see Choice of Approaches for suggestrons) indi-
wduals involved will have a more pqsmve expenence if they: .

e find out as much as possible about the site before the experience - /

e familiarize themselves with the company policies, procedure§ and organizational structu re

Recommendations for the. business /industrial representatwe in a /ong term educat/ona/ 7

. experience. ) . _ N . g

é The industrial representatrve should have three—quarters the normal teaching load to ease -
his/her adjustment to the academic wor!d

B A sample contact letter is mcludée:(ryiesource Materials.

Visit'the site. The site should bese¢aluated as to its,su rtablhty to meet the work experience
_ objectives developed by the faculty member/administrator. -
f “r ” : .
4 v . ‘g f
: A contact person should be identified before the visit. At thesite either the staff development
coordinator and/or the faculty member will inspect the area where the faculty member/administra .
tor wants to train, talk to the contact person, and discuss a potentral work agreernent.

3

L3

Details to be discussed include: . - ' - ' ¢

; e Objectives of the faculty/administrator applicant : T
¢ facult C .

o Ability of the site to meet these objectives

' ¥

. - e Length of experience

* 4

e Salary details (if applicable) . ' ' ' " - .

* e Immediate supervisor . ' _ /.

- ¥ -

, ) . Company pohcresand procedures t - B : ' N
o Liability coverage ) . '

. ® Labor union agreement withplan =~ . " n :
Conflrmatlon of detarls of the work experience and an outline of the work pIan should be in-
cluded in a follow up letter to, theé company, with a copy sent to any necessary admmlsrtrators at

“ the educational institution. . .

%

L]
-

.
.

- 1
’

. . A simple site evaluation form is included in Resource Materials.
. B : £ v

b} H -

Devetop a Placement Plan .

» o

- N hd

-~

N L Each individual participant must state h|s/her objectives, plan af action, and complete a work
agregment. Both the educator/applicant and the busmess industry, or labor representatrve should |

«®
-

- Y
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. : B i - ,
define the type of work experience most likely to meet their needs and.objectivés. Applicant and

participating BI/l/L_ representatives can then be compatibly matched and a work agreement der
.. veloped-and signed-based on joint-objectives. “ ’ .
NS ~, . : > .

A staff member should acquaint the representative with the entire educational operationﬁ

- . . wEoa . P t
VN e TR e
e The Jnstrtuthn/department should assign an individual who will provide assistanog to the
representative: Idéally these two would share the same office. s T,
" & A classroom orientation period before the exchange begins €hould be scheduled so the v ) ‘.4
""" representative from industry can work with the instructor in an actual class situation. 7.
: *  Another approach is to have the representative teamed with another instruétor. o
’ v 3 . FEL PN - . &
: y ./ i i . ‘ - - ‘l
. ) ¢ Both parties should evaluate the experience pgriodically to upgrade similar projects in the.
' future. x . ‘ S ’ )
) - ) . ¢ » .. A X * ‘.
If the experience for the teacher/administrator is {o be a series of tours, consider the following .
items: - I ) ’ - .
¢ Plan’an itinerary that schedules more time at a.few sites rather than little time at many
L e SIS oo - . )
o See the end product first and understand the requirgments_for its use. This aids in the
. understanding of the production process. : .
b - " 3 ;&‘ . - 7 ' -
’ . ¢ Balance time between aétual plan operations and learning about the relation of materials,
‘% engineering, and product develepment programs. . R
1
v ) * ¢ ~ ‘
. ¢ Review tour itineraries in advance to avoidunnecessary repatition. | . ) .
N B - ’ « “ !
N . . . o, b 1\. ) \
- Follow-up - IR , . . ’

* - - r'

o ' Folfow-up and evaluation techniques should be established in the planning step. These activi-
ties provide information on the program and the site. Evaluation activities correspond, to the objeg-
) tives of the work experience. They must measure attginment of objectives. When all evaluation
' data is gathereg,-a plan should be developed to combine the evaluation material.
. et ' ’ ’
. . Evaluation will be achieved by a combination of féedback from the employer and the
educator/participant. Changes to be made by either Jparticipant should be identified and an action
. plan to achieve these changes implemented. ' . L "

N v

-

-

Choice of Approaches ‘, . P
. . Alternative forms and procedures for personhel exi':hange programs are presented in this sec-
I ‘tion These suggestions should aid departments/institutions in developing plans that are uniquetc  »
their own situatibn and needs. No programs can be-found that carry oy a model personnel exchange
program; instead several variations ean fit particular needs. L oot .

s . + ~

»
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Alternative Experiences for Tea¢hers/Administrators . Son ’ :
’ M ) VoL : R
° (?rientatlon to overall plant management - . eI .

® Systematic ohservations of current practices - S ;
?
o Productive employment (paid or uhpaid)

. - . . . L]
- Tours — ..o . .

» . - . . .

,\ ¢ Interviews with workers, management o ' , -

- o oa [ . \

. o Attending conferences in training centers .

. e Participation in training programs P oo . Ll .
! TR Y * - .
’ 3 - e - “ L

< . - ® Assisting in training operations - - oA

® Acting asconsultant - . % . ;
Alyernatwe Experiences for Busmm Industry, . . =
and Labor Represantatives .- T # ' . '

- ’ ’ ) . ’ 4 e '4
® Consultant to program/curticulum’ desrgn or equnpment/facllltles -

. Consultant on training techniques ' Ct

.

o Resource person in class; for example,.gtve demonstrattons act as speaker, g input on
‘Feas unknown to teacher

¢ ' @ “On-logn faculty member foran extended period of time .

+ e Talk with administrators LT

‘e Tourinstitution

!

N I [
- 2 .

¢ Shgrtterm instructors > . ) : . - : “
Altqrnatrve exchange arrangements mclude one:oone exchange, group exchange or con- T
;o sortnnm '3* . . » . . . .
H i N . - . B '
. Consortium Approach ' ‘ . C L 3
This approach uses several educatidnal institutions to develop a System to coorﬂmate imple- -
' mentatlop activities and placement -of partieipants. . .
.. An advantage of the consorfium approach is the creatlon ofa pool of potentral busmess ‘labor
and industry exchange sites with more variety than that oﬁa smgle department/mstltutlon . .
- ) : W w B ) )
. . . . « .
¢ . . ) /
” N . * " . e - \ - “
’ - " d‘_ ‘ L -~ 11 1 [4 !" - v . ’. B 2
’ . . :;ll ¢ ° *
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* Alternative Scheduling . 7 _ )

_ Arrangements may be long-term, for a semester or even up ~Many businéss,@gusm],
and labor partidipants prefer short-term activities. Schedules for time may include: .
. ’ ! ‘ ! - ' % [

& *

. o 1.5 day visits ‘e Summer )
* . % e TAweek experiences - g ‘ . ééé\&tér or quarter Ere;ks
'o;'Yea long experientes ' ) -l " T : T
Arrarigements need noé.be parallel ff)r- both téachem/admir{isicrators and busi.nm, industr\'/', and
" labor representatives. B ~ . s L ‘ '
’ Participant Meetings Coel . T

Depending on the nymber of individualg involvéd in the.exchange, an orientation meeting may
be held for the participants from both education ang business, industry, and labor.

' . Qrientation meetings can: R ‘ - - ’ S
‘ .~ ® Review the purposes of t;e pfagm?n . ! ’ i )
1 % : e Provide an o‘pporfunity for participants to dévélop personal program obj‘ectfv_&s ;
- ® Pro;fiije;‘ opportu;'ﬁty for parti;::ipants i;o &evélbp Work/experience-plans
d & Provide an op;;onu nity for participants to sh;re expectations
. . -

& Review program procedures : " : KN

=

- ‘ I
Another aitnerative is post-program meeting -where participants share their program evalua-
tions and develop joint recommendations for change.- L. .

A . .
s ) .
. Business/Industry Concerns-for Long-term Experiegcas . . -

. 7 {tems to be considered when planning a long-term personnel exchange prog;'am inciude:

-
g .

¢ Difficulty of releasing a productive worker fof an extended period of time

° lndust'rial-éepr&sentative may be transferred, n‘ec/essitating feplacement™ = - o ¢
) /. e . : ‘
o' Industrial representative may bécome involved in labor negofiations "¢« - .
" " e Liability regulations - : ; . . ’ L.

v &

1
s v

. e Certification status . L ‘




- " .
» L}
- -

Labor Concarm'for Long-term Experionces

Items to be qonssdered when plannmg a long- term personnel exchange program mciude

2 &

o No collective bargaining for pubhc employees .
e Acceptance of non-union exchange worker LT
. ! ~
e Seniority practices .
: > ) ’ ’ — . -
® Wage scale differences
. ) Creaté\work situation may need to be filled at the end of the experience ’
- . -~
lnstructor/Admnmstrator Concerns )
for Long-term Experience :
!?ems to be considered for long term personnel éxchange 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 er leave, selection
e’ of mstructorsladm:mstrato:s and fringe benefnt ‘contributions.
. ‘ Secure Resources - - ~
Budget - - ) . - ) ) . o
Planners arranging for personnet exchange activities most often are working with an allo-
cated sum of-money, whether it be a contract budget or a portion of staff developrhent monies.
Budget costs include printing, postage, office wpplnes fulltime and substitute salanes, travel
Q and telephone expenses. . , [
Responsibility - v S .
P Depending on the scope of the personnel exchange activities, an individual and/or staff should 7
. be given responsibilitysfor coordination of activities. Existing advisory co bsnmuttees might be used ,
in the staff exchange program or a special advisosy .eommnttee might be 6rganized to aid in plan
. ning, implementing-and evaluating the program, ) '
An advnsory committee could assist by: . ‘ '
i . ldentafymg strategies for bulldmg program. support in the busmes,.mdustry, and labor
L community .
» . / . ‘ . ' - « .
¢ Encouraging the cooperation of business and industries for providing work experiences R

' ® Assisting in the identification of gotential work experience sites

Pl &
& -
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e Encouraging representatwes of busmess and industry to seek experiences in the educa'uonal
: setting .

.
. - ’ '

Reviewing program plans :

Reviewing evaluatio'n plans S

. Reviewing evaluatlon findings and making suggestlons to the staff for lmprovung the ex-
3 change program )

* A . ‘ ' .

Y

’ Develop a l‘?esource.File ' ‘ ' z

*

~ An active, systematic file of potentlal sites is one of the best alds m orgamzmg work expen- .
encesites. < _ . ‘ 7

- X
. . !nclude the folIowmg mformatlon T .
, ) o

e Subject area

&

e Dateofcontact . A\

’

.

Name/addfesslphone of orgamzatlon

Number o,f’ﬁus;tors/work participants willing to host

,
8

Best time to contact ) ‘ ' ' .

+ " R
. X . . (

Amount of.lead time required . >

1}
- ®

Experiences available

1
[ ]

Instructional materials available, .
- o Time available for tours/work experience
e Special comments

" o Evaluation comments rs

Planning Steps

Planning steps. - ‘ ' "

-

. %

1. Determine Needs: What ngeds‘are met by igvolvgment in a personnel exchange program? '

2. Faculty/Adrﬁinis;ratar Involvement. What faculty/édministrator might become irivolv.ed‘?

3.  Determiné Clearances: What types, é_f clqaranm/ legal constraint$ need examination? -

-




4 Datermme Sites: What arerpotential businass, mdustry, labor sntes?
5. :Schedullbg What scheduling arrangements-will work best?
. . 6. Work Plan.s" What kinds of information should be lnclude’d in the work plans? |
7. Evaluation: What type of evaluauon actwmes could be used? : . ‘
; _ "~ Implementing b '

This section suggests items to consider when mves’ngatmg ang establishing pohcm and pro- '
cedures. A checklist follows wmch reviews the major items considered in umplementmg personnel
exchange programs. 5

. - e N
s

[

B -
° i M “

Ex’aminé Existing Policies and Procedures [ ‘ .

Business, mdustry and labor policy /fprocedures. Examine the followmg items to develop
procedures/guidelines for teacher/admmnstrator experiences in business, industry, or labor sites.

b
-

e |[nstitutional clearance procgdures . e

o;Existing conimunication channels

‘e Department/institution incentives for participation
* e Avilable financial resources ’ , ' >

« -~ ® Reimbursement procédures/guidelines for travel/lodging
* ‘ ' - : S
(’- Criteria for alternative approaches f8r securing release time.and application guidelines

€

® Insurance coverage . - ’ .

s

e Salaries e . ‘

. Cost/benefits . -~ S .
"o Labor agreement‘réstrictions; ’ K o ' .
.. "u\ *
Institutional pol/cy/procedures Examine the followmg items to develop procedures/guidelines
for expeﬂences by busmws, industry, and Iabor represantatwac in mst:tut:ons

L}

PP SRS
' e Existing communication channels ) ' s
,‘ v -
e Business, industry, and labor.clearance procedures \
e Salaries ‘ . . - t
“ e insurancetoverage - ‘ ’
.+ e Reimbursement obligations/procedures . . y
? ) /
’ 04 R
) ~
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¥

‘ ’ ' o " ) . s
Establish Policies and Procedures T N A

¥

Ve A \ ® .

3
Teacher/admm/strator pairticipation. Develop or incdrporate the following pohcnes/guidehnes
into the procedure for teacher/admimstrator work exp%'flences\busness industry, and iabqr
sites. - : - L N

- - -

. * e Criteria for staff participationc ... n. - -

. Aiternatiye approaches for obtaining necessary release time .

.

° Prooedures for contacting business, industry, and labor ' . o .

@ Criteria for establishing work agreements

* @ Silary responsibility o
[ ) » I
e Insurance coverageand = -
3 Criteria for faculty incentives I 1 R N

Busmacs mdustry, and Tabor pamc/patlon Develop or moorporate the following policies and
procedures into the plan for business, mdustry, and labor experiences in institutionai sites.

- -
. , .

. Crrteria forstaff pamcrpation ‘ K e . 7 "

L Procedures for determmmg-experiences . -
.® “Financial responsibilities

" ® Insurance coverage- g -

Selection criteria. Criteria aid in effectrve rmplementation of the program and helps match
individuats.with beneﬂcrai experiences

- 7 »

Facu/ty and staff Gwe priorlty to those teachers/administrators who have the least amount
of work expenence in' their service areas or have not had recent in- the—fieid training.

£
.\ ~ LY

A

- Busmess /ndustry,«and labor representatlves | 24, s ’ » - .

e Give priority to representatives that could be easily certified as vocationai educatoss.
e Give priority to répresentatives who have shown a desire to partucnpate by agreemg to attend -
_orientation sessions to- develop objectives and to desugn experiences

WOrk expenences for teachers/admlmstrators

-

. " @ Give prionty to partrc:pants who could transfer 'abquired skillg into more effective teaching.

~~
. Give priority to the firm/organization that will a5519n an appropriate (epresentative to d
partic1pate in an educational setting. . e

e Give priority to the firm/organization that will cooperate in achievmg the objective:;
the program . . - ] PN

-
Za

4y

-
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3 . / . . )
% ’ Instrtutlo'{ral expenences for business, mdustry, and Iabor representatlves : " ,

o The representative’s asslgnment should be in the atga of the rndrwdual s specrallty -“ .o

. ° The representative’s assrgnment should be at a Ievel wheére he/she tan make hrs/her greatest -
oontrrbutron . . .

- ’ K . *
SN X ‘ " . I 4
P 3

. Faculty/admlmstrator lncentlves The institution and department(s) should |dentrfy and/or
- agree to establish benefi ts»ior individuals involved in business, mdustry, and labor activities. Such

. factors mrght lnclude . o - . .
) ° Promotr_onal {(both rank and ;alary) . U ) R "
. . ¥ . e ] . v
-~ o Work-load conslder/ati‘ons’ o 7 _ .. » C
‘e ‘Tenure . R ) . LA \ ‘

. .. | .
o Professional recognition- l ' . ‘ .

"y . lmplementatron Checkllst

. - H

. v A8
-~ This checklist reviews major items myolved in planmng for the use of personnel exchange . .
programs to m@e business, ifidustry, and labor i mputs into vocational aducatron >

. O Develop rnstltutronal/facdhy/admmrstrator objectives - ' ' ‘
“ .+ O Examine Itematrve approaches . ' ,P‘ ) , ’ . )

o ’l:l Examine mstltutlonal clearance pror:edures - . ;

[* Organize advrsory commlgeefllf‘appllcable) o ~ ' ' .o o\

» L]

Develop mstrtunonal gleafance. procedures -

b3

Develop mstrtutronal/departmen;al rmplementatlon plan for teacher/admlmstratoc

Deyelop ms:atutnonal/departmental |mplementat|on plan for busmess mdustry, fabor
repregentatives -

‘ N * . & -

; - 03 £ .
Prepare informatioh dlssemlnatlori materials a .

otential business, mdustr\( labor sites - L4 ‘

Analyze po ential business,. mdustr{' labor sites . . \
| ) ‘ s

Develop work plans.for teachers/admmlstrators . .

