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ABSTRACT -
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Fosnszng primarxly on the: 1n1t1at10n phase of progzam
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conduct employer surveys and project esrlcyment demands; obtain local '

labor supply data; determine curriculum needs and avallatle
resources; and 1dent1fy and refine evaluatlcn method (EN)

’

************************************4##ii#*#*ttii**i####**##**#t*ti#***

*x Reprodnctlons supplied by EDKS are the best that can te made
*- . from the origiral document.

%

*

*************************************#t*#i##4#*i###i#ttii###**#####****

- b ) _> ) ‘_ .. '}

o




m. ;{";:24/ _ . .
< . S
— s : : ) St
E - . CALIFORNIA o .
i AR GUIDELINES FOR ESTABLISHING
. MODIFYING AND TERMINATING OCCUPATIONAL PROGRAMS ‘ .
. . ) . . }/f/;/
'HANDBOOK . .
VOCATIONAL EDUCATION PART c A !
¥ * -/ ok A
Pro:,tect #19-64741- c 6-040 . /4 - . . :
“ : - ‘ o \"// .‘ : :‘A
- iy i - / )
9 ’ . ,,‘/ . . / h
e \\\ Lo Robert E. Ho]comb '}"‘_ : U B
b . - o Educat1ona1 ConsuTtant, o e
o . SR 5 Proaect D1rector - Co T Lt i

William Morris . = - // e W1111am J. Ca]]ahan UL
“~Evaluation Specialist o - Consu1tant Research and
.- - " Chancellor's Office .//x‘, - ' - Program Development
'CjTD .. = <California Communiti/poIIeges;; 7§tate Department of Education
. (‘( . .\é i S ; v | : //) , o o . - , L
N . e ' July 1977 [ a U.s DEPARJMENT OF HEALTH,
i ] / i ' . : , . EDUCAYION & WELFARE

NATIONAL INSTITUTE OF -
EDUC)}TION

»

: s : 2 / ' ' THIS DOCUMENT HAS BEEN REPRO-
- : ’ . L . DUCEO EXACTLY AS RECEIVED FROM: -
. “ - ’ ? L T o . , THE PERSON OR ORGANIZATION ORIGIN.
( | - : o ' o ~ L ‘C/ . ATING IT POINTS OF VIEW OR QPINIONS
¢ . T ’ - : . M g L . STATED DO NOT NECESSARILY REPRE-
A ‘ ’ . v . X : - SENT OFFICIAL NATIONAL INSTITUTE.OF
€ i " ? - , - : (2] : < EQUCATION POSITION OR POLICY
Fo . . ~ o . - '




SR FRELIMiNAJY ASSESSIENT

B S C I oo

..:,‘r‘.- ‘ : K S . J I - g‘, | . .

e - S g R B
i

| OCEPHTONL CDELNES CHRT: g

A # "SRR L Y iy
i * Yy
1 s Tt - ‘r'\ T
‘ L
o oo ‘.
. , g
| A
AR
(. B | !
.
:

Y
{
“

PROGRAM INlTIP

'-ASSESSMENT

DERINITIVE
B ‘3 '0 .."‘ “a |

o mum ﬂ'.ﬁANA‘szT; T [emwme .

| [Assrass'mocm HOSSTBLLITEES |

’ 0 ! !

9 ‘, M,“;'.}”r_

- DEFB;ITIVE Y EPLOVENT [ SCHOOL,

. . oy \,\ - .-l‘
o :
N A BN \ N

‘15_“

DETERMINE

ASSESSMENT, | | DEWAND AND‘ | conwey Awp [~ CURRICULY

A PDOTNTIL | {STEN e

- ) Ide ify ) a.ﬂ. Deternine "~ -/ 1. | ,';‘. g
- *itrelﬁtionship ST -

o e dinatof or e
(¢ [sdvisory <o 1| Statels, distriet's]

o ‘godls ]

] | [

[ Deterndue broad |- c "'l !
-~ {progran goals and|. 1| dentify studcnt e

objectives. " | gﬁture and needs 1

N —T % _ ‘.I‘ '

I

I

|

|

| l

[ttty iy | - > [
[titles and job |  [Ascertain State, | |-

|

o

|

|

|

|

opportunities . D | | comunity, district
=TT |and ingtitutional
B 5 réaction . 7
o (Ascertaln skills,) [-

knowledge'and - { . . 4 |
| attitudes '. Make prelininary
|requived 7 E| - {assessnent of

R {required resources |

i C, K‘

Y Jc'

MMﬁ)mmh'”;f. |

| dnstrdetional S S

, \} strategles . 'F | . |Identify tentétive I

\ T T fevalustion F Y | |
o ' o [system L

L Identify o — J

. i

N

|

l

v

persomnel |
. needs G

<o

| L "“”!

rovindby . :
. [ . ' RS
R N .

- 1'source-, ‘;;34[8, . and {nstitution's. .

, | — .
i b Conducth | nstitutional

‘ 1

T ABOR SUPPLY | | INTERESTS A |
WAL A T
L — Obtain poten-
- Obtain job | [tial gtudents'
.. |information | - |reactions. B
oo |date B |
S I rrank

A I ,.
Coea d o [Deternine

C~emloyer | ]and conmnity |"
Yo | surveys and reactions C.
"] prioject A

e o mmlqmuw . A
S [ denandd C |

4 Obtatn Jocal

BRI D
. I " Al
.

A
“Project 1o / Y.
range enploye L)
ment supply o L

@

X objECtiQes
‘ B

. and demand | 1 (
N datas [ D '

NEEDS AND
1 AVAILABLE.

" nasomess 4 |-

Clarify

an

\

prograns |
| needs, “goals

| Ascértaln

labor .q.§f:fj. | J;eﬁmtwm“‘

o auply data | RO

{other
prograns D

I Develop teach~-
ing strategies
S

Determine

' | best tine
| and place to

1,0ffer program

B

Project
enrollments .

s



\
..

o
A

F]

TION, MODIFICATION, TERMINATION * |

] .‘ ‘ ) ‘ - -.J’_

I

L v N '_ | SRS B
B X N | INITIATE ([ | EVALUATE
\\ 6 JTOUA 8 ? o '{'\10
. — : Ty L | W v - _
REFINE . | [DETERMINE :|  [SEGURE R - | INITIATE | ,' ‘| DPLEMENT
EVALUATION — BUDGET —| APPROVALS A T—————» AND OPERATE |—'EVALUATION ..
METHODS .~ | ° |NEEDS.AND ° |' — . |PROGRAM. PROCEDURES - A
<« A |- |RESOURCES — | SR -
— c , A Seek’ 1 | o ' o
}ihstituticnal; B ’ fi Modify or
o 2 \ | community and LA |- terminate
', -|Detetmine ‘regional T | program to.
| facdlity, approvals B . |~ |meet evaluation
equipment, AT - | : recommendations
supplyépgeds i . ‘ I ‘ B
! and costs Seek licensing | —
! - B[ and accredita- l i
Y tion. approval | |
e Determire * T | -
R personnel - : : | |
A ‘[ needs and SeLk.StaQe' . ‘ -
L costs  C approval D N |
R R o ’1 l '
o " |Determine b |
o , sources of ' E .
o ~ funding . I
_ 0 Ol A |
,: ) / ) l l I N “' '
L 2 I o |
Ry ; |
' “‘ H, | ) I . ' &
I
a o | ] |y
| oA | ‘) g |. ' .‘." L .




/ ACKNONLEGMI—Z'N}S;'_ e
_ }'/ _ Sl e o e
) As w1th most pr0J90{S Of this na nature, th1S handbook was proquced with
"the cooperation of a gnﬁat nUmber of 1nd1v1dua1$ The prOJect was nurtUPEd
‘and supported by the ;onsort1um, a group. whose names appear at the con- -
“clusion of these. acknowlegm nts “The consort1um members supplied exper1ence

adv1ce and enthus1asm from our f1rst meet1?g in AuguSt of 1976 unt11 the

final drafts wens/to pr1nt ‘ -

I also wish' ta exgress WY'aopreciatioT to the State aninistrators,‘

9.

Mr. w1111am J. Ca]lahans O"SUTtant Resea[ch and Progran Developmént ~State
_ Department of Educat10n a"d Dr: William Ma

ris, Eva]uat1on Spec1a11st
.u Chance]]or s 01’f1Cl’-‘s.Ca]‘fo'r'ma Community 0119995 Dr.’ Morr1s was Jnvolved

w1th the“PTOJect from its 1"1t1at1on in 1975 and Sered as its mentor | .

3

. thPOUQh the numerouS PGPb1em5 tﬁﬁf'such pr‘OJECtS 1"ev1tab1y have

. My thanks to Dr.. Arthur Cherdack and Dr. w1111am A]]en, D1rectors in

the Los Ange]es cOmmun1ty Co]]ege D1str1ct for ass1st1ng with' the 1oca1 |

: prOJect prob]ems - NE o ' - o .
/-:/ I wish to éxprESS my appreC]at]on a1so to my wife, Hope Holcomb, who

. served as an unpa1d adviser and secretany - throughout the project' g/h1story ;
I was fOPtUnate also, to haVE the serv1 es of Mrs. Motoko sanetéglo assist

L / /
/ / with consortjum- meet1ngs, typ1ng and budget p]ann1ng, She d1d an exce11ent

f P |
/ Tob. &7 | ST I Y

R°bert E. Holcomb _
PrOJECt Coordinator

v
. .
—_—
it
o

()




_~ Dr.

-,

. | CONSORTIUM MEMB’ .

GUIDELINES FOR ESTABLISHING, MODIFYING, <AND TERMINATIME occuPAMm
W

Mr
Mr.
Mr.

Mr.

-3 : N

r -

\
Bruce Andérson
Director, Vocat1°"a1 Education

" Office of the Shasta County
Superintendent 0f SChools
‘Edward Buckles' -

Associate Dean,
V0§at1on Technical EduCat1gn
Po terv111erCoT1ege :

Orville Bues1n9 ¢
Supervisor, yocational Eqycation
San Jose Reg1ona1 Programs :

William J. ca]1ahan A
Concyltant, Research and .

) nggram Development

Dr.

\ Dr. |
‘Director, Ct

‘Mr.

MV?\RObert}E Ho]cOmb

Dr.

o

te Department OF EdUCatwn

\
Ernest G. Cementina

Director, Counseling and Gu1dance”"

Cuesta“ Co]]egé .
Arthur :N. CherdaCk~/

Educational. ReSearCh a"d Ana]ys1s

Los Angeles Comm“"‘ty -College DTstr

Richard Handley i .o
Associate Dean Of Instruction,
Fresno‘City§p011fge

Louis Hilleary ; ‘
Director,
I"Structmna] Deve]OPment

Los Angeles Community Coljege D1str1ct

D1rector,

Gu1de11hes P%oJeCt ‘
Chester Howe

- Director, InstrUCt1°"a]l0perat1on

S1m1 Va]]ey Un1.f1ed

LY

3

Sch00] D1str1ct

e .
‘ -~
: L

MV Albert L Metzler,/—’ .
- Regional Occupat‘ona] Programs-.
Consultant,"
State Department of Education

. Dr. Ray H. M111$ﬂ

Dean of Vocat10na1 Educat1on,'
A]]an HancoCk College

DV ‘Bill Morris

Evaluation Spec1a11St
\l Ca11f0rn1a cnmmun1ty Colieges

MVS- Tress1e Outland
- Director, ‘
La Puente Valley Re910na]
Occupational Programs

Mr. C. Allen Paul

Dean of Technical- Vocatlonal
Education, R
*Grossmont Go]]ege - N

Mr. Merle ‘Runolfson

‘Director, Vocat16ha] Educatwn
Hayward Unified 5Ch001 District

Mr. John B. Sharon

Director, }0 .
Vocational Educatm™on
Grossmont Union High Schoo1
D1str1ct

fr. Joe T1Jer1na
Assistant Adm1n1Strat1ve
Coordinator,
Division.of Career and
. Continuing Education,’
Los. Angeles Un1f1ed SchooT
D1str1ct ROC/R i

Mr. Glenn Van'Noy A AR
Director. of Occupat1ona]
Education, . =«

Laney College

i



. ) 5- 1 * ’ . T, \ . ‘e . v_"(- ;" .. . --Iw
TR TABLE OF-EBNZENTsf ':
: ' | . ’ : ) ’ .1.;.:,. ’ : . ] - *
) . .,.".a’, o g -- ) . J. . page\ -

: Guidé]ines_Chartb.'f,JEL e e f_d,"“' . o e .{.
 Acknowlédgments .. L. .o .:.-;;.Flg.'; Lo

. T . L Lo ¢ o ‘-./" o — ' : . S .

Introduction- .. o . . U oo L L Te ]

Assess Program Poss1b111t1es S .‘.fﬂrﬁ’fx;'.”,’, R

Ident1fy Coord1nator or Adv1sory Source :fi?; P 1

Determ1ne Broad Program Goa]s and 0b3ect1ves .-.'.1{.1?.'. R A

Ident1fy Job T1t1es and Job 0pportun1t1es qg coa e C e '15‘
o : L
Ascerta1n Sk1lls, Knowledge and Attitudes Rggu1red C e e 17
. Identify P ssible Instruct1onal,Strateg1es } P )
Tdentify, Personne1 Needs * . O 4 I

o | ~ |
: Determ1ne Re]at1onsh1p State's, District’'s and S - ‘
e . Inst1tu1on s Goals . . .. ... teel 23
Ident1fy Student Nature and Needs ... . . . . 2
/ A QCY\ .
’Ascerta1n State, Commun;ty, D1str1ct and Inst1tut1ona] ‘Reaction . . 27 .
{

Make Preliminary Assessment pf Requ1red ReSources. ¢ . . . . . . .. 3
'Ident1fy Tentat1ve Eva]uat1on System Ce e é .. .:; e .f 33
In1t1ate Definitive Assessment RO e A - 35
Analyze Emp1oyment Demand and Potent1a1 Labor Supp]y ?ata "7 ; . . 37
Obtain Job Information Data -f. R ;‘; C e :. "'f 39
Conduct Emp}pyer.Surueys‘and PFOJECé Employmggt\Demands' X .:...43
’.Obtain\LocaT‘Labor,Supp]y Data . o J;N" L f'ﬂ T 3 47
Project Long'Range Employment- Supply and Demand Data-. . . . . . . . 5T
Determine'School Community and Student'interists e e C 53

0bta1n Potent1a1 Students Réact1oms R I I 55
. \ x "‘. "
Determ1ne Inst1tu§1oé§] and Commun1ty React1ons R 59

3



. P £ - ,
- . - N é;‘ A \ E ‘
PR : | & < . -Page.
. " . : [ ~
' ¥ A L n ' o . . ' v
Determ1ne Curricul xlNeeds and Ava11ab1% Resources . e e L. 63
e 61 R . .
C]ar1fy Program' Needs,’ G"a1s and- ObJectQ}bs L?iﬂ; Tt e fS.':ﬁ 67 . Y
Deve]op’igachn" Sthateg1es} | t;';li?g',' - | -
., Devropigpaching Snssggies) S
.r~=: Ascertain Effect URo Other Pro rams\.
{ Rcﬂ fg T :
w »Determ1ne est Time and P]ace to Offe Program- . . -
/ . __’ .’ - ‘ ' - . g
ProJect Enro]]ments '.A...t;fffg'{~. C e e e
f_§‘§i' REf1ne Eva]uatlon Methods | . +

y&- Determ1ne BudgetsNeeds and Resources L . e t'.

-~

; L I

Deferm1ne Fbc111ty, Equ1pment, Supp]y Needs and Costs . ... g9 ¢

.f}f £> Determ1ne Personne] Needs and//&sts'u} O .v;“. T 9]_.-532-7

. , "‘ - - o e T B .

“ Determ1ne Sources of Fund1ng e . I
[ . B - Y '. ] .

R ,S_ecure Approvals . . ‘ R j// : »' e e ey 91

Lo LT

'fy' Seek InstitJtionan Commun1ty and’ Reglonal Approvals R “i .99 -gf

| — .lf{ RN ié(
_Seek L1cens1ng and Accred1tat1on Approva] C e e T e e e 105 Rk
;"Séek State Approva1 SN PRI SR, u';';;f,i.. 107 |

S A S
Initiate. and Oquate Pr gram T T 1
. L. : .- . .
Imp]ement 1uat1on3Procedure S L 11
| et gt preeirey .
'Mod1fy or Term1nate Program to Meet Evaﬂuat1on Recommendatxons .. 115 3
. JARS . ' T oo . .- o
L B1b11ography Cod ..,;t\u C e e T’..}iswm T I BT L
' ~ Appendix A . i . . . : . ;f;¢fu;:l;h I . 125 .
; \ - L '
| L L
> ’ "" . ,
. -
. - - R \\
7 v C
! K < "._4: \r -
“t. 9.v -
{ . T * ,




?'h1s handonk 1s the resu]t of” a perect dtre_'eddunder a grant from the ’

‘Y-‘ .J L3 (R R
¥ State of Ca11forn1a ﬁnder Part C of the cat1onéJ?£du§at1on Act(of ]968

E

,"(PL 90 576) The i?s Ange]es Commun1ty Co]]ege\b1str1ct %erved as the super— '

.

E‘ 0ff1ce CaJ1forn1a Commun1ty Co]]eges and the State Department of Educat1on
: &

Th1s proJect tq;produce "Gu1de11nes for Estab11sh1ng, Mod1fy1ng and

4

: o Term1nat1ng 0ccupat1ona1 Programs 5 wze4directed to bta1n kurrent mater1a]s

o

d' *-re1evant to occupat1ona1 program deve&opment to, pr A1de broad,gu1de11nes, and

: jdg;to1b1lot te:t these-gQ1‘F11nes and d(:fyﬁbute them statewide. 'Artaskfforce*‘
5'5’aPPV06Ch was et111zed wh1ch 1nc1udeq consortium of representat1ves from
. communjty coL}egess-h1gh schoo]s and. ROC/ROPs h\aded by a proaect d1rector
'Althopgh or1g1na11y pian;ed to extend for. s1xteen months, the oject\s time .
{.g.frame was reduced to ten mon%hs —;\from September 1, o{:1976 toaﬁﬁT} 1, of o
“197'7 ~ "_'. _‘_ S e
e The concept of deve]op1ng & pr?JEct of th1s nature was a-.dual one: to._
'-prov1de program p]ann1ng so that educators wodid be more, accountab]e for the1r
__ work, and to»beg1 to con51der methods for prOVﬂdﬁng Gﬁfs‘aecountab111ty
.Bothﬁthe Chance11:> s Off1ce of .the, Ca11forn1§ Comfuni ty Co]]eges and the ‘Los~
Lv'AngePes Commun1ty Co]]ege D1str1ct recogn1zed&?h1s needs Ac ord1ng1y, in - ‘
- the fall of 1975 Dr N1111am Allen,. Dr,jArtth ﬁherdack,.Dr Lou1s H111eary,

o and Dr.&ﬂohn McCuen of the L

5 Ange]es Commun1ty Co]]ege Di’s r1ct met to draft .

a proposa] for’fund1ng a pr Ject tha; wou]d answ these needs The draft of

uth1s proposa1 was: subm1tted‘to\khe Ca11forn1a Researcl Adv1sory Comm1ttee who

I '3 L .
' rev1ewed and approved 1t Dr W1111am Morr1s EVa1uat1on Spec1a11st w1th the

-~

state chanceT]or s off1ce, a]so rev1ewed and approved the pro*ect




:the spr1ng of 1976 /the proposal wa's- appEFved for fund1ng under Part

R

§ ‘of the Vocat10na1 Educat1on Act of 1968, (PL-9 576), At th1s t1me too, the~

Soe 7 oy .
prgJect was. expanded to 1nc1ude “high sch‘b4s~aﬂy ROC/ROPs

v

* \ : In the summer of 1976 a statew1de comm1ttee'WZ} estab11shed‘to se]ect

f roject coord1nator After 1nterv1ews, Robert: olcomb, a former h1gh IPUN
schoo] and co]]ege teacher and adm1n1str8tor was Chosen tousepve as Progect

. . . .

d1ref%or as of September 1 ' , “tw

... A consort1m of nineteen members was. se1ected by -the Commun1ty Col]ege

- @

Chance110r<: 0ff1ce and the State Department of Educat1on Representat1ves of

all segmentsg of secondary educat1on ‘were 1nc1uded a ba]ahce between 1arge and

'
sma]] d1str1cts was estab11shed .

In the First meet1ngs of the group, the consort1um members out11ned

' the1r concepts of what ‘they. fe]t the state and the var1ous 1nst1tut10ns needed

.ﬁ, In these meet1ngs they urged that no 1engthy quest1nna1re be sent that a ]ong;\
' ‘term research process was ne1ther poss1b1e(§§r\pract1ca1; that.the gu1de11nes

A

,',be drawn ;;gm/the best patterns available through?ut the state; and t at the :_a
K.vconsort1u prov1de a bas1c*flow chart -- s1mp1e yet é]e i

. occupat1ona1 administrators in mak1ng wise decxsﬂons when contemp]at1ng

1n1t1at1ng, ‘modifying or term1nat1ng occupat1ona1 prbgrams

N

. ) ,
Some anx1ety was expressed at severa] of the meet1ngs that these gu1de___

A

' 11neg»not become state mandated regu]at1ons which WOu]d b1nd all segment

“add more paperwork to aiready overworked staffs, and be so r]g]d that mu

<

of - the autonomy now :found -in Ca11forn1a educat1ona1 institutions wou]d be

curta1Ted Other members also s&ated that with the rapid .turn- over among -
adm1n1strators ~- part1cu]ar1y in the ocCupat1ona1’§Ega - th:} the. gu1de]1nes

be wr1tten s1mp1y enough that they cou]d be utilize® py- adm1n trators who o

P

were not too exper1enced in this comp]ex afea, and a]so be wr1tten to agcom_ _'

~

i -modate both sma]] rura] schoo]s and large urban 1nst1tut1ons

Q S 13 . -4




/-'
Ve

: ab1on from Ca]qforn1a schoo]s was; f011OWed \;s”

>
1}-' R

by a, mass ma111ng to a1¥“h19h‘m\hoof ROQ/ROP and c011ege d1str1cts in the ljm‘Jfﬁ

| state ask1ng for Cop1es of their current pract1ceS in occupat1ona1 program N

",

»p]ann1ng as we]] as mod1f1cqt10n and term1nat1on Later in the year, 51m11ar _

\ requests were sent to- State Boards of Educat10n thr‘oughout the .nation.

