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Generating knowledge through research

Developing educational programs and products
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Operatinc: information systems and services

Conduct111._, leadership development and training
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FOREWORD

The need for strong and competent administrators of voca-
tional education has long been recognized. The rapid expansion
of vocational education programs and increased student enroll-
ments have resulted in a need for increasing numbers of trained
vocational administrators at both the secondary and post-
secondary level. Preservice and inservice administrators need to
be well prepared for the complex and unique skills required to
successfully direct vocational programs.

The effective training of local administrators has been ham-
pered by tile limited knowledge of the competencies needed by
local adminiY4trators and by the limited availability of
competency-based materials for the preparation of vocational
administrators. In response to this pressing need, the Bureau of
Occupational and Adult Education of the U.S. Office of Education,
under provisions of Part C--Research of the Vocational Education
Amendments of 1969, funded The Center for a scope of work entitled
"Development of Competency-Based Instructional Materials for
Local Administrators of Vocational Education."

The project has two major objectives as follows:

To conduct research to identify and nationally
verify the competencies considered important to
local administrators of vocational education.

To.develop and field test a series of prototypic
competency-based instructional packages and a user's
guide.

The procedures used to carry out the first (research) objec-
tive of this project are fully described in the report entitled
The Identification and National Verification Of Competencies
Important to Secondary and Post-Secondary Administrators of
Vocational Education. The procedures used to carry out the
second (development) objective are described in this report.

This project could not have been successfully conducted
without the cooperation and assistance of many individuals.
Special recognition goes to Robert E. Norton, Senior Research
Specialist, who as Project Director, gave leadership and guidance
to the overall project. Recognition also goes to Kristy L. Ross,
Program Assistant, for her many writing and editorial contribu-
tions; and to Gonzalo Garcia and Barry Hobart, Graduate Research
Associates, who assisted with both the research and module devel-
opment phases. Thanks also go to Kenney Gray, Research Special-
ist, for his assistance with the research phase; Glen E. Fardig,
Research Specialist, for his advice on the research phase and
review of some modules; and to James B. Hamilton, Program Direc-
tor, Professional Development in Vocational Education, for his
helpful guidance and administrative assistance.
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Meaningful contributions were also made to the project bythe Project Advisory Committee, consisting of Walter G. Hack,
Professor of Educational Administration, The Ohio State Univer-
sity, Columbus, Ohio; Rosemary Kolde, Director, Diamond Oaks
Career Development Center, Cincinnati, Ohio; Paul Lentz, Director
of Occupational Education, Concord, North Carolina; Peggy Patrick,
Program Analyst, Division of Vocational-Technical Education,
State Department of Education, Little Rock, Arkansas; and Merle
Strong, Professor of Educational Administration and Director of
Center for Studies in Vocational and Technical Education, Univer-
sity of Wisconsin, Madison.

Appreciation is also extended to the consultants who assisted
in reviewing and/or writing portions of some of the six modules.
Their content expertise and practical experience with the compe-
tencies resulted in receipt of valuable inputs for both the
initial drafts and revised versions of the modules.

Special thanks also go to Russ Gardner, Kent State Univer-
sity; Aaron J. Miller, The Ohio State University; Don McNelly,
University of Tennessee; and Charles Parker, Utah State Univer-
sity; who served as field site coordinators for the field testing;and to the local administrators of vocational education who used
the modules and provided valuable feedback and suggestions for
their improvement.

Last, but certainly not least, credit goes to Debbie Parsley
and Susan Ryckman, project secretaries, who consistently worked
hard to meet deadlines and produce high quality materials.

Robert E. Taylor
Executive Director
The Center for Vocational Education
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ABSTRACT

Protect No.: 498AH50193 Grant No.: G007501702

Title of Project: The Development of Competency-Based Instruc-
tional Materials for the Preparation of
Local Administrators of Secondary and Post-
Secondary Vocational Education

Grantee Organization: The Center for Vocational Education
The Ohio State University
Columbus, Ohio

Project Director: Robert E. Norton

Period Covered: July 1, 1975 to June 30, 1977

The purpose of this development phase of a larger project
entitled "Development of Competency-Based Instructional Materials
for Local Vocational Education Administrators" was to contribute
to the improvement of educational programs for local administra-
tors by developing, field testing, and revising prototypic
competency-based administrator instructional packages.

A search was conducted to 'identify currently available
competency-based vocational administrator materials. Very few
materials were located. Six prototypic competency-based modules
were developed for training local vocational administrators using
the competencies identified and nationally verified in the
research phase of the project as the research base. The follow-
ing six procedures were utilized: (1) verified competencies
were tentatively clustered for curriculum development purposes,
(2) an instructional materials format was devised, (3) six pro-
totypic modules and a user's guide were developed, (4) the
modules and guide were field tested with administrator trainees
in four types of instructional settings, (5) all materials were
revised based on the feedback obtained, and (6) all laaterials and
reports were prepared for publication and dissemination.