Confrrm busmess industry, labor site placemeht

]

O

O-

. a

! (il
[f:]

0

[ . . )

[ Develop work plans forbusiness,-industry, “labor represe tr;l’trvfesQ ‘ ‘ | B .

CJ  Hold orientation meeting (if applibable) \

[ -Implement program K \f ) , - .

El .Hold posﬂ -program meeting (if applrca le) ) ) d : e L ew

- Evaluate pfogram ’ - .
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Asessmg Impact . %
~ ¢ =

. Evaﬁ.fatton of. Personnel Exchange Program . |

< Evaluatlonmvolves mput from:+ _ . S
- \ & ) . < .
/" © " # The educat;onal mshtutt’on‘host , L T . ) R
': . »;,éa‘;f’“ : < T o, o

< @ The business, Iaboror, industrial visitor . : o
; ', e The educ‘étor/adnjﬁnistrator visitor. S - ~ ’ .

- s e The business, labor, or industrial host.
e The advisory committee or personnel exchange program coordinator (if applicable).

Evaluation may be shared between the educational institution and the industrial representa»*"g‘ .
tive 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 cfucial to maintenance of a quality exchange pro-
N gram and should be kept current and accessible to future coordinators of the exchange program.

Evaluation also should consider:
e The extent to which stated objectives of the prqgrar'n were met -

e The efficiency and thoroughness of the planning prqcess with an eye towards streamlining
_ Pprocedures and improving communication ir] the future ) o~ 1

o ’ Selected References

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

Print Materials )
Entorf, J. F. and Callender, R. W. Industry Educatlon Exchange. A Program for Mutual Assnstance
Techmca/ Educat/on News Vol. 28 No.3,1969. & .
- ,' » - -
Garb/ér W. Vocational Education, Busmess and Industry Staff Exchange Project. Proposal for an
EPDA, Part F-553 Pro;ect Warreqsburg, Missouri: Central Missouri State Umverssty, ,1977
Goad, H. H. /ndustry Business Gpvemment Vocational Education Personnel Development Project
" {(VL-2)—Final Report. U.S. "Office of Education Grant Number OEG- 0 70-1965, Texas Educa-
tion Agency Contract Number 43201 1§7 1975.

/.
' .

The Eckman Center. The Buslness/Labor/Educat/on Professional Deve/opment Partnership. o
' - California: The Eckman Center, 1974;

. RN

- s
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Thomas, E.G. Manual for the Kentucky Appalachia Vocational Staff Exchange Project. Bureau of
Vocational Education, Keritucky Department of Educggion and the Appalachian Region
Commission, 1976. ' .

¢

Vocational Education, Business, and Industry Staff 'Excfmnge Project. Warrensburg, Missouri:
Central Missouri State University, working papers, (nd). :

Vocational Eduzp{ian/Businés Interface in Nebraska. Final Report. Milford, Nebraska: éoutheasi
Community College. Milford Campus, 1975. .

AV Materials i :

4 v

Texas Education Aéency. 16 mm film (color) “Personnel Exchange in Texas.”” 201 East 11th Street,
Austin, Texas 78701, . ’ :

”

~“» . ‘ .
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. . RESOURCE'MATERIALS - .
. The éxémple materials illustrated in this part are designed to be 5dapted»ahd used selectively
as your situation dictates. The purpose of these materials is to show a variety of standard forms,
- letters, suggested protedures, &%d other similar aids that would be useful to vocational educators.
. _ List of Hlustrations: o B ] L *
o . ® Sample Contact Letfer \ ‘ £
- v . ’ - . -
)y I N R - . 1,
) e Sample Site Evamatign Form o ’
. - 1 -
® Sample Worksheet for lndlr,@try Representatives’ School Visits
. ’ . vos / . . . . .
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] «

The vocational teacher departments of the

' has implemented an
educator, bus;ness/lndustry/labor personnel exchange
program which would involve faculty from the depart*-2
ments- of business, distributiye, and home -economics
vocational' teacher education. If you- have not. been -
introduced to this program, the enclosed brochure
will help to familiérize you with it. .

I would like to meet with you at your earliest
convenience to explore the possibility of one of
our faculty receivihg 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 é@polntment to explain the benefits
and operatlon of the progect..

¢

‘Sincerely, . )

- €
.

Coordinator . o S
Faculty Industry Exchange ’

: | g 4 127 L
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. SITE EVALUATION ,
L0 FORM , . -
N EER > Di d
.‘ . Apprgved_ . v 1°sapprove’
' Educator . Date Visited
. Name of Firm " Dates of Exchange __
Persons Interviewed / : C. ' ¥
T i 'QUESTIONS T0 BE COVEREO ) ‘ )
Is the firm able to provNde the training and experiences needed to develop the
desired skills and competencies? \
Will the firm provide an opportunity for the educator to practice the desired
new skills and cofpetencies? .
! Does the firm have the proper equipment needed for p;‘aqtice?
: * Will- the fimm provide proper supervision? R
‘ ‘qAre the duties and tasks to be completed for the exchange satisfactory to the
f{m? ‘.,
Yes Ho . - -
; 2oes?the supervisor agree to work with the educator and comple;e the evaluation
. form
- . A\ *
Kame . -
. What will the working hours be? | Will educator be employed?
Are there any pertinent working .arrangements and Qndi'tions? SN
; . - .
. = d
' : Was agreement signed? ) Has evaluation sheet left? 4
/- . R =t . . . .
“ Site Evaluator -
3 , : ,
, . ) / .
. ) .
I . A -
< : hY

: - i = A}
L

Sample Sit& évaluation Form ~

. 12i28'




. M : - J i - .
. { f . . N 5
' : " HORKSHEET .
¥ ’ =4 . . ] . N
IHDUSTRY REPRESENTATIVE VISITATIONS TO SCHOOLS - . S
", Suggested Activities ‘ Co
< A : . : -7 « "'
Date of first visit ' (/Ijme . _
Date of second visit . T Time ; e .
. M ¢ : - . T 7 '
Person to contact Khere to meet o oW !

' . This worksheet.is provided to assist in the planning for industrial representative
visitations to industry. It i%expected that the industrial representative will visit
e the area vocationzl technical school on two days with the vocational teacher as host. . .
Planning is necesSary to make the’time spent more productive. This worksheet will .
_provide & guide for Joint planning by the teacher and the industry rébresentative. v .
Both the teacher and the industrial representative will be together when the exchange
visits are made. S .« .

-QVERALL OBJECTIVES FOR VISITS BY INDUSTRY REPRESENTATIVE TO SCHOOL

%

: Observe classroom aCtivi%iez in order to become better acquainted with curriculum,
methods of instruction, equipment, and performance standards,

i

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 educatisnal agencies to provide '
relevant occupation#! education. .

Identify ways that industry can Essisf 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 T0 SCHOOL -
’ ¢

Suggested-Activities - S

1. Tour: of theé school building and facilities--Get the big picture.. - ) -
Observe types of programs and activities being of fered. _

2. “Interact with administrative personnel: .
{Check those you desire to fnteract with) ) T
. -, Superintendent . . ' .
Director of Area Yocational Scheol- :
. . Principal -~ ..., L .
High School Counselor
,Yocational Counselor -t

- ' o J ‘

a

" ¢ Sample Worksheet for industry Representatives School Visits
) ' 125
S
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T . \ a ' ‘ . ‘,
N |
: Job placement coordinator : -
T&1 Teacher-Coordinator - L, e ¢

COE Teacher-€oordinator L ey O
Adult Evening Coordinator - (=0 .

- r. 3 —’-—— ' -
3., Observe and participate_in c'lassroom and shop activities m your ﬁe‘ld T

~ " [ "(K‘?'ﬁ
‘ (Possible activities to be observed) * v,

. *

‘ . Demonstration of Job skills or jab operations : . ‘ '
. ’ Shop or Laboratory activfties
Elass discussion - ’
. ecture . N

Rolesplaying . /° L. )
- Buzz Session : . - g v
* ’ VICA club meeting . ‘

: Students practicing job skills : . -

4. Review curriculum, lesson plans, textbooks, study guides, train'lng kits, . .
individualized instructional materials, reference books, trade Journais, and
other stpplementary materials,

A 5. Review skills and compete}ncfes expected of students. Review the placement
procedures of T & I students

" * 6. Review teacher's metbod of instruction as WeH as the skiﬂs and competencies ‘
. required for effective teacmng

7. Informal meeting with other vocational instructors for interaction and a K
question ‘and answer session. .

-

Rough Draft Plannin{ - ] : :

N

Use the space be‘low for planning the agenda that you ﬁrefer to follow for the first - .
day visit to the area vocational technical school. This will allow for flexibility
- and modification of the tentat‘ive agenda outline aboye,

\ o ’ )

o

¢ ’, . * -
, - : .
d ‘ 5 y .
$ ' - , ! :

« )

- ' C e B ’ . oy

Sample Worksheet for lndustry' Representatives School Visits (Contingfed) ' . {

. 4 .

. =

124




’

L.  CHAPTER 6

ADVISORY COMMITTEES" ‘
. - Establishing Educational Advisory Committees . -
. That Invoive Business, Industry, and Labor - '
. ‘

‘
R . - ~ s
] v — . -t

. Introduction - ,
Rationale ‘ . -t ' ‘ a

, -
3 . M 14

Program curricula must evolve to meet changes within the vocational education field. It is the . * ?
task of advisory committees to contindally assess and evaluate the impact of change in four im-
portant areas: new knowledge and technology, economy, society, and legislation. The advisory -
cornmittee concept has been developed to help vocational educators meet their ultimate goal—the
' placement of graduates in useful, gainful and meaningful employment situations. )
]

. * ’ ’ c B

- ® * ‘ L .g

-

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 alsp are effective public relations agents. Most :

: importantly, they Keep educators informed of changes in the pertinent technical fields. Beyond
* these three informatign/alfunctions, advisory commiittees have the following benefjcial roles:
- . 2 . !

2

R

e Tontinually update the professional-technical skills of vocational education teachers/ _—
i administrators by organizing various in-service activities ’

- © =
e & mm e

-~ - e Help decure outsiderevénue sources for program support and equipment purch e i

- -

¢ Oversee occupational surveys to evaluate labor market needs, assess the emplo'yment
%. ' picture, and recommend educational changes - .

A

i - .
® Revigw course content from the perspective of field experts and potential employers
- - 3. N

e Help tap community resource persons, fadilities, equipment, and field trip sites - -

.* Place students and take part in the continuous evaluation of the total educational program - .
. A ] . :

-

1 [4
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- v B 13 . . . . ) -
Modal Procedures 7 : i %\ . :
» ’

ddel 7rooedure for eStabhshmg an adv:sorv cOmmlttee fora vocational mshtutlon or de—
partment es the followmg activities:

’

’

- ' 3 lnvesngate history of advisory commrtte&é‘m the institution
- . ¥
: S Det‘ermme purpose/function of commlttee } -, ) ‘L
¥ £ . ’ .~ -
" ) Determme criteria for member selection : T g

"e Determine roles of committee members o '

.® Investigate sources for potential members J ’ R . .
' o Send invitational letter ~. S AR
- -~ e Send c:ﬁi;:?;! appointment Iétter ; .
. " E;epgre'fqr?fi& meeting . o !
' . Pian for recognition of committee cpnt}ibutio‘r’xs ' .
. Investigate History of Advisory c’ommutme u\the Institution T
_ e Have advisory committeds existed béfore? - TN o
": O'What were their functions in the past? * ? L
¢ Are committees no;v in operat:on inactive, disbanded? ’ -

f ~ooN
o . @ What procedur&c nust be followed in estabhshmg the commlttee?

g . ‘ o
o What are the attitudes of the administration and covworke:s%‘ards advisory committees? >

(23

T
”

. " Determine Purposes/Functiorzts of the Committee b .
. o Before orgamzmg the committee, make decnsuons on the followmg lt;ms: .t
> e Type of membershup requ:red o : L ’ _ *
¢ Status—ad hoc or on-going commit‘gee? . . ‘ I ‘

- @ Number of members and’length,of,term '

w *
=
L]

#
.
. e 4 » i -
- - -
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" o Decide frequency of committee mestings - - \ ST .
‘® Decide if an official constitution or guideline isneeded =~ - "~ . ©
£ ¥ ' r ) - i . i .
Determine Criteria for Member Seiection ot . # . .
» ’ .
A basic concern voiced by educators estabhshmg adwsdf? committees for the first time is how -
to select effective, representative, knowiedgeabie and active members: ” .
Regardless of ‘whether comittee members are chosen because of organizations or interest oL
areas they represent or selected as individuals, look for members that; . - ; ! ]
. Work effectively as unbiased members willing to explore a vanety of aitenlat:ve positions .
' rather than promote a' favorite personai approach , .
. ' o [ndicate intention and ability to prepare for, attend arid participate in commttfee meetmgs
- . , , ' . . [ &3 ' ~
‘e Indicate an interest in vocational education ) - LA
. o Represent a variety of relevant disciplines and experiences . ) .
» - - -
L3
* o Demonstrated capability for dealing with complex proéblems and. issues: ldentnfymg,
clarifying, and assessing concepts and positions . ’ . .
. 3 ' ) - o
Investigate Sources for Potential Members ., =
* Some suggested sources to investigate for potential members include: e
L4 . ‘ . -« ,
¢ Business and industries: o S L
~ Large companies and corporations ' B S
— Small neighborhood businesses ‘j, ; o B o
~ Professional, technical, and trade organizations ~ _ i -
.- - ,~ Chambers of Commerce L e ’ .
_ — Business-Education Coordinating Councils ) . . ’
. .- Buanecs-Sponsored tivic groups ' . . . N

&

— The several types of :nter- and mtra-busmess"&nd industrial cdnsortium committees
" unique to each community » o

. ¢ Organized labor: ' ‘ . ) ..

"~ e Governmental agencies . . =
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'Organized' Labor

Send Invitational Letter’

e Military posts
. Facu ity contacts .
- Other umversuty depantments

- Persoﬁal contacts

Local Chambers of Commerce wull’frequentiy make avanlable a membershlp dnrectory which

-
2y
El

mcludes many of the above.
7/

>
& -

5*"

A
|9

=
=
N

Do .',"
Orgamzed labor may be overlooked as a source,

,,;;

RN

of.gdwsory committee members sfmply

because academic institutions are unsure of ways to lnmate dialogue. Suggestions that follow are.

keyed to the type of contact desired.

P
. Type of Information

n

General Information *

-

L

Programs of statewide involvement

< ~

3
: ¥
B :! 1
St e
‘ -

Programs pf departmentmde -perspective '

* —Programs that are.service area specific

-

a-w:‘;‘
e

% - .

L]

&

references and/or the proper- contact person.

-

.

National Level Office

o federation of unions

- ~

Confact

’

& specific ﬁnions

»

r'4

o Jabof-management training trust funds

L]

" State or regional .office

o specific unions
o federation of unions

- - s
¢ -labor-management training trust funts

P

3

Local Office

¢ specific umons
4

LI

*

b

Write or call the Infonnatm'Offlcer at the local or regional union office and request needed |

ltems to be included in an invitational letter to potential, advisory committee members.
. .
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¥ Statement of purpose, status, and- importanoe of committee . PN
¢ : Responsibilities,

A sample letter of invitation is inclyded in Resource Materials.

1 * d
> ¥ €

"N L ‘ 3 - .- .

An appointment letter confirms the represgntative’s membership on the advisory comrhittee.
If members of the committee are sent an appointment letter signed by the president of the uni-
vers;ty, a dean, the department chairmen and/or the school supermtendent addltlonal status is
given to membershlp on the committee. D .

' Send Official Appointment Letter

A sample letter announcing dfficial appointment is included in Resource Méteria[s.

* M 4

Meeting Preparation and F,ouow-up o . .