+

Q——_. The number of respondents &as ektremely h19h A]most a]] Of ‘the

. PR

. districts in- Ca11forn1a as We11 as- forty two States responded Many d1str1cts

-~ and States Wrote that they 1acked any Wr1ttenfp/;:C1es but that they would .f _ 'p>:

contr1bute whatever 1nformat1on was requested by the proJect

M .

‘. The 1nformat1on obta1ned from these ma1]ed 1nqu1r1es serves as the core o
_'of th1s manua] The conSOPt1um ass1sted 1n def1"1ﬂg the maJor d1rect1ons : ;,,h

'that the manua1 shou]d fo]]ow determ1ne cr1t1ca1 deC1S]0n points an program
’ -
'_plann1ng, prov1de a s1mple easy to- fo]]ow f]ow chart; 'emphaS1ze successfu1

expennence based mode]s, and enunc1ate gu1de11nes in a handbook fOF OCCUPat1on .
e R ‘ -

¢

- «

program p]ann1ng i ' N .';,x I -
~ C N . : e

T Many var1etTes of flow chasts were §ubm1tted to the PrOJect -'EXaCeHen§~0 o
. s
n

'modeTs were sent from counIy ROPs ; Sacramento, Santa Barbard, San Bernardi

A

Los Ange]es County and City, San D1egoa Kern among Others, also f10W ChaY‘tS -

N

.
'sént from co]]eges 1nc1uded those from Los., R1os, San Jose Yuba,-?"d C011ege /, ﬁ

of the-Desert High. schools send1ng f]ow charts 111ustrat1ng program 1n1t1a-

.-t1on were G]enda]e Un1f1ed Mounta1n V1éw, and LOS Altos . Un1on H19h 5Ch001

St

'D1str1ct '-'..,;. e e T

o Adm1n1§trators ut111z1ng th1s handbook should f1nd 1t most adVantageous -

.

to reV1ew the occubat1ona1 QU1de11nes “chart PV10F to read1ng the chapters L

s1pce there are ‘numerous, 1nterre]at1onsh1ps among the var1ous major and S
sub-items ‘on the chart

o

™o ‘
The. consensus of op1n1on of ‘the consorg1um members was that an effort to




' path items (1 = 10) with the sub items ( g. 1A‘- 1L),\the chart is not . .

W - - - . o »
* ' . 3 ‘ N R

- plan_a new occupational program was divided into two phases: an initial =~ |

¢ - . . Y . ’.‘ . e .
broad overview of‘afproposa1 to. determine whether further study. iS'needed_—- .

identified in the chart as the "Preliminary Assessment" -- and a second
;much more detaiied ana]ySis - shown on the chart as the/“Definitiue Assess-
: : .- L ‘ oA
At .ment " . . . . . v -

-, ‘o

A]though chrono]ogicai reiationships ex1st among the various criticai

'»pianned to "fix" the re]ationship among these items, the program coordinator

'may wish to move: quickiy through sub- items in the preiiminary assessment

phase or put maJor emphaSis &90" one or two accoring to the institution's- -

fneeds The interreiationships among - the various 1tems become more apparent

~ as the administrator moves further into the p]anning (e.q. the_re]ationship

between teaching strategies and budget costs). .
The consortium members also urged‘that the chart not .be.an involved one .
using-arrows and comp]icated sub—systems.ﬂ The chart inciuded_in this hand-
book i11ustrates that caveat;'the institution ooviousiy wii]wmake”its}decision
to drop or p;:;ue_a program based upon a muititude\of factors. Theihand—"
book and chart's primary functions are to assist the administratOr inu
identifying what factors to consider in.decision making and Qp,iiiustrate
examples of current practices that have proven successfui. ]
Each chapter heading of this handbook is the same as one of the items of
the chart.v For each item, a guideiine s presented, and a "procedures
section” foiiows briefly outlining practices ‘that have proven’su~cessfu] in
variousvparts of“he State- A "questions" section is inciudedﬁan most chapters

to assist the program planner in checking his or her policies and/or

~ procedures.

Although the handbook may havé broader utilization than within the state



cowe o5

of Ca11forn1a, it has been wr1tten with that state"rwﬂes and regulations
v in m1nd. Most, if not all, of the state applications forms for néh program'
approva] haVe ‘been considered 1n the wr1t1ng of the gu1de11nes

Some ant1c1pated goa]s were not ach1eved in th1s progect “This hand—.

[y

'book deals pr1mar11y w1th program initiation, w1th some emphasgg upon modi-
fication and on]y a 11m1ted 1ncorporat1on of material on program termlna-
tion. . As stated prev1ous]y, written 1nformat1on on these latter 1tems is
quite 11m1ted‘and the t1me factor d1d not perm1t a more 1ntens1yeqstudy of
these comp11cated areas ' | “

~

Attempt1ng to put together a single handbook cover1ng three somewhat :
; d1fferent aspects of secondary education proved~d1ff1cu1t because of the
nature of each segment s po]1c1es and procedures Because of the background
fof the progect coord1nator, the emphas1s appears “to be d1rected more toward
the community co]]ege than toward the high schoo]s or ROC/ROPs

Throughout th1s text the ‘term "program coord1nator" is used to 1dent1fy
the adm1n1strator who is estab11sh1ng the new program Th1s “coord1nator
cou]d be someone at a high’ schoo], an administrator from a ROC/ROP insti-
_tution, or a co]]ege dean Reference, too, is made to the 1nst1tut1on S
'research director , A]though some :colleges do have such a person des1gnated
~in some 1nst1tut1ons the “research director", budget d1rector and program '
: coord1nator are one*and the same person. Although the word nprogram is
_'used throughout the handbook and is more applicable to commun1ty colleges
than h1gh schools or/ROC/ROPs, much of the material re]ated to programs
could also be used in reference to occupat1ona1 courses.

It is anticipated that these guide}ines and the explanatory material |

- €

inc]uded-in this'manual will be sent to all secondary districts in'tQ§

State. This mailing will be followed by statewide workshops in’which oppor-

.
1 -
. . ’ . e
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. tunities for additioﬁé]ljnfqrmat?oh-and corrections can be made, Hopefully,
a Eevised‘manqg1 incorporating the?additiona1 information provided by the

occupational administrators €ﬁaoughout~the state will be available in 1978.

W

.



T ASSESS PROGRAM POSSIBILITIES
. | ; B V'

Guideline: Prior to making & definitive assessment of'avproposed g
occupational program a preh1m1nary assessment shou]d be undertaken to deter-
Jnine whether the proposa] 1s fea51b1e S ' f?

ProcedureS' The pre]iminary assessment: ‘stage of program determination
is recommended as a way of making a broad but rather brief overv1ew of the
emerging proposal. During this phase, an 1nd1v1dua1_or committeetis normally“
designated to direct.the study'of the’proposai with barticu]ar emohasis upon
the pre]iminary assessmenk aspects. These include determining proposai -
goa]s, Job ava11ab111t1es, anticipated student learning, teaching strateoies,
'budgetary needs, and student needs, and identifying a tentative system of

L eva]uation At the. comp]etion of this overv1ew, ‘a decision will be made
as to whether or not the more 1nvo]ved definitive assessme:t should be-
1n1t1ated o - ; ‘ ,;” e-,'

A]most a]] 1nst1tutions that responded to this Project's request for

written materials 1dent1fy1ng 1nstituiona1 guidelines included 1nformation

‘as to how proposa]s were{received, reviéwed, and eva]uatedi Many schoo]s
sent charts_i]]ustrating the manner in which proposals were~accepted‘or ;
rejected and how.those accepted'moued“from.echeTOn to‘echelon unti] ultimately.‘
they were approved by the State (36) . o

‘Respondents to the proJect s questionnaire 1dentif1ed the various .

sources contributing to the 1n1t1ation of new occupational programs. . The
| origin of new programs comes primarily from the various 1nst1tutions facu]ties,
but numerous other sources were ide 1ed: advisory comm1ttees, 1ndustry,,;
‘privaﬁe and pub11c agencies, studenijffcounseiors, p]acement officers, and

~ . nesp
the-community.

[
3
/
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i Many institutio

“encourage the deve1opment of new programs'(16).

'FacuTtiesﬁareili_ to,attend and_report ideas from.conferences; to be

i

alert tofinformation derived from prOgram eyaluations, job market data, and

o

-advisory comm1ttee reports, to obtain 1nformat1on from per1od1ca1s (e.q.
"Work L1fe") and from county, state and federal- employment manpower stud1es,

and to seek 1nformat1qn 1dent fy1ng new f1e1ds of business or technology. -

3

Adm1n1strators report that a "c11mate for change" has to be established w1th—

ﬁ
n the 1nst1tut1ons "if new programs are tdgbe 1n1t1ated Facu]ty, staff, and

»

commun1ty must be encouraged to prov1de 1deas for new proposa]s

. The materials sent 1dent1f1ed numerous common factors in the manner in
wh1ch proposa]s were recefved. Most responding institutions jdentified'a -
wr1tten proposa] request form that program L'authors" were asked to complete.
This 1n1t1a1 form usua]]y 1dent1f1ed these xommor e]ements * purpose of |
the proposal, a concise statement;that a JOb need exists, appropr1ateness

of the proposa] to the 1nst1tut1on, sources of - information,- student needs
(entry 1eve1 Job, advanced tra1n1ng, or upgrading of ex1st1ng emp1oyment
sk11ls) est1mated time for program complet1on, awareness. of s1m11ar
_yprograms in the area (5), and a tentat1ve t1t1e ’

Some high school districts-present "experimenta1 courses" during a
tr1a1 year Those deemed satisfactory are placed in the norma] curr1cu1um
’of the D1str1ct (33) Some occupational leaders urge that a s1m11ar pattern -
" be’ adopted for other segments of education where "pilot courses" would be
offered for a yea&'or two before comm1tt1ng an institution to a full program
that may_not be successfu] "During the ear1y pre11m1nary assessment

" stage,-administrators‘seek a "fit”, and try to determine what job opportuni-
_ties are open, what program title to usé, what courses may be involved, and

what the ultimate format of the program is to be.

N\
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One probiem occurs here that Wiii continue through the assessment stages

how much information regarding the proposai should be/disseminated? The

coordinator who' keeps too much to himself will be criticized for not permit-

P

ting community and facuity to partiCipate - If too much of a program is
.promised, a disappOinted staff and commun\ﬁy w.iT be criticai of the coordi-

nator. Providingvinformatgon without promises may be the safer "middle

- Wa_y.“ -

~Program initiators aiso”must-deai‘with’two time factorS' rone deaiing

With the. estimated time for comp]eting the proposa] pl nning, the other
providing a time frame for the program itself. Some districts, particu1ar1y L
‘ in the high schooi areas, have deadiine dates for the submiSS\on of new, |
'lcurricuia (often 1ate'Fa11) with impiementation of the program @o/begini'°4:{;f. h
the foiiowing year (10). ' T Lo _ “%QYJ . -

| 1

A few districts request that those wishing to estabiishynew pyograms -~

(e g researchb aiong With a date for submitting the finai pro

Q
/

One stat New Jersey, sends community coi]ege curricuium proposa]s to

all colleges one year in advance of impiementation to ensure that each .

;

L.

.college has fn opportunity to review proposed programs (30).
ators of occupational proposals may want to see a model ROP

Coordi
proposal that may well incorporate many of the items requested'by all districts
when propo ais'are submitted. A copy of the Santa Barbara ROP program gdide—
lines is )ncorporated in this Manuai s ﬁppendix, item "A", . '

Apart from the items aiready idenfified in this section -- fiow charts
of various institutions, the nature of institutionai approvai forms, piiot

courses, program information dszemination and the several time factors invoived

in program deveiopment -~ there are numerous other preiiminary assessment’

12
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factors phgt should b? réviewed by the init&ator of }-program pridr'to

movfng into the definftj?e‘asséSSment stagé; These itéms, identified on

the Gujde]ine Chart as items 1B though 1L, need not'fo11oW'ih a flow chart .

pattern but may be utilized according to the ﬁeeds of the.program codrdiﬁator.
_ Questions: | | ‘

1. Is assistance pfovjdedlfor those seeking to pgqvide new programs?

o

-

‘Does~the institution have forms to assist individuals who wish to
. -propdse}neW,ocCupationa] programs? . - oL

.2, Does the institution provide encouragemjgt for new proposals, e.g.
, ,

4 . release time, research assistance, and on?

3. Does the institufion:have a formalized syitem.for,”moving“ p}qposa1s

wh

through the vaﬁibusvtommittees to the District and .to the State for
approval? ° ’ |
4. Are progfam initiators encouraged to obtain wide participapioh in

their projects? _ T | v : e

AN 5. Are-there opportunities fdf facu]fy and_community feedback?% :

-

6. Are times specified for bropbsaT’and program completing?", _;?’- ,X.'

:
k3 ‘ s g

T

(A
s
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b ¥
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o " IDENTIFY COORDINATOR OR ADVISORY SOURCE - R
| t | L T N f‘f . N ; @kl
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Guideltne: Prior to initiating the study and lr‘l’-‘Siéar'ch necessary.for

a preliminary asngSment,/Some 1nd1v1dua1 or comm1ttee should be 1dent1-
f1ed to.carry the proposa] until. a dec1s1on is made to 1mp1ement ‘or drop it.
‘ Procedures Many, of the lr‘ESpondents to th1s pPOJECt' quest nna1(e

1nd1cated that one ear$¥¢dé65510n usua]]y made f011°W1n9 a _program PV°P°531
 was the 1dent1f1cat10n 0f ﬁn*”"dwmua] to cqord1nate the proposa] unt11
| 1t was e1ther 1mp]ementEd or d1scarded §

f ‘Some’ d1str1cts provide; add1t1ona1 pay or release time for™ 1nstruct0rs
vmho are 1nv01ved in the plann1ng and 1mp1ementat10n of a new program. Others
L 1dent1fy the instructor, COUﬂSE]Or or adm1n1stqptor who 1s to "bird dog"

_-the preposal-without add1t‘°"31 COmpensat1 n«~Joften new prOJects are

‘1n1t1ated by department 1nstructors who aﬁg 1nterested in deve10p1ng the / :
épgram becafise of thk1r I"tEFESt in teaching in the Project. -

Once a ecqs1on §s made as ‘to who the coord1nat0r is to be, a spec1f1c

11st of funct1ons should be desig

ed. Inc]uded in such 1ists-are respon-

S1b111t1es of the prOJec adm‘"15trator, search coorﬂ1n§%ar and d1rector

of communication and information’velating to the Project. The designated
L. Y

coordinator is often asked to determine the time necégSary to complete the

proposal, to prepare the formal proposal, and to carry it through the various .

comm1ttees and adm1n1stfztors nNecessary for its ‘mp]emEHtat1on

’

Often closely identified W1th the se]ect10n of a C00rd1nator, is the

in PPOJECt p]ann1ng (31). A]thohlgh the nature of adV1h0ry comm1ttees varigs
*

widely in the state, generally they are of two types if se]ected from individyals .

]

. who are not employed by the 'schoo] district., The least cqmmon is a genera]
h ’ ;o

-~

, ‘ ( o
Q i : E . : :::)




o d(llsory comm1t€‘3\f0rmed to ass1st an 1nSt1tut1on with broad queSt1ons .‘::
\/ .

" Pelat1ng to °c4épat1°"a] 8

Job» arket 1nformat1°"s re ommendatwons relating to VEA exp?nd]tUPeS )

& ’

cation (erg PP0m1S1ng new occupat1ons genera]

' 41Membe<§h1p'#m these ComT)ttees 1nc1udes faculty, C]ass1f1ed emp]oyers local
. \
emp]oyers, emp1oyment agenc1es, and rePPeSeﬂtat1ves from various. Spe jal

[

‘QPOUps.

~

. More often utilized are the various technical vocééiona1‘advisor
\ Y
4

Comh1ttees estab715hed to asSist a- 51n91e or a 11n1ted few, OCGypat1Qna1 aréé(‘)

Dut1es of: Such cOmm1ttees are qene§a11y 11m1ted ‘to adv1sory functions but k\ N
f

theéip adv1ce is sought on 1arge spectrum the need or deS]rab111ty of a:

part1cu1ar educat10ﬂ31 Drogram or coursea’PePformance sogodards, Student'
PTacement student se1eCt1on criteria, New 'Cechmcal/ér‘ocedu‘”eS and facilities.
Most 1nstitUt10”5 Pecommend that m1nutes of adv?%ory meet1ngs be corefu]-

ly Wr1tten and that ‘the names of each member s business f1rm be kept a]ong

With a descr1pt1°" of ‘major top1cs d1scussed and recommendations made

D1Ssentmg v1ewP01nts alsg should be’ noted ‘ f o '%

Quest1ons “

.. Does the’ 1"5t1tut1on identify one indiyidual to serve as. the
adm1n15trator or coord1nator for each proposed occUPat10na1 program?
2. nDoeS the 1nSt1tut1on brov1de 1ncent1Ves for 1nd1v7duals who propose
. ‘Ii' . néﬁ 0ccupat1ona1 programs (e;g. re]eaSe t1me or a9d1t1ona1 1ncome)?
3. Does the institytion provide a checklist 1dent1fy1"9 the: funct1ons
.5 and procedures oy the program coordinator to follow? S B
4. Dpges the 1"Sti,tution have a procedurejfor'select1ng ‘advisory
5. Are adVisofy Committee members: fully jnformed as tO what their

contributions can be and what their limitations are?

Qi
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' DETERMINE BROAD PROGRAM

. 0 R GOALS AND. OBJECTIVES '
| - . o | |
’ Guidé}iggf Esen though it is antﬁcipate that numercus changes will
be made“in'a proposed'brogrgm ;s»it qs being evé]oped ~téntative goals «p;
and ojbect1ves shou]d be/ stab11shed dur1ng thevassess ent phase.

. .

L Procedurg§. The State of Ca11forn1a Educat1on Code 1dent1f1es a goal

£ as, a statement of broa d1rect1on or. 1nterest genera] and t1me1ess, not
N

concerned with a part1c‘ ar ach1eyement in a spec1f1ed time. AAn objective.

LT

" is defined as an accomp]1/hment that, can be verified in a ngenft{me and
advances the system toward a corresd/ K

ond1ng goa] : ,b '

- The coordinator should beg1n to 1dent1fy both goa]s and obJect1ves as.

-~

’Jsoon as the pre11m1nary’assessment beg1ns The primary thrust of the program

shoulf be spelled out in the broad goals statementsg " For whom is the

program keing estab11shed what is- the nature of the tra1n1ng, what benefits --

| sk11ls, att1tudes, know]edge -- w111 accrue to the students? Determ1n1ng
answers to these quest1ons will involve a review of, the program s effects .
' upon the students, the institution, and-the commun1ty ‘
“In the1r program and course. approva] request foqmst some d1str1cts
ask’ that coord1nat0rs 1dent1fy their program work plan and their program
evaluat1on concepts w1th1n a wr1tten goa] -- obJect1ve frame work (20).
Others emphasize the need to relate object1ves to genera] educat1on, insti-
tut1ona], district (39), and departmenta] goals. The State approva]-agenc1es
reguest that-state goals and‘1ong;term“master'p1an goals also be considered
when tnstdtutionS‘draft program goals. o ,j N L

S1nce a great deal of 'study and research are 1nvo]ved in both, the pre—

11m1nary and def1n1t1ve assessment port1ons of a proposed program the %oals'

[N

‘ : 22

P
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:and.dbjeetives, as first detehminedf_must Be’fiexip]e to meet the changiné-

program pattekn . Note that/the Gu;deifneFChart neintroduces this same

1tem in the Definitive: Assessment (item'Sé)‘study ’ i ;o | e
MaJor goa]s shou]d encompass a]l of the Critical Péth items 11sted

.in the 0ccupat1ona] Gu1de}]nes Chant;BA through 7A.
Questions- 7

1. Does the 1nst1tut1on have a; format for ass1st1ng instructors and

»

'others in the wr1t1ng of goa]s and obJectibes7

- . 3

—i 2. 'w1th1n the pre11m1nary stage of estab]1sh1ng a new program, are

there requvrements for estab11sh1ng tentat1ve goa1s and @bJect1ves7

3l\-Are goa]s and obJect1ves dﬁrected toward\Jpw students w111 benef1t :
;_{ as a resu1t of the program? . _\0-
4,- Are goa]s estab]1shed broad enough, to encompass occupat1ona1 and
N £ sgenera1 educat1ona1 needs? P ,
5. Are.objectives written to comp1ement the goa]s? Are they
g measurab]e?' “
. s A
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 IDENTIFY JOB TITLES 'AND JOB OPPOREQNITIES

I

v oo~ ~
"8 ) ' PR %A» | - ‘» o . < |
- Guideline: Sin;e the primary_reason for establishing a new occupationa]
program is to, prepare students for employment, a primary function of  a R
f:proposa].ooordinator shgu]d;bevto identifygtentative job“tit]es"and possible
job opportun1t1es ' R | -
Procedures .One of the ear1y quest1ons that an institution must ask

r1ng a-new program relates to the aims of the program-: Whether\ _

att1tudes are requ1red and what 1nstruct1ona1 strateg1es are needed to

—

meet those‘needs. ' S, ' o )

ey

If the'neW'program is not easily identifiable, the coordinator then

must ascertain what job t1t1es 1dent1fy W1th the tra1n1ng to be provided.
R Y ] .‘
he two sources ut111zed state wide are. the C]ass1f1cat1on of InstructLonal
‘\
D1sc1p11nes (C 1.0. ) and the Dmct1onary of 0ccupat1ona] T1t1es (D 0.7.).

After ascerta1n1ng the’ var1ous JObS that are c]ose]y/1dent1f1ed with

‘the proposed program, the coord1nator must make a surve of ‘the job market

“‘supply and demand He or she should have a pre11m1nary overview of the

warious jobs ava11ab1e for tra1ned students

At th1s po1nt,.extens1ve research‘need not be made of a]] job- re]ated

5 N

factors, but the coord1nator shou]d obtain some information on-current and

«. future Job opportun1t1es These 1nc]u£e sa]ar1es, advancement poss3b111t1es

N

opportun1t1es fo hand1capped and/or m1nor1ty students, soc1eta] changes

that may affect the J'bs contemp]ated;'qobs ava11ahTe.for "non—graduates,'

and available internships, cooperative education, or work-study opportunities.