The results of field testing indicated that all six of the
modules were effective in helping administrator trainees achieve
the designated competencies. A t test revealed that trainee's
perception of their growth on all six modules was statistically
significant at the .001 level. Further, both the trainees and
resource persons (instructors) reacted very favorably to each of
the six modules and to the use of modules as a method of instruc-
tion as compared with traditional college education courses.
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CHAPTER 1: INTRODUCTION

Vocational education requires aggressive and effective
leadership at the local level. In order to provide this calibet
of leadership for rapidly expandiing.vocational programs, More--
and more effective -- training pro4rams are required for local
administrators. The major outcome sought through this pploject
was better trained ,local administrators of secondary andlpost

. secondary vocational education; and, through their improved
competence, vocational education programs that are more effective
and efficient in meeting the needs of students.

Problem Statement*

The imprvement and expansion of effective programs of voca-
tional education at the local level requires the preparation of
increasing numbers of new administrators who are competent in the
complex and unique skills necessary to successfully direct voca-
tional programs. It is also essential that current a9d future
administrators of vocational education'receive frequent upgrading
of their skills in order to develop and manage vocational educa-
tion programs that are relevant and responsive to the constantly
changing needs' of both the individual and society. In many
states, the supply of,competent local leaders of vocational edu-
cation has been inadequate to meet increasing demands for them.
And, in many states the need for upgrading the skills of present
administrators has goneunmet.

The effective training of local administrators has been ham-
pered by at least four major problems:

1. the complex and unique skills required to successfully
direct vocational programs

2. the limited knowledge of the competencies currently
needed by local administrators of vocational education

3. the limited availability of high quality competency-
based instructional materials for use in the preservice
and inservice preparation of- vocational administrators

*It ghould be noted that the problem statement and project objec-
tives in this, Part II of the final report on the, project
"Development of,Competency-Based Instructional Materials for
Local Vocational Education Administrators," are essentially the
same as the problem statement and project objectives fbr Part I..

of the report.
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4. the limited training opportunities available for the
preservice and/or inservice preparation of secondary and
post-secondary vocational administrators in most states

A brief explanation of each of these problem areas follows.

While vocational administrators are confronted with many of
the same tasks as are general education administrators, they must
also deal with many complex tasks which are unique to vocational
education administrators. For example, the 1968 Amendments to
the Vocational Education Act gave states and local communities
more responsibility for program planning and evaluation. In
order to obtain state and federal funds to support their programs,
local leaders are now required to submit'to the state, plans that
reflect and justify the programs proposed for operation in the
local secondary and post-secondary school district'. Wenrich and
Wenrich. (1974), reflecting upon the increased leadership demands
placed on the local vocational administrator, state:

This shift in responsibility from the federal to state
and local units of school administration creates a need
for an increased number of local vocational education
leaders who have the competence to plan, operate, and
evaluate vocational programs on the secondary and post-
S'econdary levels. But not only do we need more leaders
for administrative roles, we need a "new breedaw of
leaders--persons who have conceptual,. technical, admin-
istrative, and human relations skills needed to develop
dynamic vocational education programs which will serve
the needs of individuals and society (pp. 101-102).

The Education Amendments of 1976 have also thrust increased
responsibilities for program planning, evaluation, and account-
ability upon the shoulders ,of local administrators. For example,
comprehen&ive planning requirements at the local level make it
mandatory that the local administration,involve an advisory coun-,
cil for vocational education in all major aspects of program
planning and development. The skills required.to successfully
direct local vocational programs are indeed complex and in many
cases unique.

'As pointed out by Miller (1972) and others, studies of the
competencies needed by leadership personnel in vocational educa-

t tion were also limited in number and scope. Briggs (1971), in
% his doctoral study of the competencies necessary for administra-

tors of"vocatlOnal and technical education, states that there
still seems to be a lack of agreement "regarding what one needs
to know and the competencies he must possess to be an effective
administrator in vocational education" (pp. 22-23).

A comprehensive needs assessment that includes a review of
all pOrtinent research-studies and other literature dealing with
vocational administrator competencies was needed. Given this

2
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review, a comprehensive list of identified competencies could be
developed and subMitted to a nationally representative group of
current vocational administrators for verification and the assign-
ment of priorities.

Once the specific competencies required by vocational admin-
istrators have been identified, there is still the problem of
developing and testing transportable training materials that will
deliver the needed competencies. Miller (1972), in a review and
synthesis of research on the preparation of leadership personnel,
states that "leadership development, instructional activities and
procedures should be competency-based and not course oriented"
(p. 28). Although a considerable volume of training materialF..-
has been developed for various graduate programs, workshops,
seminars, and institutes, alli..1st nothing exists that is
competency-based, transportabit, and field tested. Hence, the
third major problem restricting the effective training of local
administrators.