&

Good admmlstratron requires adequate preparatlon Consider the foIlowmg points:

® Ptan meetnigs well in advance of scheduling meetmg date. ' .

pan L Send proposed adenda to members prlor t0 meetmg 7

e LeaveBpon section in agenda for additions or corrections.:

e Give details of meeting a ents: parking, room locations, time frame.
. _Include postal card for membaers to mdnoate wil "ffﬁness-to-attend

.o Remind members of meetung the day before by phone

- =

- e Start aqd adjourn on time. ' ‘
. ¢ File minutes and provide copies to members wnth;ntwo to tour days of meeting. -
Proparo for First Meeting L
“The flrst meeting of an advusory committee’ l; very‘ |mportant vlt requures careful preparation.
The agenda should . ) ) . :
* o Allow committeé members to bacome acquainted  « ° R 5

) 'Review guidelines of committee operation
. Identtfy the pianned work schedule for the term- Lo .

e Demonstrate that the committee has admmistratwe backing *

L3 . -

.

s
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, DetermmeRoleFof Committee Members : . - . :
, .  Committee members must know their roles’ and the task of the commattee to be successful and
, effective. Assign a full time staff member to oversee committee actions and organizition. Ex-officio .
. members may be temporarily appointed to serve as consuitants for special problems or prolect as
. Iong as the need exists. . .- = o . .
- }e - - - N P
. B .
T . lEX-OffIC‘IO member: T o N
i - ~ Serves without vote . o ’ -
. v - = Seryes in.a consultant capacity S ) Y ,
. *’— Can assume special responsibility on a pfoject _ - >
— Can express opinionson proplems < P el .
‘ }’ - - h - ‘ l r ' ! - - r
' - Chalrperson L, .o _ .
- - .8 e 2 -
- Works wnth department/' nstltutlon representatwe and commlttee members sets meetmg
- dates ; . ~Y
’ \ . ) . - * - r
— Plans agenda with department/institution representatives | ) ) :
) " — Presides at meetings L " S N .
e Vice-chairperson (optional): - ’ Y .
. - ) € N s .
+ — Presides in absence of«chairperson - . T P »
- ' e §e’cr’etary: o T ) - o -
N ¢ ; - 7 . A ) . _ -
' * — Records and distributes minutes - e S T
— Filesminutes. - - , - UL . . -
— Notifies members:in writing of meetings. ~ . =~ - ot .
‘ _ — Reminds members of meetings by phone . s <
o ° lnstftution'/Dep‘artment Representative: -~ _ . e ~
) ! <7 = Acts as liaison between committee and mstttutlon‘s educatlonal admnmstratnon
- * - = ’ R - ., v
: ~ — Plans agendas W|th chairperson " . : ) Y o O
~ & - : l . L .‘:*“ . .,‘ . - .
* ~ - = Helps take necessary steps on recommendations oL
. > A L . . . I3 LI -
L ¥ .
— Provides neeged clerical help - - . - : .
" — Provides validation and evaluation guidelines and checklists * = - R
- - - - A (“ -:, . - ! L3 . ) - *
. o ’ S . . \
o - = ' <§ ’ - "
< + 1y - B - =
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Plan for Recoghition of Committee Contributions Te—

1 - . R *
ry committee’s contributions is important to maintain their level of .
ollowing approaches to show appreciation:

L]

* " Recognizing the

. L4 \

e Notif¢ company officials of department’s. apprediation for the work of an employee *
council member. ' M

»

e Offer certificates of services, awards, etc. _ " -
> . - . # .
¢ Invite committee members to the institution and/or department functions.

e Have a chief administrator/principal/dean attend selected meetings of the committees. ‘
- t'? give credit for past work. . . - . S

-

>
.

‘o Mail a letter of appreciation from chief gdminjstrétor, dean, department chairperson,
principal. )

. ¢ List names of members, companies, agencies in publications, bulletins, college catalog and ~ .
in media releasgs. - - . ' .

Alteriative Uses/Types of Advisory Committees - o

- - ~

., K ~ 7 R i
It is important to examine the different types of advisory. t_:ommitte?as established ty*educa-

tional institutions and the way in which the law fandates the committees to operate on a state and

federal level. ' : . i

% *

L}

-

Levels of Advisory Committees . ' §

National Advisory Council: Was established under the 1968 Amendments to the Vocational
Education Act of 1963 and consists of 2] members appointed by the President of the United
" Btatesd This council is respensible for reporting on the adinjnistration, operating, and effective-

ness of vocational and teehnical eduggtion throughout the aation., "
,State Advisory Council: Was also established and fundd under the 1968 Amendments. It L .
functions as a separate state agency undér an executive order Jfrom the Governor and is responsible
for evaluating the’effectiveness of vocational and technical edlication programs throuyghout the

. state. All states are mandatéd.by law to have such an advisory council.

s

-
¥ R -

v ! -C'ammunity-'Educatia,Q_CauQé:;f Are established to promote and conduct volunteer programs
_and activities in public education thyough _cooperat]on of both educators and busi labor and in-
-dustry representatives. Industry-education touncils differ from other councils in that they are or-
ganiégi to serve all the students and all thg schoels in a particular geographic area. The&are joint '
- efforts and-are not mandated by law. L : L - - ’

hY

’
L S

%= ! - -
Advisory committees used in many institutions often fall into_three categories;

General advisory committee. Usually an on-going committee 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, -

- 13 -
- 131 ‘ .
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Departmental advisory commlttee Serves a department asan on-gomg committee. )
. o Special curriculum advisory committee: Gnves advice on the content and operatlon o:f a single

e program or skill area. . . =

- - R '!,.

An institution may have one or-more of these types of committees in operatlon at one t|me
'depending on the size and number of skill areas in the vocational program.

'
-
-

o

Functions 6f Advisory (ipmmhtees

« ¥

. Advisory committees may fulfill the following functions (and athers), in working with voca-
tional education institutions: V] _ ’
T 1. Program development and review T - . - '4 7
. & ) : :
- “.a: - Technical content 3 .
\ ) ) - - &, ‘
; ’ - b. Share expertlse of new and developing-areas ) . o .
. Y . . \\/
. . . 0‘ '
< * ¢ ,Advise on administrative operations : o
- 4 'b
" d. Prepare occupational surveys to better prepare upgrade, and retrain community
individuals J
Lo e. Assist the insctgtution in establishing/revising, its philosophy of vocational education
+ 2. Program operation f - ' R e LI
T e T e e i
g " Ta. Sewveasor arrange for guest instructors
) * b, Help develop cooperative experiences between the institution and business, industry,
"o : and-labor - . . R
c. Arrange for plant visits and other field trips
! T ‘Advise on materialf4cilities, and financing .
: e.  OB#din instructional supplies and equipment )
7/
' 0 f.  -Aid in maintaining current instructor’s library of visual aids, magazi?es, and books
g.  Identify potential sites for cooperative work experiencess o
I ) \ ,( 2.
h.  Assist in developing educatiopal Objectives . PRI
& 4 a4
* 'r i. Inform rnstntuthn of changes in the labor market |ncludmg interpretation of local
- . surveys: ‘on manpower heeds, antlctpated employment . :
*jo . Assistin makmg cost studies for specialized program/course
. 7 ..
. k. Help with work experience placement. J _
: B h . < ’ - ’ ‘ . "\-’ R
wit . 6 - . ’ ) * . ‘

'y
.

- ) - ' .- %
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3. Instructor inservice

a. Provide opportunities for upgrading

H

fnstruaio

perience, inservice, clinics, and/or workshops

‘b.  Obtain subscriptions

¢

to industry magazines

o

r's technical skills through work ex-

details, and defining ob
advisory committees.

« B3 Inform agjministrators of the intent to form gn%dvisofy committee
e v e

=

- . v ]
d.  Secure funding to assist instructors in a

workshops,‘seminars

cq

c.  Ubtain membership for instructors in industry organizations

-

-

©

ttending professional and in@ustrial mee}ings,

e.  Help with work experience place;nent '

+

4. Assistin public relatigns

a. = Serve as speakers about business, industry, labor and education cooperation

4
b.  Provide news

~

¢.  Assist in evaluating the instituftion':=f public relations policy and action

Planning Checklist

The Planning Checklist focuses attenti

jectives critical to i

nvolving business, industry and labor representativ

=

I3

-

2

releases to iqdustrial magazines, newsletters to the public

14

€

-

»

én on steps involved in gathering information, organizing

0J Determine function(s) of the committee-

.

O Décide committee type and size

*

0 Deterﬁ:e necessary clearance procedures

L3 Detide on membership criteria

L3 -Write invitational letter

“O Pian first meeting agenda

rd

-
f

*= O Prepare advance medting informatio

3 Plan second meetin

>

e

o

4

>

-~ 3 Evaluate planning and meeting procedures

g incorporating changes

<

" 133
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n and send to.members

«

Investigate local, regional, ‘and state sources for potential members *

/
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. I . .
ual and group contributions. of advisory committee

R Recognize.iﬁdivad
‘ O Determme if advisory COmmlttee is achle\i’mg its purpose through evaluation qnd follow:
™ up activities a o
) [J Reshape, refing and/or restruéture scope of responsibility for committee based on
s evaluatlon fmdmgs o - .
bt "7 - : = v _ - % -
3 1 implementin ‘
~ : Tl - p'.'; ’
Examine Existing leicies.and Procedures . - - o . S
Examine the f 'Ilgzying items to develop pro%dures/guideliﬁeé for advisory committees:
“+ . 7e Institutional clearance progedures . - L
NN ® Auailable financial resources - - <) ;
o Guidelines for existing 'a'aviét}f'i/ committees S s
+ @ Alternative approaches for scheduling, -* - t
Equity SRR - g :
. ¢ o . . -
“The 1975 Congressmnal hearmgs on ‘‘Sex anérfmmatlon and Sex Stereotypmg Vocational
Education,” Title IX af tHe Education Amendments of 1972, and the passage of the Education
. Amendments of 1976 focus attention on the need taehmmate sex dnscnmmatlon and sex stereo-
typing in vocational educatibn é v 0 AR
~ Inclyding minogiey represenf.gtives on the adwsory comrmttee helps the educational institu-
tion stay informed abqut equity 1eg|s|at|on, anpafocuses ﬁttentuon on equal opportunity and acoess to
the various vocational ducatlon figlds. *
1] g . - -
A b < ' ) ,‘ ’ . » N .
. .Es%ablish Policies and Procedures.

3 . o

Membership Rotation ¢ % s .
Rotate membershnp to ensure,new ideas an approach&s, Procedures sho\id be estabhshed to
*  insure membership Totation preferébly on a three-year pIan format with one-third of the member-
sh:p changmg each year o ) X . =

4 +
>

~*" 7 ..  Secure Resources . .

s 0 %*1;"‘” . ‘ __J

“Funding . : .

The adwsory committee should have a gerieral fund whenever possible. In many mstances

participation-s voiuntary with the educatlonal sponsqr"assummg most operating costs.
‘0 -

=
- Ll
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‘MeetingLocations . = - - S R K
* . » R : ) . .
Meetings of advisory committees are best held in the institution’s board rooms or conference
rooms. Advisory comniittee meetings should not be held in classrooms because seating is not |
conducive to committee functions. ‘ v -

+

——~Frequéntly advisbry commitiee meetings are-"rotated”” through the community and are held .

in dommunity centers. By rotating the meeting place, vocational education activities and the ‘
- corresponding community involvement becomes apparent to the citizenry and good public rela-
. tions cah result, , . . :

M i
= H M ~ - -
- » . ¥

. "Absenteeism
Rules should defjrfe_ attendance standards. Many guidelines drop any member who misses
' -three consecutive meetings. ; : : : ,
. : : % ’ ’ ‘
Alternates ‘ : - ‘ -

<

] Do not encpurage substitutes because this practice contributes to absenteeism and ineffective
committee work. ' . ' ; v
4

' ’
. . . - .
.-

. Committee Size S

, (0 *
. Determine the committee size. Six to twelve members is generally considered a workable size. '

‘e * 5

' +

Meetings . : ) . .

-

-

Decjde how often committee will need to meét to accomplish objectives. .
X | . . .
Ericourage Attendance

¢ Plan enough tasks to challenge committee members. : . - e
. v . ‘ H v 2 L Y
¢ Mjnimize personal canflicts among members, - ) -

1
* o Create productive, stimulating; exciting and democratically run meetings.-
[ o~

. e Recognize commitee gdvicelrﬁm’mendaﬁons in writing.

* & Recognize committee contribiefons. e :

. N i . ‘
‘News Reldases = - - -

. _ 1 . P Lo -~ . "
-Acquaint the-pyblic with community involvement in vocational education through effective

use of news media. Cleag all press releases with advisory committee members.

P ’ - v ~

a

-

* ’ ‘ .
A

- - e = ' X

[y

) \ . - . o
— R . ’ 7, . . . ‘f‘
- R ' ’)lé'f - . . o
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” Implsmentgtion Checklist

-~

- - Determine purpose/func’cnons ofcommmee P

| lnv&stlgate past history of advisory commmees in the department/school

-

.0 Determine source and amount of operatmg finances
‘ . . '

g Detenninedepartment"supbortand involvement -

a

1 Locate outside suppo‘ff sources ' .. .

{3 Determine clearance procedures o T

b ‘ - : - - ¥ - +

' R 3
, 0J Name person(s) to assume responsibility, coordinate advisory committee

: O  Determine committee type and size. ~ . . . . , .

ES

- O  Determine membership criteria, length of term

44

(] tnvéstiga’fé sources for po_&sibte members ir;cluding minority representatives
[ Make initial cbntact.véith&tentia'l members

Cl» Appoint members; draw up pé:iiéiés oh absentpeism,_su{bstituta_, press releases
0 Determine agenda for first meéting ‘ , ) g A

‘0] Send letter informing members of first meeting

; O Conduct first meeting ' ’ o
O Evaluate procedures and meeting format to date .
[J  Revise, improve , <
. C] Plan and conduct second meetmg
O Recogmze members " .
- bS . ~ L : - 7 . .
. . ’ ) Assassing Impact -
. o » ~ ‘ ) .
Advisory Committees » B o .
The level of involvement and effectiveness 6f advisofy committees vary considérably. Forma-
tive or in-process evaluation helps insure peak effectnveness. The focus of the formative evaluation
may include the foIIownng areas: .
1. E valuat/an by adwsory committee members Determnne from the commmee members:
. I - * B R A T
! »
B 4 - ' -
. . .




® dppropriateness of the agenda ‘ Lo~

-

N A ¢ ‘
v ® satisfaction with the way meetings are conducted
¢ identification of major results of the mgetiqg .

_®_usefulness of the meeting . \ -

)

. F J . N
The information obtained from the evaluation should be fed back to the institution
in order to improve-future mengs. ] -

2. Evaluation by ‘the jnstitution. In this case, the institution attempts to determine the'
u_sefulness of the advisory co mittee meeting and provide feedback to the advisory
committee in order that futureYneetings better serve the institution’s needs.

® appropriateness of the agepda_

.'0 level of understarrding of the committee of agenda topics

L4

- N R —— . ’ -
¢ relevance of recommendations ‘ ,

Selected References
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*U.S. Department of Health, g'du‘cati’on, and Welfare, Office of Education. Organization and Effec-
: tive Use of Advisory Committees. Bulletin No. OE-84009. Washington:, U.S. Government
_ Printing Office, ND, - . s

Publications —  Awvailable from REDL, 357 Education Building, Urbana, lllinois 61801

— Course of Study-:CitIZens Advisory Councils in Education. Second edition by Phipps, -

+

Hofstrand and Shiptey: - . ] . '

"~ Advisory Councils in Educations—A Handbock. By Hof_s’traﬁd and Pﬁfpps; A

— Evalustive Criteria for Citizens Advisory Councils and Committees. By Phipps and Heisner.

. ' - L
— The How of Successful Citizens Advisory Committee Operation._B_g Phipps and Knell.
- The Study of Concerns of Citizens Advisory Members—A State-wide Survey. By Phipps, .
Jackson'and Shores. ’ : .

=
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’ . ., . P \
— Activities of Citizens Advisory Councils and Committees. By Phipps, Jackson and Shores.

. B ] ) \ i

— An Annotated BibliograpHy of the Literature on Citizens Advisory Councils and Com-
mittees. By Phipps and Jackson.

2 — Gitizens Advisory Councils in Illinois—Identified in 1974. . -

Publications '7 Available from other sources  ° - ) ) e

1 -
~ A’ Guide to Establishing Vocational-Technical Advisory Committees. Administrator's
Guide, 1968. This document can be obtained from: Mr. Robert Batterbee, Chief, Printing
g and Mailing Section, Department Services Division, Department of Education, P.O. Box e
420, Lansing, Michigan 48902. " . )

. -

£

—~ Advisory Committees for Home Ecomomics. Teacher's Manual, 1969. Request from: Voca-
' tional Resource Center, Department of Vocational and Technical Education. Indiana
State University, Terre Haute, Indiana 47809. -

~ Organization, Funcgi d Operation of Advisory Groups, Jan. 1972, This documentcan  ~
be requested from: %oger G. Worthington, Director Industrial Laboratory, Department’of

Commuriity CollegesNEducation Building, Raleigh, North Carolina 27611..