:') Lol
s
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; of .the program and those enro11ed 1n the 1nst1tut1on

. e ‘ .
\ .
6. R T

. _"]6; '. . - ‘ , ' - C R "-

-
<

Obv10us1y, this is an’area nhere an advisory committee,~inc1uding i

e -

commun1ty bu51ness men ‘and women, cou]d a551st in many ways Such Committées -

LY

‘often mak; comm1tments to prov1de JQb opportun1t1es for both the gradué\fs

e

Cons1derat1on must a1so be given to the 1abor ‘ypp]y, and wh@tha' the

~area is produc1ng too many trafhed ﬁorkers for a 11m1ted number of Jobs

" Questions:. : I vr‘ﬁ' | .L . h)f

1. Has the coordinator of the proposed program 1dent1f1ed the 30b

v

't1t1es toward wh1ch this program 1s d1rected? f.

2. Has a tentat1ve determ1nat10n been made as to the nature of the

job training -- e.g. is this a-re~tra1n1ng or a skjdl 1mPr6Vementyt:

fcourse or program? o - » lvf ‘ B

‘3("Has an overview of potent1a1 JOb opportun1t1es been made7

4. 'Has the coordinator identified societal and techno]og1ca1 faCtOrs
..that m1ght affect the future Job market? 5 .' | e

.5;J'Have various factors re]ated to the qpb been cons1dered fbay,. ff”

advancement, stddent work, hea]th T1m1tat1on57
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8 B ASCERTAIN SKILL§/ KNOWLEDGE AND ATTITUDES REQUIRED
T |-

o ) ' ;e

@a

Guide11ne After determ1n1ng the spec1f1C Jobs fOr wh1ch tra1n1ng is

g a

proposed the coord1nator ShOU]d 1dent1fy the Sk111s know]edge féctors, and

att1tudes necessary for ‘the. Job,gpp11cant f:w:»” ;f: 'W: - .';_ L ol
' Procedures Many reSPondents to this PrOJeCt S QUest1onna1re rEporteEV
v.that they estab11shed sua]]y through thefass1stance of adv1sory commqttees L
*;11sts xf occupat1ona1 sk111s that student graduates Shou]d haVe for Spec1f1c

L'qobs; Inc1uded 1n such 11st1ngs were comprehenS10ns and~ccnnputat10na1,

fman1pu1at1ve, and commun1cat1on sk111$ (20).. - - »

"7 In some 1nstanc%ﬁ schools have 1dent1f1ed entry Tevel JOb operat1ons “
expected of their graduates. Other schools deSCV1be the standards asl]evels °'f
of prof1c1ency expected at program's end. still other 1nst1tut10ns have h,i .

more fully 11sted the broad concepts, 1"f°Vmat1°n’ and att1tude§ that they ‘\
,feel Job trained studentS ShOU]d\RisseSS (22) Ut111zat1on of Such standards K

by those 1nvolved in both student teaching and 1n 1ater‘eva1uat1on.effonts

. 3
> R . o

’

,@appears abvious.

g

In their internal ‘approval forms, som%~3n5t1tut1ons enve]op all of S
these factors w1th1n their appl1cat1ons In 1n1t1at1ng new program requests, e
,5they wr1te proposa] descr1pt1ons as if they were to appear in a college cata-

. Tog, stated in terms of the student 1earner -- what concepts, Jnformat1on

skills, and att1tudes the gtudent shou1d posseSS Upon f1n1sh1ng the Program

Quest1ons - - . : .-‘t‘_ - i‘. .;,, “‘?wf~ {0
v 1. Does the. 1pst1tUt10n have an school approval form 1dent1fy1ng 3fef:;

‘'skills and 1nformat1on that student graduates shou]d possess

after comp]et1n9 an -

Ccupat1oha] program?
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2. Daes the institution have“procedhres_for obtaining‘theéfhformation ,
for‘identifying graduate ski]1s, infbrmation; and attitudéS'neededb
for obta1n1ng and ho1d1ng Jobs?

v
» 3. Are the data obta1ned regarding student sk111, att1tude, and
'__ 'know1edge faptors provlded to potent1a1,students? To- the community?
. - . - - N . ‘ . '. é, ' N
‘r ’ "'/. . 5 <
N ‘ cot v
\ o
’ . <L
"//ff/- ,
. Ty ~
. : —
: o
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. IDENTIFY POSSIBLE INSTRUCTIONAL STRATEGIES

qutde]ine: Tentative 1nstructiona1 strategies directed toward - -
prbviding'the required~train1ng should be determined after reviewing‘the-'
;‘var1ous qua11f1cat1onsifor a\tra1ned ﬂgg,app11cant _ ; Z |
Procedures: S1nce much of the determ1nat1on of whether or not a new °
‘occupat1ona1 program €an be 1n1t1ated rests upon personne] and budgetary
needs, which in turn are dependent upon the ant1c1pated teach1ng strategy,*
"4t is incumbent upon the coordlnator to determine relatively ‘early in the
lvassessment study what the anticipated methodolbgy and.curriCUlum'are to pe;
Some early consideratddn must be given to tne total program structure
v‘and to the sequenge offcpursesv%nuolved. Some current courses'may be’supportive
of the‘new program; some current ones may be a1tered,or replaced. .Some
. decisions have to bevmade regarding.whicn courses will be credited and
‘which elective.‘_Fairjy early in tﬁ‘sfrevjeu ust Come a consideration of
'the nature‘of the students-coming to the program: Will remedial work be |
needed? dW111 the students need day or evendng courses?  What will be the
;'students' needs fdr'space and facilities? TThese questions'are'hand]ed’more
fu]]y']ater in'the nandbook, but they obviously are a part of this portion of
assessment,'too. Some tngught must-be.giyen to‘the‘possibilitdes of special
1aboratories, moduiarlsdheduling, and the use of.community equipment and
fact]ities as wef] as the‘effects of these upon students' time and transporta-
vtjon; : | | |
.As_described in the previous sub?unit kTE),‘the institution should
determine the skills, information, and attitudes required of‘prograu graduates.
Now the coordinator_ts to tentatively identify how these are to be taught.

D20
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H7§Fc0n51derat1on beﬁ? given to prerequ1s1tes, pre- test1ng, 1nd1-

‘v1dua11zed study, use “of learning. resoUrce centers, tutor1ng,

counse]ing? How def1n1t1ve1y should course outlines be drawn-at this

»
time?
What will be the‘anticipated course‘and>pro§ram‘eomp1etion time?‘
'Has'cbnsideration beenegfven to the re]etionshibhwith community
sourceS:_ workfstudy,éiﬁoperét}Ve education,‘fie]d trips, interhéhfp
programs7 | _' '_

. Does the 1nstructor have a spec1f1c format for ear1y 1dent1f1cat1on
of new program teach1ng strategy7 ‘ '
Is program content 1nc]us1ve -- both theory and practical aspects.
included? e - R b

Do opportunities‘exist for'1aboratory and job settings for stddents?

29
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IDENTIFY PERSONNEL. NEEDS.
) o 16 |

GuidelineL ‘Prior to’moving to a definitive assessment of,a proposal,
0T, PRRROSE

a. tentat1ve overv1ew of personnel needs should be made.

¢

Procedures A]though a maJor part of dget determ1nat1ons, the person—
ne] requ1rements of a new program are so s1gn1f1cant that they shou]d be
' rev1ewed ear]y in the program planning as a separate factor. |
* Zn a review of personne] needs of a new program, instructors are’

"usually seen as the pr1mary con51derat1on The qualifications des1red -and

=

'.the ava11ab111ty of potent1a1 teachers shou]d be determ1ned re]at1ve1y

-

ear]y in the*program. The obvious first question is re]ated to the ava11a—

bility of such instructors from the present staff-' are these teachers
EGY R
available now or will in-service tra1n1ng be requ1red7 If the present staff

is not adequate w111 recru1tment f111 the need? Another determination is

-

‘to ascerta1n the qua11f1cat1ons of such. teathers, e. g w111 credentialing
S or spec1a1 degrees be requ1red7 when wou]d new- faculty be h1red'P As/part t1me
'or,probat1onary? _ - -... . - _\‘. |
| " The new program_may afso‘displace some'instructors.ﬂ Considerationfof‘ :
" this eventuality is %ommon in ROC/ROE, adult schoo]s, and college evening’
djvisfon.programs. VSome’planning also: may be necessary to meet the increased
.'demands of other non—administratiVe}personne1, to identify additjonal'
| counselers, Tibrarians, specia]fsts and_eonsuitants'wholmay be needed.-

P

Another personne]_aspett to consider -is whether or not additional admini-

strative personneél will be required:to develop and operate the program,-;If
not‘fﬁ]1-time, what percentage? - Will consu]tants or professional experts be -
required for the program?. -

3 &, -
' \
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Aithough covered more thoroughly later in this manual-(7C), p]anning ¢

s

shou]d a]so take place w1th other personnel, and ‘the potent1a1 effects of

-

the new program ‘on both the c]ass1f1ed staff and students workers shou]d be
\_/*\ . .
ment1onedl. Again, can sh1ft1ng of personne] meet the program S needs or

-

must new staff be h1red7 Will in-service tra1n1ng be requ1red7 What-are
) [
the c]ass1f1ed needs -- c]er1ca1, custod1a1 techn1ca17 Are thes read11y

1

?
ava11ab1e ‘ N
-Many 1nst1tut1ons have expressed concerns about h1r1ng for short- term
needs that may lead to Tong term trouble. Some institutions recommend
hiring short term, part time, or'substitute‘wo;kersduntil-the'institution_is

‘

convinced'that the program will continue Beyond a year.or two.

J Questions: - | S ;em

1. Are qualified, credentialed instructors avaf]ab]e'if a-new;program
“is initiated? o : .
21 If ineseryice training is necessary, are consultants or teachers
available for such?

:'3; Are specialized personnel, such as techn1c1ans, needed? Available?-

'°'4; Has cons1derat1on b€en given to the effects: of gh1s program on

- o other departments “and the1r personne17

3
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'DETERMINE RELATIONSHIP: STATE'S, DISTRICT'S AND INSTITUTIONS'S GOALS

oL . TH ‘ - h
- \\ - . ’ .
N

e e\

Guide]ﬁne' A Program Coord1nator shou]d ensure that neﬂ proposa]sb .
conform to! the goals and obJect1ves estab11shed by the 1nst1tut1on, the
d1str1ct and the state | ‘ ‘

ProcedureS' As-w1th many aSpects of occupational pTanning; the state

: approva] agenc1es are request1ng that institutions not on]y identify the
program‘gbaect1ves but are also ask1ng for exp]anat1ons if the prOJected
. program is not in the State's master p]an'(5). At the commun1ty co]]ege
- level these educat1ona1 master p]ans must . be)apdated annua]]y to conform
’ w1th Educat1on Code’ Sect1ons 25427 and 2006( ). e
In a S1m11ar manner, the coord1nator must ensure nu‘ the district's
~and 1nst1tut1on s rules and po]1c1es are observed In o ti-school districts, -
as. an examp]e, a policy is observed of shifting a new program to- a.“growth
1nst1tut1on" or to another institution in the d1str1ct that has an occupat1ona1
ufam11yﬁ_that;norma1]y would embrace such a program (28). {_ : " e
"One of the functions of the coord1nator of a new program shou]d be to
familiarize himself with the State‘and_districtfs Vocational Master PTans,

Title -V regulations, and other lega)] and poligy factors that might be
“ : $ .

:involved in the new proposal. . . E&
, Questions: S /-
T %

1. Has the new brogram coordinator familiarized himself with the
avarious Educational Codes, state rules, .and policies related to
occupational education prior to initiating a proposal? .

2. Has_the_coordinator followed ak§im11ar procedure with d?strict and

school policy and regu]ations?

rot
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o f IDENTIFY STUDENT NATURE AND NEEDS' o
o B b N LNy

-ﬂGuideline' “The coordinator of a proposed program should anticfpate the

: nature and needs of the students entering the program.

Procedures. The program coord1nator shou]d make an ear]y determ1nat1on

)

as to the nature of thelstudents who will come to the.program. ’Somet1mesz

~“the program is direétedfbecause"of the nature of the student ——afhat is,

aged hand1capped or m1nor1ty students are so]1ql; ﬁ to enter a program
because of its ant1c1pated value to them. Mgre often, the determ1nat1on-of
the potent1a1 students is made by the coordinator through questionnaires ’\\.—////

d1str1buted to the home, at another 1nst1tut1on, or through counse]ors or \

'adv1$ory comm1ttees.,.'

A]though {in th1s pre11m1nary stage the coord1nator w111 on]y be able to

use data easily ava11ab1e certa1n tentative dec1sjons 'should be made. Among

<

others, these shou]d 1nc1udeuanticipated actions neCessary for publicizing

the program, recruiting, .and enro]11ng sgudents -- and est1mates -of the

'qua11ty of  the students and expected enro]]ment size.

On the basis of these determ1nations, other decisions will be requ1red

rIf the students w111 be educat1ona11y d1sadvantaged, some - remed1a1 or tutoring

' serv1ces w111 be requ1red; if phys1ca11y hand1capped students app]y, -special

'con51derat1on may have to ‘be' given to'fac111ty and equ1pment purcha51nq

. obtained -~ e. g students. transfer1ng from

Enroliment estimates are cruc1a1 and 1F‘some areas fairly easily - '~
i
ju

nior to senior high school -- but

in"other areas more soph1st1cated tools w111 have to be used. Pro&ect1ng

S

' enro]]ment data from exper1ences of 1nst1tut1ons hav1ng similar programs may

,ass1st coord1nators_who lack more definitive data. Information on retention

- . o

~also may be obtained from this source.

,
R %)
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On the bésis of. infbrmation‘éarnered'about the enro}lment and the natunes_

~

of these students, Vér1ous other proaect1ons will have to be made re]at1ng o
to the‘needs of the potent1a1 students Consideration shou]d be given to ~—
the increased load that may be p]aced upon student services -- fbr examp]e,

K

the Tibrary, learning resources, transportation, health services, placement

* bureau, the institution's counseling and guidance services, financial aids, '

. . . o ‘ . " O
veterans' services, and testing program. A , 'fj : H
Questions: ST . ‘ 3 ‘/rj
1. What is the evidence of student interest in this program? 4 '//'

2. Why will this program be attrdctiue to students?

3. Have the societal needsfof_“newf students (veterans, aged, women,
-minorﬁtyf\peen’Eonsidered? | | | ( '
What are enrd]lhent projections for the next 5 years?
What -is minina1 enroliment?

o \ s & . ' N
What special services will be,needed for these students?

~N oo s

. ~How will_ this program effect enroliment at this institution and

at other institutions. in the district?

» 3

8. what effects will be made to promote the program and enro11

v

students7

& ;

34
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" ASCERTAIN.STATE, COMMUNITY, DISTRICT AND INSTITU%%ONAL.REACTICN

p)

4

1J -
- vGuide]tne;,JPrtor'to-making'a definitive assessment'ot a.proposed
\Prbgramlka;beneral oVervieW-shodld be made of community, district, and -
instjtutioqaldreactions,t0'1ti |
'.Proceddresf' In.its guidelines, the college of the Siskiyous states
that “The‘derelopment establishment and’eva1Lation-of_an'educationa1 programf"
-~5ha31 inclade representat1ve facu]ty 1nv01vement" (11:4). _Many respondents
M&Pro;ect S quest.na1re 1nd1cated a s1m11ar pattern -‘- that ‘new
'proposals be g1ven wide pub11c1ty and that facu]ty, d1str1ct, and commun1ty
. be 1nvo]ved 1n the deve]opment of the prdgram ;
‘ -The m1n1ma1 ear]y 1nvo]vement at the school 1eve1 shou]d include the
departments concerned but many 1nst1tut1ons broaden the 1nst1tut1on s
' act1v1t1es to 1nc1Ude curr1cu1um comm1ttees, facu]ty sehates, .and adm1n1—
strative groups in the p]ann1ng phase(of program deve]opment Th1s ear]y
_1nvo]vement shou]d enab]e the coordinator to observe the 1nst1tut1on 's react1on
" to the proposa] part1cuIar1y as' it may affect inter- departmenta] relationships,
enro]]ment»%actors, schedu11ng, fac111t1es, and equ1pment,tas well as’the
ldnttiation\ot reactions if licensing or accreditation with the program is
needed. | ‘ o
- AIthough only a Timited number of programs’require special accreditation
sor'are’closely identified with 1icensure —-'and most of these.are related to
. the health professions -- the coord1nator shou]d obtain fu]] information
regard1ng such accrethat1on and licensure earﬂy in the assessment process

With a proposed program in a hea]th area, the coord1nator should ascertain

from the Amer1can Medical Assoc1at1on which accred1tat1on assoc1at1on w111

*

~ . TEN
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provide'the accrediting forms; the ba]ifornia State Board of Licensure wii]

~

prOVide information regarding those profeSSions requiring 1icen5ing
Coordinators may be aware of national groups., not yet identified as accredit-

~ing or licen ng agencies in the state, whith may prOVide information of va]ue
¥ |

1
4

in thése areas , o o - :
Budget conSideration shou1d be,given to. those prOJects requiring
1icensure or accreditation, ‘both the origina1 costs and the year]ysmainte-
nance costs of 1icensure or accreditation shou1d be antiCipated
Similar efforts shou]d be made to inform various members of the District

other institutions, and the community of the proposed p1an Again, the

- purpose of such notification is to obtain reactions to the proposa] Among

-adyantages to be gained are an ear]y appraisal of. the district's reactions,
'i feedback fromkarea'schoois‘with similar programs, articuiation from feeder
schoo]s,fand community reactions. Hopefu]]y, unnecessaryfdupiication can
-be avoided' prospective students are alerted, and f ure-emp]oyers may
contribute ideas and/or prOVide mateFiai support to ‘the program

The‘most common method of gaining ear]y input from the community is
through adVisoryvcommittee involvement, but some institutions report making
contacts With'keyipersonnéi in theloccupation invoived‘without ih&df&ﬁﬁgﬁthe
'forma1ity of‘advisory committee meetings. A

J g_estions _ | .

1. After informing the 1n5t1tut10nk$L\e district, and the community

of the proposed program, is there suffic1ent support from them'to
moye ahead With planning? ' ‘

2. Does the program appea;/yo be unneceSSariip dup1icating courses

or programs a1ready of ered/nn the institution, in ‘the district or

area?

o
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3. Are the obJect1ons raised s1gn1f1cant enough fhat changes shou]d be

. made in the program? ;;,‘ LT ";'f L "pfﬁ

4. . what method& of prov1d1ng 1nformat1on to the 1nst1tut1on, d1str1ct
‘and’ commun1ty are used7 Are they sat1sfactqry7 )
5. Does ‘the 1nst1tut1on haVe a system: for obta1n1ng and eva]uat1ng
1nformat1on rece1ved re]at1ve to a proposed program?
6.. "Has the coord1nator determ1ned how to obta1n special accred1tat1on

1

or 11cens1ng'1f,such is necessary for this proposed program?

b

7$-\rhat-are the aotreditation agency]or;Ticensurevboard requirements?

[ . Lo e :
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" 'MAKE PRELIMINARY ASSESSMENT OF REQUIRED RESOURCES

RN N ?

Ve,

iGuideline | Prior to a definitive assessment of the proposed new
program s ibqp1red resources, a pre11m1nary est1mate based upon ava11ab1e
information shou]d be made. '__~ . - :” :]; N ;f;i .
&rocedures Rough est1mates shou1d be made Qfﬁ?aor cost fa'ctkors for F
the propoSed program, 1nc1ud1ng such costs as person‘b] fac111t1es, equ1pment
. Lo

After 1dent1fy1ng these 1tems, some genera] con51derat1on of various -

A
‘ .

supp]1és« and needed support serv1ces

b:methods of f1nanc1ng the program should be made These wou]d’1nc1ude

costs that can bé-met with current resources (e.g. transfer1ng of instructors,
.use of present fac111t1e‘<§nd ‘equipment); est1mate of add1t1ona1 costs,
;cons1derat1on of feas1b111ty of §pec1a1 fund1ng from the d1str1ct, ‘state,

.;or federa] sources, and 1dent1f1cat1on of any potent1a1 f1nanc1a1 ass1stance

that' m1ght be,ava11ab1eﬁfrom pr1vate"sources, S
; Quest1ons e 'v o y o
Y Does the institution have & system to ass1st in mak1ng prg‘f_‘

cost ana]ys1s?

2. What are the estﬂmated ¢osts for the maJor budget items (péhSpnnel,;r -

"fufac111t1es, equ1pment) BT

s

. . - L .
3. What percent of the major budget costs can be met. using current

'supp11es of equ1pment personne], and fac111t1es7

:5"1 ‘

N ‘
" 4. What add1t1ona1 costs will be expected after deduct1ng current
“ resources from ant1c1pated needs? | o ,." o p;‘“ ’r\\)‘
- 5. ’What are the ant1c1pated fund1ng sources -- 1nst¢fu1ona1, state

federa] pr1vate business?

. . . . \
. ~ . . 22 - .
. oo i ‘e
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IDENTIFY TENTATIVE EVALUATION SYSTEM , °

SR Gulde11ne Dur1ng the pre11m1nary assessment stage, cons1derat1on :

shou]d be g1ven to eva]uat1on methods that m1ght be ut111zed when theii*.h
_program is operat1ve | ' - ' ; _ S
' PJ'Eedures A]though rea1121ng that a]] factors re]at1ng to the ‘

' proposed program hawe ndt been - determ1ned at th1s time, the coord1nator of.
a program shou]d recognize that many phases of a new program w111 have to be
eva1uated Tentat1ve mon1tor1ng and. eva]uat1on systems shou]d be 1dent1f1ed
.1n the 1n1t1a1 ‘proposal p]ann1ng stages ' _" ' "

The coord1nator shou]d attempt to ascerta1n what aspects d¥ the program
will need to be evaluated. . The: coord1nator shou1d also ensure that a‘;
. «

”mon1tor1ng system 1s be1ng 1dent1f1ed as the program proceeds toward 1ts

+-. stated ob3ect1ves$

- Questions: -, e

:,

I:: Nhat aspects of this program shou]d be mon1tored? Eva]uated?