Finally, the training problem is compounded by the limited
number of, training programs specifically designed for local
administrators of vocational. education. Since preservice pro-
grams for vocational education leadership personnel are minimal
in number, inservice training programs are vital to the prepara-
tion of needed personnel. Since most newly appointed vocational
administrators are recruited from teaching positions in special-
ized service areas, they can acquire the broad understanding of
vocational education and the administrative skills required for
their new position only through inservice programs. Similarly,
administrators from general education who are thrust into voca-
tional education leadership positions can obtain the same unique
understandings and skillS only through inservice training. In
spite of the obvious need, often the only type of inservice
training available is in the area of general administration.
Unfortunately, the number of administrators responsible for voca-
tional education programs in any given area is quite 'small, with
the resulting available training opportunities often being, very
limited. The shortage of training opportunities, however, 'does
not lessen in any way the serious and critical need for the
training of such` administrators.

In response to the problems outlined, the Bureau of Occupa-
tional and Adult Education of the U.S. Office of Education, under
the research provisions (Part C) of the Vocational Education
Amendments of 1968, funded several state level (Virginia, Texas,
West Virginia, Mississippi, Michigan) projects and at least one
project with a national focus (The Center for Vocational Educa-
tion).

It is the latter project with which this report is concerned.



Project Objectives

A long-term, comprehensive effort - -one which reaches into
every state and territoryis required in order to address the
four major administrator training problems which have been out-
lined. While such a massive effort could not be undertaken due
to certain constraints, The Center launched a significant research
and development effort with the following two major objectives:

1. To conduct research to identify and nationally verify
the competencies considered important to local adminis-
trators of vocational education.

2. To develop and field test a series of prototypic
competency-based instructional packages and user's
guide.

In terms of the four major problems which inhibit the effec-
tive training of local administrators, the primary objective of
this project was to deal directly with the problem of "limited
knowledge of the competencies needed." The secondary objective
was to deal directly with the problem of "limited availability
of high quality competency-based instructional materials" through
the preparation and field testing of sample modules and a user's
guide specifically designed for use with local administrators.
Through the preparation and dissemination of individualized
training materials, it is also hoped that the project will-
indirectly contribute to solving the problem of "limited training

1

ppportunities."

) .The ultimate goal or outcome sought through the project is
bptter programs for secondary and post-secondary vocational edu-
cation students through the preparation of more, and more compe-
tent, local administrators. It is expected that through
l ktiOwledge of the important competencies needed by vocational

a inistrators, and (2) the use of high quality competency-based
instructional materials that are research-based and specifically
designed and tested to provide the skills and knowledge verified
as important, more individualized and competency-based training
opportunities can. be made available to preservice and inservice
vocational administrators.

The focus of the remainder of-this report is primarily on
the procedures, findings, and conclusions related to the second
project objective--the development and field testing of proto-
typic competency-based instructional materials.

Related Curriculum Development Efforts

. A national search was conducted to identify relevant avail-
'

able competency-based instructional materials designed for use in
training local vocational education administrators. The search
consisted of a manual search and a computerized-search which was



completed by The Ohio State University's Mechanized Information
Center facilities. The Mechanized Information Search consisted
of both a retrospective search and a current awareness search.
The following data banks were searched for the years indicated:

RIE - Research in Education 1965-1976

AIM/ARM - Abstracts of Instructional
Materials and Research in
Vocational Education

Education Index

1968-1976

1964-1975

CIJE - Current Index to Journals in
Education 1969-1975

DIS - Dissertation Abstracts International 1966-1975

This search for competency-based curricular materials that
had been field tested and that were generally available proved
almost futile. The only materials located prior to the last six
months were the ABC,- Instructional. Packages that came out'of a
1974 project by Illinois State University. While helpful, these
are not basically self-contained and do require .tapes and other
media not generally available. In late 1976, a few materials--
widely varying in quality--began to appear as a result of other
USOE-funded projects.

Gixien the extremely limited quantity of competency-based
administrator education materials located, it was concluded that
substantial materials of a modularized and competency-based
nature should be developed, field tested in a variety of instruc-
tional settings, and revised before dissemination. It was further
concluded that Such-materials should address high priority compe-
tencies that were identified and verified on a national basis in
the research phase of this project.

5
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CHAPTER 2: PROCEDURES

This research and development project consisted of three
phases: (1) a research phase, (2) a curriculum materials develop-
ment and testing phase, and (3) a dissemination phase. In order
to accomplish project objectives, the following methods and pro-
cedures were used:

1. Conduct a comprehensive literature search to identify
relevant administrator studies and available competency-
based materials.

2. Analyze available research on the identification of
administrator competencies.

3. Conduct a DACUM committee workshop to update and iden-
tify additional administrator competencies.

4. Analyz-, refine, and merge administrator competencies
into a single list.

5. Verify competencies nationally-through a stratified
survey of carefully selected secondarYTand-post-
Secondary administ ator respondents.