- — Advisory Cémmittees. 1964 (pémphlét) 29 pp. Available through Ohio’s Distributive
Education, Materials Laboratory, 1885 Neil Avenue, 115 Townshend Hall, Columbus,
Ohio 43210, )

AV Materials

F‘;lmstrfps - Availablé from RED L., 357 Education BuildjnAg, L.erana, Hlinois 61801

~ Benefits of Citizens Advisory Councils . -

~ Benefits of Advisory Councils in Home Economics . )
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~ Citizens Advisory Councils and Health Occupations -

~ Citizens Advisory Councils in-Agribusiness and Natural Resources

- — Concerns of Advisoi-y‘Councilia in Business and Office O'ccupations*,

= Proper Functions of. Citizens Advisory Councils—

.-—The Rolé of Advisory to Vicational Education ) .

£

~ The Role of the Individual Cotmcil 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 prepdration 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,
Trenton Trust Building, Trenton, New .{ersey 08608. Phone: (609)292-7970; 7971 -

- -~
L]

' .
Education-Work Councils

National Association for Industry-Educatién Cooperation. A Handbook.: Industry-Education
Councils. Buffalo, New York: NAIEC, ND.

-
LY

National Manpowér institute. Work-Educa,iion "Councils: Profiles of 21 Collaborative Efforts..
NMI, Washington, D.C., 1977. . ,
- Wirtz, W. Commupity Education Work Councils. Occasional Bapér 17. Columbus, Ohio: The
Cehter for Vocational Education, The Ohio State University, 1976. :
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g ‘ - RESOURCE MATERIALS -
. The example materials illustrated in this part are Hesigned to be adapted and used ééiectively
' . Tasyour situation dictates. The purpose of these materials is to show a variety of standard forms,
"7 tetters, suggested procedures, and othesgimilar aids that would be useful to vocational,educators.
= - " . , ] R ’ , ,
- ™. . Listof Hlustrations: ] . e .
, /o T “ 4. .
. B ® Sample Letter of Invitation * ;
‘ . Sam?lé Letter Announcing Official Abpointment ..
. " .’ Sarﬁ'ple Letter of Appreciation to Advisofy Committee Member ’
- ‘4 . . " E B s‘- ~ .
v d.
) ¢ ¢
- < 4« /
Y L] e
S, & %
— - . - r : .
* l F . ¢
N . h N y
e ' / : J ' }
- - . . ) a & ,
L] ."\ '
' A
s M o»%
. . 116
2, 9 -~
. , ] 3 .
4 . * [
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. . .
’ (Letterhead) - . v
IR - .
- -~ 2 [N
4
-
(Date) ! -
. ", P * : . N . s
N S S
(Inside Address) . ) .. : P -

Dear :

The (name of institution and department) is in the

process oX establishin adv1sory committee which

ess, industry, and labor
representatives ye "to the ‘necessity to keep our
vocational edufati program and staff up-to-date

. with current de pments, it is essential that we .
obtain input from the_business, industry, and labor
community.3 Your partlclpatlon will be of .great value

’ to us' in this endeavor. LA

*

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 educatlon for-students

enrolled in our programs. - . BN
Please note we are asklng you as a representative : -
- from (company/labor union name) to attend only . .
(number) meetings on (dates). A schedule of meéting ]
dates and agendas are enclosed B,
. You will receive & follow~up phone call on (date, B et
time) in order to ascertain if you will be able to RS o
“attend or not, ..Your 1nterest and cooperatlon is
greatly apprecmated., .
Sincerely, - B
4.’ ’ = f
(Name) ¢ ' .
- (Institution) g )
(Department) B n .
. ) . . .
. ‘Enclosures: agenda and calendar-of ,
. i meeting dates ) . 7 : -

. N \

. T

Sample Letter of Invitation
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f ‘ ”‘L . ' ‘{ v - :
. (Letterhead)
(Date) - . L
£ ?l
‘ ' (Inside Address) -
Dear . z ‘, ' . ) .'

*

The/ (department title) takes great‘bleasure in
wolcoming you as a member of our working .team.
our appointment to serve a’(lengthJGE'time)
term on the (tltle) Adv1sory Committee has been
approved. .
You;;extensive background and experience -in
industry and your interest in vocational education

-gqualify you -as a most valuable member of this

advisory team. Not only will the econtribution of
your talent.be helpful to .the industry, but to -
the community as well,

‘Your interest in (subject grea) is appreciated.

slncerely yours, R N —

»

—~ ~ . -

College- Presldent/ . ) . , *
Dean L _ ‘ : e

* ) '

Samplé Letter Announcing Official Appéintment R
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) - iy -
O . (Letterhead) =
L. % .« ~ - . - i .
(Date) .
. 9. ~ . B 4
. < 4
(Inside Address) )
Dear s J o p
. N ’
I would llke to take this opportunity to expr SS
my sincere appreciation for your participation w1Eﬁ
‘ the (name of program of school) Advisory Committee. -

=

o . s e ~q s
_. . To show our'appreciation, we would be honored if
you would be our guest for the Advisory Committee N
Dinner on (date) at (locatlon) We hope to-see  °
you then! . -
Sincerely, . .
;7 -
- (Name) - o - . )
. i ’ o . _ N
~ - * ) “, -
o ~ -
Ic . - * o
~ * 4
e .

A

Your involvement has greatly beneflted the program
development at our school and the development of

educatlon in our communlty. . -

-1

~



S e ———
¥ ~ : T @ R
) R .’,“ L *
:r; Nl s v ? = ' "
- LY .‘ * ~ . -
. * .,-‘\ - Y ] . . E - . X .
s . ) R L . ‘_‘; ; - N N .:,? __“J‘ B o 777’ ~
[y "1 B R 1] S - '\“ -
! ‘ \ . - - ,RESOURCE PERSONS- .
) h ‘ . . ,’[ ’ . “ ‘e .
] - A S
= A — ! i 1]
sob o, - .
<y T . R - o g :
v B . T N N *
e < . v - - . — ;,
L i ©, CHAPTER7".* - v =~ o ,
= i ot N . : - ” . hat?
o p e RESOURCE PERSONS T :
s .o * . from-Business/Industry and Labor  * : .
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_ L ST , {Introduction / ~
T g . - ) : i) .« o
. : . L ¥ . ' :
Rationale , = - o L C T B . : B
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-
-

" In order to-acquire information about the present practices and requirements in their areas,
vocational education personnel need t establish contacts with persons directly involved in busi-
»  ness, industry, and labor. On the basis of their practical knowledge and experience, business, in-
dustry, and labor “pragtitioners” offer valuable contributions as resourcé persons in personnel -, - :
devélopment programs. . - ‘ ’ ‘

: B - .

. s . . <0 ” - - . B} ) A -
+ B'B‘nﬂﬁfs i ! ’ e . ‘ / o -
A nuinber of benefits may be derived from the use of resource persons, including: e
‘ \ A chance to share new ideas .- ' . T
> PR ; . . . ". . N ) - N - R 5 ] . ,& . h
o Hen occasion to raise new questions - : : - .
s A chanf;e to gain access to special peig;fgle . . . ' - .
- ) i - -~ e —_
} ® Anopportunjty to expand knowledge - T ,
& ¥ R * =
' ; ® A chance to exchange-information and increase understanding : C
:_‘ , N = v‘ R - .
* @ An opportunity to improve and update skills : "L . . . R
® An opportunity to establish close ties with business, indistry, and labor representatives
S N g - . Model Procedures s -
. . N . ‘ - ’ M ~ . - }
- %e:tive use'of resource persons requires careful planning and preparation, The planning .
process invajves developing a resource file, determiriing objectives, choosing an approach, and . - .
. allocating financial résources, - - L S i S \\

L . et - ! M
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. . * ' Detelopinga Resource File '~ i , A -
b \—J‘;"&: facilitate access to apprOpriate'resodrcé persons, a file should beprgani{gd to provi&E rele- .
Vi

arit information about potential resource persons. Locate the following types of information:

<

. . . e} Lt ) .
- - . N o' - o! - - 'j. ) - ! -
VO e Names'of speakers able to describe business, industry, and labor ‘gperations and evolving .
- . " - technologjgs and/or teach\new skills, o - .. - g - -
t - N . : 4 < ’ r » :" " '

* “Ngmes of craftspersons, exdutives and professional personnel who could serve as resources_

o Names of executives, craftsp
advisory committees

teehnicians, professional personnel willing to serve on

- > * (=) - .;;4;' . . : . . ) ) .
: * Spqnsqrs of part-time_empipyment/personnel exchande programs or cooperative internships
" - * Effective gmsmmel willingto conduet or participate.in vyorkshop:s\), 2P .
A suggested'o fora re;s?o'urce‘bard’ file is included in Resource Materials. To obtain informa-
tion regarding potential Yesource persons, it is necessary to investigate a variety of sources, includ- - | .
ing: i . . : ! P | >
. . =N ) : - s
¢ Business and industry ) RO . . oo
4 AT = o < ’,
— Large companies and cagporations T ¢3 4
. . L . ‘ . Y . . ) .. ;:,
— Small neighborhood business  * - , o
. — Professional, technical, and trade organizations SR -
- . N = ¥ - Sy
— Chambers of Commerce - . X ’ F K
* — Business-Eglucation Coordinating Councils _ L F
. — Bsiness-sponsored civic groups, and - I e
N . + - . L3 . .: |
) @ ° — Types of inter- and intra-business and industrial consortium committees unique to
’ . various communities, e.g., shopping riall associations o
T, e Organized labor - '. . _ T
e Governmental agencies f o o .
/) o Military posts v ' : . S
2 ’ e Staff contacts “ * S -,
B — Advisory committees : 7o ‘ ’
- o — Personal €ontacts. o ot - - ol ) L
B S Frequ;?\tly, local Chambers of Commerce will provide a membership directogy which includes.
S h many.of the above. .. : T $ oI
. ‘Q? . y - . . 1 P .
= : & - M . ~ L - | <
. - P - . [ |
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welfare of their members including education’ and can support their interest with personal repre-

_ sentation and other resources. Personal rapport with dommunity labor leaders is @ worthwhile
rgsource itself. : , ©

spegifically to deal with requests from he public.

¢ ' tions.

- "”-_‘ ' [ L -4

- . [y
~

<, 5 (o X [N

Contact Publie Relations Directors of large manufacturing and industrial ﬁrrﬁs, corporations

and universities and request a list of speakers with expertise related to your interest area.

° oy s A

. . - . S . .
anized Labor ’ ) ‘ ‘ . ) ’

> -~

- a

. Most labor unions are extremely community-oriented, have an abiding interest in the total

“If an organization has had no previous contact with organized labor, staff membersfmay'be

unsure of the best way to initiate communication. The following are some suggestions based on, the-_ )

type of information or linkage contact desired. . ; .
- - ’ .
. - " Type of Information ~ : Contact k
-~ ., General information National Jevel office
o ’ o . s *

L
s

' ® Specific unians .
. . . 7

_ . . e Federition of unions L
R . . ¢ Labor-management training trust funds ,
** Programs of statewide involvement  *  State or regional office’
: . ¢ Specific uni§:§\
. )
” *, L ‘ . ® Federation of unions | .
& $ ‘ A e a ) < ‘ '
- = ¢ Labor-management t\raining trust funds
Z. g-.* « ; R L 4
'rograms of department-wide perspec{i/ve . . . .
e " or ) : . -, - e
Programs that are service-area specific Local office,

g - . ® Specific unions ,
* - § - ¥

* N g N - s, - ’
To'secure information on communication channels or the name of an initial contact person

he local office of a spegifi¢ union, or call the state’or regional office dealing with the desired-.
ram dnd ask for the nee¥led references. All unions, state and local, employ informdtion officers

%

LY
£
[N .
’ -

.
[y - N

- ~ , ¢

'Y ) :Kt . 0 . M -
Retired Persons ~ * Lo : ‘ :

« -
¥ - ’

-
-

. - . o
Retired persons are also an excellent resource pool, successfully used by various groups. Far

example, ACTION, the national agency for voluntéer service, used SC‘GRE‘(S‘}ervLce Cgrps of
‘Retirgf Executives) ds technical advisors to develop minority business enterprises. Sources to in-

ate include national and local retirement groups associatéd with businesses and civic organiza-
. . - . s
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“Throughout the process of identifying resolirce persoms, staff members have an excellent op- . .
portunity to‘ésta'blish cooperative relationships with persons from business, industry, and labor. 4
Below are some suggestionsfor 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-

.o - couraged to add to it. . ) .

-

Cu . & ldentify the various business, industnj, and Iébor professional and trade associations in the
§tate that have a relationship to the work of vocational education. e

.
A

. ®: Develop a file of resource persons or associations of concern to your organization service
» area, . ‘ ¥ '

7 ’ - N . L ’ . . 3 R

Select a multi-disciplinary panel to assist in’devekff:ing long-range plans for personnel ] I

. - dévelopment. o . &

-
o

o F
” L]

N
[ ]

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 pérsons and keeping up with developmengs in the field.

.
[ ]

Get staff involved 'as' resource persons in providing assistance to business, industry, and )
labor-related groups. : J .

-ldentify labor education resource persons.

Establish informal communication with business, industry, and labor representatives for -

’ on-going dia@'/' ( )

¢ Identify company sales representatives who are also specialistsein various'training tech-
fiiques. . ‘ o :

o ldentify various private, non-profit training programs for skill training of disédvantaged and

" o special groups.

CF . ¢ ldentify various private training school program sopre

‘ ® Develop an j;fventéry of staff skills which would e useful to business, industry, ’and labor
‘ ’ related groups. ' ' L ‘

-

" @ Prepare an economic profile of the area, researching the interrelationship between business,

L industry, and Jabor in the local etonomy. ) ) .
: While building a reservoir of information on potential resource persons, the particular needs
- of educational personnel should be identified. . '
’ g Determining Development Needs ) T .
. <t . - . A . ) .
Freggenitly, the temptation is.to choose a resource person an en arrange’ a personriel “.
T development activity which requires that person’s expertise. HowevéM®esource persons are most
) ) ‘ . _.t: - * T ‘ '

2
. . N . - . EA s . ‘
- . K

. ': . .
,A,\ . * . } . 148/,
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i "' - . " .. . . . ‘-'.. " .
effeciively used in personnel development if they are chosen according to specific needs ofvoca-

tional education personstel. WoYkshop speakers should address definite gaps rather than have the'

agenda develop around available speakers. ‘
o T . B . = .
. ’ -0 : . d s . . Y : - . :
. v , - Defining the Resource Person’s Objective
ot ) ) { . . i .
It is important to set a specific objective for the resource person. For example, if personnel ‘

need up-to-date information regarding a turrent techn.dlogy, then the resource person’s objective
will be to provide that information. Unless the objective is well*defined 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 de\%lopment of specific activities (for. example,'personnel exchange or coopera- ]
. . . . ’ P -
tive internships). . +, T /
e Provide 6bpqt’unit'ies for site tri?s to various businesses and industries.
K , . ” * .

e Provide access to specific additional bqsiness'and industry personnel.
\ - X )

e Helpin the‘.develobmen‘t of curricula relevant to current technology.

Ty
o

® Furnish bo‘SKS, pamphlets, and other printeg materials-for instructional use. ,
: ’ ‘ R ' &

- h 4 . ° é M '
® Provide exploratory and “handg-on"’ tfaining opportunities for personnel.

‘ ¥

® Furnish instructional aids, e.g., sample kits of raw materials, finished products, exhibits,
and trdining aids fdr use in personnel development. . .

™ & Fumishdirectories of other business, industry, and labor resource persons.
e Provide opportunities for faculty to obtain work experiences in businesses and industries.

‘- - K

o Conduct seminafs on various toptcs.’ S, e . . -
[N / . v em . ) 3 . » .\ . . . \
T Selécting the Means of Presentation - ° ’ .

. - 5 * -
- . 7 T e

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 trje individuat- ..

“to fulfill his/her objectivethrough one aof several means, including & personal apﬂearance,‘ con-
fereénce call, the speakerphone, audio tapes, or video tapes. In making.this joint decision, several

factors should be djscussed: , ‘ T S
< - s 8 A . ‘ : H
®. The object of the presentation (whether or not a discussion is to occur between the audi-
ence and thé speaker) ‘ . A ) ‘
+ - i . Tyt . * / l ' !
® The resource person’s and the audience’s experience‘with various media ' - ]
® Geographic proximity of the.resource person . . ' . | .
- . ) . ) T | ‘ -
+ ‘ ‘ s : hd . 1 54 . -‘ . .
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E . R BRI B R S
4 P - . //,_’\‘_1/’ . p
. : ‘ ) y . ' ) - . ] .
o Availability of required facilities and equipment ) S
. .- ® Costeffectiveness ~ . . ’ 2
. B \7'.‘ h ‘ . ;v . J‘f * . ) _ v R .0
fersonal Appearance e e o d

- —— —
= . - I 4

In most cases, thef preference will be to have the individual make a personal appearance. -

.However, in some ingtances—because of travel costs or schedule conﬂn:ts-tt may _be most efficient

¥ to" makeother arrang ments o oL

=

[

L

Conference Calls SN L. o

-~ - ) —

“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 conférees is limited by the telephone equipment used..One ad- “

vantage of this approach is that everyone gets to talk to everyone else. The o pefator can figure
cost of such an arrangement in advance. Once participants have agreed on the time and date for
‘the conference call; certaln steps must be c0mpleted P - .