2.'3Have other .institutions with similar programs been contacted t6 -

.,determnne the1r eva]uat1on methods?-»

3. e stated obJect1ves measurab]e? -

4.1tIn assess1ng eva]uat1on poss1b111t1es, what cons1derat1on w111 o

| be g1ven to the fo]]ow1ng eva]uat1on systems and/or areas o
..‘students p1aced attyition, student and facu]ty eva]uat1ons of .
‘;program, adv1sory co§s1ttees eva]uat1ons \course eva]uat1ons,,‘p

'.Cievaluat1on of 1nstruetor effect1veness, evaluation of- p]acement
i | serv1ces, eva]uat1on$of anc111ary serv1ces, adequacy of f1e1d

7exper1ences, effect1veness of promot1on sysﬁem, prov151on for

‘K\ o ,student serv1ces, opportun1ty for student self- eva]uat1ons,

A""

1

B ' ’ o A s Yy
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+  guidance/counséling efféctiveness, methods®of ‘administrative

i
£

“and $upervisory‘evaluation? = =7 %

-

5. .th;Will_be primgri1yﬁresbonsip1effor;ﬁpeﬂévaluatiph

. program? ‘Whatléﬂé_pérsoﬁ? P o ‘-; e
N R - _

6. Are any of the‘%;lifprhihﬁspatgwide.systems (COPES

Y

1
wn
=]
=
R
o‘
0
3.
L=
.m'

®

-fietc.) to be used? . . , ‘ _ , _
. ", . ‘ .‘ e, . '7». ) Q‘ . s . ) v ‘ . . - ':.f" s
7. Has a county agency been considered as an-evaluation bddy?" '

“§. Has an academic department been identified for its parf in-the

= evaluation system? .

R -
LT

9. Has ﬁhe igsﬁi¢ution developed‘a"Se1f ev$Iuétj6ﬁf§y§f§m'(18)?'

%
‘e
{
N
-
&
a

o . - Lo

0
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. T INITIATE DEF}NITIVE,ASSESSMENT
. K — .
Guideline: After haking a preliminary assessment of a proposed occupa-
"tional program, a definitive assesSment should be initiated if the determi-
nation is to proceed. . _ " o : | N
Procedures: Some Basic researc data must be ohtained prior to initiating
a new program. The program cbordinator‘must establish a system\pf data
collection, analysis, and dec}sion making. How extensive such a system is
to be is dependent upen the nature of the program
In larger d1str1cts, or where more: comp]ex programs are planned, some
iconsideration must be given to the following: Assignment of specific
responsibility for obtaintnévand»coordinating research information; determi-
"nation as to whether additional.funding and/or consu]tants will be needed
for reserach; estah]ishment of art{me 1ine for obtaining and reviewing infor-
mation pertinent to decision-making.
The major functions in the research phase of program initiation will be
to analyze employment demands and potentia] 1abor supply, to conduct a
literature search, and to ascertain the'instjtutiona1 and community support
for the program. At this point, the program coordinator must al$o consider
whether to- uti]tze an advisory committee dr to establish a new one to
'a551st in the research and ana1y51s gtage or to wait unt11 the program- has'
/. deve]oped further

Questﬂon

1. Has the 1nst1tut1on an organized research system?

2. Has some person been g1ven the reséons1b111ty for. coord1nat1ng the

research 1nf0rmat1on for the program?
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LS

."Have'time1ine5'for data gathering, ana]ysiﬁ, hnd decision-making
been established?

Will consultants be needed?  If so, at what time and cost? .

Will release time be granted for research work'br will an insti-

PR

tutional research coordinator be assigned?
Have the parameters of a literature search been4e§tabTished?

What pertinent literature (ERIC, etc.) is available? ... . .-

Is there an established advisory committee that.could provi&én;\ ,

pertineni information for this program?
Should a new subject advisory‘committee'be estab1isheq;to'assist
this program?

L} . -

A



o -

-37-~

ANALYZE EMPLOYMENT DEMAND ANDPOTENTIAL LABOR SUPPLY DATA
S N _ .

Guide]fne° Since the pr1mary purpose of occupat1ona] education is
to prepare students for jobs, a new program should be initiated only
after a thorough.assessment has been made of employment opportun1t1es and
Tabor supp]y information. |

Procedures:ﬂ The coordinator of the proposed program shou:d utilize
a w1de var1ety of methods to ascertain the current and future Jjob markets.
The most common procedures 1nc]ude utilization of information garnered
from adv1sory committees, various private and governmental agenc?es,

__surveys conducted among local employers, new inddstries’in the area, and
information supp]ied by the'institution's staff. |

A maJor decision must a]so be made as to the geographical area
,to be encompassed in the study. As pointed out in the New York Statel
handbook (32), there is a great variance in how inclusive such a study
should be and what areas should be considered. A question as to whether
to initiate a program in accounting that,wou]d be significant for its
graduates on'a national scale would be_treated very'differently from -
one in.which a study must be made to ascerta%n the job opportunities

uin'ihe field of opthalmjc'optics. In the first instance there is a
stead& national demand; in the ]atter, a we]]-defined-occugational |
market must-.be identified.

A1l of the California program approva] agencies are now insisting that
evidence of job market analysis, surveys, and other information identifying

job possibilities must be included in the applications for new program

approval (5).
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The various éubséc?ions under this major "critical path" box

~ describe Curreht state practices of'ocﬁupatiOna] administratokg as they
seek to'gaié!informatipn relating to manpowen.%nformation._ Effbrts “
'are directed toward obtaiping data from various statisticq]vg;fhering-
sodrées and via contacts with.emp]oyers4and‘institUtths_providing .

,first—hand.inﬁormation on current area labor. needs and']abor Supply

- sources. "

. g

-
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OBTAIN JOB INFORMATION DATA
3B

Guideline: Prior to the initiation of an occupationa] program, a
thorough study should be conducted of materials frombandicontacts with
individuals and_agencies gathering and analyzing manpqwer data.

‘Procedures: What information is the codrdinator seeking? - An

identification df the nature of various job opportunities, job titles,

and job ski]is,.knowledge, and attitudes requiredvtor p]acement shouid\) .
" be included. An eVa]uation of such data should assist the planner in.
1determining the nature of the,program——should‘it(be directed only toward
job placement or snould it emphasize advanced placement and/dr upgrading
of skills? Possib]y a course or\tWo within a currently operating program
might be adequate, eliminating the necessity‘of initiating a new program.

As with procedures for obtaining emp]oyment demand information,
data regard1ng 1abor supp]y comes from a var1ety of sources: governmental
agencies (e.g. Labor Department Bureau of the Census, Commerce Department),
.11cen51ng and accreditation agenc1es, the California Manpower Management

Information System (41), busmness and 1ndustry sources, and other publi¢ -
_education institutions- in the area. Institutions seeking a model to nwfi,
use in obtaining both emp]oyment demsnd data and-]abdr.supply information
might obtain a copy of the application of the 1975 CMMIS material to
program p]anning from Dr. Chester Howe, Director of Occupational Education
in the Simi Unified Schoo District, Simi, California. Some caution

- against'too extensive'dependencefupon these data was stated by members

Qf'this Project's consortium and repeated in material sent to the

Project from New Jersey. "The national and state manpower data does

o’
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not usually play a very important_usefnl pirecf role in determining need

for a community co]]ege_program. Rarely is'this'data sufficiently up-to-
';date or specific to be neTpful. Neither does it take into consideration

the source of supplies whiéh may be oven prodﬁcing manpoﬁér"'(BO:ZS).

In addition tn the information that can be garneréd from the sources

Tisted, other labor supply sources may include an inflnw of workers

to the area,'indiyiduals trained in private schools, in correctional

institutions, in the“military, or through CETA.

- Other major factors fo z?nﬁider in determining poténtia] labor supply

are related to the desires of' the community itself. The obvitus potential

| eétource comes from a sequence of students: “the Junior high student for !
- senior highs, the high school students as potential ROC/ROP or community
o cnllege,students; To ascertain occupationa] desires of these students,

, _ v
various survey instruments have been described in this manual under

_Title 5C, "Obtain Student Reactions." | ‘ RIRRE
Another vg]Uab]g resource for many institutions has been the

'Employment Deve]opmenﬁ Division of the State. Again, both'writteng

* information and personal contacts with the division's personnel nave

?proven valuable to ocnuﬁgtiona] program coordinators. Similar positive

reactions were reported by consortium memberé in referring to information:

N

gained from CETA personnet. .
It -is anticipated that by studying national, state, and-area

jstatistics, the program coordinator will be able to identify job tities,

Jemployment trendé, and types of industry desiring employees who are

;tO'come'from the projected program.' ,

:k/ guéftions: ' T \
1. Does the institution have a systematic program for obtaining

| 43
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3

information relating to the potential 1abon‘supp]y?'

N

2. Is this ﬁateria] available to faculty and staff? ]
{ k 3. Is there é methdd 6f encouraging dia]ogué aﬁdngfthe'instituffdhis
v - . personnel and those representing»governmenta] and other agencies
/’*§iv; ‘and departments that provide information relative to job skiiis
l o improvéﬁents and job opportunities? |

4. Has the institﬁtigﬁ‘béen_invo]vedbwith the state's efforts

to provide up—dated'andip;c;inent manpower information (e;g.
o © CMMIS and SAM)? '?*1 |

5. Does  the iﬁformation-gained by thebgoprdinator reviewing the
., manpower dat; alter @hg nature of the original proposal'(é;g.

AN I

cost factors, teaching strategy, student characteristics)?
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3

3C

"CONDUCT EMPLOYER SURVEYS AND PROJECT EMPLOYMENT DEMANDS L

'ggiﬁgliﬂg: A]thdugh some prbgrams are estab]ishedlfor Qeryfbroad
fgeographicaT aZeas, most institutions ident{fy a méjofity of their
 occubationa1 programsjwith the needs of their communify. Before estab]ishe"
ing'a-program for avspecific‘geogkaphical area, the initiator should
obtain local manpower information. '

Procéduregg After identifying the géographica] area to be served,
the program coordinator hi]] have to deterhine the methods to'use in
obtaining ]oca]‘ﬁnfbrmétion regarding the job-producing po§sibi]itf§s
of the proposed program:. A-variety of méthods have been utiTized:. a
-rahdom sampling by mail of ‘industries in the area that might utilize
the program's graduates; the use of an'advisqry committee‘s-récommendationsﬁv
personal contacts made with“kéy persons in the occupatfona] organizationg
related with the prqposal (36). Data from any one'of these systems
‘should bé coordinated in order to ayoid thé.distoftfons arising f;om any -
one of .them. | | .
. The format for employer surveys i?~the State varies qonsidgrab]y,
'//bLt-many incorporate thé fo]ToWing‘materials: an opening statement is
made deséribing the local area to be sufveyed (21) and the: projected
program, and andappeal is diretted to the recipient iq assist the‘ |
inst{tufion‘by answering such pertinent questions as: Do you see tHis
occupation as a viap]e one? Is it one in which employment will vary
considerably from ye;r to year? What will the employment opportunities
be for graduates? For»part#timé work while at school? What w111_graduate§

be paid? What opportunities.will there be for pay increases? For
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o

opportunitfes to adVance? What related career ladder fields are avaitab]e?
What increaSes-in employment in this occupation does the company anticipate
this year? ‘fn the. néxtwtdﬁr.yearéﬂ What opportunities are there for:
p]acement in advanced training in the same occupat1on?
\ Hunt1ngton Beach H1gh School (20) requires that at least f1ve
potent1a1 emp]oyers do one or more of the following: hire trainees,
asaist in planning and pronoting the:program, agree to provide a train-
ingnfacility, agree that the program is needed. An interesting and
extensive area'emplo&er survey was done by Harbor Co]]ege in the
Los Angeles District in 1975 which illustrated the difficulties inherent
in long-term projections in a metrdpo]itan‘community (24).
Written'descriptions of advisory committee surveys were scarce,
" but many of the\questions 1isted‘above were posed by some, with a few
- institutibns}identifying such additional questions as: wnat percent
| of the committee endorsed the;propoaed{prdgram? What were the objettions*
of tnose'who dissented? As-nith'previoﬁg guideline data, state agencies ‘
are requesting informatidn from institutions-about the results of their
employment surveys and job market analyses (5). ‘ o
' é . Exce]]ent emp]oyer follow-up mater1als, methods and suggested .
procedures are provided ina recent]y issued manual for commun1ty co]]eges
by Dr.. Ben Gold (17) Information provided should be valuable to a]]
program p]anners whether college, high school or ROC/ROP based.
A com%]ete description of one d1str1ct s survey: techniques and
i‘-:p]anning process is provided in: the "PTanning ProéessAManaal for -
~ Vocational Education prepared by Maribeth Potter 1n 1975 (41) This
‘system utilizes the Ca11forn1a Manpower Management Informat1on System

(CMMIS), and incorporates a cover letter to emp]oyers, a descr1pt1on of

45 .
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'interviews, a‘questionnaire, and foTlow-up letters. .Among other benefits

~:der1ved from this survey was that of obta1n1ng a vo]unteer conmittee

to ass1st with the future 1mp1ementat1of'of the proposa] and to publicize
Ve
in the.commun1ty the possibility of -establishing a new occupational

!

program.

Some questions have been raised about employer survey methods that .

may be of value to the planning coordinator. A'gOOd summary of theSe
is found in New York State's "Program P]ann1ng in Two- Year Colleges"

(32 62 63), in wh1ch~the following quest1ons are raised: "How well
does the contact person understand his firm's future needs? pr,frank? :
Nhat cont1ngenc1es may change his opinion? What factors aresmbét
infiuentia] 1n'determ1ning'a'f1rm's needs?" This‘Corne11 study un§ES
program initiators to check employer estimates with labor unions, -
business and Srofessional associates, governmental agencies, and urges
them to be aware of the possible biases of employers. Another question
to consider is the -degree of commitment on the bartqdf firms neplying
K;td the questionnaires? -

Quest1on ,\

1. ~"what are the various methods the coord1nator of a proposa]

uses to.obta1n the emp]oyment demand data needed?

2. Has the coordinator analyzed the data,sources to reduce-the bias
¢ factdrs often present in obtaining such'infqrmation?e o
3."priis the’determjnatton made'as to which geographic area the

new program wi]]IServe? ’ ) o
4. How complete is the questionnaite,concerning emp]oyment—;areq
qué@tjons posed on trainee salaries, graduate salaries, and

5

futhre opportunities of graduates?

[
)

°

‘
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Are'employers;asked_td commit themselves to assist the program?
: ‘ : ' 0w : - -
What actions are taken to check information provided by employers

* 77-with, other. data sources (e.g. govérnmental data banks, institutional

staff -members, 1aborhorganizptions)?
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' OBTAIN LOCAL "LABOR SUPPLY DATA
f 3D
Guideline: | Pr1or to 1n1t1at1ng new occupat1ona] program the

coordlnator should have a thorough’ knowledge of the area s 1abor supp]y
50urces to ensure that Qhere w111 be a sufficient’ supp]y of. tr?1ned
workers B

Procedures: Major efforts of the c%ord1nator seek1ng information
_relat1ng to the current and ant1c1pated supply of trained job app11cants
must be directed towardbart1cu1at1ng with the various area 1nst1tut1ons
'and toward determining if there are. significant changes in the demograph1c
patterns of the community Some part of thlS art1cu]at1on effort shou]d :
be d1rected toward obtaining 1nformat1on from educat1ona1 agencies,
business f1rms{randgqon:educat1éna1‘agenc1es, such as hosp1ta}s, which ;

--often provide major in-house'educationa],programs. The primary purpose

ese efforts are to determine the nature and number of persons
who are currently being trained or who will be trained in the near
future. = . " | a : S
R '.'V..'\ ! , .i‘ . o
Even more s1gn1#§cant data can norma11y be obtained by the coordinator
' from the var1ous educat1ona1 1nst1tut1ons in the service area. The

pr1mary effort shouﬂd be to determ1ne whether too few or too many JOb

applicants, are being trained. !

According to the natg)e of the.program; a determination'must be )
vmade as to wh1ch educational 1nst1tut1on$ should ‘be contacted, but in

: some 1nstances a]] public-and private high schools, ROC/ROPs,\commun1ty
co]1eges, pr1vate schoo]s and un1vers1t1es have va]uab]e inputdand

‘shou1d be approached
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Various types of information- gather1ng forms are be1hg ut111zed

”

.
¥

r to ‘determine the -number of- students comp]et1n@ tra1n1ng in. any one occu—f
pat1ona1 area ‘One used b( the ‘Los Ange]es Unified Schoo] D1str1ct '
is 111ustrat1ve of such forms (8).v Inc]uded in thi's suryey:are such -
quest1ons a9: Is training for this occupation current]}‘be1ng offered7‘
Do;you blan to offér such 1n:thezimmediate future? Has th1scprogram ’
,fbeenﬂoffered by"you in the-past7 Reasons for d1scont1nuan¢e7 If
offered prev1ous]y, what was the ‘eourse- length? | |

<o

QOther s1m11ar survey fOrms are utd]1zed w1th the major obJect1ve‘
" in m1nd——that of ascerta1n1ng the current and future market for job-
“trained. app]mcants ' Many occupat1ona1 adm1n1strators a1so obta1n
va]uab1e data cover1ng th1s SubJeCt at such vocat1ona1 area funct1ons
//u .as RAVE Counc11 meet1ngs Members of this Proqect s consortium also
recommended that occupational adminﬁstrators‘keep agbrigﬁd of the in-
formationhavajlable from demographers who cantprovide‘valuable 1nputi
regard%ng the loca{ emoioynent atllabor suppiy. | )
,) ) On the bpsis‘of‘the infornatdon provided in'formal requests and
.-"the information gathered from demographers and from colleagues in the

v ‘ o S o\ .
area; the coordinator‘must make.an evaluation .of the potential for

\
graduates in the proposed program.
guest1ons ’
1., Does the 1nst1tut1on have good art1cu1at1on w1th propr1etary ]

and public schools, - co]]eges, and un1vers1t1es in its market -

area? | o o

2. Is there a gystematic method'of obtaining information,relat%ue‘
X

to labor s ly factors from these institutions?




) 3 ‘ :'; . K . 3 <. .A » . - . ) R ) '4:',‘-"
3. Are records kept to dscertain the value of market area data aﬁ,\H .
submitted? | D A

4. Does the 1nst1tut1on have systemat1e méthods of obta1n1ng 1abor |

r K

supp]y data from agenc1es, bus1nesses, or 1ndustr1es that prov1de

o pgrsonne1.tra1n1ng?“e. | ‘ K * o
) 5. Does the 1nst1tut1on have access to 1abor supp]y 1nformat1on ’
* from such governmenta] agenc1es as‘%he Ca11forn1a Employment . e
Deve]opment Department and the u. S Department of Labor?
. 6. Does the 1nst1tut1on obta1n and.ut111ze 1oca1 1abor supply '
o data from demographers7 5)
‘ ‘:‘ ) \ . . I 4
¢ A . 7
‘ \ ¢ 7 % " N
’ '. ‘ ’ .
),
. ) .
Q N // ( e
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Aruitoxt provided by Eic:
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PROJECT LONG RANGE EMPLOYMENT SUPPLY AND DEMAND DATA

3E Lo

:j7. Guideline:- On the basis of information obtained from employment L
demand and 1abor supp]y sources, the coordinator of a proposal should

be ab]e to project for five years the manpower needs for the particular

*égccupation. . . ‘

” ..-‘Proceddr} : Many states (42) and school distritts'inolude in their
'written‘gdidei:%::oaymandate that\employment demand and Tabor supply
data be inoluded in any request to initiate a new program (7). In

.addition to requests for narrative accounts of such information, some

districts have established forms encompassing what the schooTs must

provide. Thes usua]]y include a request tor.a job. description, what

the expan e and rep]acement needs are to be, the geograghical area

to- be serVicedf’a detailed market ana]ysis, and a description of the
:sources of information At San Mateo Community College the administrative
procedures state that “programs will be established only when Job oppor-
‘tunities can be anticipated for a period of at least five years \

Occupational programs will be deve]oped,only when there are job oppor-

.tunities expected for at least a minimum c]ass of graduates per year"
-(38:1).

Administrators seeking a good mode1 utilizing CMMIS will want to
review the:manuaT’broduced at Simi Va]Tey'Unified Schoo] District
(41) that was preViously identified in this book]et

Question

‘1. 'Are’comorehensive’data,incorporating area. demand and supply

| information»available at:this institution? Have procedures

been established to obtain such information7

e . . : ‘ - ™~
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Have criteria -been established upon which information received
. . ‘ 2y
can be evaluated and utilized? .

Is the staff fami]iar-With the general methodology involved
in obtaining and evaluating manpower 1hf0rmation?_

., Are dfstributed questionnaires anaayied as to thei} purposes?
Their effectiveness? . ‘

Who is involved in analyzing data received and iﬁ.making
recomﬁendations'as to whetQS: to proceed with the proposal
planning? How effective is this System?

Is the five-year minimum time rule for a program used at this

institution? Is it a practical rule?"
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DETERMINE SCHOOL, COMMUNITY AND STUDENT INTERESTS.
| o -

Guide]fne: A new occupational program should be initiated only
after ascertaining that it has, or probably will have, the support of
the school and the community, and will attract student enrollment.

Procedures: Prior to init{ating a program, a coordinator should

~attempt to determine.what the effect of such a program will be upon

the community and upon the institution. Various techniques are used
throughout the|State research s made on similar projects in other
areas; needs assessments are conducted, questionnaires are sent to the
community and to the institution's personnel (faculty, administrators;
and students); administrators may survey other institutions when it
appears likely that students questioned might attend the administhator‘s
schoo], and some 1nst1tut1ons provide a system of 1nv1t1ng institutional
and commun1ty feedback to proposals pr1or to submitting them for’ state
approval. -

This portion of'prognam assessment is a crucial one requiring careful
analysis by the coordinator. Normally, at this assessment staje, the |

definition of the proposal is still in the formative stage,,and the

program may not become operational for a good number of reasons. Some

1nst1tut1ons rep1y1ng to the quest10nna1re po1nt out that the coordinator
must guard against too strong an advocacy of a proposed program that

may not be approved. At the same time, he or she must keep the in-

_Stitution'and community informed as’ to its progress. Panticularly

important is the'need to keep good communication among those who are
v T . R
later to 1mp1ement the program R .