6. Summarize and analyze findings.

7. Tentatively cluster verified competencies for curriculum
development purrises.

8. Devise instructional materials format.

9. Develop prototypic instructional packages (modules) and
a user's guide.

10. Conduct test of instructional materials in different
types of instructional settings at four geographically
diVerse locations.

11. Revise all materials using feedback obtained from stu-
dents (administrator trainees) and resource persons
(instructors).

12. Publish and disseminate research report, materials
development report, modules, and user's guide.

The first six procedures which constituted the research
phase of this project are reported in The Identification and
National Verification of Competencies Important to Secondary and
Post-Secondary Administrators of Vocational Education which is
Part I of the Final Report: Development of Competency-Based
Instructional Materials for Local Vccational Education Adminis-
trators. The last six procedures consisting T the curriculum



materials development and field testing and the dissemination
phases are covered in the remainder of this report.

The major steps of the curriculum materials development and
field testing phase are portrayed graphically in Figure 1. The
first step in the curriculum development phase involved the tenta-
tive clustering of verified competencies for curriculum develop-
ment purposes.

Cluster Varified Competencies

Project staff undertook the job of initially clustering the
166 verified task statements into logical groupings for curriculum
development purposes. It was felt that clustering of some tasks
was needed for at least two major reasons. First, many of the
tasks are closely related to one another and could logically be
addressed in a single instructional package that could show these
relationships better than if addressed separately. Secondly, it
appeared logical to project staff that 166 instructional packages
(one for each verified task statement) would be unrealistic and
unmanageable. Hence, task statements were tentatively clustered
into several logical groupings. See Appendix A for a list of the
tentative clusters identified. The clusterings are considered
tentative, because it has been the project staff's experience in
the development of many performance-based teacher education
modules that the task statement groupings sometimes need to be
changed during the actual curriculum development process.

Devise Instructional Materials Format

Several instructional materials formats were reviewed and
evaluated before a decision was made to adopt .a format very simi-
lar to The Center's 16() performance-based teacher education
(PBTE) modules. The PBTE module format has been widely field
tested and proven to be an effective and easily understood format.
Another advantage of using this format is that many vocational
teacher educators and other potential users of the administrator
modules would already be acquainted with it, therefore reducing
the training needed to prepare them for their effective use.

Each module is designed to cover one or more related admin-
istrative skill(s) and has as its base one or more of the task
statements verified as important during the research phase of the
project. To help the learner acquire competency, each module
includes information, learning activities, and feedback devices.

The modules are primarily self-contained units of instruc-
tion requiring the use of few, if any, outside resources. While
the modules are basically self-contained, they are not self-
instructional, and should be used under the guidance of a quali-
fied resource person (instructor). They are designed to be used
.individually, at each learner's own pace; however, they can be
easily adapted for group use. The flexibility of the modules

8
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offers the learner a unique learning experience that can be
tailored to specifically meet his/her individual needs, and inter-
ests. The resource person is also encouraged to modify or sup-
plement the module as needed to provide for a specific training
situation. The resource person, by virtue of, his/her role in
this program, is in a unique position to make such modifications.

The administrator module format adopted has four major com-
ponents. The components of each module are briefly discussed
here in their order of appearance in the modules:

Title Page--The title page identifies (1) the title of the
module, the developers, the publibher, and the date of pubri7
cation. Through use of an action verb, the title is always N .

written in performance terms to identify the competency or
competencies to be achieved by the learner (e.g., Supervise
Vocational Education Personnel) upon completion of the module.

Introduction.--A short introduction to the module follows
the title page. It is designed to stimulate the interest of
the learner and motivate him/her to acquire the competency
covered in the module. The introduction explains the compe-
tency and offers the lea-iner a brief summary of the .impor-
tance of, and the need for, the attainment of the ,competency
in order to be an effective administrator. If necessary,
terms unique to the module are identified in the introduction.

Module Structure and Use.--The module structure and use sec-
tion is designed to specifically answer questions about the
unique features of that particular module. .For information
which is common to all modules, such as procedures for module
use, the organization of the modules, and definitions of
common terms, the reader is referred to the supportive docu-
ment entitled Guide to Using Competency-Based Vocational
Education Administrator Materials.

There are, however, four basic areas which appear in this
section of each module. They include the (1) objectives,
(2) resources, (3) selected terms, and (4) task statements
covered section. The objectives section contains the
terminal objective for the module and the enabling objec-
tives for each learning experience. The resources section
identifies any required and/or optional outside 'resources.
that will be needed in completing each learning experience
of the module., The selected terms section lists and defines
terms which are important to use of the module. The veri-
fied,task statements (from the research phase of the project)
which are addressed by he module are identified in a foot-
noLe contained in this section.



Learning Experiences.--A series of learning experiences is
contained in ez::h module. Each learning experience, except
the final experience, begins with an overview of its con-
tents. The overview identifies the objective of the learn-
ing experience and presents a brief summary of what activi-
ties the student will be doing to complete the learning
experience.