¢

= N > ® & - - ~

e To speed connectxo'hs prearranf%h alI by: :
— Give your telephone number (area code) and v,® L

— Dialing “0" for operator,

't1

— Give necessary detalls. names of par.nccpants, ‘telephone numbers (extensrons) area
| oodes cities, specific places (mstrtuttons), time to be h?d payment arrangements.

K Fmally, hold conference call on prearranged date and time

1 E ’ v .

- . "

Spéakerphon’e ) . . i ) .

‘

The speakerphone attaches to'a reguia_c teTephOne. This unit al]ows ""hands free”’ conversatcons
Separate desk- top transmitter and recdiver units permit a small or large group to participate in a
telephone conversation. The volume but}on enables the resource person to be heard by large and
. smali groupsn L . ] &

I . =
= r
. s . -

- Such aunit can be used for meetlngs and in place of a conference call. Dial the call collect,
put it on the speakerphone and have everygne assembled to participate in the telephone conversa-
tion. For private conversat;ogs turn the ikerphone off and’ proceed in the normal manner. .

W = -
P - EE N R

.
te

Audio Tapes . . ‘ ' ’
Request an o‘pp’ortumty.to tape resource persons from-busmess Iabor and industry who have
experttse correspondirfg to the specific needs of the personnel. Record the conversation including

‘questions and anSWers Be certain to_ mclude the' name of the mdwtdual hts/her title, and the
. !

*
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% " ’ . ,' ' -.
corporation or industry name. Advise that the materitals will be used with audience for
period of time. The materials will be updated within the time limit set by the cgmpany.
The original tape may be available for recill at-the discretion of tf:e corporation’s public relations
department and perhaps not reproduced without specific authbrizag%‘ , . ' ,
YOl Using this format-a library can be develdped of experts f{om 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. ’ A
,  Videotape - L :
5% N 1 k3 * A
. With the current accessibility of closed”circuit and cable television, one method to ‘incor-
porate new concepts-and practices into a professional deyelo'pment program is through the use
of videotape. For instance, videotaping can be used in simulated collective bargaining sessions or .
- grievanice progedures with actual cases. Participants in such a workshop would actually attempt S
to solve the given situation. Expeérienced business, industry, labor, and other representatives would - .,
- actually conduct and direct such a workshop. Below aré sdme guidelines which may help organize
such a session: : " . .
- . T * A¥
.y . . . ’ “n “
¢ Decide on the topic. . ., s
] . o )
e Coptact through a letter or by phone businés-inaunry-labor‘ representatives willing to
© . participate in such an endeavo;;'set limits. ) . Y )
v Ny - [} ¢ . i ) ‘ T .- ‘
» DeciQe'joiﬁtly th&location for the session. ’ - _ : "o -
- - . ’ ¥ R ? _ N * = ) . ‘
\ e I|dentify the number and type of participats; set limits. . . o
"~ 7 - e Qbtain "aE;tuql grievance cases for each.participant and arrange for the negessary video
*T‘“”Eﬁipment. - - . o .. 7
. ® Develop agerida outline for the day. . o 2
. e Divide participants into groups. : : .
’ . - . - . . _ 2
¢ Videotape each group's session; set time limits. ( ’ )
. - 2 ' RS -
- ® Review each group’s videotaping.
T . ; . i \
® Evaluate the-session. L .
- i v M ‘ ’::'? ’ i -~
. B : Financial Considerations .
™ . P
When determining the amount of funding available for resource persons, examine the follow- ’

.inb aSﬁectS: i M . . . - . ;
‘ | . N h ~ ) - ..\- /\ ;I
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. Da}iartpvent budget—Have specific and sufficient monies been allocated for expenses associ-
ated with the use of resource persons, including travel, honorarium, and per diem expenses?
® Sharing,costs—Is it feasible to arrange for the use of a resource person on a cost-sharing
basis? ' S
7 e ost-free arrangements—Is it possible to utilize a résource 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 implementation of resource ;5er~
sons. The planp ing steps focus on gathering information, organizing details, and defining objectives.

+ 1. Determine Objectives: L, - -
‘ , What are your needs and- goals? .
tht is target audience? ° .

L

1 N , . '
‘,.2. Examine Poligjgs: - - . e e Y e s Les
& ‘ - o~

Does your institution have any policy’ concerning the utilization of resource perso

-

3, Determine Strategies:

What type of strategy(ies) do you wish to use?

4. Obtain Information: ) - e
< )

What information-should be given to the resource person?
What information shduld be requa:ced from the resource person?

' ;
5. Determine Arrangements: 2

-

What type of.arrangement d’o)ou need to make for the resource pé}son?
6. Select Publicity Arrangements: ) : . -
What type of publicity activities? - SN

7. Determine Agenda: . . , .

»

| What iterfis deserve a place on the agenda?:
» .

<

8. " Select Evaluation:

- ]

49. Determine Follow-up: . ) . , ) S
. g *
+ What follow-up steps need to be taken? A .
.- _ 157 - o
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. B Implementation

_Examining Policies . FE
Prior to beginning the selection process, everyone lnvolved should be knowledgeable about the
organization’s policy concerning the useof resource persons. Determining existing policy at the
outset can help prevent misunderstanding at a later date. Policy- procedbres to clarify mclude
¥ \
® Travel guidelines—Are coach or fll'St class accommodations designated for alrlmel .
passengers? Is the "per-mlle relmbursement specified for automoblle travel?

e Per dlem expenses—ls the cost of meals, gratuities, and lodging llmlted? Wlll airline
passerigers be relmbursed for transportation costs tb and from the air terminals?

e Reimbursement procedures—Are the procédures foy’ obtalnmg relmbursement clearly out-
lined? Is the resource person required to submit certain forms i in order to be reimbursed?
. If so, are these forms ”cemprehensuble7” ;
- ’ ¥
° Consultant/resource person approval procedures~What is the process for gobtaining approval
to hire a resource person? ls the resource person required to sign an agreement for services
rendered? o o

. 3
-~ <

Familiarity with existing policies and procedures enables the final selectron of (bsource-ﬁersons

10 proceed with confldence and efflmency . ) i
* 1 . - . K

€ . N ‘ ¢ - . . .

Selectlng'ﬁ\e Resource Person .

/‘g Whether resource persons afe chosen as representatives of groups or orgamzatrons or selected
individuals, establish criteria to fit a variety of situations. This criteria should take into account
the degree to which the individual demonstrates:
ynmand, \
® An intention and ability to prepare for indicated events,
Does'the indifidual already have numerous obligations?
Did he/she respond enthusiastically to your-inquiry?
Is he/she noted for dependability?-

® An exnressed mterest in the area of vocationak education.
Hag the iridividual been involved prevrously jn vocational education personhel
development?

. & Anability to relate to a_\@frgy\l of disciplines and experiences. - -
{s he/she able to rdentrfy with the particular problems and needs of vocational edu-

. cators? .
e Knowledge and experience in specific content areas. ' -
« . Can the individual address the needs of vocatlonal educafors in a way that is Specrflc
and relevant? . .
v N ‘ ’ .

¢ ! . ) 1 &

- ‘ e}
Iy 4 ‘ i b
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® A capability for dealing with problems and issues, T - o

N Can the individual identify, clarify, and assess concepts and positions? *
N - s . N \ , 3
. ® A preference for $péaking assignments. .
-Or does he/she prefer to work in small group-discussjons? L
i -Jf the major responsibility of the resource person is to address a large aud:i_gnce, further con-.
Seder; e == L
) < . - . . . a A K
w - ® Is the individual a skilled, dynamic public speaker? -
] . . -
‘ ¢ Can a?ninority or female representative accorhplish your objectives?: B
. . ® What about geographical proximity?
In the final selection of a resource person: . © . :
. . ® Try to avoid choosirg an individual solely because of his/her status, since “status’ does
) " not guarantee that the ‘person will effectively respond to the needs of the organization’s
) personnel. ° . - = - s P : e T
. ® Select “backup persons’’ in case the first choice does not accept.
o - »-
» @ Avoid the extensive use of any one person, C
¢ Remember that if an inqividual agrees to participate in.a program and is not utjlized, he/she
' may lose interest. : .
. o . - N
, With“tQ&e selection of the resource person accomplished, establish the necessary contacts.
e Contacting Potential Resource Persons
r g | . N - o
) Establishing contacts in the businass, industry, and labor sector is a long‘term project. Can-
fidence building is as important an aspect in establishing contacts as is information dissemina;ion.
T In making the initial approach to an organization, the e&ucator’s_knowkedge of organizations
" and/or hi¥/her rapport with individuals within the organization plays a prominent role, His/her
firsthand knowledge might dictate, for example, whether the project ought to be approached -
] directly, presented:-in writing4xplored through a third party “insider,” or whether it would be
»- =2 - more productive q’nd,golitical to have an exploratory conversation. T —~

- ' =
&

Depending on the size and complexity of an organization, it is of frequent value to develop ~
an advocate within the organization who can assist in bringing the project to the attention Gf the -
right people and who can be expected to represent you wt accuracy and conviction. (A sample
contact log for use when contacting resource persons is inélu 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 be
reached, and the time frame of the presentation. Request the name and title of the person in busi-
ness, labor, or industry te contact and establish a working relationship with this representative for
present and future needs. A summary of infocmation to be given to resource persons includes: .
ik )

‘?'\;’ .- 154
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® Purpose of conference, speech, advisory committee, ete, -

® Location, date of meeting . ' ) , , .

T

OTypeoftaIk/help\desnred el .

® Number and type of participants ) , .

° Lehgt[g}gi titno ayaltable A . o .
. ® Copy-of ten’tative:program ' o
e Financial arrangerents agreed upon:

— Travel ”

— Per diem expenses - - ‘ . , .
" — Honorariim: ) - .

. " — How arid when payment will be made

— Paperwork required , - .
— Accommodation arrangements . o

® Request for a clearance release

.Ifyou intend to publish or disseminate a speaKer's presentataon -then make arrangements with
speaker look into clearance and/or permission procgedures, including: e

® |egal requirements I
® [nstitutional procedures .

® Contract restrictions o

® Clearance/permission procedures ., Y

Itis pamcular!y important to obtain tlearance if you plan to make video or aud(o tapes of
presentations or photograph resource persons. . | ‘

A sample clearance request Ietter along with a sample vosce and videotape release is mcluded
in Resource Materials. "

- * ' .

.

) -
Information to Be Prowded by Resource Persons.

-~ - ’

In addition to providing the resourte person with necessary mformatlon about the event, he/
she will need to supply the. fol!owmg data: .

A r s
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-
. N N »
.

o Date and time arriving/depa?tjr;g' )
‘e -Transportation arrangeruents' ’ g .
o Special-material/equipment needs-

. i;ape’r work néeded- = -  ~ ---— S (s N e
. ? Biographir:al materia) {if needed) ' ‘ . -

e Advance copy of speech (if ap;plicable)

)

® Agreement on the evaluatipn_input and feedbBack to the resource person
@ Permission of resource person for recor'_ding the presentation

® Appropriate biographical career information for introduction
= :::’:‘A L) x
N ©~ ® Any additional needs/expectations A .

Evaluation of Resource Persons
The effectiveness of resource persons should be evaluated as soon as possible after the pre-
sentation, The followmg questlons serve as gundehnes

<

® Was the resource person’s information useful?

o _Were his/her materials and presentation cléar, helpful relevant? Did they address SpBCIfIC
need?

“® Was the resource person prepared, organized, approachable?

# Were tachnicat aspects of the presentation easily understood?
B Resource persons should also be given a chance to evaluate the educational setting and their
“a experlence in nt. Questions they might answer mclude

“ o "Were the presentation setting and audlence size agreeebfe?

o
® Were there any factors that undercut the effectiveness of your i/isit?

-

“The educational institute should evaluate the management of the resource person program
ith an eye towards greater effectlveness and the weeding out of unsuccessful pamcnpants
eries might include:

] How often is the resource pool updated? . .-

®. How often are resource persoris used?

. ‘® At what stage of curriculum presentatlon can resource.persons be most effectively .
‘ scheduled? -

.
. -

- £/
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¢ By the advisory committee

¢ By the educator/administra

overall performance. Consider:

audience

o Effectiveness of presentatio

Sample Form

¥

your opinions concerning the usefu
velopmgnt program. ’

1. The presentation was:

a. Useful to me. .

0o’ ‘ b
Notat .
All

b. Relevant to me.

o O
Not at
Al '

A summary evaluation could be handled in several ways:
® By the coordinators of the resource persons program

The recommendation could be written in paragraph form simply rating

® Ability to generate interest in the to

%

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.

FAN

tor who actually requested the visit

- .
=
»

® Ability to perform in the particular educational setting

v
]

- 13

n -

o Ability to communicate useful information

‘A resource person’s file is necessary to eliminate the repeated use of ineffective speakers.

¢

-

-~

A sample form o assess the effectiveness of the resource person is given below:

Please respond to the following items by checking the appropriate box which best reflects
Iness and relevance of the resource persons in your staff de-

-

, Extremely
Useful —

4

O O 4 DO
<~ -Extremely

’ ’ Useful

the resource person’s

pic/skill even when coMed by a disinterested

@




- —T 'V : A @
- - - s Tt N .
I ° j— - < . 4:
2 i . . . I
2. ' The materials pjesented were: , = .*
' a. Usefultome.™ - ‘- ’ ) . f . : g
O .o O o O -
- e _ Notat e . Eg(tremely_ : .
e - Al . Useful .. °~ [ -~ ‘
i \ R ) o
’ b. Relevant to me. )
O AR I i . O .4
Not at” ” Extremely . i
All ., : Useful '
1 . - ) . -
- . .~ 3. The amount of time spent on the presentation was adequate for me.- ] ’
T O O -0 a O .
< Definitely . ’ Definitely ~
. No ! . Yes
4. The resource person was accessible.’ E o ; .
N : 7
o - O a - o - a. -7 .
-~ Definitely ) . Definitely .
. No . : Yes /
, . /
5. What other topics would you like to have the resource person discuss? N
“a.. . . S ’
) b. A / S
c “ = R ? A .
d - . }
e. ) L
s ) ~ ) Al ~ ’ e
= - - /
v Selected Referen}é's -

Thig part of the handbook section lists selected reference materials that pertain to theeffec-
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 particular service area. The likgary should be -
- helpful in identifying these. You are encouraged to add to this list. - -

il

' OS]
v A
. -

. ., ac— = . : S / AN -
_ Print Materials ) r - Ea B / s
Career Education Institute. Community Resource Guide, Final Report, Vol. IV. (é;vfsburg,
Pennsylvania: Central Susquehanna Intermediate Unit. (ND) (VT 102402) \
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s / ' . - 0
> «~ . . , ) - . - C e s hd R
™ ] < . . - . < -~
Bottoms, E. et al. Career Edqcatian Resource Guide. Morristown, New Jersey. General Learning
Corporation. 1972, . N ST :
Hoyt, K. et al. Career Education in the'High School, Chapter Twelve. Salt Lake City, Utah: .
Olympus Publishing Company. 1977 (VT 032 718). o . ) ;
- 1 - ~ . S * M . -
Institute for PublicAffairs Research. How to Use Community Resourceg: Portland, Oregon. . .
. Institute for Public Affairs Research, inc. (ND).(VT 103 066). e . . )
) _,‘Nogon, R. E.'Staff Development Proyra(n for_Promoting More Effective Use of Communjty
Resources in Career Education, Section IV. The Center for Vocational and Technical Educa- | .
. tion, The Ohio State University, Columbus, Ohio, 1974, A . i
: Tri-County 1.E.L. Council. Teachers’ Guide to Community Resourcés. East Peoria, lllinois: Tri- ~ ™*-
: , County Industry-Education-Labor Council. 1976, - ™, » E
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Aruitoxt provided by Eic:

-~ .RESOURCE MATERIALS

. . ©e ) . s - T ' R o (w
The sample materials illustrated in-this part are designed.to be adapted and used selectively as

your situation dictates. The purpose of these materials js to show a variety of standard forms,

in selecting and using resource persons. - -

-

-

List of lllustrations: -, ¥ )
. - € . -t °¢ $
o Contact Log Worksheet - .