The fo]]ow1ng sections descr1be the var1ous methods that havé’been

ET -
S

[
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used throughout the state to determine whether there will be sufficient

~

enr‘ilmenf and whether or not there will be support fram the institgiion

"and the community. 1

Al




“aptitudes, and career goais of students. .
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OBTAIN POTENTIAL STUDENTS'- REACTIONS

Guideline: 'Since the primary purpose of éstab]ishing a new

'oc;upational program is’ to provide job training, every effort should

be made to determine potential students' reactions to.a proposed program.
. Procedures: As with other aspects. of proposinQ new programs, the
e >3

State of Ca]ifornié has mandated that some evidence of student interest

in such programs must be included in the institution's request for

‘ progrqm approval (5). Most of the respondents to this Project's'

questionnaire had establiéhéq procedures designed to obtain student interest

information. Some replies iqgicated that -the institutions relied upon

~staff input--faculty, administrators, and counselors. However, none

of'those relying on staff input alone identifiéd any forma]ized system

of obtaining their data. . : — : o
Senior high échools, ROC/ROPs, and commynity colleges have all

used student body surveys'ofvtheir own instituti. ur ofﬂfeede;,schoo1s

k4

to obtain more definitive information46f_the occupationa] interésts;
P | |
Those institutions wishing to obtaif*a complete model of student
career assessments which utilizes the CCMIS concept!wi]] find a thorough

coverage of the process in the Simi Valley P]anning:Process'Manualf

. This manual describes the use of the California Personnel Inventory,

" the student career profile, school summary keports, and Ventura County

. . L
Statistical Reports (41). / . | ,

v Additional resources have become available .to obtain information
of student interests in various occupations through the increase in

comprehensive career guidance centers based on the supermarket concept.

a9
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These centers assist students in making tentative career decisions,
test1ng them through part t1me work or cooperat1ve educat1on work

exper1ence programs, and p]ann1ng educational programs in 1ine with

-their goals. In the process, career counselors and placement interviewers

cd]?ect a great deal of information 0n'student's‘occupational choices.

7
The increase in p]acement centers a]so has contr1buted to an

~increase in the amount of information ava11ab1e to educators on student

~interest in various occupat1ons "~ In addition, the proliferation of

outreach teach1ng centers by.alllelements‘of education may.pnovide andther'
source of information. Communi ty membefs, whd in the past could ndt .

be reached, can now be carefully questionedvasvto_their 0ceupatiOna1
preferences. | | -

The "new students" (e.g. the hand1capped women returning to educat1on,

and senior citizens) attending pr1mar11y Regional Occupat1ona1 Centers,

~adult scheols, and community colleges, may serve as the focus of new

~programs. Here student interest may not be too evident in an early

random sampling of a group and a?tording]y, a major effort to promdte
the program by exp]ainind'its advantages and disadvantages to a target
population nay be required~before a meaningfulvsunvey can be taken.
Prevocational ordentation and exﬁﬁoratory experiences.are examp]es df
effect1ve ways used by some. report1ng schools of 1ntroduc1ng prospective
students to new quupat1on€’ fields.

<Acc0rding to questionnaire respondents, the coordinator of a new

program should be able to provide sufficient relevant information regard-

ing student interest so tha therevis promise of a starting c]aig‘and_'

of continued enrollment through a five-year period large enough to

' warrantej;}inuationof the program. Some responding scheols cautioned

60
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that'thé abs&nye of hfgh student interest in itself should not rule

out consideration for a.curricu]ﬁm that Has good jobs waiting at the C

end,of the line. ' o : , o o

- Qhéstions: ‘

. ‘1. Does the institution uti]fzé,an on-going system.fér obtaining

potential student reactions to occupatioﬁa] éducationvoppor—'
tunities--both fﬁom.the school's popu]ation and- from other //
community sqﬁrces? o |

- 2. Are there criteria established fér ana]yzinglﬁgd utilfzing

- information Eeceived? | '

Does the institufion haihtaih constant articulatidn with’bthér

feeder schools anq with co]lejes andiugiverSities that .could .
prdvide.insight into thevdccupational interests of future
students? ;

4. Does the inétitut}on have contacts with business and indﬁstriq]
firms, and with private and governmental agencies to ascertain
whether their employees might be interested.ih this program?

5. After reviewing the materials relevant to poféntial studeﬁt

“interest {n the proposéd program, does the coo#ﬁinator wish
to continue the definitive assessment study? As a result
of the informatjon gathered from the review of sfudent interests,

" are there changes that should be made in the originally conceived }

proposal?

<
.F.A
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,DETERMiNé“INSTITUTIONAL AND COMMUNITY.REACTIONS
R - ac .
; Guide1ine' The coord1nator of a proposed occupat1ona1 program
shou]d ascerta1n the nature and amount of support the program w111 get
from both the institution and thencommun1ty. | |
'ﬁrocedureS' Although some commun1ty and 1nst1tut1ona1 reactions may
be obta1ned by the coordinator when potent1a1 student ‘reactions are sought,
add1t1ona] efforts shou]d be made to determine the support of the 1nst1i
‘.tut1on s staff and the commun1ty in genera]

Part1cu1ar1y important in 1n1t1at1ng a new prqgram is the staff . -
1react1on ' Both the adm1nistrat1on and the facu]ty shou]d be fam111ar with
the proposa] as soon as possible - in order to assist in 1ts deve]opment
_ andllater}to help "in its 1mp1ementation and eVa]uat1on. Severa] co]]eges
reported that their communication system for proposed programs 1nc1uded

ear1y notification_of departments concerned, faculty senate committees,
’ /

/

curriculum committees, advisory committees, district'committees; and
‘student groups. In many of these contacts, feedback was requested in the
»form of suggestions and reactions to the program. Particularly sensftive
areas are those related to budgeting’, staffing, problems arising,from the_l
effect of the proposedﬂprogram,upon qther programs at the institution or -
in the district, and ensuring that articulation agreements with other
‘institutions were considered in the pTanning (14);v Additional aspects of
the effect of a new program-on other programs are covered in this manual
under 5D, "Ascertain effect‘on other programs. " B |
Anotherlarea-where information‘and‘feedback are necessary is the.com-
- munity shere the institution is located. Aﬁready noted are efforts to alert

business, industry, and various community agencies about the proposed program .

62
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‘as it re1ates to manpower data | Other contact methods mentioned in
questionnaire replies included communication v1a radio and te1ev151on, and -
through parent- teacher organizations, "the Chamber of Commerce, Tocal unions,
‘ and various types of coordinating councils (33). ' -
‘That the proposed programs'may involve problems of professional
ethics was another community consideration:to-which~the coordinator must”
be sensitive according tc the-consortium members. Recent probiems relating
to the medical professioi and nursing weré identified._ Here ciose.communi—
cation with protessionai associations,,licensind boards; and ccreditation -
'. committees was advised. '
More and more attention is now beingvgiVen to the need for avoiding
"unnecessary duplication“ of ex1st1ng courses (5). The State Chance]]or's‘
office of the Community Colleges has identified a large number of programs
thatlmay ngt;be offered unless special approval’ is obtained (3).
State regulating bodies are quite specific as to the'proof.required to
. show that there 1s need for a new program and that the program is not
unnecessary duplication. ‘The community colleges are directed to: “Report

* interdistrict attendance agreements, actions, and comments of area or

- regional councils, inter or intradistrict\advisory groups, advisory committees
or similar bodies testifying to the necu for program. Attach minutes"(5).

_ The establishment of Regional Adult and Vocational Education Councils
(RAVEC) has emphasized'the State's insistence that new. occupational programs
receive area-wide scrutiny. - City Coiiege of San Francisco identifies some

~of this regional planning as a positive way to obtain information on
simi1ar-programs'by OGtaining'information on costs, retention, successes,
and problems (36). San Bernardino_Regional 0ccupation'Program requests

. that a description be provided as to "how this program has been articulated
4 : 4 ' . -
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‘with existing progrems at the tdmmunity college, ddu]t schools, high_ L

schbo]s,'and/br other training programs (34). e ’ o
An early effort to provide reg1ona1 or community cooperat1on among the

var1ous 1nst1tut1ons w1th1n the same area was CHAR (Co]]ege, H1gh

Schoo], Adult School, and Reg1ona1 0ccupat1ona1 Programs and Centers)

and organization estab11shed -to prov1de program accountab111tyidnd to

reduce program dup11cat1on ' The model established serves as "an occupat1ona1

guidance and counse11ng tool for students and educafbrs (43.6)J In a

bookiet describing the program, Dictionary of 0ccupationa1 Titles titles
for numerous occupations are identified'and listed a19ﬁgiwith‘the various
'area tnstitutions that provide training'for,each’Of the jobs. In'addition,f
the CHAR organization examines programs in the area td avoid dup]itation of
effort, and advisory committees aré established to ensure that courses are

hd 9

realistic, to ascertain when new courses are needed, and ‘to recommend when:
programs should be‘modified to meet current needs.

Similar reg1ona1 planning groups have been formed in other parts of
the state; these 1nc1ude the San Dieqo AredlCommun1ty Co]]ege Vocational
Education Planning Committee, the San Joaquin Valley Community College
Council for Otcupationa1 Education and‘the Santa C]ara‘zounty Communit;
College Area Planning Council. '

A doordindtor of a new.occupational program is often faced with the
problem of avoiding "unnecessary duplication" of programs. What is . i
”unnecessary”? Pressure fdr new programs surfaces when the job'mdrket appears
sufficiently strong.to warrant additiona] programs or when pressures come
from students, trustees, and/or the community. The administrators musbm
first ascertain whether similar programs are being offered in‘the_érea and
then.whether or not the Contemp]ated program,offers "unnécessary dup]icetion."

- = -
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Programe‘wfth sim{Tagvnames may vary'cbnsiderablyr'*Los'Ahgeles Unified
School District Reéiona]uQcchational Centers and Programs identify some
rdigtinguishingufaCtors that may separate ﬁrograms which,oh'the'surfacev
' 'aphear to be stmi1ar. These)fnchde a careful'review_of'the program pre-
requisites.(student test seores, courées, experiences, abilities), the
:cqurse;objettives,and,cpurse descrihtion; and special emb]oj%ent\priteria (26).
Otherlfactors of significance that would ahbear to separéte programs
: suff1c1ent1y SO that they would not be 1dent1f1ed as ”unnecessary dup11ca-
tion" would 1nc1ude the d1stance factors involved: when s1m11ar programs
lgre‘in quite‘separate locations even though in the same service ‘area; the
. time factors involved in completing the ﬁrograms;-and the tedehing.metho—
dology. ._ | ) T ] |
Questions: o o
1. Does the institution have a system of ‘communication by whfch it>can.
readily d1ssem1nate to facu]ty, staff, and commun1ty information
about a new curr1cu1:;§ Does it have a way of accurately determ1n1ng
what the reactions of these various groups are?
2. Has the institutiqn established good contact; or relations w{th
" professional groups, busine¥ses, and labor so that when sensitire i
° turricu]a are proposed, an opinion representing,the'grqup.effected
can be obtained? | N a
3. Is the institution familiar with the State Chancellor's Tist of
"specialized programs" (July 6, 1976)? \
4. Are early contacts with RAVE Cou/t1ls made when new programs are 1h“'
- their. 1n1t1a1 stages? &

5. Does the institution have a def1n1t1on of -"unnecessary program

dup11cat1on”7
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'DETERMINE .CURRICULUM NEEDS AND AVAILABLE RESOURCES
| 5A |

L2

Guide]iné‘ Prior to 1dent1fy1ng budget factors or mov1ng toward

1oca1 and state approvals for'a new program, the coordinator should
carefu]]ylassess-thé\proposed curr1cu1um. . ii i

The curriculum assessment should include efforts to

Progedures::
c]arify“%ne programis needs, .goals, and objectives; identify methods

of improiing student skills and'abilities; ascertain what the program's

. affect wi]] be on other programs, and determine, when and.nhere to
establish the new program; and anticipate what enroi]ment the program

will draw.

Aithouéh_the needs and resource assessment of a proposed program:
curriculum can be made by the-coordinator, many of the districts rep]ying
to this Project“s questionnaire recommended that such studies be done
"with ‘the active ;articipation of an institutional or institutional-
community advisory committee In addition to the expertise that such. _

a committee can bring to bear on the questions re]ating to budget and T
]curriculum, members. of these committees are often those 1nd1v1duais
who will be most active in establishing and implementing the programs.

" The organization and function of these committg%s ;aries con51derab1y
j.throughout the State. Some institutions uti]ize on]y institutiona]
members--(often a curr1cu1um committee), others re]y heavily upon J
committees with 1arge numbers of community members. These can be he]bfu]
when the primary objective is to determine what the best curricu]um |
for job-training should be.

Most respondent colleges identified curri‘l.ﬂﬁ committees as

" . . 68
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51gn1f1cant determiners of policy making in program 1n1tiation .- Some
high schoois aiso reported utilizing these commnttees in this manner,u ;.;
e.g., Tulare (45) and LongiBeach (23) : .’ )

Thq various co]]eges~reported‘that}tneir'curricuium committees
performed rathervuniform services: review of all proposed new courses
and prodrams; review of all. proposed deletions‘or changes in catalog

_ descriptions; and review of any contemp]ated changes in hours and units

'.prior to their being sent to the pre51dent s cabinet and/or to the

‘Facuity Senate R

Various methods of handling new programs were reported by Canada

' Co]]ege, Foothiil, Cuesta, and Cosumnes, with Yuba College providing a

' quite deta11ed list of curriculum committee Yunctions Yuba College
uses’this committee in the following instances: when any research or
=campus-wide study relating to curriculum deve]opment is needed, when
.any modifications are proposed which would significantly alter programs
in a division; when one-diyision's pians ﬁ%Ve significant impact on
another division; when the committee is'asked to arbitrate betﬁeen the
administration and a d1v1sqon, and when any recommendation is made to
discontinue a program w1thout the joint approval of the d1v151on and
administration (48).

In mu]ticampuspdistricts; many.of the above areas receive a second
“review" by District CUrricu]um Committees that often screen proposed
programs prior to their being submitted to the Boards of Trustees or
to Sacramento Some districts re]y upon occupationai comm1ttees utiiizingb
botn' acu]ty and community adv1sors to a531st at this stage of curriculum

- development. . _ )

»
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5
o

»n'.~‘::' - —65-\& 3 -

1. Does'the'inStitutdon have a broad based comm1ttee “to aSS1St

-and limitations of such comm1ttees spe]]ed out7

- L ‘.
- b -

1n the determ1nat1on of po]1c1es and procedures for rev1ew1ng

‘the curr1cu1ar aspects of a new program? Are the funct1ons e

‘

Does the 1nst1tut1on have a system for providing curr1cu1um ~j
change 1nformat1on to its own fa 11ty, area schools,»and to

the community? Are thererprOV1s1ons for feedback?

Does the institution encourage curr1cu1um change? How7 .
Does the 1nst1tut1on have a method to 1essen*the poss1h111t1es'
of arbitrarindss by e1ther facu]ty or adm1n1strat1on in deve]op—

1ng the 1nst1tut1on s curr1cu1um?

Does each proposal recetyeﬂa:rev1ew and/or an approva]" from
§
the institution' s curr1Cu1um comn1ttee (or its. counterpart)?

Has the ut111zat1on of an occupat1ona1 adv1sory comm1ttee been

cons1dered for some phases-of the curriculum planning?

'
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CLARIFY"PROGRAM'S NEEDS, -GOALS AND OBJECTIVES
Guide]ine As .the def1n1t1ve assessment of ‘the proposal’ progresses,
the or1g1na11y 1dent1f1ed needs, goa]s, and obJect1ves of the program
shou]d be rev1$ed 1n 11ght of - the 1nformat1on gathered.

Procedures ' After research1ng emp]oyment demands, ana1yzing
- . \

potent1a1 1abor supp]y data, and 1dent1fy1ng 1nst1tut1ona1 and community “1

: 1nterests Jn'the program, the coord1nator should be in a-pos1t1on to

2 )
N K
B

make - proposa1 mod1f1cat1ons--part1cu1ar]y relating to the original

goals and obJect1ves o ' ‘ -
A rev1ew of the pre11m1nary assessment 1nformat1on should identify

the or1g1na1 tentative dec1s1ons that shou]d now be solidified or

a]tered accord1ng to_the_add1t]ona1fdef1n1t1ve,assessment data. The whole

range of items identified in‘the"preﬂiminary assessment should be

. reconsidered: job tit]es,_the students sk11ls at program comp1et1on,l

1nstruct1ona1 strategy, and personne] needs, among others

A clarification of the program descr1pt1on itself should be 1n1t1ated
Some institutions have urged that the descr1pt1on should be written
as though-1t were to go into a college catalog w1th~part1cuLar emphasfs

given'to the student competencies to be developedv- Spec1f1ca11y state

-what the student will be able to do when hg comp]etes the program

. Give’ attent1on to: sk1lls to be acquired, transfer poss1b111t1es,

‘

(and): emp]oyment opportun1t1es (4). The Los Angeles Un1f1ed School
D1str1ct ROC/ROP of fice requests, too, that all 1nformat1on obta1ned

;to establish the need for the prOJect be included in the app11cat1on

‘ for approva] (253. . The coordinator should be ab]e to assist the

S, : 6.{‘
) . o
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proposal ‘developers in wkiting clearly stated, relevant and realistic
curr1cu1um goa]s

~ At this po1nt obJect1ves for the progra hould be rewr1tten with

r

‘»part1cu1ar emphasis_in each course upon the student competencwes expected
upo; program completion and methpds of eva]uatwng each objective. |
Some districts recommend fhat such_bbjecti?es be measurable and state
that if ‘applicable, career Tadders' be identified also (11). ‘
Of increasing impdrtance in occupationa] program planning is the
‘need to include in the’ program objectives the spec1a1 efforts being
" made by the 1nst1tut10ns to encourage the ' new e}udents“ to attend--women,
aged, m1nor1t1es, and hand1capped to ensure that the curriculum is free
of sex or rac1a1 bias; and to provide special teaching approaches and
services to eneourage student reténtion (2).
Questions: ‘
1.. On the basis of the few informatfdn gained as a result of the
definitive assessment, have the original goals and ijectives
of the proposed pfograﬁ been improved? '
2. - Has the'time'scheduTe 40r initiating the program Been_cﬁanged?
3.. Have all aspects of the pre]iminary assessment Been_reyieWed
to ensure that a comp1ete/definite asses§ment has -been conducted?
4. Has the program p(gposal moved away from a-geﬁeraTized b1an to
one whichvnow incorpofates‘specif%c courses with emphasis upon
sequen%Hal learning? ‘
5. Are goals and objectives W;giten in such a way as to emphasize

>

student competencies?

. /6. Have factors related to encouraging and.retaining the "new

spudents“q?een incorporated into the goals and objectives?

IR
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DEVELOP TEACHING STRATEGIES
5

Guideline: After 'having made a definitive assessment of a program
proposal's goals and objébtives, a thorough analysis of the proposed
‘teach1ng strateg1es for the program should be 1n1t1ated
Procedures. At th1s stage of the def1n1t1ve assessment, the program
~ director should have received -sufficient input relating to manpower
prOJect1ons and institution and commun1ty react1ons so that a def1n1t1ve
assessment can be made of the program s teaching strateg1es. In as
sensitjve an area as this, c1ose support of:the instructors, the depart-%
ments ooncerned and advisory committees is normally sought. o |

Bas1ca]]y, the institution is now attempt1ng to 1dent1fy which
general educational processes will enable the students to acqu1re the -
characteristics,'skills, and attitudes.that fgraduates“‘of the program
should possess At this time the courses for program"compTetion should _
‘be estab11shed the 1nterre1at1onsh1ps between this program and others-
at the 1nst1tut1on should be c]ar1f1ed (see additional data‘1n section
5D oﬁ’th]s manual), opportunities for field work or work experience
should be identified, the mtnima] standards of student performance
expected, the hours and credits determined,'and the testing and grading
~ policies ascertained. - ) |

| At this time, too, courses to be inc]gded in the program should
be listed including an expected sequence or 1earning pattern (5);
‘Some districts also_require that cohrse outlines, including ski]i per-

formances and knowledge objectives, be. incorporated in any propoesal

application Submitted‘for.approval.

T
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Other significaht factors for consideration in-this dé%ihiﬁive
assessmenf stabe of program determination should in;]ude”hn understanding‘
of the néture of.the students en#ering the prbgram-;whéther prerequisiteé
are ‘to be established and Whether‘student pre-testing should be scheduled.
Particularly signi?icant factors relating to methodology must also be
veviewed: how much thebry and/or practice should be incorborated in

ahy one coursé? Are work experiences, work stud1es, clinical pract1ces,

or field proaects a part of the ‘proposed teach1ng strategy for th1s
program? What supportive elements are necessary for a successful program\\
(e.qg. counse11ng, guidance, f1nanc1a1 a1ds, basic skills improvement,

S @

If the cbordinator is not fami]iqr with curriculum development,

llibrary, job placement)?

© - assistance can be-obtained through universities in-service training,

and from county curriculum specialists, state consultants or other

resources. .
~  Questions: .
1. In'the light of data observed, what are the teaching strategies 1

that appear to be most promising for this program?

2. Have the Aepértments, instructors, and administrators who will

,/T;%er be closely involved wifh this new program been kept

'sﬁfficient]y aware of its assessment progress so thét they can
assist in planning teaching strategies?

3. —Has the research or_iiterature survey identified any innovative
teaching methods’that might be utilized in this program?

* 4. Have occupational leaders in the community been involved in

the development of teaching strategies?

~2
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5. Have the major anticipated student 1earhing skills, knowledge,
and attitudes been sufficiently iden;ified so that the teaching
- strategies for eagh_can be easi]y'designated?
6. Is there sufficient knowledge of the characteristics of students
coming to'this program so that anticipated teaching strategies

. ’
have taken these into account?
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ASCERTAIN EFFECT UPON OTHER PROGRAMS
SD v
Guideline: Fo]]owinglits deve]dpment, the coordimtor should
review the proposed pfogram to ascertain its relationship with othef
programs at the institution, in the district, and in the area.
‘Procedures: Assezgﬁent of the implications of eﬁtabljshing a _
new p;ogramvwithin an institution requifes a review of institutional and &\\\ .
'.departmental goals; a tenfative identificat{bh of which department,
if any, is to "house" the new p;og;am; and a deter, ;ﬁation of the
effect of the new prdgram 6n that department'§¢!hrricu1um, personnel,
student enfo]1ments, ahdrbudget; "The administration must determine how '
fhe new program will effect other programs*and.the.implications of (
;such modification on the institution. For examp]é, the new prdgram"
may add or drop students fromtcurrent programs; some courses may'be
combined or cancelled (37); some new programs may attract firét—time
entrants. _ ‘.\;
‘State interest in the effects of ;ew proé;ams onrinstftdtions
is also evident in the requirement that institutions requesting approval
 for initiating new programs must identify what service the proposed
: program,wfll prévide to othdr disciplines (5). Districts
are also concerned with th!limpact of a new program at any of its'in—

stitutions, both on the “home" institution and upon other distriCtﬂd
séhoo]s. Many districts identify "occupational families" ip certafn
schools, encourage development of new programs at such ;choolé, and
aiscourage similar programs in other district schools or colleges (12).