Each learning experience is complete with activities that
are designed to help the learner achieve a specific objec-
tive. In order to achieve the objective, the activities
within the learning experience may include reading an infor-
mation sheet or outside 'resource, observing an experienced
administrator, viewing a filmstrip, reacting to case studies,
role-playing with peers, etc.

Completion of the activities contained in a learning experi-
ence leads the learner toward the accomplishment of the
objective of that learning experience. When the learner
successfully completes all of the learning experiences con-
tained in a module, he/she normally will have attained the
competency identified in the module title. This building
process provides the learner with the foUndation needed to
achieve the desired competency. The process, incorporated
into a series of learning experiences, allows the learner to
learn information about. competency, practice or app't that
information, and finally, actually perform the competency
while working in an actual administrative situation. An
illustration of the typical instructional sequence employed
in the modules follows as Figure 2.

STATEMENT
OF

OILIECTIVE

F

OPTIONAL ACTIVITIES

COGNITIVE
KNOWLEDGE

VA/HANLE TIME LINE

PLANNING
ACTIVITIES

PRACTICE
OR

SIMULATED
ACTIVITIES

-t t

DEMONSTRATED
COMPETENCE

ALTERNATE
ACTIVITIES

Figura 2. Typical Instructional &pumice for CVE.Modulits

IN-
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The last learning experience in every module is the final
experience. This experience is the one in which the
learner's ability to perform. the desired competency will be
assessed by a qualified resource person using a criterion-
referenced "Administrator Performance Assessment Form." The
objective of the final experience is the terminal objective.
It describes the specific competency the administrator is
expected to demonstrate while working in an actual adminis-
trative situation.

For more information about the format and purpose of the
various components of the administrator modules developed, the
reader is referred to the user's guide mentioned earlier and to
the Module Development Handbook by Karen Quinn, et al. both of
-which are available from The Center for Vocational Education.
The latter publication describes in considerable detail the com-
ponents of The Center's 100 PBTE modules and provides guidelines,
for constructing the various components of a module. While the
administrator and teacher module format differs slightly, the
basic design and component parts are similar.

Develop Modules and User's Guide

A variety of approaches was used in the actual development
of the modules. While a team of two staff members were assigned
responsibility for the development of each module, one staff
member assumed primary responsibility for its conceptualization,
review of literature, and drafting. Three content specialists,
were employed as consultants to help draft module information
sheets and/or review drafts written by project staff in develop-
ing four of the modules.' Two modules were written entirely by
project staff. In all cases, the modules underwent careful
review by at least one other experienced curriculum writer and
content specialist before being prepared for field testing. In
most cases, practicing local administrators were also employed to
review and critique the modules either before the field testing
or concurrently with the field test.

The major tasks involved in the module deVelopment process
and their sequence of completion follows:

1. Agree upon task statements to be covered

2. Conduct literature search

3. Review literature and draft outline, of proposed module

4. Obtain staff critique of proposed module

5. Select consultant and/or assign staff member to develop
module

6. Orient consultant or staff member



7. Consultant and/or staff member drafts written material

8. Rough type written material for team review purposes

9. Team member review and critique of drafted module

10. Revise, format, and edit module

11. Obtain independent internal and/or external review(s)
and revise again, if necessary

12. Type copy for duplication

13. Prepare graphic illustrations

14. Proofread and paste-up module

15. Print module for field testing and field reviews

During the development process, a series of detailed cri-
teria for the development of the various components of a module
were used as quality control .guidelines by the staff members and
consultant writers. These criteria may be found in the Module
Quality Review Checklist contained in Appendix B.

Once final agreement was obtained on the administrator
module format to be used, one staff member was assigned the task
of developing a user's guide. Although it was a difficult goal
to accomplish, the user's guide was written so that it would be
helpful to both theresource person (trainer) and the administra-
tor (trainee) using the modules. It is hoped that the. user's
guide, with its explanation of important concepts and the module
format, will help ensure transportability of the materials. The
user's guide contains the following major sections:

Introduction
The Administrator and Competency-Based Education
The Research Base
The.Curricular Materials
Major Components of a Module
Role of the Resource Person
Using the Modules

Field Test the Materials

Concurrent with the development process, field testing of
the modules began once the first one came off the presses. Four
field-test sites were carefully selected to provide for testing
under real-world conditions in four geographically diverse loca-
tions and in four different types of instructional programs.
They were tested in an Extern program at the University of
Tennessee, in an Intern program at Kent State University, in a
special state-funded inservice education project for local



administrators at Utah Sta niversity, and in a graduate course
setting at The Ohio State University.

The field-test coordinators were individually oriented to
the module format and suggested procedures for effective use.
They were also familiarized with the "Guidelines for Field Test-
ing Competency-Based Vocational Administrator Curricula" which
were specifically prepared to help guide and standardize field-
test procedures. See Appendix C for a copy of these guidelines.
As the guidelines were reviewed, the instrumentation to be com-
pleted by each trainee and resource person for each module tested,
was also explained.