® Sample Letterto Speaker .. -
' Sample ‘Resougce Person File System , * TE

® Sample Voice Release for Reproduction Farm

. letters, suggested pr&sedures, and other similar aids fhﬂfgvould be usegl to voBational educators
+ £ R -

v

) . ° * >
® Sample Video Tape Release Form .
L Q ! . . LY
] * i
- & Sample THE-You Letter
2 % - - - .
g ? . -
g . - 2 )
[ ':?7 * ) .
- . . 1 44
- s A
e AR -
k - € . "
3 . . - . '.‘
oo™ . L] : ¥
RO [ *
= 1 S -
~ ! .
R > P 3
- . .
- l j’
v i
‘\v >
» - . :
v - i
N ¥ - ]
- ) n ' \
1 - ¢ - ~
. T Y g . r
ot . , '
a . * £ . ~ {? e *
I ot 1 g
. ~ ~ . A ® k ~ - .
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L : ‘&F‘ {
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« _ - 4 N -
. - N, A . e & ‘ - - . :
. ) ) . ’ b }
- 4 . .
‘ - y CONTACT LOG i :
A . £ N x = Q‘ -
S LT & ~ - ’
. ® ?
. Rame: ‘ R S i Page of .
* - v
. 1.
te ” * N ¢ . i
. ) ) " ' N , o : , .
3 "Person “Contacted Nature of Information | Follow=-U ction Contact | B
ry ) (Record name,. title; | South/Provided- Required/Reminder Date
, address, telephone ‘ . Needed . .
Q ) number in' file) - - - -
-] " . 7 -
. s 5 e [‘ £ > » g - - & * /
«Q - , 2 , -~
s ) . J ‘ : s ) - J t o .
o . . . , . 4
=’ o a R Iy «
§ . . - - . ¢ - ‘ . . \ f V
- "- ) < - R - . 5 ﬁi r . { N - »
. @ B . . % ; - Y < . #
. - j N . o j : .
. . i . .
- > .
. - - ~ . oo . . H ]
. v s - - < -
t . S = R x
- , . . L. . . J
R . * . - . . Yy A .
' , TR v . :
LY
a s . - -
. b . - - i ' : —_ -
5 J g - v . b - ‘ Lo ® R - . " . o
:il : 1?‘ ' * ',*- : . s - *
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. '. N * > - r »
P W : . -
" - . N “x ‘ : \ -
i “ ' =
L N | “
3 * N ~ .
P
~ {- . . . ' »
. e .
. S
)
/ : o
; ¢
. T -
: . ‘
.
. ' [
. “ ot

- , & .
B N ¢ . . - 1 . i =T . -
& 4Date) o . ., "’ ¥, N N|
(§nside agdress) . . " A B
. ot L4 v * %*’ B : *
[ Y 4 - .
“Dear . ¢ : - .- - - ’
. = ° $

We wish to take tﬁisltime to acknowledge,the“iarticipation .
. T , . 4 :
| and contribution of { name ) of 'youf facGlty to the confer-
\_ &Ence entitled ( Eitle ) that was held at | ( name of insti-
. S W

tution ), ( date °). ) . o

>

- .
- . ¥ . . - - N

4 . h N ) .
.~ The major goal of this conference was to provide ~pur
| 3 ' 7’ : e ; "

( participants ) with a broade} scope of informatfon on

-

ol . YA .
( tdplq ). This goal was achieveéd with ( .name ) help. . " I ‘

& - . N . 4
- . s X - ) g ’ ¥ o =
B We appreciate the cooperation of the university administra-|- '
’ . - >
' .. 1. . St .
< ’}’tion in permlttlng ( name ) release timé, to participate in .
i ™ ) _' * ) . il - . . .
. this professional development activity. . o
’ . o v “ "y
3 . f " ? . . Q * ‘. ]
' L _Sincerely, T o ) |
* , ’ L . |
' ’ /
il . . - . ' . . < + ; - . ¥
' R s { Name )
.. + . . Program Pirector = - o .
- ¥ - - . | P}
i -~ ' : . ' ’ LT -
et - ¢ - ! s -
. , £ * P
: ’ ’ v l; * .w
b . . I . ’ .
- } ‘. . s -
. .-, Sample Letter to Speaker .0 .
; ‘ S 16i -
e e ' R 87 . | o
) B : ! oL oo X
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[ } < . y £}
. l- £ - :\ % 4
NOTE: A filing system may be organized by topic areas, cross .
referenced or alphabetically , .
(front) .- L .
4 Resource Persons' .
R Name: ! )
. Organization: . Title:
® » - kY
S Office: - . A " .
. ‘e .
" ¥ " Address- . . - . ’
. ' Phone- . ’ ' i N
' Home: . o . : o
Address- : . . . i
: - Phone- ] . “ ‘ .
- . ’ < 4 - h -
: ' : : ' . __(back) .

-~ A » L
: Expertise: ) .,.\n Comments: . N R

H
4 -
- ’
. R - ) .

3 Al -
. - Id n . - :‘
- . ¢ | Recommended by: - L i .
] ~ ot ~ = ' o s ]
{ v . . o I ] YL

.

Date' and occasions used: . ‘
i , i

4 .

¥ g . - -
_ . ’ 'Av'aﬂabﬂity (Preference) . ) . . \,\)\

‘
.
A .
. .
4 7 7 b v
N ¢
. « -
i . ‘ > s :/
. . - N s
B N
. . + . . v =
.
< \ .
= ‘e * a L
. &= . .
- . \
N - ‘ - ’ A .-
’ . « . ’
- - ! - R
. . -
R 1 4 ‘ 220" W -
A . ¢
h - -
. . . s -
' . a .
had . T ' . .
» .
N = + ’
“

.
. g

’ o T e ﬁample Resburce f’erson File System L.
‘ - x : . . . hd

] ’ " A 3 @ \,.;—\ \ LN
- R Q 1 . -
- ; ~ B .
r, 163 18 ] , , .
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I; the und%rsigned, do hereby grant
on magnetic tapes, recording discs, and/or mag-

VbICE RELEASE FOR REPRODUCTION

a,,.

petfzﬁ%“pe\cassettes the Finished voice recording
- - made on’
Name - ‘
legitimate use (department titley may deem proper
for advertising or educational or commerical

interest I may have in the finished*voice recording, < 7

University, permission to reprodgce

Date.

' purposes or for the purpose of tra
I relinquish and give all right, title, and

of their assignees.

- to, any

copies, and facsimiles-of that recording, and

further grant.the right to dgive, sell, transfer,

and exhibit those recordings and facSimiles thereofh
<

.
A 3

Further,

’

1

—r
by

~

\ F

ol

~
.

v

/
9hte_

~
.

to any responsible individual,. business firm,
broadcast studio, or recording.studio, or to any

’
.

t

J.
-
o
.
* Al
. .
) .
R
.
— . J
.
t =




> T

¥

"’ Date , Permission. granted by
.« - - . -

~N ~ .

s e, VIDEO TAPj RELEASE .

I, the under51gned, do hereby grant (name of
verszty), permission to put-finished photo— .

graphs 'of (date),. (name), to any legitimate.use

( -) may deem proper for Advertising

or Bducation or Commercial -purposes or for the . .

purpose of*Trade. Further, I relinquish and

give all right, title and interest I may have

in the finished pictures, negatives, reproductions,

and copies of the original prlnts and negatives

and further grant the right to give, sell,

transfer, and'exhibit the ﬁegatives, original

o

-

€0
any requn51ble ‘individual, bu51ness firm, or
" publication, or to any of their assignees.

s - —

- - R4 - - »
- %‘3#

) Y

o Signature

.d’

/ - : . J
Y ) = . .' e .’3 P -
Ao B \ 2 -
N &= - v
* - ‘ t ! "
. S , N
+ I/
. . g
. »
‘ v . ,0 _ ¢t = . a . “ _ ;}
Sample Video Tape Release Forii .
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A et
(Lefterhgad)_ i )
: {Date) - - - o '
_ bInside address) N ’
' Dear . - : ‘ - .

+ " furnish, that you could brlng alon Please

w

Y .. . -

" Your w1lllngness to partlclpate as a
resource person at our institutign is most -
apprec1ated Without your cooperation, this
phase of our (class, progect, etc.) would not .
be p0331ble. . .
L3 * . .
The object of these se581ons is to provide
our (audience) with a broader scope of informa-
.. tion on (subject area): We hope to achieve .
-ﬁthms with your help. )

g +

. Our .group is 1nterested in harmg about
(subject area) which you may want to cover. ~ .

. Your company may have Some materlals,\such
as booklets, leaflets, etc., whlch they would

feel free to bring along any tools ay other

materials which you work with. to dié$play during K

your talk which should last (time), ollowed

by a dlscu831on and answerx period. ¢
We would like for_you ta meet with (name)

on (date) at (time).

- r

. Y . -
. Thank youryery much for your willingness g .
. to participate’ in our (title). We will be 4’7

looking forward to seeing you.

: <. " Yours truly, - g
\ ,/l N . [ ’ . -
L r . ° - ¢
o - . ) . . ! b
. . (Name) ' .
- " Workshop Director . '

, A ‘Sample Thank-You Letter . e " f

‘” . 166 . ’ ] S :




A - . " CHAPTERS = ' . - K
v LR . ~ ‘ . b R . . .
£ SITE VISITS e . ;
Arranged with Business, Industry, agﬂ Labor - : ’

-
’ v

. . Introduction . . o
Rationale : ) . - T
John Dewey’s concept of "learning by doing” is a basic ter{et that is applied by vocatiorel

educators. Yet it is often true that the community resources of business, industry, and labor are not
adequately made a part of the educational process for hoth students gngf teaghers. Site visits or field
. trips offer visual and “hands-on" learning experiences that suppleméritthe-classroom learning activi-
, ties. M : A o L 3

P’ el >

.
* *

. . .
: e . - v »
' - ' - . - - : .
. . A

. 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 x
current-information. Such visits also allow students to explere possible career ingernship experiences
or future employment. Such visits help broaden the perspective of participants regarding the type. °
,of work done in various occupations, as well 4s help update specific joh information.

. ~ .
. 9 -~ - (.
. - 1 + -
° . . . .

L ’ .. - P]apning < *

. 8 - i

" Determine Needs an'c;\)hjec'.tiva'of Par,gicibénts . "

A visit is time weli spent if it meets the specific needs of part'néu!arsgroups or.individuals. Needs
and objectives of faculty, staff, and students may be met through site visit experiences that include:

-
* ~

1 S
* -

f 2
Y

® [nterviewing, interacting, exchanging ideas

. Exanyinin‘g‘company forms

¢ Examining emﬁloymer‘mt pracgjces, management pracedures, trainirlg( programs, policies

»

® Examining new industrial processes and developments or, specific processes and dEVelopments

bl
“

* Expetiencing real life situations not available in the institutiorr., | «




— e o == > %

. ’ T, ~ -
_. ! ' B * - *
’ .- - L] N hd ’ ' . .
< croo e ‘ . - . )
’ * & Updating knowledge about changes, new job requirements in your specialty field ;
- : - h
"~ ® Obtaining information about organizatioh structures ' _ , )
Dtainir . .
\ _ . & .Observing work environment, facilities, interactions 1 ) _
~ S : S . . S a
h ¢ Opening commupication to future placements, to achieve a pasitive public: relations image
e Clarifying particular information or stimulating further research
) i , ‘ q . - 5
. ldentify- Poténtial Sites .
2 ' .

Site selection should be'based primarily orr edugational objectives. Information gathered about
- sites should-include a description of the facilities, operation, activities, personnel available, length of
visit, and the time .available. An active, systematic file of possible sites aids in organizing visits.
Card files have proven to be a useful tool in organizing and retrieving-needed information. Informa-

tion to be collected includes: oo .
® ‘Subject area Lo " @ Number of visitors permitted
¢ Dateof contact  ° : ® Amount of lead time required  *
® Name/address/phone of organization - i o Experiences available : ' \
¢ Contact person, e Instructional materials availaﬁlg - J
/ ) R \\_.. . ' N . '
) - - - - . - * 2,
. Determine Institution/Department . '

. ‘ <
P -

. Policies and Procedures
. c - . . ) # Lo
_+ _>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 sources

shouldbe examined: - . . . . o
: ‘ Departrqént/institut ion budget o ‘Outside organizations ' , ’
. - Oiiﬁjérticipants ' . _® Sharingcosts . S
. }b - ® Industry/business/labor R . o l L ‘
oﬁ Clearanoe;. lnv‘estigate and obtain needed in‘stituti'ongl clearances. - ' Lo s

Lo [ . YA .’_ ' " .
- Travel, Détenpin'e method and cost of travel, and the institution’s restrictions and liability.

*

- %

Safety. Be gware of the reduirerﬁents of t,hequéup‘ational Safety and Health Act (OSHA). , -
Visitors may be asked'to follow safety rules.and/or precautions.such as wearing earplugs in high L
. "+, decibel areas, wearing safety glasses, wearing helmets, or wearing safety shoes, . '

13
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o’, " . T
. : < N 1
o . “ Planning Steps Checklist . e
. O Develop and maintain site visit resource file ' ) :
i 0O List needs ofpotential visit participants .. R
' (0 Listobjectives of visit = * B
% .. CL.
- O Determide sources of funding L
L4 “ ° ) . ‘ L3
0O Inforni interested potentia participants a/bout.visit
° ' » w ’ & + " )
O  Investigate-and obtain needed clearances ' _ , . '
* 3 . Investigate safety requirements . .o . .
. Determine essential informaiton for potential site visit
- .. 03 Developlist of participants .
O Determine size of participant group : N
’ » . v . " . ’ ° -
# ] ‘ -
implementing . -,
Sslect Site . ’ . ‘ v
Select the site that best meets the need of the individual or group and that fits distance and \
time lifnitations, There are various types of site visits that can be adapted and scheduled to meet -
the needs of the participan;,s. The following list identifies some of the ways site visits can be
) organized: . ., - . . ’
o0 Co : . - ; *
- e Visits to large industries in a number of states, perhaps planned in cgoperaltion‘wit'h state
iations-or-other-appropriate-sources """ ", " T , L D
~ ) e Visits within the local community invols}ing business, in,dus;ry’, and labor ﬁ’ <
- * - . . . o1 ’ -
*_ Visits planned with the help of area industry-education councils .- !
e Visit_s within the educational institution itself or another edugational agency
¢ . } . . , c o, ~ X . . B
e Makg Necessary Arrangem : : . . 3
’ i ! s :
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. ;
) »  Contaét host by telephone and follow-up letter - : C ‘
. ¢- Obtain basic information about the host ) .




R - ® Praview the tgu'r when b!anning for a group

’

Obtain packets oj infor'mative materials about the site for the participants

'
o

Discuss availabili y of resource materials for pamclpants , K

-~

L Arrange accommodatnops if visi€Ts Ic longer than one day ' Thdas
Have altennatlve plans available if problems should arlse ) .
" - - ’ 3 s

I
‘e

. + & Arrange visit itiherary

e

Obtain clearance from the host for photography, interviews, and QUbllCItY o ‘

. R K —_—

Discuss travehng, meals parkmg aspects, and related costs

Check on insurance coverage and safety precautipns

Send folldw-qp letter confirming details of trip

s ! ’ o

Conduct the Visit ~  * - 7 : i

-

¢

Upon arrival, ‘Check in with appropriate contact person at the site. An onentatIOn by the site
* host WIII usually be given. .

M/d visit. Experience has shown the desirability of a mld-wSIt conference with the department
representative and site host to determine the reactions of the participants to that point. If B o
necessary, correct or revise the remainder of the itinerary keepmg the educational objectives in
mind. L
" Conclusion of visit. Each participant or group should meet wuh the department representative nt
and other persons who have been lnvolved with this visit for a final evaluation before retummg
S home. i .

B S 3 = ~
34 »

3 , Follow-up to the Visit .

-

The following activitfes should oceur after the visit: N
lA thank-you note should be’ wrltten to the host by the visit codrdinato/r-and/or participants. .

) If the host has given consent materlal pubhcmng the trip. should be submstted to the
media. PEER B . * ,

-

o |f thisis a trip for course credit, previously agreed upon reports or follow-up activities *
should be deveioped . —

-
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Evaluation of tha Visit .

.

The following items should be-considered in evaluation'6f the visit:

® Get evélﬁation 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.

>

Y

Implementation Steps Checklist

-

L]

Y, O  Select site ) - - .

[J Contact host . ) -

. [0 Setdate ) ’ .
- 03 Make travel arrangements

. CJ Preview toyr * ) ‘

03 Arrange accoNgmodations if longer than one day ‘.

- ’ . o . \

03 Setupitinerary - ) ) 1 i S s .
. : ) . ’ - r

0O Send follow-up letter to.confirm arrangements . 7 f R

CJ_ Conduet the visit* i — : ~ -

.LJ  Send thank-you letter to host - . o 7 T i
. [J  Evaluate the site visit experience in terms of the edhcationafrobjeétives ~ ‘ .