Nhere a.proposed program is similar to another in the district, a written

justification for such'duplication must be provided.

| oy
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Program planners should also identify and contact institutions
- with similar programs already in existence {n their service area to
ensure that unnecesséry duplicatfon does not take place. Such contacts
~ often provide 1§ads regarding the success rate of graduates‘andjcan lead
to a feasibility study of avcooperative arrangement between the Fwo  V
“institutions as an alternative to offering another program. ' |

Area and institutional contacts at this time shéuld also embrace
articulation contacts with other institutions feeding both "“forward,
and backward." As an example, communit; colleges may contact high
schoo]s'and ROC/ROP agencies to report a proposed,progfam and might

also -contact fouy—year colleges to ascertain whether cértain'programs

will be accepted for university credit.

“w

Questions: BT

1. Does the institution have a method of providing feedback from
significant sources the fnstitution, in the di§trict, and
in the local area‘institutions‘fegarding the effects of thé‘

+ proposed program upon each?

2. Will the program generate students outside the campus or draw
from other programs Rn_the schoo1?. Will thé program replace
or inéorporate ény eXisting programs? | ,

3. Will the program add to enrollments in other departments?

4. What effects will the program have on budgets” (personnel,
equipment, facilities, supplies)? | |

5. Have factors of unnecessary dup]icatiOn in the service area been
reviewed? ‘;

6. Has the institution articulated the program with feeder schools

{
and higher institution§?

g
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DETERMINE BEST LIME AND PLACE TO OFFER PROGRAM
€ . SE
) Guide]ine:‘iIn making the definitive asseSSment of curriculum
~decisions for a new program, the coordinator must determine the best
time and place to d#fer the program.

Procedures: Aithdugh decisions re]aﬁing to.when and where to
offer.ﬁew programs are depehden@ upon many factors (particularly budget),
some‘tentative planning must be made as the'curriculum'needs afe~being
assessed. .

An early detefmihation must be madetas to the date when the
progfam will be initiated (5). Another basic decision for colleges and
Regiona] Occupational éenters and ddult schools is the time of day
to offef the program. . Several respohdents to this Project's questioﬁnaire
strongly recommended that whenever poseible, new programs should Be
initiated on a trial basis in the evening so that their viability could

“be tested. _ . 4 - /*/

Convenience‘factors loom significantly, too, inttime getermination}'
Room utilization, student transportation, the school's daily schedule
(15), must all de considered. _Attention also must be given in program and
course scheduling to ensure that faeiiities are. conveniently located |
for students who ﬁave‘to travel. ”

As interest has increased in‘dutreach and non-traditional teaching
methodology, there has been commensurate interest throughout the State
in weekend use of:facilities, an increase in modular and miﬁd—
courses, and an increase in utilization of equipment and faci]ities
beyond the tradifionai boundaries of the campus. In making choices

-
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of sites and times to offer'programs, coordjnators should consider
various sociological factors. Some programs will serve to augment
particular student interest if éstablished in certain neighborhoods
but may creéte antagonism if established in otheré. Program initiators
havg been urged'by some resbondents ta be particularly sensitive‘to
_ community reactions when ihitiatihg outreach programs in "new" argas."
Based upon enroliment prbjections, discussed in following section
5F, the program planner éhou1d idenﬁify anticipated student stations,
the number of students to ber1aced in each, and the ancj]]ary student
serviqes>that will be needed. ‘
Questions:
1. Does the institution have a systematic method of ascertaining
" when and whére programs céh best be offered? Daes the :
institution have a set time of the year for submittiﬁg new
proposals? bf initiating new prograﬁS?
2: Has the fimé sequence for the program and its‘courses been"
identified? | | |
3. Has a needs assessment been'considered by which potential students
can identify time and place preferénces for the program?
4. Have considerations been given to initiating courses in the

evening, on "staggered days, or on weekends? Is the institqtion
familiar with the sociological factors idehtifiédlwith initiating
apmgmmina"nw"cmﬁﬁﬁW?

5. Has consideration been given to renting or feasing facilities
or equipment? To contracting for sefvices? B

6. Have.student stations been identified?

f7 =
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PROJECT ENROLLMENTS
v . o ; 5F N )

'Guiae]ine- Before any new proposal is 1n1t1ated, assurances musf
be made that student enrollments w111 be suff1c1ent to male a viable
program. .

Eﬁggégggggz "Projecting student enrollment is, perhaps, the most
difficult task for program planners" (32:50;51). Doubts about the
réi;abi]ity of projecting enro]]mént information was repeated by many of
the administrat9(§ who rep]ied to thé Project's questionpaire; yet all
statgd that th;;evehro11ment figures are essential to launching a new
program and they make every effort t? get as aécUraté.%nformation as
pbssib]e. » | '

‘Many districts reported that they rely heavily upon stafe'enro]]ment
projections; high.school interest inventories; community needs assess-
ments ;. their own student assessment studies; information from émp]oyers,
placement personnel, counselors, and other institutions offering the
.samé program; attendance patterns of related programs; and advisory
committees' input. )

An early determination of future enrollments is made when the .insti-
tution deciées on the nature of the projected program and its students.
As an exémp]e, because of their cost alone, nursing programs must |
‘]i%it enro]]ment. Nursing students also must meet special admission
requi}emenfs on”prerequisites. On the other hand, the school méy
initiate its program on the_BasiSﬁQf'the community “need and encpurage

"specié]” ‘enrollments--aged, minority, or handicapped.

Once the general nature of poténtia] enrollees is determined,
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" other projections can be initiated. When the program duration has been

' established, some determination of course 1ength can be made -and a breakgﬁﬂ
“down of enroh{ments year by year, can begin. ‘In approving proposals, |
~most institutions request a three-year enro11ment proaect1on--a few a;k
for five. Among data usually 11sted are the numbers of students antTt1-
pated in the program for the f1rst, second,* and third years; number of
entering,'continuing,vand reentering.students; and ratdo of full-time

and part-time students. Often requested, too, is the potential. impact

’

of the program on the F.T.E.. Some forms request a description of .

)

ant1c1pated students by - age, sex, hand1capped etc. Some districts haVe
established cr1ter1a for a minimum number ofvstudents to begin a ‘program
and/or to graduate from it. A statement assuring that an adequate
number of students is avai1ab1e'to initiate a qua]ity orogram and sustain
it through a three-year period is often appended to district approval
forms. | B | |

A constant concern of}institutions and the state-is that new programs
§hou}d.not be set up that "rob" other-programs (5)...If_a program is
to drain from others, consideration must be given as to which is more

viable. “This may lead to reducing'or eliminating the programs considered

less valuable. ) ,
: : Often a major factor in Student enrollments is the effort made

to promote the New program ‘Potential students are frequently unaware of
the JOb descriptions or JOb opportunities in any given area, and the

_ institution (and community) often have to advertise the benefits of . -

a program and identify any special qualifications or o'ereq:isites
required of students prior to enrolling, e.g., age, grade level, transpor-

etation, health checkl(34). Current legislation and student court suits

73
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should make administrators wary of overstating the “job opportunitges
that may éome to graduates of any one program._
J Several districts also identify a contact person in thg‘insfitUtion
who will assist in the coordination required for recruitment, orientation,
and enrollment of target populations for new progéams.

Other enrollment factors cohsidered'by Project ﬁuestiohnaire
respondents inc]ﬁded the need to”anticipate registration problems w{th ‘
some special programs (e.g. resident vgrifications); the~need"to determipe '

- the number of anticipated graduates per year; and an estimate of the

. expected attrition rates-of ‘the program. Programs wh{ch Were jdentified
as being less 1ike1y'£o succeed were those with low entrance n;mbers,
low numbeﬁs of graduates, low placement, and those marked by high

: 7 '
» attrition or heavy faculty turnover.

Questions:
1. Does the institution use any systeﬁétic method to Jbtain antidiﬁatéd
enrollment data? L | ’
2. Are efforts made to asses§,occupationa1 variab]és not normally
utilized in enrolliment projectionsé ; J
3. In assessing enrollment projections is consideration given to
student interest inventories; special societal needs to assist
minor{ty; aged and handicapbed; s}milar programs ét the in-
stitution or in the area; attrition facfbfs; consﬁ]tation'
with advisory committees; reports ffom counselors and pTécement
officers? g - .v o | A
4. "Has at least é three—year.énro]]ment projection Béén made? . )

5. Are distinctions made between entering and continuing students;

1

day and evening; full-time aﬁd.part—time?

5,
v ry- ’
(7 J *
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6. Have minimum and maximum numbers ofy students for the programs -
been established? ‘
7. Has the effect of this program upon the enroliments of other -

. programs been anticipated? Action taken?

Have efforts been made to promote the program?

o Iy

9. How effective is regi;ithent 1ikely to be?
10. Have efférts been m;He to ensure that prdgram,pub1icity'does

not promisé too much? /. ;
11. Hég_gg,ﬁndividua1 been identified who will "bjrd‘dog" the program

to ensure proper student orientation, registration, and follow-

up?
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REFINE EVALUATION MéTHODS
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! Guide]ine' Prior to seek1ng 1oca1 and state approva], the coord1nator

o

=

of- proposed occupat1ona] program shou1d examine carefully the po]1c1es
and procedures to be . ut11 zed 1h _program eu;Huat1on

Procedures Increa51ng pressures .o_'oqcupat1ona1 program\%valuations

.y
=

from the commun1ty and from 1eg1s]atures h”_ increased attention to o

L]

th1s phase of educatﬂona] adm1n1strat1on, ] of the state's schoo]
d1str1cts now 1nc1ude an eva]uat1on e]ement in the detr1ct approva] ~
:form, as does the. Staterggs ﬁn examp]e the California Commun1ty Co]]eges

Form EP-1 asks,‘"What ptans does the co]1ege have for ‘periodic eva]uat1on
of th1s program, e.g. COPES, SAM, enro]]ment data, Transfer Student Success
-~ Rate, placement follow-up?" (5:3). Many respondents to this. PrOJect s '
quest1onna1re also 1dent1f1ed Var1ous types of eva]uat1ons that the
individual schools or co]]eges have identified for the1r own. use
Thése. eva]uat1on "systems"lvar1ed fro:/;ayher s1mp11st1c ones caT]ing
only for/reports on attr1t1on rates to-more soph1st1cated ones 1dent—
ifying numerous facets of the proposed program to be eva]uated J
Two aspects of eva]uat1on were often ment1oned by PrOJect respondents: ; 5
the mon1tor1ng of the pr’bram during its ear]y stages and a rev1ew
or summat1ve eva]uat1on after the program has operated a year or two
As a genera] pattern, theﬁmon1tor1ng of né& programs has: been conducted
" by the;1nst1tut1on 1tse1f—-through the adm1n1strat1on and/or:the
departments concernedJ‘but in some instances, advisory commitxees assiSt ‘.
" 1in this function ﬁon1tor1ng usua]?y is concerned pr1mar11y w1th in-

sur1ng that~the program 1s ‘being conducted as planned, and emphas1s

- s p]aced‘upon rev1ew1ng the qua11ty of the teach1ng and the adequacy

L §2




- r . . . X - - . B- . .‘ . .
B .o : L r
R . . 982— L o
P . . R . o o,
S

of‘the phys1ca1 aspects of the program ) : o {:// o ;.
q est1ons

o

The mon1tor1ng of the 1earn1%g process 1ncorporates such "

’ ; “ ¢
. as whethe? the course obJect1ves have been rea11zed, add1t1ona1 obJect1ves

;_have been added, some obJect1ves have ‘been a]tered, and whether the

’teach1ng methods are adequate ‘”In add1t1on, some d1str1cts 1nc1ude

an eva]uat1on of outs1de c]ass ass1gnments as we]] as an eva]uat1on of

’ the 1nstructor S re]at1onsh1p wlth students, commun1ty members, and emp]oy—

‘ ers in. the subJect f1e1d (15) ,_f';' ST

v

v The mon1tor1ng of the phys1ca1 aspects of. new *programs was more

un1form throughout the-. State Quest1ons usua]]y 1nvo]ved the' adequacy

-

of the texts and’ mater1als used and whether supp11es, fac111t1es,4

and eqU1pment were sat1sfactory It 1s-at tEp summative evaludtlon )

*

: [
’.‘ phase that the;eva]ua¢1on s@htems used throughout the State vary

4

_ ’cons1derab1y from 1nst1tut1on to: 1nst1tut1on

Two major facets of eva]uat1on methodoﬂogy emerge from the current

&

,i?fv pract1ce§, one is re]ated to: the var1ouq>7reas eva]uated by the ) o
o _tnst1tut1on;, the second refers to- the methods used in the eva]uat1on4
| co Ths with the mon1tor1ng phase, mai;r empHas1s in the summative

z.L'evaluat1on i's g1ven t0 student 1earn1ng fnc]uded in this eva1uat1on .

T - . d‘. &~

v, o are anaﬁys1s Of the sk1lls acqu1red knowledge ga1ned and att1tud1na1

.9

changes Other factOrs c]ose]y re]ated to student 1earn1ng that. are

;.»'_ rev1ewed often 1nc1ude stud1es of JOb p]acements, graduate scores on
i,' Q - L i 4 ) @
o Credent1a11ng exam1nat1ons, and attr1t1on rates - : Q . ; N

,x, . " : et

Other eva]uat1ve aspects most common]y ment1oned 1nc1ude rev1ew_ -

o

-“.gf the va1ue aﬁﬁ the e%fecttveness of the teach1ng methodology, the

> o
o
F
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new students;" reg1strat1on andsprogram promotion methods, the or1g1na1

program goals and obJect1ves, prerequ1s1tes used in “screen1ng“ students,

the Pphysical aspects (mater1als fac111t1es, equ1pment transportat1on,

| and texts), and the place and t1me of holding the program.

0bv1ous1y, a -very thorough examination of a]] of the eva]uajron

1tems ment1oned‘above cannot and need not be made The pr1mary dec1s1ons

K

of the program 1n1t1ator are to determ1ne what cr1ter1a are, tolbe most

’

s1gn1f1cant for program eva]uat1on and then to determ1ne how to best

x

measure these cr1ter1a

' The methods used throughout ‘the State for eva]uat1on vary' cons1der-

| ab]y a]so “One of the more common patterns for internal eva]uat1on is -

for the department and adm1n1strat1on to estab11sh an eva]uat1on team

to rev1ew recent]y estab11sbed programs. Aga1n student 1earn1ng 1s the

' most common 1ngred1ent rev1ewed by these evaluation teams. Thus,'efforts

are made to ascerta1n on the basis of earlier estab11shed gba]s and

"1 object1ves¥pahat student sk1lls, 1nformat1on, and att1tud1na1 changes o

!
resu]ted from the proggam A]so 1nc1uded 1n a]most all wr1tten eva]uat1on

11sts.are requests to obta1n data re]at1ng to job p]acements--fu]l t1me,
part t1me, JObS 1n the program f1e1d, and JObS in allied f1e1ds
Another method of eva]uat1on 1s to use follow-up quest1onna1res

&0,

sent to students and former students by the 1nst1tut1on One of the * .

‘ most comp]ete quest1onna1res is d1str1buted by ma11 by the San Bernard1no

’ County Reg1ona1“ggcupat1ona1 Program (34) Th1s ‘survey with te]ep‘bpe

fo]]ow-up produced an 80 to. 90 percent return. It 1ncorporated such B
Py I R

' quest1ons as: Nhere are you 11v1ng now’ Your current JOb t1t1e? | ‘

How does your Job re]ate to your educat1ona1 traln1ng7 D1d you 1eave

I

ROP ear]y? D1d you 1earn enough sk1lls to get a Job? was the ROP -*

° » . .-
R . 1 ’> P . -
> i . ! o HEER® B -
T . . Y - -,

.0 .
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tprogram satisfaotory? .If not,'why? Content? .Instruotor7 T1me7
Length? . Materials and equipment? Was gu1dance satisfactory? Have
'you v1s1ted a h1gh schoo] career center? .Useful? Who he]ped you,most
in planning your future? |
Other mail-type questionnaﬁres inc1ude'queries to'former students
to ta]]y those emp]oyed in the f1e1d those unemp]oyed those now in,
higher educat1on, those sat1sf1ed with, the1r tra1n1ng——and those not.
A quest1onna1re form used in Santa Barbara County shou]d prove va]uab]e ' ‘g‘
to those 1ook1ng for a good student quest1onna1re model - (40) 0ccupat1ona1
adm1n1strators report that proper samp11ng and5ﬁsllow—up procedures
can 1ead to high response rates——hence, useful 1nformat1on
St]]] other evaluation methods 1dent1f1ed by respondent& 1no?ude o

using adv1soryvcomm1ttees (47), hoqd1ng facu]ty “and adm1n1strat1ve comm1ttee
reviews; getting informat1on from feeder schoo]s, counse]ors, emp]oyers |
'and employeés, obtaining "hard data": on enrollment figures, attrit%on |
.rates,iand-longitudtnal studies of the careers of gradua%es.

0 Statewide external evaluation systems'are better known. . On the.
" college 1eve1' COPES and SAM programs have been ut111zed extens1ve1y, .
at the h1gh schoo1 and ROC/ROP 1nst1fht1ons are. the COPES——SAM counter:;
parts DROVE and TRACE. Also to be- taken inte c!hs1derat1on are thefv'
_ eva]ugtion;aspeots associated w1th_11cens1ng and var1ous acqred1tat1on

comm1ttees o N . A o ‘ e
) Perhaps the mostﬁelaborate tool for eva]uat1on use has been issued '

receﬁgly by Cornell Un1vers1ty @46) / A]thdugh directed toward commun1ty f
*college programs, this manua] cou1d be usefu] to any one seek1ng J
eva]uat1on_techn1ques: Its pr1mary emphas1s is that a rat1ona1e for

‘evaluation must-?irst‘be estab11shed and then the critical e]ements of

] o e : »
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v

the program’shou]d be selected for'eva1uation Without identifying
all of the factors descr1bed 1n the Corne]] study, key areas 1nc1ude

consideration of some of the fo]]ow1ng 1tems nature of students 1n

1,

: program,‘resources costs, 1nterna1 and externa] support, emp]oyment,

‘ genera] teach1ng strateg1es, 1earn1ng outcomes, and occupational
outcomes. The" Corne]]_study emphasizes thé!%stab11shment of an evaluation
plan, the utilization of a specific method for data co]]ection; and an

1dent1f1cat1on of a process by which Judgments are to be made.

Quest1on

i. Does the 1nst1tut1on have a system for eva]uat1ng new programs?

2. Does the 1nst1tut1on have a method of pr1or1t1z1ng the more

K

S1gn1f1cant eva1uat1on_1nformat1on?
3. Does the instjtution have a system for using information gained
by eva]uat1on in its continuing dec1s1on mak1ng7 . !k\

4. Does the 1nst1tut+dn establish both mon1tor1ng and summative

{

o -

type eva]uat1ons pr1or to 1n1t1a?1ng a new program?

.

- 57, Are evaluations a1med‘%oward det%rm1n1ng the qua11ty of -

student 1earn1ng?

6. Are sk11ls, know]edge, and att1tudes a11 included in program
-vevaluat1on? - o s *<$” o oY

7. Are varied 1nstruments‘andfpersonnel utilized for program
;evaluation? ) | _ ' - , . | _

8, Are- facu]ty and adm1n1strators fam111ar With the statewide J

7'serv1ces of SAM COPES, DROVE, and TRACE? “, : // :

‘

- 9. Has cons1derat1on been g1ven to eva1uat1ng the fo]]ow1ng areas

when program assessment is made budget adequacy, p]ace and

time program estab11shed, adequacy of teaching‘methodo1ogy, :
&

L
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“value of prereduisités,‘adequacjvo} earlier established gbals

and objectiyes,'courSevsequence, facilities, eduipmehf, cost

éffe;tiveness; value of job mafkgf data, value of ainsorjx

committees, rg}gntion factors, teacher eva1uatiohs;radministratfe%

support, Stude%téf;abi1ities, kak-study supervisors' evaluations,
- 1ong;rUn gkadua}e joh’histpry studies, community reactions | |

to prograh, institutiona] reaétionsg changé‘factors necessary

to'imerove7program, néed for~in—sérviCe training, adequacy of

ancillary student services,‘need for remedial courses, adequacy

of program promotion, and registration procedures?

2
g

e~ e

Aruitoxt provided by Eic:
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‘ DETERMINE BUDGET NEEDS AND RESOURCES
< 7A
Guideline: S1nce detenn1nat1on of whether a new program is to be

approved depends upon ascerta1n1ng both the sources of income and the .

. costs, the coordinator of the proposal must carefu]]y assess budget

factors prior to submitting a proposal for acceptanee.
ProCedures: The critical question to be answered at this*potnt 7

is: Can the 1nst1tut1on afford the program? State 1eg1s]ators and others

- are asking that ‘amore effective method of program cost analysis be s

ade At the -same t1me, educators recognize that the cost ana1ys1s

M g

system used in- 1ndustry often is not pract1ca1 because of the d1ff1cu1t1e5 "

in obta1n1ng the "true costs" and because of the variables involved

" when trying to ascertain the comparable benefjts of a program to:the“

" “student and community (13).