Instruments for the trainees and resource persons were
developed, with three primary objectives in mind. First, since
field testing was primarily a type of formative evaluationi the
major objective was to collect the most useful feedback that
could be obtained for revision purposes. Specific suggestions
for improving the content and learninc .activities of each module
were particularly sought. Second, some measure of module effec-
tiveness was desire3 to ascertain whether any learning took place
as a result of module completion; hence some prer and posttest
data was gathered. Third, it was felt that the data collection
effort should be as unobtrusive to the learning process as pos-
sible. This meant that the number of instruments used and_the
time required for their completion had to be kept to a minimum.

With these factors in mind, instrumentation similar to_that
which had been successfully used to collect field-test data on
100 PBTE modules was selected and modified to'meet the needs of.
this project. Instruments completed by each trainee for each
module used consisted of the following:

a. Pre-Estimate of Performance.--This instrument was
specifically tailored to the skills contained in each
module and asked the trainees their own perception of
their ability to perform ten to twelve tasks related to
the overall competency of concern. This instrument was
to be completed before beginning the module and was esti-
mated to require only five to ten minutes to complete.

b. Post-Estimate of Performance.--This was exactly the same
instrument as the pre-estimate of performance and was to
be completed after taking the module. It was felt this
data, when compared with the pre-estimate of performance,
would provide one reasonable measure of each module's
learning effectiveness.

c. Student's Feedback Instrument.--This instrument, which
was common for all the modules, consisted of both objec-
tive response and open-ended response items. Its purpose
was twofold: (1) to obtain the frank reactions of
trainees to the module immediately after using it and

14



(2) to elicit as many specific suggestions as possible
for ways the module could be improved.

Instruments completed by each resource person (instructor)
for each module used with trainees consisted of the following:

a. Administrator Performance Assessment Form.--This instru-
ment was the final criterion-referenced evaluation
instrument contained in the final learning experience of
each module. It usually consisted of 15-30 specific
items and was to be used by the resource person to assess

. the administrator's performance -in an actual administra-
tive situation.

b. Resource Person's Feedbackinstrument.--This instrument, .

like the Student's Feedback Instrument, was common for
all the modules and consisted of both objective response
and open-ended response items. Its purpose was to
obtain the frank reactions of resource persons to the
various components of the modules they used with
trainees, and further, to elicit as many specific sug-
gestions as possible for ways the module could be
improved. Each resource person was asked to complete
one instrument for each module they used regardless,of
the number of trainees involved.

Another feedback instrument was developed to obtain reactions
to the module user's guide. Each field-test coordinator was
asked to react to the format and content of the guide and to pro-
vide suggestions for its improvement.

For sample copies of the module Estimate of Performance and
Administrator Perfofmanca Assessment Forms, see Appendix D. For
a copy of the Student'sjieedback'Instrument and the Resource
Person's Feedback Instruhent, see Appendix E.

Revise Modules and User's Guide

Revision of the modules and user's guide was completed
entirely by a team of two project staff members using all the
available field test data. Every effort was made to incorporate
the recommendations of the trainees and resource persons in the
revision process. An arbitrary goal of obtaining between 25 to 50
student (trainee) tests of each module from persons located at
two or more of the field-test locations was established. Once a
sufficient amount of data had been obtained on-a given module,
the data was manually tabulated and summarized for use in the
revision process.

The field-test data summary and the module itself were
independent* reviewed by each revision team member. The team
then met to discuss and agree upon the revisions to be made.
One member of the team then revised the module and submitted it
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to the other team member for final review and approval. Fortu-
nately, as the data in the results chapter indicates, the feed-
back received on all six modules was quite positive, hence only
minor revisions were necessary.

A similar procedure was used to revise the user's guide.
The content of the guide was expanded and several additional
illustrations were added.

e

Publish and Disseminate Materials

.Camera-ready copy of the modules and user's guide has been
prepared and the materials are currently ready for publication
and dissemination. Dissemination of the modules, user's guide,
and related project reports will be through The Center's cost-
recovery publications unit and through regular ERIC channels.
The dissemination activities already conducted include the fol-
lowing activities:

1. A %rief announcement of the project appeared in the
August 1975 Center7ram. This newsletter is published
by The Center and is nationally disseminated to approxi-
mately 13,000 persons.

2. A brief announcement of the project was placed in a
brochure desCribing Performance-Based Vocational Teacher
Education Curricula. This brochure has been distributed
to an estimated 5,000 persons.

3. The objectives of and procedures being used in the
project were the subject of a presentation that was
delivered by the project director to a group, of approxi-
mately 50 administrators attending the National Leader-
ship Seminar for Administrators of Vocational Education
in Large Cities in March 1976.

4. A presentation on "Development of Competency-Based
Instructional Materials for Local Vocational Education
Administrators" was made by the project directorat the
National Vocational Education Research Conference on
Improving the Local Administration of Vocational Educa-
tion held at Michigan State University, May 11-13, 1976.