L . . ) N " n Lo B -
C o= , .+ Selected References . . ' .

This part of the*handbook section lists selected.reference materials that pertain to the effective
use'of site visits. In addition to these materials, each sérvice area has a multitude of organizatiens_
and publications that are related to that particular service area. The library should be helpful in
idgntifying these. You are‘encouraged to add to this ist. . v . -

,—
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_The example mategials 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 stﬁndard forms,
letters, suggested procedures, and othea: similar aids that would be uséfy) to vocational educators.
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T . ’ Phone . A SN
4 . Contact Person
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.. - - " Time re§uired.for RACAL> Yt : N

< 3 — . . -
s b \ . Expenses avaﬂable L ‘ N .1 -
. . < - 8 ~ - : ' -

’ ‘ .

A rulext provided by enc




C I

s

%

"

s

=z

N

Covisit, - 5 .

v

(Date) ' . T .o L,

(1ns1de address) ;.'. . LN .

Dear : . -0 P

-~

-The Vocational ‘Edugation Department at (name) University. WiTF be .
*sponsoring an ‘industrial tour for vocationai teachers this sunmgr. .
The goa] of this effdrt s to famﬂiarfze 1n service feachers a-nd
“ university facu]ty members with modern managefrent and mnufacturfng
techniques within specffic departments The Tong range objective of,
" “this ﬁsitatmn is to foster closer vocatwna] tieg with the prfvate

sector, »
4

- kY

* . ) Z . . P
As a follow-up tp our recent telephone conversation of, a veek ago

the following schedule fs the agreed upon itinerary for the day of our’

8 .
He apprécfate your interest, and wHHngness to participate in tj1e \
vfsftatidn, and 1ook forward to meeting with you on (date)' If yau have

.

Sincerely N

. Ce &,
_ (name) . .
) . Chairperson .

a

y:

s
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~ L] - ' . N " ’ ! ¥,
) = . (Pate) . =Y L \ = . ] i '
.~ . . .. \ ’ ~
/ ' (Inside address) oL, A .
2 . 4 . . . ° $
L . . . N ) ’ , - Lo ) ) oo,
J - e fear. : - . . \
R -1 - ‘a . M L £
P - On (date), faculty. members of the Vocat1ona1 Teacher Education . ¥

= -

.o 1 artnent oﬂ {name) Universaty visited yQuP p}ant to tour thei o .
7 facnity and-observe new manufacturing techniques.\ We wish to > »
. ’ acknowledge the cooperation of (name) of your company vwho acted as ’ .

- -~ =T our host..”’l’he experfences he p‘rbvfded—ro the parﬁtfpants’vere very - e

M

[ - benefzcia‘l “and the visit was an enjoyable experience Jor all. T

. : ‘ Ke appreciate the cooperation of the management in giving us o - <’
- , . . .

. *"’;‘ your time and effort. ‘Thank you for your support. . - . '

. s p,#° ) . i . \ N
) . . . v Sincerely, . . .
1] T ° “. -7 . ’ - R - ] - ) i kJ
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B B PARTICIPANT EVALUATION OF vISIT =~ ,

.
.
. & i

. :,71‘.¢ Name of Blﬁnessz o ) _ . - ‘u ,‘( .. ) ‘ . ¥

. _ 2. Date held: L 2 : L I i

g

. 3. Have you received all necessary documentatip‘n prior to yi.sft?'. .
, .. . —, Yes <. . Ho - : . X R . .
N . 3 N , P . . ' . . - )
1. ~, " Cosments: . ) S ':'%J ,
- ' N o - - ’ . . N .
v« . R = - ! : . . §
s o Te ot 4 L. R i . . : . . - . .
i - v . i S . .., * R . . -“ *
« 4. fow well waslhis visit organizedy s , . ..
< _ __Very well. a "_we'll Y __ not well
. C . 5..Were the objegti'ves for this visit understood by you? -
0. )-. -, " —Yes' J L e e : - :
s = " 6. How well has this wisit helped you achieve your set objectives? N :
‘ . __Very well . _well . T __notwell | o ,
Q; ‘ - . ' * ’x ’
’ 7. List below the strong points and weak points of I;his visit: -~ .
. - ‘ . N S . i T ,
STRONG POINTS - WEAK POINTS . .
‘.‘. ‘ . 4 ‘1 . ' l.," . . . -
s . , - £ @ .
.i - 4 w , . - . . 3 15 & .
') - - » - ;{ ) ) , ~* . . w ¢ ;‘; kS ) ,

2 .- . ~ e \‘ R s . ) _‘( ) - N
L, ‘ 8. Did you have an oppoktunity to iateract with company personnel? HIB B ¢
e t 3 " * . ! . - . . \.1. * ' I .

o - v . Yes &_ Ho D s .

AR B % 9.. Has enough time allowed for this visit? __Yesi __ _Ho- - ,(
‘ 10. What are your }ecqmendat'lbns for futureuse of such a yisit? C "

'
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. A M. Additfonal Comments *({f necessary) T ) ‘
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B RESOURCE DEVELOPMENT - SR w o
"~ ' Support from Business, Indystry, and Labor S IR

Introduction

Rationale .- , ‘ S

‘

. ment, requires program support. Ipflation, government mandates, and decreased or status-quo_
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.

-

a Staff development, asgvell as the other dimensions of educational administration and manage-

J v« .

]’6 ensure the contjnuity and/or relevance of staff development; the prograf director must

enlist monetary support from other sources. The success of this effort may depend upon the

director's knowledge of and ability to contact organizations.which could-provide this support.
. = _ LY v » M .- ’ ‘ -

P

. ’Béneffts -, Y A

— - N ~ v

g -

-

The benefits of external program support can be in the form of-grants, féllowships, sch@lar— \
ships, awards, endowments, loans, donations of time and services, and donations of teaching Jsaids, '

* materials and equipment. & = . , -7

[y

3 M -

DI | addition.to these firfa‘ncial kinds of support, oth,ér benefits are possible-such as:
Lot Y . ) . . i
-, -~ ‘e Establishing valuabfe communicatiof links . '
v ¢ -

< . . P »
Fl s 2

-

. ® Initiating possible personnel exchag)ges T IR A
. T i = . - . . L, -
* @ Locating work stations for interhships- ® - - A . S L )

. Finaing job  opportunities for graduates © ) v

a The cooperating organizat.ion also benefits in the supporting role. Such benefits include: *
PN - ) ¥ '. = ] - - - . ‘ E \ ] .

. = .. e/Adirectinvestment in the educatignal process - N L , e .
’ 4 ‘g - - ‘ N - * L ) - -

“A charitable tax deduction ‘. o . : -

LA
[ ]

! ! ‘s ;: N R £ ’ ] . . ‘. .
Possibile employee recruitment - . =00

,,
®

o . ' ¢ .
" ® Possible advisory committee participation ’ ’ NN

b . =
. ‘ % .
. ol . £ v
M - . ., . l 8 Q A 3 R . . s hd ¢
H; ‘ ] ’ . . 7 17 :g . Y . ” ot
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. ’ s Planning for Resource Development _
PR . » \ - s ‘e . - » .“, _ . ) - ) R - P . ) - .
T Analyze the Staff Development Program .- - - o g
[ .-

An analysis of the staff development program is ngeded in terms of the support required for -
successful implernentation and/or continuation. This support myst be considered in the brgadest
cantext and will include:  + ~ T ol e

E ’
» s - - -

TR o e Human resourcgs—administrative, instructional,.supporting staff, resour,ce‘persqns, .
. . o Financial resourtes R ., T
. A . "}, ; ) ) L. " -
o Facilities and équipﬁ;ent—buﬂding/s, classroo S, dgpn‘straﬁon areas, furniture, instruc-
.+ - tionalequipment .. S s ey .. , Ty,
) 'Supplies/materiafs-—visual‘aids, curriculum materials, office supplies “ e
g \ » s . - Y . .
! N R { Y
© . Assess the Adequacy of the Available Ressurces - . -
Lo e = - . : -t * . . N . - . :
Assess the adeguacy of ava_ij, le resources needed to implement and maintain the staff - __ __
) development program. A work brédkdown chart will be useful in highlighting the resgurces re-
. . quired for each task, subtask and .ctiv’ity. P ' P * L @ .
., R ) . i N . —‘x . . . . ' L~ 3 ¢ PR
- ) A Gantt chart or similar. time kine will supplement the work breakdown chart and help deal .
) with the essential element of time, Samples of a work 'breakdown chart ang a Gantt chart are .
- "located in the Resource Materials sedtion of this chapter. - o . )
R Y - - " - . -
- ’ ° : ’ ' M PANE » X ® foa * 4 -
. Project the Need for Additiona| Resour - = : &' .
. ~ ¢ and lnitiate‘Plannigg . . . : )

The need for and the nature of additiofal program.support becomes apparent after,comparing
o resource needs with those that are reaWily ayailable. The gap between projected needs and
‘ - "on hand resources” is the additional support\needed. ., .- ° Lo o
The plan 8 resource development will be\more effective and will lend itself to concrete
evaluation if it is built around goals and objectives that are written irf measurable terms. While a gaal
is 4 statefnent of broad intent that is timeless, a rable objective lists the degired actomplish-

i

ments to be'reached within a given period of time\ These kinds of objectives contribute to greater .
understanding of the total plan and also automati Ihffﬁ'ovide the gyaluation criteria. -
- Correspondence with advisory c6uncils or Support coordinators at |m‘i|‘ar instftutiqns will*
»+ provide information helpful in the planning process such as: . SR .
. 1 . 3 ) ' ; ’ ' . N _ b
C. ® How broad is the institution’s voluntary support? ) - . '.,{ s d
o What is the relationship between the institution and the#ocal community? .. L .
o f&‘Which co}npaﬁie,s are the most pjrominent contributors to program suppgrt. , Lt
Q’. ; k ’\ ..' . . A“‘ - , .;} . \ : .
o ‘ o g S y . , .
< T, ' ’ |
- M 180 ﬁk : |
. . X i . 1 1 8:4 .
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) ¥ - - B ' L ]
v 4 . . . ,
o s the alumni asociation well otganized? ’ ' .
. . -
. @ Arethe trustees financially commlt,ted to the lnstltutlon? ¢« “ v W
» ? 7A" ~ ! s
. . Does the institution report on ttsstewardshlp of the resources entrusted to it?
’ . .y N 7 , ~

R B \ - T . . )
’ . ¢
- s -

l.otme the Additional Resources .

Location of addltloﬁal program support will be augmented through the formation of an ad-
visory committee. Existing department advrsory compmittees mrght be utilized to_help enlist pro-
gram support or an ad hoc committee might be orgdnized to alo‘ in planning for and securingpro-
gram support. S, , . ; .
An adv}éory committee could assist byf ' o

. -

] ldentlfymgd\s_t\rategles for building support in t’ne busune&s, mdustry, and labor communltyt

* Encouraglng busmess and mdustrles to help provnde support

¥ - ' [
et et e _ww g i= - mee e - R

] Asrstmg in the ldentrhdatlonof potentlal contnbutors ¢ o ) B
e Reviewing program support plans- ‘\' - ) oL
' " .® Makmg suggestlons for lmplementlng and/or |mp1'0vmg program support ’
{
Other altematwes for locatlng addltlonal program support are: B
£ v
° Labor unions—trade unions; The Amerlcan Federatlon of State;&ounty ana‘ Mumcgpal
. Employees craft unions - . , p
_ ° Assocratrons-Amerlcan Associationi of Communlty and Junjor. Colleges, American Socrety
. &  for Training and Development; Business-Industry Advaso ouncils, Nati ional Association
for Industry-Educatign Coopératlon Nationgl Association of Labor Educgtlon and Research.
Collaboration; The National Alliance of Businessmen, National Associatioh of Women Busi-
. néss Owniers; Council for Occupational Educatlon Natfonal Maripower lnstltute National
Association of Manufacturers . - . ) .t
. ) . ¢ ‘ ’ . E - ° S, A N 's +
. : . . ¢ - : : e ‘e
‘Devel Plan of Action .. L -

P

‘ v . b

The followmg plan of.actwn reﬂects an apizleq/to business, mdustry, labor for suppor’t

Dlssemlnate pmyﬁm support pro/ect descflpt/an Effective confact wrth arl‘d use,of the news
medla is part of any promgtlonal activity. CommunityProgram support development isno excep— -
. tion. Obtaln clearance. for any-press releases or photographs P

' - : ‘ ¢ ‘r. ’ . ‘ =
Potentlalaudrenees include: . o ' ' ’
. i .
) State/lomFChambersof Commerce le . ) -
. N L »
e Existing advrsory commlttees .0 . : HE
- 1 Q t: ’ \
v - ~r 3 . &
i ! ‘ . . 181 -, . o,
’ 3 - 1 ‘\ '
- ‘ * y

»

-




.- . ’ g b . ‘
® In-school or on-campus fund raising activities - . o
* Business office regulations , L ' .

“ - e »
-

_ 5 the plan practical in view of local consrderat/ons? Be sure that the plans for obtaining
) program support are appropriate in view of current presures on the insﬂtutﬁn ] pohcy making
board and the administration. . . ) .

* ) b

— - ‘
-
Q .

. Such local situations could inciude possihle board and administration concern Bver; e
; - L e Raclal desegregatlon _' ’, “ L .Needto;redu_ce programs- - h iy
B Ellmlnatlon of buas,j o Taxlévies - . - !
iv ' o Need to reduce}\f’}g ' . '_ , . ‘ . '

s there enough ttme? The |mplementat|on of plans for program support may requrre the
approval of speclalx\:ommrttees of the policy board Est’abhsh a sehedule which prowdes adequate

. time for: . ] . > L. < o ®
. Goadcommitteepresentations ‘. . . __ "~ - - " L
. /. ) Contact:rvi'th individual board mmeers co . T o d
. i o Preﬁntation to apprabriate central office decision-makers ) o
d= . ° Preparatlon ofpropos:ls* ' ' o ( ' -' . ‘-§: A “'
‘: " ° ‘Developmentofevaluatlon criteria * . % L o W
{ o Does the plan set a precetient? If the plan t':r obtaining program support contains elements o

that are new, it will be necessary to study thg rmphcatrons in, terms of the 6peratjon of the institu-
tion. Is the plan likely to set a legal précedent? Will the'plan bring about accounting problems
for the business office or employee problems for the personnel office? lf a siilar plan has béen *

Y

* - used elsewhere, itsnay be possible to learn from the exper:ence of others - T e

L4 » L

’

Encourage thetr contrlbutlon? to the planmng process via cegularly scheduled megtings. ‘ .

, .

Penodlc memos will, u&date the responsible persons on the current status of the plan.

. . .
0, - ‘3 . ¢

' .. N “. ) ' J T, . . A
- .n T : Assessing Impact ' . ‘ .
L " .Review theijeotives ofthe Plan . Q\ \ C, HE .
. s v - . . - e .
’ . As suggested i in the planning sectron of this chapter the plan for resource development .

will be more effective and will lend itself to concrete evaluation if.it is bui{t around goals and ob-
jectives that are written in measurable terms. The ebjectives automatrcally become the criteria by

whtcharealrstrcasassmen can be made. T N ‘ . PR

» - v
- -
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. LS - ) . . . ¢ i . ? ‘ r ('
- @ ‘Business and industry societies - : N
@ Local civic service clubs Y ' by .
-« «. o State/local unions - . L. , o R o4 p . RIS
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The successful implementation of pIans will be the most dtfflcult aspect of obtanmng program .
suppoxt. Certain essential components should be considered so that the planning process wnll N

ro achreve thedeslred results. The followmg questlons should be answered
. Is. the plan cans:stent with institutional palicy and/or pro‘cedures? Personnel development

functions are not independent flfom the ope{ajuon of the institution. Consistency of poﬁm and

practice must be maintained. Study the practices and procedures handbook of the iristitution’s .
. pohgy board. Check with appropriate central office personnel or with the pohcy board secretary.

State-and féderal regulatrons may nekd to be considered as well. & . .
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Review'thesg objéctives 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-
port effprt W|th the objeSclves Interpret the results and r'ewse the plan as required.
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"Selected References )
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Thus part of the handbook sectuon lists selected reference materials that pertaiff to the effective
development of resources. In addition to these mater@s each service area has a multitude of -
.Y organlzatlons and publications that are related to that particular service area. The llbrary shOuld
be helpful in ldentlfylng tHese. You are encouraged to, add to this list.
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Print Materials . I
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m.r%’s 1979. . . -
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Conference Board, Inc., 845 Thll‘d Avenue, N, Y N. Y 10022. o iy
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Cook D. L. Educatlonal Pro/ect Managem‘gnt Columbus Ohio: 4pharlesE Mernll 1971.