- But Maccountability" is more and more the word in education and

new. programs must justify themselves'as state boards and others feel

,

the tax dollar squeeze and the demand that,programs be reviewed:"to

determine .f the enroliment, number of graduates and genera] strength

_are suff1c1ent to Just1fy cont1nuat1on" (2: 12) A]though f1nanc1a1

. factors are a part of. a]most all aspects of new proposa1 planning, the

‘2

vdeterm1nat1on of budget costs.and probable sources of . funding must. »

~factors. L S, B L

: await comp]etion'of the ovérall assessment of most of the'other-proposal

’. -ﬁ‘ ) S . R ) @« .
The maJor needs and tost 1tems 1dent1f1ed by respondents to the J '

‘PFOJeCt s quest1onna1re are normally in two broad categor1es those

jdentified w1th_rea1 estaté and hardware, and those more_c]ose]y associated

2

w g
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with the institution's. personhe] and $tudent personne] needs. Most
'respondents also recogn1zed the need for proJect1ng costs from three

to five years, but they qua11f1ed these proaect1ons by noting that the
var1ances 1n enrollments could quite sy.p1f1cant]y,a1ter the needs i
and cost f1gures. Some excellent budgetuformats wereﬁsubm1tted for

this Proaect s review (40'20'38) Usually identified were f1vefyear
»proJect1ons of enro]]ment teach1ng pos1t1ons, number of c]asses, length
of time, cert1f1cated and c]ass1f1ed sa]ar1es (1nc]ud1ng fr1nge-benef}ts),
travel expenses, fac111ty, equipment, other 1nstr7ctionaJJexpenses,

and student transportation. Some identffication of revenue sources .
was made, but generally this aspect was not emphasized.

3 Qdestions: ‘ ' )

1. Does the institution haveja formalized method of obtaihihg"
data for ana]yzing'budget heeds'ahd incomebgources‘when
initiating‘new'programs;:ﬁ :~. S . .

2. Are all individuals who are to be 1nvo]ved in s1gn1f1cant ways
with the program aware of cost and poss1b]e revenue factors7
RS 3. Has the coord1nator Q*‘a proposed program made a thorough study
“of all cost factors pr1or to subm1tt1ng a proposa]7
. 4. Have all sou: ces for obta1n1ng the revenue_for the proposedh
® o _program been‘considered? b' ﬂh“\'
5. Has'consideration been given t0»a]ternative methods of providing
- the program-contracting, shared costs, or private 1ndustry '

a1d7' : N R pe . :
‘ -~ ° ' ’ . . N i ‘

80
o
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DETERMINE FACILITY, EQUIPMENT, AND SUPPLY NEEDS AND COSTS

s ; | )

Guideline: Since one of the most significant cost factors in
, occupational programs is*nelated-to physical aspects;’the proposal

[}

coord1nator should prov1de a comprehensave budget for these pr1or to

' -subm1tt1ng the o}oposal for aporoval '

Procedures. As with other aspects of occupat1ona1 proposa]s,

‘the State government is concerned w1th the cost and the p]ann1ng involved
with a new program. The Ca11forn1a Commun1ty Co]]eges Form EP- -1 'asks,
AR thisvproposed program require any additional facility or equipment
out]ays?.;..Have’these needs been identified in the faci]ity'maSte?
p]an?” (5:1). Almost every responoent to this Project's questionnaire
made some reference tolthis areéfof progkam planning, but no uniform
fohmat for identifying specific oaté,fs used. The "physica] aspects"

. usuelly incorporated in budget onoposals included a description of the
-prognémtneeds, facility and equipment costs (new,srental, lease, re-
placements, and ma1ntenonce), s1te acq isition,. ut111ty costs, computer

- -costs, transdbrtat1on, supp11es, textst and other 1nstruct1ona1 mater1a]s
(aud1o visual, tutorial, programmed_]earning materia]s;.1thfary,”]earnfng 3
resource center) In add1t1on, costs were sometimes identified for )

~office space, desks, suppl?es and equipment for all new personne]

h1red.
Questions:

1. Does the institution hiave a comprehensive format, to be

4

=~ PAd
«

" completed prior to initiating‘a new occupational program,
4 -0 : a new occupatio ram

whieh embraces all aspects of.the physical needs and costs -

/. s

“f1

-—



of the program? _;

. Are 1nd1v1dua1s supp]yfng the data for this format ab]e to

prov1de accurate figures? ‘ : P
Arg alternate concepts of utilization thorough]y cons1dered

‘when identifydng costs (e g. rental or lease vis-a-vis purchase)7
r

.~ Do all individuals closely related to the future program

participate in cost analysis of the program? -

N

.r'Have the needs for the phys1ca1 aspects of the program been

1dent1f1ed in the fac111ty master p]an7 If S0, in what manner7

when hiring add1t1ona1 personggl has consideration. been given

to off1ce space and ¢

B

N

wé
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: sa]ar1es must be determ1ned
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i

. DETERMINE PERSONNEL NEEDS AND COSTS

- 7C

'Guide]ine' S1nce the cost of prov1d1ng for personne] needs of

‘any program is-a major. one in proposal determ1nat1ons, the program

-.coord1nator should assess carefu]]y a]] of these needs and costs prior

3

Procedures: As with the needs ahd costs of the phjsica] aspects

AL
e

of a proposal, most institutions have included various personne] factors

in their app]1ca?1ons for program approval. Genera]]y,‘these can be “

’

Separated intd two broad categories-—those?related to the institution's.

LY

personnel needs and costs and those more c]ose]y 1dent1f1ed with student
personne],serv1ces needs and costs.
In determining 1nst1tut1ona[ personnel needs, institutions have

the immediate problem of 7/determining whether qualified teachers ar
& Ny

_ available for the positions that will be established. '(Onb oodfla'

memBer described the -disastrous effects on a prog one fns%)fution~»
where not enough attention had been given to thfs item It'tookbmore
than a year after the program was schedu]ed to begin to obtain a gya]1f1ed
instructor:) Are new faculty to be h1red or shou]d regu]ar facu1ty

be rétained to teach in the new area? The need and cost‘factors

1nvo]ved in answers to these questions have to be 1ncorporated in the

A
schools' budget determ1nat1ons

“In addition to identifying teachers for the program, other personnel'l'

‘may have to be hired--technicians, clerical staff, cuétodjansg‘instruct—

ional aides, student workers, maintenance workers. ' The estimated

required . qua11f1cat1ons, lengths of assignments, fr1nge benef1ts, and

n
3
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Other personne] col!s assoc1ated with new programs should be 1dent1f1ed
These wou]d anciude the neeg for any administrative cost 1ncreases,

‘need for additional consu]tant or professional expert pay,’costs for in-
-service traininé;ICOSts for trével; additional costs associated with |
promotingvthe.prOgram, and registening'students; and monitoring,‘egaanting -
an dccrediting'the program. In eactht these instancés, anvestimetion _ -
of costs.should be projected.for.a five-year period. |

A'second maior category of needs in the pefsonnel area is that
identified with students Here consideration must be given, eccdrding
wto the nature of the program, to a large number of factors - If the
program is one encouraging the "new students --veterans, aged, mindrity, -
handicapped--greater attention and costs may be inQo]ved in‘providing !
’counse]ing, guidance, remedial courses, learning resource centers, fi- -
nanéia] aids, and tutoring. The .implications for the need and cost of
hiring additional personnel, as well as the additional "physical aspects"
costs previously identified, should be considered..

Questions:

{ ' ‘
1. Does the institution have a formalized pattern for identifying

? the various personnei needs and costs when initiating a new

occupational program?

2. Has the program been identified .in previous master n}gns of
o facilities' and personnel? - T ' ,
I ' : o
. 3. Does the institution have acckss to qualified personnel to - -

operate the program?
4. Will some instructors, or other personnel, need in-service
* training in order to qualify for participation in the proposed
program? . : o f//-'

)
(oY
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Has.sufficfent'consideratdqnvbeen given in the-p]anning’of
'jhe program to the need for hiring qdeitiqnal student seevices
pergepne]? , | | 4 |

Are a]] personne] to be'close]y 1dent1f1ed with the program .
kept 1nfonned as to the ant1c1pated personne] needs and costs? . ot

Has a tentative total cost of the -program been made?_‘ o AT
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DETERMINE SOURCES OF FUNDING
.y 7D

Guideline: Before subm1tt1ng a budget for approva] the coo dinatorA'/zf

lof the proposed program sh6u1d detefm1ne the various sources that cou]d -

;,;support it. )
| Procedures: As pressure 1ncreases to reduce costs, the need for
seek1ng add1t1ona1 fund1ng, beyond that prov1ded by the 1nst1tut1on S

budgetp also appears to 1ncrease However, most program budget1ng takes
1nto account contr1but1ons that can be made by the local 1nst1tut1on'

t

or district. As an examp]e the Ca11forn1a Commun1ty Co]leges Form EP-1
L . %

asks, "What sources of 1ncome w111 be used to cover fac111ty and |
equwpm;nt costs?" (5:1,2). " The coord1nator has to make some est1mate !s, ;
of program costs, - (perhaps semester by sgmester) and est1mate what
'~ additional F.T.E., if any, w11] be created as a result” of the program-- .
aga1n progect1ng f1gures five years A determnnat1on also shou]d be .
made as to- the m1n1mum and maximum number of students the program can -
proper]y take L - n
The coord1nator may wish to investigate supplementary or alterna e
”sources of income. The most common of these are, of course, spec1a1
fund1ng from the State or Federa] government but these are not a1ways |
popular a1ternat1ves - For 1nstance the St. He]ena Un1f1ed School
D1str1ct states, "The Board of Trustees sha11 carefuI]y consider the
cont1nu1ng f1sca1 ob11g§\dons that may be imposed on the d1str1ct at
the terggnation of the federa] fund1ng of any progect" (33 2).
Reg1ona1 Occupat1ona1 Programs are very ‘much 1nvo]ved 1n mak1ng .

‘s

k .
program agreements for aff111at1ons w1th pr1vate and pub11c schoo] oot
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- : . »or

7%
.
)

5oL
7

‘districts. These agreements, obv1ous]y, are of major s1gn1f1cance an.
€ - | - !

their budge determinations. As other 1nst1tut1ons, adu]t schoolsf and

~community ¢ 1eges, expand with outreach,prdgrams and outreach cénters,

%w an increase 1n mutua} fund1ng agreementS»w1th pr1vate 1ndustry, pr1vatej?}
,\ and pub11c agenc1es in re]at1on to fac;11t1es .and equ1pment will probab]y
-also 1ncfease. l_/‘,A S L ‘ : S ‘
Quest1ons. ' & IR - . ,,_"'i Q( - o
1. Does the 1nst1tut1on have a systemat1c method for ascerta1ning
¥ : ; ,what-loca] fUnd1ng~1s ava11ab1e for new programs? : "g}

ra
e ' |

RPN

2. Does the 1nst1tut1on have adequate 1nformat1on concern1 gi 1ternate

[ o

, ~ . . " » . [
- ways of fund1ng new programs? _ B L i
N 4. Does the 1nst1tut1on have a forma112ed budget form that can.
L )
' 1dent1fy, w1th proper 1nput "the estimated cost of a new program? i
v 4. Does the 1nst1tut1on fam111ar1ze its communlty (c1t1zens,
. A ;
- L
.otfer schoo]s, 1ndustry,—or agenc1es) of its deS1re to enter '
info agreements w1th other 1nst1tu 1ons in educat1onaf°act1v1t1es
\ (poss1b1y us1nggshared equ1pment fac111t1es, etc )? ‘ g
@ ) \ ’ ’ X A N
) . L2 .
. i, - r g -
ot . . §
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. o~ - o . .
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SECURE APPROVALS

T

- Guide1ine' A]though ‘the methods oflgafning local, area, and-statel
. :endorSements vary conSIderab1y, each new occupat1ona1 proposal must be
subm1tted for approva] by 1nst1tut1ona1, district, area, and state
| author1t1es
‘4 Procedures: As the proposed program 1s be1ng created coord1nators
should be aware of the various approva]s that u1t1mate1y mus t be obta1ned i
—before,alprogram is put 1nto operat1on. Normally. 1nc1uded in such
' approva1s is an 1nforma1" one, usua]]y necessary w1th1n the 1nst1tut1onl
that is, general approvaT of the staff that such a program is needed.
" In add1t1on most znst1tut1ons have forma] 1oca1 approva] patterns,
1 often 1nc1ud1ng d1str1ct endorsement before mov1ng the proposa] towa?d
- reg1ona1 and f1na11y State approval. Some programs also come under

var1ous 11cens1ng and accreditation patterns that shou]d be considered

as the program is . be1ng organ1zed



SEEK 'INSTITUTIONAL, COMMUNITY, AND REGIONAL APPROVAL ~

. 8B . <
' hGuide]ine- Pr1or to seek1ng state approva] for a‘new occUpat1ona1
; program, the coord1nator must obta1nf1nst1tut1ona1,_commun1ty, and

- . . . . Ty
. s . . - . .

' reg1ona1 approva] ' o T ,"'v NI

-ProcedureS' As prev1ously noted in sect1ons 1 through 8, a program '

gfcoord1nator must cont1nua11y be aware of the necessity-of keep1ng the -

: commun1ty, the 1nst1tut1on, and the d1str1ct appr1sed of ¢he progressv
of a proposa] so that at the t1me of seek1ng formal 1nst1tut1ona1 and

’_d1str1ct approva], there 1s assurance of support from these e]ements
:(23) The use ‘of a comm1ttee composedIOf commun1ty and school personne]

‘ 1s a common method used by many adm1nlstrators to assure that there

-

is, both an awareness of and 1nforma1 support for the proposed program .
. on. the part by both faculty and commun1ty .

. AT segments of pub11c secondary educafﬁon'and the community

,“colleges.are required to obta1n the wr1tten approva] of the district's

' top administrator prior to;536m1tt1ng a proposa] to the/State Tor f1na1
approva] The Ca11forn1a Communi ty Co]]eges Form states, "Any new

‘program subm1tted for state approval by -community colleges must have

‘the s1gnature of the Super1ntendent/Chance]]or of - the co]]ege s D1str1ct"

(5.3). In many- schools andjgo]]eges approval of program proposa]s

is a]so requ1red at lower eche]ons The organ1zat1ona1 po]1c1es ahd

structures vary so cons1derab1y at the var1ous 1nst1tut1ons in the State

that no s1mp1e exp]anat1on ofv1nst1tut1ona1 and/or d1str1ct approva]

\

’ system is:possible However;-some genera1 approva] patterns are common\

to most 1nst1tut10ns | ST o .

N S
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3
0ne of these patterns 1s-the use ‘of 1nst1tut1ona1 fonns request1ng

2 |

act1on by var1ous 1nd1v1duals‘and-comm1ttees. In<some schoo]s,‘these

Soh i . [

are re]at1ve1y s1mp1e forms 1dent1fy1ng key faCtDri that a commtﬁtee ' .','

Cf*“ or top adm]n1strator should check pr1or to send1ng,the proposal‘fonward

v

f for d1str1ct/trustees approVa] ' In other 1nstances‘thesetforms ecome f;;d

qu1te compf?cated, 1nvo]v1ng requgsts for ev1dence in. many df the areas s

L

a]ready 1dent1f;ed 1n th1s manua] (e g ev1dence of cpmmunlty support, .
5 .

: budgetaff/comp11ances, student enro]]ments, personnel\gua11f1cat1ons o 47-_

w’ o ’ (4

needed, among others) Th1s manua] 1dent1f1es the cr1ter1a wh1ch e

© o "must be va11d1y supported on the D1str1ct 1eve1 and th t answers‘be "

1 J i ‘-u

‘obtatned o the f°‘]°w‘h"q eStTOﬂS Emp 1 oyment oppor] vaities? Effect o

: oft1nventjon and researc

3

~Oon th1s f1e1d of act1v1ty7 Un{easonably lp “
expens1ve7 Cooperat1o of 1ndustry7. Is it truly a co]]ege course’ f_ "

- v
K - . s

, wtll 1t 1ncrease commun1ty wea]th or we]fare? Cost7" (27)

-

y -

These more 1nvo]ved forms are used in’ d1verse ways Some 1nst1tut1ons
requ1re that approva] ﬁorms be subm1tted to departments, to curr1cu1um

comm1ttees, to adv1sory groups and/or to adm1n1strat1ve groups (e g

p

L
= pres1dent$s~cab1net) éither at the 1nst1tut1ona1 or at the d1str1ct

% 2
1eve1 ~ Others” requ1re that such forms be used only for one or two groups
. J
‘ In some 1nstances approva] forims will be submitted to 1nst1tut1ona1
[ &
approva] comm1ttees (e. g curriculum’ comm1ttee) and then sent to the

., district for add1t1ona1 rev1ew by comm1ttees“represent1ng various - '
o k; o
. 1nst1tut1ons and d1str1ct personne1 ere empha51s is given to quest1ons

such as whether or not the 1nst1tut1ons are’ fo]]ow1ng d1str1ct goa\§5
- . b

-~ and objectivesfand whether'or not there js unnecessary dup11cat1on
" of effort. - | C "',’? 't B BRI ‘.

.o ) . / . a
.. i .
. - . B
. ' . - » .
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AS\w1th the coordvnator s efforts to obta1n commun1ty and 1nst1tut1ona}
approvaT the coord1nator shou]d attempt to obta1n both 1nforma1 anq

fonna] understand1ngs and agreements w1th 1nst1tut1ons 1n the reg1on L ' j

Informal agreements among 1nst1tutwons w1th1n the same serv1ce areas

\
s

have been made h1stor1ca11y by adm1n1strators from a]] segments of educat1on,,]
X : 1
but as the need for. occupat1ona1 educat1on has expanded and concern w1th

=
v

the ut111zat1on of the tax do11ars has grown more forma11zeq_procedures

e

have emerged (35) One of. the more 51gn1f1cant of these- has been‘the, "\Y

estab]rshment of the_Reg1ona1 Adu]t and Vocat1ona] Ehucat1on Counc1ls

- -

' (RAVEC) '. S IR N

These counc1ls, estab11shed in October of 1975 when the? Governor
s1gned Assemb1y B111 1821 are set up to rev1ew and make recommendat1ons -
on vocat1ona1 and adu]t cont1nu1ng educat1o% courses and tofbrevgﬁt »

: unnecessary dup11cat1on of such cour:Ss within a reg1on fhese}counc11s
boundar1es are the same .as the commun1ty co]]ege d1str1cts s and there--

fore vary con51derab1y as to their const1tuent membersh1p ‘ATl new ' »

adult schooﬂ educat1on coursgs and- programs that are not in the co11ege
credit category must be rev1ewed by RAVE councils. . Formats as to the
spec1f1c items. to be 1nc1uded in program approva]s have not been adopted

Statew1de, but count11 approva] forms observed 1nc1ude many of the
~
“"critical path" items 1dent1f1ed in th1s Progect s Guideline. Chart
o,

:(e.g,i"CohdUCt Research,f FAna]yze.Employment and Labor Supply Data,“

“Determine Curriculum Needs and Resources"). ‘As the policies ‘and v

T _ &

procedures of the numerous RAVE councils become more unifonn, so ‘should .
s -

the functions of the proposa1 coord1nator in re]at1on to obta1n1ng S

approva] from these counc11s _ o ‘ "%L."

- ' , e
A} 1 ; ¥ C\; P % : W
R \J o . " .
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Invaddition toiregolar occupatfona[.areas, thelCalifornia'Posti
secondaryEEddcationwconpﬁssion.has recommended that certain hi§h1y
"specialized occupations-be planned-on a regional basis. The Changellor

of the State S Commun1ty Co]1eges, in a 1etter of Ju]y 19, 1976, : ‘i
sent to the RAVE counc11s a 11st of programs fa111ng 1nto th1s spec1’lJzed _
- ba51s. The 11st wh1ch shou]d be ava11ab1e from both the Chancel]or s
Office or “from 1oca1 RAVE counc1ls; 1nc1uded programs from-anap]asto]ogy
techno]ogy through vacuun, tube techno]ogy Ihe Chance]]or s 0fﬁ1ce .
;:stated that the programs on the 11st‘w111 be carefu]]y scrut1n12ed~1n |
, 'fthe State s program approval progess (3) | o
: :;f , Quest1on . '>7“ - f 'jj’ .
| 1;_.Does the institotion have ways of gaindng 1nforma1“ approva1

fronlﬁme commun1ty and from its staff pr1or to seek1ng forma]

act1on7 , . e '3s
: . K : . - P -

2. Are there formalized patterns for obta1n1ng 1nst1tut1ona] and

o . &
- -

d1str1ctpapprova1 of new programs7

3. MWhat react1ons do facu1t$> staff, students have to the proposed
. program’ L L, | S .
4, What groups in commun1ty and 1nst1tut1on are support1ve of the

o proposa17 What negat1ve react1ons7

mn

//Has e1ther the curr1cu1um comm1ttee or an adv1sory comm1tt7

' reacted to the proposa1? . )

“ 6. Are the people, both in the commun1ty and at the 1nst1tut1on,
who are going to be c]ose]y 1dent1f1ed with the new program

- committed to it?

~

What,ds'the evidence of their commitment?

r
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what 1nforma1 methods are. used by the 1nst1tut10n to keep

’other schools aware of the1r ant1c1pated new occupat1ona1 programs? ;

"What formal rfethods? S R ;fa/

10.

v" ]

fHave 1nst1tut1ona1 and d1str1ct approva1s been obta1ned pr1or

tp seek1ng RAVEC review?

' If a‘community college, has it checked the proposed program

against the "high]y'speéiaiized'occupationa] Brograms," as

~ identified in 1976 by the State Chancellor's Office?




© SEEK L .NSI'NG'AND‘.CREDITATIO'N APPROVAL ’
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GUdeline- Whete 11cens1ng or accred1tat1on of a program 1s necessary,
P

the proposa] coord1nator shou]d complete a113steps for approva] pr1or to -

.’J
L ¥

seek1ng state acceptance of the proposa] !
- & .

PR IIR -

Procédures A]though ‘the number of - occupat1ond1 programs requ1r1ng
special accredftat1on or 11censure 1s not large, coord1nators sh0u]d

v

obta1n all pert1nent 1nformat1on concern1ng those programs ear]y in the P
Q B C
assessment study, and obta1n 11censure board approva1 (5){ '

S1nce the accred1tat1on and licensure requ1rements for each of these
‘programs vary and since many change rap1d1y, no -simple pattern can be
: descr1bed 4o ‘cover a]h'of the occupational areas. HOWever, as stated

in this manualr(Box 1J) pre11m1nary 1nformat1on and the var1ous forms .

needed for each occupat1ona1 area concerned can’ be obta1ned from the\\ }

Amer1can Med1cdﬂ Assoc1at1on and/o. the State Board of ¢1censure N .;
Quest1ons - R 2 .”, .h
6]. Does the inétjtbtion_hay acchss to the names\of accrediting

[ . . w ” :
. - . .
> : . .‘ . .