5.--A specially desiOed descriptive brochure Was prepared
for dissemination/in August 1976. Approximately 3,000
of these brochures have been distributed nationally.
See Appendix F fot a copy.

6. A paper.. entitled "Development of Competency-Based
Instructional Materials for Local Administrators of
Vocational Education" was prepared and presented by the
project director at the National Conference onImproving
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Preservice Training of Local Administrators of Voca-
tional Education held at Gatlinburg, Tennessee, February
1977.

7.- Two presentations, including one prepared paper, were
presented at the 1977 American Vocational Association
Convention at Atlantic City. One presentation before
approximately 500 members of the National Council of
Local Administrators was entitled "Competency-Based
Local Administration." The second presentation before
approximately 200 persons attending a Trade and Ihdus-
trial Education session was entitled "Competency-Based
Administrator Education Programs and Materials."

A number of additional dissemination activities have been planned
for the near future. They include:

1. Sample materials will be presented and discussed at the
1977-78 USOE EPDA sponsored national training program
entitled "Personnel Development for Local Administrators
of Vocational Education." The national workshop to be
held in February 1978 will be attended by three-person
teams of administrator educators'from ten states.

2. A presentation will be made by the project director at
the 1978 USOE EPDA sponsored National Leadership Con-
ference for-Administrators of Vocational Education in
Large Cities in April.

3. An announcement of the availability of the administrator
modules and other products will appear in the Centergram
as soon as materials are published and ready for public
sale.

4. A second descriptive brochure will also be prepared and
widely disseminated at national conferences and workshops
and to Cehter.visitors. This brochure will include
descriptions of the products as well as prices and order-
ing information.,

5. Brief announcements of the availability of the adminis-
trator materials will be prepared for publication in
various vocational journals and educational magazines.



CHAPTER 3: RESULTS

This chapter summarizes'the major results obtained from the
procedures used in the curriculum development, field testing, and
dissemination phases of the project.

Materials Development

Six priority modules were developed following the procedures
outlined earlier. Their titles in the sequence in which they were
developed follow:

Organize and Work with a Local Vocational Education Advisory
Council

Establish a Student Placement Service and Coordinate
Follow-up Studies

Supervise Vocational Education Personnel

Appraise the Personnel Development Needs of Vocational
Teachers

Develop Local Plans for Vocational Education: Part I.

Develop Local Plans for Vocational Education: Part II

One 20-page user's guide was also developed for use by both
the trainer and trainee. It is designed to orient interested
persons both to competency7based education concepts and competency-
based administrator materials.,

A one-page/description of each of the six modules and user's
guide may be found in Appendix G.

Materials Field Testing

All six of the modules were tested by administrator trainees
in.at least two of the field-test locations, and three of the
modules were tested at three different locations. It should Joe
noted that field testing was on a voluntary basis and no attempt
was made to forcd testing upon any trainee or upon any cooperatil.g
institution. Field testing guidelines specifically call for use
of each module only with trainees who had a need for and interest'
in acquiring the,competency in question. See Table 1 for infor-
mation on the number of institutions testing each individual
module.

A glance at Table 1 will reveal that the number of trainees
completing the Pre- and Post-Estimate of Performance instrument
ranged from a high of 42 trainees who utilized the Establish a
Student Placeme4ItService and Coordinate Follow-up Studies module
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TABLE 1

ADMINISTRATOR MODULE TESTLNG SUMMARY: NUMBER OF TESTS
AND INSTRUMENTS COMPLVTED PER MODULE

Name of Instrument

Pre-Estimate of Performance
Post-Estimate of Performance

Student's Feedback Instruments

Resource Person's Feedback
Instruments

_f
') Number of Institutions Field Testing

Abbreviated Module Title*

29 42 33 12 25 25
29 42 33 12 25 25

29 35 33 12 25 25

3 4 4 2 1

(
3 3 3 2 2 2

*Titles are abbreviated to save space, see Appendix G for full module titles.

to a low of 12 trainees who completed the Appraise the Personnel
Devejropment Needs of Vocational Teachers module. The goal of
'obtaining field testing on all modules was achieved and the goal
of obtaining at least, 25 field tests of each module was achieved
on all but one module.

The number of usable Student's Feedback Instruments completed
on the modules range(' from a high of 35 instruments to a low of 12
instruments. One or more Resource Person's Feedback Instruments
were completed on all but one module.

The Estimate of Performance data which is summarized in
Tables 2 through 7 for each one of the modules indicates consider-
able growth between pretesting and posttesting in the trainee's
perceived ability to perform specific sub-tasks relating to each
competency. As a group it is reasonable to say that the trainees
moved from a pretest score of about "fair" to a posttest score of

20
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ESTIMATE OF PERFORMANCE SUMMARY: FREQUENCY DISTRIBUTIONS,

MEAN SCORES, AND DIFFERENCE BETWEEN MEANS

FOR

ORGANIZE AND WORK WITH A LOCAL VOCATIONAL

EDUCATION ADVISORY COUNCIL

N29

At this time how well can you perform (execute) the

following tasks?