Derfner C, "City Hall. An Important Resource for Your Organlzatron "The Grantmanshlp Center
News, Vol 2, No. 5, Los Angeles, California.

’

Dermer, J. How to Write Successfu[ Foundatlon Preseritations. New York, N.Y. Publtc Serv:ce
“Materials Center, 355 Lexington Avenue 10017, 1974
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. Evens R N. and others, Assessmg'}'ocat:onal Education Regea‘Fch and Development,

Natybna'q
Academy of Sc1ence Washington, D.C.; 1976. . Ma T, .
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.Federal, Reglsta, Vol. 41, No. 73, Apr|l14 1974. - -, . .

A éeneral Revenue Shariftg. Influencing Local- udgets A Citizens.Action Guide.” Avaxlable from
ot ’ the Center for Community Change 100 isconsin Ave., N.W., Washington, Qx‘ﬁ’ 20007.
o #::5 ) lndustry Cooperatnon Sparks Graph:c Arts Curnculum.Amencan Vocat:dna/ Joumﬂ 1976, \'fjol
* \ 51.No.7,p. 69 . .
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52, No. 1, January 1677..3840, ' - .
Renetzky, A. and Schlachter, Directory of. /nternsh/ps Work Experience Programs and On- the Job .
Training Opportunities, 1st edition. . ,
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Lehigh University

a, \\ . B

Se;king Scholarship Money from Business/Industry

BENEFITS AND ROLE DF LOCAL BUSIENS&{INDUSTRY

Early Recruitment

. Career Education - OR J. . F.
. -, 'WHAT'S IN IT FOR ME? - .
’ .7 . ~ o o
FINQNCIAL COOPERATION P " RECRUITMENT COOPERATION . WORK EXPERIENCE éOOgBRATION - s

i

Since Lehigh University
5 a state subsidy for

vocational teacher education as do the
three state related institutions, the
¢ost per.college credit is much higher
at Lehigh. Potential vocational teach-
ers,who cannot usually afford the higher
cost, are forced either to drive long
‘distances to take credits at one of . tha
other institutions or to abandon their -
efforts at teacher preparation. Because’
the early recruitment program is .
atteppting to attract local perschnel,
many,of whom have full-time'jobs and are
not ready or able to make a full cotmit-
ment to teaching, reasonably priced
gourses at Lehigh are a necessity.
Throtg!f the Joint.Investment in the
Future (JIF) Program, Lehigh is seeking
scholarship monex‘from business/industry
which will help bring the cost of
college courses in line with what
potential tegchers can afford. - The
benefits to business/industry from.the
JIF Prog:am include archaritable tax
deductioén; a real involyement fn~local
education at both “the college and voca-

ional high school level, and potentially

ighly quilified teachers who will pro-
vide the nceded workers of the fucure.

-

'

‘essential because they’ may be in the

_ knowledge and motivation.

.« .The involvement of busineshs/
industrial personnel in reéruitment is

best position to identify potential
teachers, who have the necessary skills,
Cooperation
can range from simple encouragement
to complete finanding of the employeds
teacher educatdon program either through
JIF or by other arrangements. In some
cases this involvement may force a
hard decision,between keeping a good
employee on the job and encouraging him
to explore teaching."ﬂoueVer, the
effect of ofie good cmployee can be
multiplied many times ,if_hé oxr ghe
becomes a highly motivated and compe-
tent teacher able to produce highly
motivated and competfnt graduates of .
dur loral vocational' schools, That . .
teacher will be im a position to bless
his former employer many times over
by providing top graduates trained
to the needs of the employer. L4

& pan

-

N

In those instances when a recent
| AVTS or.Community College graduate
demonstrates the motivation to become °

| 8 teacher,’ bug lacks the necessary

trade experience’ local industry is in

Ia’ position to provide it. This experlenée

will need to be comprehensive and .y
attainable within several years so

that tradg, competency can be certified
and the individual can begin teaching
withouf undue delay. Again, the
bencfit from this type of cooperation

is obvious. 1f, the individual progresses
and betomes a successful teacher, the
employer recéives all of the benefits
described aboye and for a greatér
number of years. If the individual -
decides in favor of'a business/industrial
career with the employer, a valusable ~
employee has been gaimed. In either
cage, the employée carries.his own -
weight during his’employment.

- ‘A " ‘ -
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A o . . CHAPTER10 A ; :
* “EVALUATING THE STAFF DEVELOPMENT PROGRAM

»
3 .-

1 <l

‘ . 41 _ . Introduction

/ . Pressure on edui:ational institutions to evaluate their programs Is increasing. Diiminishing
resources and the demand for accountability have brought a renewed interest in determining the
success of various programs in relation to their purposes. ’ .

- €
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 téquyers will continue to maintain a financial

commitment to the institution:
$ . - B
Adequate evaluation does not‘occur by chance; it must be planned for. This chap®er provides
information that will assist the program managér in planning for the evaluation of the total staff
development plan. < .

-

'

Evaluation~What Is It? y
Evaluation is the process of determining the effectiveness of g program or an instructional unit

$o that dedisions can be made to bring about improvement. While.most educational research is not

“designed for day-to-day decision making, program evaluation can'be a helpful tool to assist the

educator in studying program effectiveness, L '

R

r
-

Evaluation is a continuous process and is an integral part_of a program. Evaluation occurs
before the program plan begjns, during the implementation of the plan, and after the plan is com-

pteted. Evaluation cannot exist as a separate entity. ¢ . .
K 7 \- /- .

* .

L4

Evaluation-_-Why lg {s Neeessary;?

Evaluation shélild be looked upon as a tool that is necessary to ascertain the value of the pro-

gram at different points in time. Feadback from threa areas: needs assessment, program objectives

. and program activitles should bg continuous. t

- Evalauation wil[g%grmine whether the program Is accomblishfng the objectives for which it .
éht

was designed. It will idféhtify strengths and 'weaknesses of thé program soon enough that appro- v

priaté revisions can bé made. Evaluation will determine whether the program benefits justify the &
cost. An informétion base will be established for use by administrators and policy board membérs
in making decisions affecting the program. * ° - :

e

- -~

'
.

. . - - .-
’ N
« f.
“ . - .
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~ . * .
i
.

T
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' oo . ' ) B
There are additional reasons for program evaluation. The results can be used to.reinforce
public support for the ptogram and to provide a feelmg-of satisfaction an accorﬂbltshment for
the partncupants. - . . ;
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
{l_ ., benefit from corrective actnoﬁ‘rf\necessary L . .
"'f/ v - ‘ ) - - 3 P

. .
Before an evaluation method,is chosen or & specific 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
y answer the question. Who needs what information, when and in what format? Figure 1 illustrates

thus process: .
’ ' i o Figure 1 . \
, s  PLANNING THE EVALUATION ,
. it \ . L . ’ A
_ Questions -  Definition of the Question . /Bxample
‘ ‘ ¥ Who? Who is'thd information ‘ Dean/Administrator
. collectgdfor? . . S - L L
- " Whit? What information should - - Effectiveness of Inservice ‘
) . be collected? . . Training
" ‘ ‘ When? 7 When is the information May 28, 19 ....... )
needed? ° )
s Wﬁat Format? How will it be shared? Short writfen report listing the
- y roo " - . strengths, weaknesses, and’ .
. ) _ . : ) recémmendatnogg for improving
S ' ST inservice training.
£ ® . {" 3

Evaluation—Types of Evaluation

s ¢

Three types of evaluation are useful to educators: . ‘ N

e}

.

The first type results in the needs assessment. This type occurs durmg the program plangmg
stage and focuses on the ndentlfncatuon of tOp pnonty needs. .
o .
X The second type of evaluation is the mtenm evaluatnon and takes glace during the develop
. ment of the program or instructiopal unit. This is also called formative evaluation. Its purpose is ~
to adjust the mstructuonal process and to measure learner progress toward the attainment of

L I

. ) e

N - : . A LA -

} -
, , .
.

e

How to Plan an Evaluation - . C P

a3




+ oy B ~ . B} .
'

* specified objectives. Interim (formative) evaluation allows the educator to make mid-course
cdrrectlons to assure that the objectives are.met in the most effective manner. :

£ d
7

* Thetype of formative or interim evaluation activities used will vary with indi\giduﬁl needs.
Paper and pencil measures such as questionnaires, tognitive tests, attitudes scales and performance
“tests are often used. However, other measures such as interviews, simuiations, review of records
. (Ie.g., attendance), assessment of products developed by learners, reviews by: external panels, case
histories, and systematic observation can provide the evaluator with a wealt!l of information.
* N |3 .
+ The third type of evaluation is the final evaluation and takes place at the end of a’program
or instructional unit. Final evaluation (summative) measures the achievement of the learmer and

the success or failure of the program or instructional unit,” .
. R ot .

) A . . B .
- Summary . : . .

While the reasons for evaluation may vary, they generally center around determining it the top
priority needs have been fdentified, how the program can be improved and whether or not the

program has had impact. Figure 2 illustrates the thiree types of evaluation. .
, ' y \ Refel:enqes ! 3

- Adams, Kay and Walker, Jerry. /mprove the.Accbantability of Career Education: Evaluation
Guidelines and Checklists. The Center for Vocational Education, 1977. )

Chabgtar, Kent J. and Lad, Lawrence J. Evaluation Guidelines for Training Programs. Midwest

-

Intergovernmenta| Training Committee, 1974.

Davis, Larry L. and McCallon, Earl. Piénning, Cohducting, Evaluating Workshops. Austin, Texas:
Learning Concepts, 1974. ‘ < . ‘
Isaac, S. and lOlichael, W. B. Handbook in Research and Evaluation. San Diedo, California: Robert
- R. Knapp, 1971.

6wens, Thomas and Evans, Warren. Program Evaluation Skills for Busy Administrators. Northwest
Regional Educational Laboratory, 1977.

Stufflebeam, D. L. et al."Educational Evaluation and Decision Making. Itasca, Illinois: F, E. Peacock
Publishers, Inc., 1971.;

Worthen, B. R. ;nd Sanders, J. R. Educational Evaluation: Theory and Practice. Worthington,
- Ohio: Charles A. Jones Company, 1973. » .

Y

193:




s

ERIC

Aruitoxt provided by Eic:
.

.. **———ﬁ~L “;:'.‘
N * ' ’ e . »
. N ™,
s 3 ’ i L3 ~ (; :
. e . Figure2 . .
‘ . .TYPES OF EVALUATION -
Phase of a A . ’ Typeof ~
. Program Becision e . “Evaluation -
1 . h ’
\ ' * S .

T Hé\)e‘the Top - -

Priority Needs Been , Needs -

Assessment

Identified_

How Can ’ k

‘tﬁ_e Program Be

Improved
?

Has the

Program Had
an Impact

Formative
Evaluation
+
” ]
+ Summative
' Evaluation

Adapted from: - Adams,.Kay Angc;na and Walker, Jerry P., Imp;aving the Accountability

. of Career Education, The Center for Vocational Education, 1977.
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‘ The example materials 1llustrated in this part are desugned to be adapted and used selectn/ely
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 b.e useful to vocational educators.
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_ , IMPLEMENTING PERFORMANCE- ~ ,
‘ . . BASED TEXCHER EDUCATION WORKSHOP IR
. ‘
| .
SR : : ..
: ' . Final Fyaluation i .
. .
* ‘ ~ 7

PLease provide youn eandid tesponses Zo the foflowing questions .
L about the workshop. The (nfowmation 48 nequested in onden to determine
whether on et the wonkshop met vewr needs and its objectives. 1z
will be used tc provide feedback Lo e funding source concerning the
quality and arpack of the seminan and fo provide wonkshop planners

with inforration, foh improving future workshops. AL data will be

( o . held in confidence.
. , \
’ B ’ !
- Background Information
D 1. 'Ebat is your present position? L

-. Educational institution representative °
. f S ' '
. . ) ‘ ) .
- State Department of Education representative
2 - / - N -

4

Other (specif&)

2. Have yol atégpded aﬁy workshops,oﬁ’herformance-based teacherx
education prior to this onhe? "

.,\

. Yes No .
. * t—— %
If yes, how many have you attended? ’ ,
. " {_
{ ~
J 4 R £ . “
f Ll
i
- »
. , _ ’
~ ‘ ’ -
Y + * .
» * A i v
¢ 1 - - . . '
. ' Ly )
. - /
' ) , — . Final Evaluation
* - L _‘ "
. o ° ! R Y ~
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Seminar Planning and Implcmentation

Rate the overall quality 6f'the‘inéxviduaf areas of the semipar as

compared to typical profe851ona1 development seminars you have k]

. attended by circling the approprxate ratxng for e

items .

1. Was the nganization and operation -
of the workshop effective?

2, Were the choices of seminar focal
dreas relevant? -

3. Was the work of the consultants

. effective . ..

4. Were the conference calls
useful?

5. Were the small group
meetings useful?

Poor
1 2+ 3

s

Not Relevant

1 2 3
Poor -
1 2 3

Not Useful
1 2 3

Not Useful
1 2 3

6. Were the materials you
received useful? >

7. Were the opportunities for your
professional development sufficient?

8. Were the opportunities for in~

£orma1 interaction and ex-
changes sufficient?’ N
- v

9. Were your major concerns addressed
during the workshop’

v

10. " Do you feel re;hy to further imple~
ment PBVTE at your 1nst1tutxon?

11. Were the workshop location and
facilitzes satisfactory?

12, What is your overall satisfaction
with the workshop?’

»

Comments:

thAU§EfgI
1 2 3

.Very Inadequate

1 2 3

\
Very Inadequate
1 2 3

Definitely No

a;%of the fpllowing

Excellent B
4’ 5

Very Relevant

4 5 -
Excellent
4 5

Very Useful
4 -5

Very Useful
4 5

Very Useful
4 5

Completely Ample
4 5

Cohpletely Ample
4 5

Definitely' Yes

1 2 3 4 5
Definitely No Definitely Yes
1 2 3 4 5. -
. i .
Dissatisfied Satisfied.
1 2 3 4 5
Dissatigfied Very'Satisfied
1 2 34 5

a

-

Q

RIC

R A 7o provided vy e

!

v T

Final Evaluation (Continued)’




.

»Seminar Objectives
. PR : R .

Indicate, bypgirc11ng the appropriate rating, how effect1ve1y the
workshop met iRs objectives. e
- ' Definitely Definitely
Did the workshop assist you: . * No - Yes

* *

+ A\ ] %
i « l. To interact with other participants °

and consultants‘in order to solve

PBVTE implementation problems
; at your institution? 1-

To develop a plan of action
. specifying implementation

strategies for PBVTE to be - .

used at your institution? 1
1 . .« ® N
To identify problems relative to . ‘
the implementation and ase of - »
PBVTE at your 1nst1tution? 1

N R =

s

Presentations :
i

~ .

Please rate the effectiveness of the presenter and the quality of ¢
‘ . ‘ the content by placing a check () in the most appropriate box in . .
e both the left and right columns for each présentation. '

. B -

Effectiveness . 7
of the

v Presenter . .

Quality of
the Content

Topic

o

JFair
Excejlent

Excellent
Good
Average
Poor
k]
Average
Fair
Poor

The Concerns-
(Hall) ~ 10/5/77 .

1. *"Change Process:
' based Model"

"Implementation:

The Houston

Experience"

(Hollis) - 10/5/77

""Evaluation:

Performance and

Program® (Schalock) -~ 10/5/77 1
"Introduction to Planning :
Activities" (Adams) - 10/5/77
Conference Call (University of . ‘
Nebraska) - 10/6/77

. 6. Conference Call (University of
. i Vermont) - 10/6/77
- Effectiveness of . |~ Quality of
Group to Identify Interaction
Strategies r R

N - K 7. Group Strategy Identification
Sesfions (Identify Group )
10/5/77

- . M

’ 5
T M -

3

Final Evaluation (Continued) : _ : ’ 7 "
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. © ) .
- . , ’
T ’ Comments and Recommendations
A ’ T -
1 . 1. The stronger features of the workshop were: .
) . ‘ ! ” . S ! :\ : *
d - - N :
. . A\
J ‘ R
. 2. The weaker features of the workshop were:
’ - >~
, Vel
.. - . L S
Y ) * ) .
3+, What suggestions would you make for improving the workshop?
' k . .
' . ’ . . N\ L R g / .
4 * -5
: A .
4. What suggestlons would you make for the dissemination conference
- in June (e, 9. format, content, length)?
. |' - , . *
. < ) / )
: T ~ :
s f._ .
. )
’ - -
5. What suggestions would you make regardingwthe provision of
- technical aSSLStance (e g., topical areak*"procedures)9
‘ - * '- ‘
. % -
Fimal Evaluation (Continued) ) - L
\ \1, , ) *
¢ . 199 ~ -
¢ .
’ » 2 O 3 - *
O . . -
S ] .
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