2 s -
_accreditation be sought?

and Ticénsure boards?'
2. ~F;bm what profess1ona1 agency

3. Has 11censure board approvaﬁ been eceived for;this program?
e o
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,.\“i‘v::‘ﬂ. R .. | N 8D,
7 Gu1de11nA§— After q/mp18t1ng a]] def1n1t1v//aS$essment étudiesgané
— = bt :

haVLng r‘EC‘E'I'Ved tnt apprOVﬁ] Of tﬁé Tocal Boar

 the COOVdTnator should submi :
“ .

3 roposed pr gram to/ the. State for

£ .
¢ - °.

‘final approvm ( L

-

')

| BEQEEQ![Q§,> S;ﬁte th State 's apprq;ﬁ] prOCEdures gnd forms v ;
_vary C0n51derab1y and agg‘EﬂPPEﬂt]xr1n a/staFe of f]ux, th1s manual will
not describe 1n any deta11 the” Spec1f1o§ for state approva1 for the maJor
tﬂ{ee alr'eaS*-mgh schools, ROC/ROps® and commun1ty co]]eges (6)

The form that has been’ cited most often in this handbook ‘Ca11forn1a

\;isEduca;ion (TrugteeS),' ,

Y

'tommun1ty Co]]eges Form CCC- EP-1, rev1sed in FEbruary of 1976, identifies. .

4n some deta11 _the 1nformdt10n requ1red by the State for approva] of

- new programs of the commun1ty CO]]egesq

Rather similar, but much ]Fsi deta]]ed,‘épordva]'fbrms VE:77A_qnd |
- B covering ROC/ROP course Pfior gpprOVa].and app1icat16ns for ROC/ROP
. cont1nu1ng or added section course approVal, identify the State require-
~ ments for those rnst1tutjons {pese two forms Wesp Pecommehdgd,fop use
induly of 1976« . o
‘TWith‘the approval by the Btaté.of a new program, thé'definitive,
Aassossment stage is comp]etgd and thek1nst1tut1on may now move into ’
~the mplementation phase. o ;‘ |
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program. Part1cu1ar1y sign1f1cant are the budgetary 1mp11cat1o hat :,

. . t
1nv lve- recru1tment of students and staff, and the acqu1s1t1on of

\.. ‘. ~

\ Lo - ‘ )

: ‘ - St
_ Qef
'fgaven to the néture of “the students(to be recru1ted for the program d;‘?ui

A N

MaJor efforts must be made, zartahu]arly 1n the occupat1ona1 programs,.“

e actufl program-operat1on, add1t1ona1 cons1derat1on must be ;

. E

to” observe fedGQig and state‘"egulat1ons thrt prhv1de for theJneeds of :

hand1capped, women, m1nor1ty an Ve eran students 'v-' O '1f§}‘

N

R i
Ear]y 1n the 1mp13ﬁantat1on stage of a new pro ram, promot10n and - {i '

’ rec>u1tM@nt p]ann1ng shou]d beg1n (15) Not1f1cat1on.of -the new]y
al‘6Dr‘oved programﬁ%hou]d be prov1ded to facu]ty, students, and he ésmmun1ty
Effect1ve promotIdL of th\\new occupat1ona1 opportun1ty often

.

_ w1th a f]yer that descr1bes the courses and the various 365 0PPOrtun~ . i. Y

4
: 1t1es Informat1on to feeder schools, bus1ness f1rms, and the commun1ty

shou]d 1nc1ude Jdb descr1 t1ons, curr@nt sa]ar1es, advancement opportun-

. ities, and the educat1on needed ﬂo acqu1re the JOb ‘yy

Techn1ques of prdmot1on 1nc1udeqhse of 1ntra 1nst1tut1ona1 med1a,
use of brochures,sconferences, rad1o‘and te]ev1s1on spot anhouncements,
facu]ty contacts adv1sory comm1ttees, d1rect mqg]1ng to PFOSP8ct1ve ;wl
students, use oﬁ;&?ﬁeer gu1dance centeYS, and. work hnthqgounselors and

r-] v - . ' . .
. . v, 2
k’ . . ‘ . . . .
L [ . .

2.

-~ : : ) :
10= x ‘ .

. INITIATE ﬁ%D\)PERATE BROGRAM .~ - .t /
N S . - . ‘- . ,

f A 7 ,
rece1v1ng stgfp apprghal the 1nstftut}9n may //i .

f,faC1‘1t1zZ and equ1pment R N . Coa e

rts N i'

T

. +
iy, %6
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- p]acement d1rectors. o , %

Cawe mUSt be taken in promot1ng ‘lh‘. ?rogram ﬁhat fa]se or m1s- '

{' ;

Fh a era of consumer awareness,

J

1ead1ng 1nformat1on not be?d1stnﬂbUteg

tﬁe 1nst1tut1on should hot 0VEV5tatg\¢he Jbb ?pportun1ty potent1a1

N ~

._}At<ih1s qn1t1at1on stage, :ég{ add1t1ona1 effOPt must now be g1Ven

9

to staff1ng w11

) ~

in- serV1ce tra1n1ng;

the cufrent personnel be able to dg}the Job? Wil

‘v

necessary7‘ Nhat reqyu1tment of staff w111 be

(_, B ¢ .. f A .
) needed?‘ what qua11f1cat‘oq§vand Cf‘edent1a111n9(0f instructofs are
, \\ \ : -
1nvo]ved? “Who w111 serv t%,a¢“1n15ter, coord1nate, and eva]u%te the
’('fq . lj/ .
program? wﬁ; w111 sexve s student advisors? Has COﬁS1derat1on been

g1ven to’ student pladem 2 o -S S . Lo

S g ) 2 : ' ,
[ f : At th1s t1me,.furtheﬁ‘plan"1"9\myst tak p]ace regard1ng fac111t1es~
and equ1pmeqt need§~ Should add1t10na] cons1derat1on be gIven to. 1eas1n9

T or gentlng\ﬁgéjli\jes or equ1pment° Has suff1c1en%\de§et been a}loca ed
1

o Y _ . |
~  to transporta 1on, texts, aud1o V1sua] mater1als7 ) hat add1ﬁ1ona1 .
. . Y

-~ o

s AR
11brary or 1earn1ng ra@ource budget1ng 1s ne I" 11ght of Ame

d eqUTPment, is the
TN

“initiation date- for start1ng the new program rea11St1C7

’ A
1nvogved in obta1n1ng add1t1ona1 fac1]1t1es

A\bther m;for cons1derat1on 1‘nvolved in program 1n1t1at1on 1s

ensur1ng that suff1c1ent anC111a fﬁ?tudent serv1ces are Provided.. The' )

7
-

- fo]]ow1ng sfudent serv1cés shou1d be, reV1ewed to éterm]ne their.’ "\“
‘s

. 'adequacy in. re]at1on to the new Progtam T]brar s 1earnnng resource :-3'
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) u1de11n The mon1tor1ng and eyaﬂuib‘on of a new program shOU]d -v/’-h

- \ . . ° :
be 1n1t1ated as the prograﬂlltself Qecomes oper tlona] .
| Procedures‘ ‘As 1nd1caféd ear11er in this manudl (1tem 1L and GA),

\J

‘P1a""‘h9 f°r Program eva1uat1on shou1d be an 1nherent part of an occupat1ona1
Lo

proposa] both 1n the pre11m1nary and in the def1n1t1ve assessment phases

h - The pr1mary purpose of evaluat1on is to ass1st the 1nst1tut ‘.ff : {
"1n de<3:1on makrpg §hou1d the program continue 0perat1ng, shou1d Tt o
be modified; shou]d it be term1nated7 How we]] has - the program fu1f111ed

1tS 90315 and obJecttves7 . j v ',"[ B - hlq' ,
One of the areas of eva]uat1on rece1V1ng nagor attent1on today_7‘

15 that of student fo]]ow-UP The statew1de systems "TRACE w produced 5,

by Saﬂta Barbara County Schoo]s, anthhe‘State Department of Educatlon ‘

Tand "SAM", Produced in the-Los Angeles'CommUh1ty C011ege D1str1c and - ;:‘

the Chancenor 'S Of‘ﬁce, are the ones most cgmon _ .

1nstﬂtut1ons have produced the1r own 1nstruments (44) An- 1nterest1n9 .

'ﬂoff shoot of this p]acement eva]uat1on is u$ed by San Bernard1no County 3; .

-} A
“ROP in wh1ch potent1a] StUde“t emp'lo_yers are asked to eva]uate student N
ﬁ‘ ’ "K\ -, : M )

‘JOb seekers (34) ﬁrossmontago17ege and Antelope Va]ley Co]lege, am

';others, have each produced unlque materia]s re}at1n9 to student foll h-up."

Ll

" Grossmont has a ma11 form that it sends ‘to a11 students who ha

f:1eft . ‘Apart- from the usua] quest1ons relat1ng to the student 3 currentn~ o

"emplbyment s1tuat1on quest1ons are posed aboiséthe studgnt S react10n

to ‘the’ COTlege and prograr (19) Ante]ope Valley College/éompleted Lo

an 1nterest1ng p]acement study in 1974 that 1de"tTf‘ed Cr1tf§?1 areas _
e - e . _ . N ‘ ~/ .

;'%,;Z"e:'- R A ,‘ | .l(jff R
) ’ o - : S R A

.,‘"



. R . T T . N . -
* S . . Coo et __]_']'2‘_ R R
- . . e . . B . ’ . . s Lo ' :,.,\“ y

' N c e o [ _; oL T N . ~ - E V ’

for evaluat1on emp]oyment,,curr1cu1um, and p]acement (1) - ”,:"

. = A mon1tor1ng syStem shoufd be 1n1t1ated as the new: program 15 es- :

v . - '

'tab11shed to assess\1ts'progress.d The cr1ter1a to be mon1tored howeVer,‘».

% « -

are often d1ff1cu]t to determ1ne Does the 1nstTtut1on W1Sh to rev1ew

‘l

1ts prdmot1on of the prOgram, recru1tment enro]]ment, retent1on,

, anc111ary serv1ces; fac11nty ut111zat1on teacher effegt1Veness or 0thers7 .

Many-1nst4tut10ns report that 1nte/naT mon1tor1ng of new1y 1n1t1ated _

]

programs 1s the more .common system Often the department most concerned

\

Cor, comm1ttees of facu]ty and adm1n1strators estab11sh the cr1ter1a and ¢

\ ~’

«then mon1tor the programs 1n their, early deve]opment
| Student f0110w~up is on]y pne of" many methods used 1n program n - -
| "F-evaluatron Externa] eva]uat1on 1s often conducted by the Commun1ty |
M Co]]ege 0ccupat1ona1 Programs Eva]uat1on System (COPES) and by rts

counterpaxt at the h1gh schoo]s, DROVE (D1str1ct Rev1ew of Vocat1ona] Educa-'A
) "' L \.v .1. . . . "J
t10n)r- ', ' T A S

Some 1nst1tut16hs ut1142e adv1sory comm1ttees for external\Fvaluat1ons,l
but as more 1ntens1Ve and more soph1st1cated eva]uat1on SyStems are

~'be1ng adopted th1s pract1ce is apparently 1ess common today than‘in ﬁ e

" the: past .On the basis of the 1nformat10n rece1ved from the mon1t6r1ng

-
A

and eva]uat1on processes, the 1nst1tut1on shou]d be prepahed to cont1nu£,

. ~ ' . . . ] 6) .‘v'
v mod1fy, or term1nate the program ' - Co s ¢
—_— - S . e o
Quest10n ’f { I ) . . I
. ;"1. Has -a pr1orat1zatlon of eva]uat1on factors been estab]1shed
for the program7 e T o ST,

e W’It

~ o PR n - L ‘

2. Has® a system for gather1ng and ut111z1ng the var1ous mon1tor1ng, ?

’ -—

o o and eVa1uat1on data been estab11shed and 1mp1emented? -
' e, o SN -
...‘_ . --,‘. P Vo : .
..“ ..v' s . . - T * ~'€“\ . 4
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. Does the 1nst1tut10n utluze e1ther -the SAM or TRACE stu‘t

_foHow-up systems?2  or havé one of its own7 B
'.Does the 1nst1tut10n use either the COPES or DROVE sys*cem for  © K LA
externa1 eVa]”a“On? ' % A' " o0 o
I . -
"_/.\
¥ ‘\‘
£
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MODIFY OR TERMINATE PROGRAM TO MEET EVALUATION RECOMMENDATIONS B

; _ 108 |
¢ ;o . . - - |
) Guide]ine: Based upon'1nformation'gathered from program eva]uations,

1nst1tut1ons shou]d modi fy- or term1nate programs when such actions appear .

to be Just1f1ed

s
[

Procedures Only a very 11m1ted number of 1nst1tut1ons in “the State

~ have wr1tten procedures descr1b1ng their pract1ces in mod1fy1ng oggupat1ona1
' programs. Part of the reason for th1s is, undoubted]y,vthe 1ack of a
precfse definition as:to what program modification is. For example,
modificatioﬁ could incorporate as minor an item as a unit‘credit change,
or an 1ncorporat1on of work experience, or it cou]d be s1gn1f1cant enough
sto be the basis for start1ng a new program. - "
" For the purposes-of this manual, curriculum modification will be
defined as “a‘major departure from whatfis currently identified in the
: program descr1pt1on but one that does not involve such a drastic
tdeparture that a new program should be 1n1t1ated"—-a description that
is st111 not prec1Se but hopefu]]y eliminates* cons1derat1on of the myr1ad
minor mod1f1cat1ons 1nvo]ved in allrprogram development. '
.The’ determ1nat1on as to whether a program should be modified or
.not is made ina var1ety of ways throughout the State. Both™ 1nforma1
and forma] program eva]uat1ons are used, as stated in the pr1or chapter :
0ften the instructor initiates a request for mod1f1cat1on when he or |
.she feels thé program is not meet1ng its stated obJect1ves, or the L' -
m program no longer meets the tra1n1ng requ1 ements for the.Job for which

1qeﬁas designed. Often{a department outside consu]tants, or advisory . -

'comm1ttees will recommend mod1fy1ng courses or programs. Some

<

i . . . IS
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modifications. follow the &ﬁgﬂysis“of materiaj }eceived as a.resu]t'of.
follow-up studies .Of graduates and sometimes, changes resuit from job -
market ana]ys1s, techno]og1ca1 shifts, or changes: in student att1tudes{
) Typ1ca1 of many districts is the: format for curr1cu1um mod1f1cat1on ,

bpresentatlons deve]oped for the Board of Trustees of the St: He]ena ‘/ P
Unified Schoo] D1str1ct (33) To initiate mod1f1cat1on, the coord1nator
is to 1dent1fy the prob]em to be corrected to 11st the potent1a1 prob]ems
involved in mod1f1cat1on, to identify staff1ng needs; and to descr1be'
_the<Fnt1c1pated eva1uat1on procegs R ) . d, i

As with mod1f1cat1on, few d1str1cts hawe wr1tten procedures forv;
.~term1nat1ng programs, a]though somg--particularly the ROC/ROP d1str1cts--
do 1dent1fy procedures for: term1nat1ng 1nd;v1dua1 courses. ‘ﬁne collebe
ieported that -it "has never term1nated an- occupat1ona1 program except
dur1ng_Nor1dvWar II.F During the era of expand1ng enro]]ments, such a:
policy was possihleﬁ but‘w;th greater demands for accountab111ty.and oo
possib]y deCreasing'enrollments, institutions are undou?tedly gotng‘ i N
to reV1ew all programs more carefu]]y and elimifate some marg1na1 ones o

Programs are e11m1nated.for a variety of \reasons The most cdnmon
~ones reported were those where the occupat1on has‘become obsolete, where
there is Tow student part1c1pat1on, where costs exceed the Timits of
the 1oca1‘budget, where future job oppqrtunities appear to. be extremeiy
limited, or upon the recommendation of an occupational advisory commi ttee.

Part of the reluctance of some 1nst1tut1ons to abandon a’ cudr?.u1um
may- re]ate to the des1re to revive it at a later ‘date and to avo1d the~"-
time and cost factors involved in 1nst1tut1ng a new program It is’

easier to put the program "on ice" than eliminate” it. .

lli
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A_major concern raised by some institutions;ugsmthaémprogram
elimination-also raised the threat of facu]ty_terminatioh and that_inwa
state with strong téacher'protection.1aws,,the elimination of programs"
_raiSesisome very'diffituitbpersonnel‘problems In an effort to avo1d |
.'h1r1ng tenured teachers for programs -that m1ght not be’ successfuT
some 1nst1tut1ons are uta11z1ng fewer full- t1me 1nstructors or are?
V-plac1ng new programs on a temporary bas1s unt11 there is evidence tﬁat

the program w111 be supported :
Term1nat1ngvprograms appears to be a concerh_of_]oca] Boardsrof'

’"Education.and'Trustees Numerousmdistrﬁcts reported that terminations -
‘must be approved by the 1oca1 schoo] board However some districts
_reported that they had no- forma]1zed procedure for term1nat1ng a program
other than that requ1red by the ‘State CourSe Approva] Staff (e g.
. Reg1oha1 0ccupat1ona1 Center)." |
| In the last ana]ys1s, it appears that modification and termination
‘of programs must rely heavily ﬁpon;estabiishihg,eva1uatjoh priorities
_and systems, hti}iiing“va1id eva]uatioﬁ tools, ana]yzing ca;efu]]y the
:1nformat1on gathered and takihg“théaappropriate action tolretain, to
'mod1fy, or to terminate the program | ' )j
guest1ons - y . ' _ - “';" -
"1. fDoes the 1nst1tut1on have a def1n1t1on for _program mod1f1cat1on7°
""é:" Does the 1nst1tut1on have a po]1cy for term1nat1ng programsf
3,_‘Are program eva]uat1ons fo]]owed by specific act1ons ' agreement_
to reta1n mod1fy, or term1nate7

4. Does the institution have a forma112ed protedure for modifying

or terminating programs? “
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. APPENDIX A

. SANTA BARBARA COUNTYSCHOOLS -
| ~ pfficeofthesuperintendent -+

4400 Cathedral Daks Rd. (PO Box 6367), Santa Barbara, Calif..9-3‘l‘l1 / ‘(805)'9644711, :

-

s

5 ' REGIONAF'OCCUEA%IONAL PROGRAM . . |
EELQELIQEE;FOR’PREPXRATION.AND‘ BMISSION -
Y . o P | - . ’ i

- : - . ‘% r .

APPLICATION FOR QURSE APPROVAL -

B e

e

.

; Regfbnal,OcCUP;%ional Program courses or. services need to copform
with the Education Code, AdminiStrative Code, State guidelines, the Vocational
Education P1an, and the guidelines and policies Of the Santa Barbara County
Schools,Regiona| Occupational Program. The ROP/Statk application form is meant
to.Serve as an aid in the development and evaluation gof ROP course applications.-

H -

Thewf01TOWing'sféggfshoul be;f011OWed=tO_EXpedite_aDp:g%a1 of ‘an ROP course -

-application:

»

b SChOO]?diﬁtfiCt,bEFSO""E]’ ROpista%f members, OF other -individuals. public

- ‘and private agencies, identify a need for occupational training or service

and gather information.and details in order to complete the application.

The ROP staff is avaﬂable to ‘~ass1'st:!ln,the de‘Ve].opment'of the app].'lcat-ion-

An-Occupational advisory committee MUST be inVOlved in the development ‘of

an ROP coyrse, A writien copy of each proposal wili be sent.to each member

of the Planning Comriittee for jnput from .the departments invoived. :

2. If a local school district or agency will-be conducting the course or provid-

' ing the service, approval of the appldcation by the district or agency must )
be.Obtéined‘prior to §Uijtt1ng the application to the ROP qunning Committee.

3. The proposal js submitted to the ROP office. The ROP staff reviews the pro--

. posal to ensure that it meets the Swtate and 1ocal guidelines, rules, and :

regulations, then develOps a tentative budget. After analysis by the ROP -
staff, the application is forwarded to the Planning Committee for action.

J : . N o v i .

4. The ROP pyanning Committee reyiews the proposal to ensure that it does not.

supplant, conflict with, or unhecessarily duplicate existing courses or ser-

vices. After reviewing the application, the ROP Pianning Committee approves

- or disapproves the application.  If disapprovgd, the application may be re-

cycled to the originator for modification, fursher details, etc. If "the

applicatijon js approved, it is forwarded to the Coordinating Council with_

‘recommengatyons.. - S - ,

) . - ) N R
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5. The ROP Coord1nat1ng Counpll lr‘EV1ews the app]lcat1on and takes-one of the
- followin actions: . ) .

v
e, R

. : — . R ,
- a. d1sapproves the app]1cat10nv : : L
Y o Vs : '

b approves the app11cat10n and: fund1n9, ‘and SECOﬁme"US it ué'the Co“"hy'*
Super1ntendentjof Schools . ' .‘ '

4

. . .
B4
. C. defers action pending. add1t10naﬁ 1nformat1on, c1ar1f1caﬁ1ﬁ", EtC ; and

- may refer app11cat1on back to any one of the preced1ng StepS : f“,,\\_.]

.oma
A4 . . . . . [
T ’L"" . . ey - a4

County Superintendent for review. If the: County Superint nd@ft dis-
appPOVES any part of the recommended program, the applicalion’is returned
to the Coord1nat1ng Counc11 w1th the’ neasons for d1sapprova1 stated

o : . , . C
6.' gn the Coord1nat1ng Counc11 approves the app11catLon, 1t 1n§submibted to -

- Upon - ‘the SUper1ntendent S appPOVa],fthe app11cat1on\qs forwarded to the’ ‘
County Board of Educat1on for act1on . - L A

¢~
- -

j>he program is presented to. the County Board of Edycat1on for act1on 1f

-

hg County Board-of- Education disapproves the program the reason for such
qu._ act n is commun1cated to the ROP Cdordinating Council. :; When ‘the County-~.
i >Board of Education approves the program-and:budget, it is forwarded to the .
. . State Department of Educat1on for jts approva]s -

.
“ Sa e e e N

8. Contracts between the Santa Barbara County Schools géglona1 Occupational
Program and_school- districts Or agencies operating ROP courses or services
are’ let upon approval .of the County Super1ntend€¢} of Schools. i

b

§

9, Ugon receipt of a]] requ1red approva]s by State Department of Education
personnel, the instructor will-be employed, promotional mater1als pub11shed

- equ1pment and materials obta1ned and the program 1mp1emented AT, e

~ - o
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