1. Identify the responsibilities appropriate to an

advisory council

2. Prepare an acceptable advisory council charter

3. Prepare an appropriate statement of purpcses for

formation of an advisorycouncil

4. Obtain a inistrative and boait'ofeducation

approval to establiel an advisory council, using

appropri to procedures $$$$$

5. Prepare agendas that cover all key topics for the

first and second advisory council meetings

6. Transfer leadership gradually to the council

members

7. Carry out your responsibilities as school epre-

sentative and advisor to the council

8. Assist the council in developing an appropriate

set of by-laws

9. Assist the council in developing,an annual program

of work

10, Provide support and recognize individual council

members for their contributions

(1)

Poor

(2)

Fair

(3)

Good

(4)

Excel-

lent

Differ-

Mean ence

Pretest 2 12 13 2 2.52

Posttest 0 1 22 6 3.17 '

65

Pretest 13 8 8 0 1,83

Posttest 0 6 17 6 3.00
1
'

17

Pretest 3 14 11 1 2.34

Posttest 0 4 20 4 3.57
1

'

23

Pretest

Posttest

3

0

3

0

17

18

6

11

2.90

3.38
.48

Pretest 2 11 10 6 2.69

Posttest 0 0 17 12 3.41 '

72

Pretest 13 10 3 2.45

Posttest 2 22 5 3.10
65

Pretest

Posttest

2

0

11

1

13

18

3

10

2.59

3.31
.72

Pretest 6 10 12 1 2.28

Posttest 0 0 26 3 3.10 '

82

Preteit i 4

Posttest 0

13

4

11

18

1

7

2.31

3.10
.79

Pretest

Posttest

2

0

6

1

18

15

3

13

2.76

3.41 1"

Jo
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TABLE 3

ESTIMATE OF PERFORMANCE SUMMARY: FREQUENCY DISTRIBUTIONS,

MEAN SCORES, AND DIFFERENCE BETWEEN MEANS

FOR

ESTABLISH A STUDENT PLACEMENT SERVICE AND

COORDINATE FOLLOW-UP STUDIES

N=42

At this time how well can you perform (execute) the

following tasks?

1. Assess the placement needs and related charac-

teristics of students and the community

2. Determine the goals and objectives of a placement

service which will effectively serve your school

3. Form and work with an ad hoc placement planning

committee

Hire a qualified placement staff

5. Work with school staff and administration, place-

ment staff, and committee to maintain and evaluate

the placement service

6. Determine when follow-up studies should be

conducted

7, Determine the follow-up procedure(s) which would

best obtain the desired results

8. Assign specific responsibility for organizing and

conducting the followup studies

9. Develop a plan for conducting follow-up studies.

10. Oversee the follow-up activities

Pretest

Posttest

Pretest

Posttest

Pretest

Posttest

Pretest

Posttest

Pretest

Posttest

Pretest

Posttest

Pretest

Posttest
0 /

4

1/Preteet--

Posttest

Pretest

Posttest

Pretest

Posttest

(1)

Poor

6

0

7

0

10

0

9

0

2

0

7

0

10

0

8

0

8

0

3

0

(2)

Fair

20

5

14

1

11

4

15

7

19'

2

14

3

15

2

11

3

15

5

16

2

(3)

Good

(4)

Excel-

lent

Differ-

Mean ence

2.29
.90

3.19

2.45
.84

3.29

2,40
.84

3.24

2.33
,86

3.19

2.60 7fi

3.36

2.55
' .93

3.48

2.26
.90

3.36

2.48
.76

3.24

2.38
.95

3.33

2.64
.76

3.40

14

24

16

28

15

23

13

20

15

23

12

16

13

23

'18

26

14

18

16

21

2

13

5

13

6

14

5

15

6,

9

23

4

17

5

13

5

19

7

19



TABLE 4

ESTIMATE OF PERFORMANCE SaMtRY: FREQUENCY DISTRIBUTIONS,

'MEAN SCORES, AND DIFFERENCE BETWEEN MEANS

FOR

SUPERVISE VOCATIONAL EDUCATION PERSONNEL

N33

At this time how well can you perform (execute) the

following tasks?

(1) (2) (3) (4).

Excel- Differ-

Poor Fair Good lent Mean ence

1. Identify staff members' responsibilities in Pretest 2 13 17 1 2,52
.54

collaboration with faculty Posttest 0 3 25 5 3.06

2. Carefully match these responsibilities with each Pretest 4 17 10 .2 2,30
70

staff member's,capacities and. interests Posttest 0 5 23 5 3.00

3. Give appropriate approval and praise to staff Pretest 1 2. 22 7 3.09
.39

for successful completion of responsibilities Posttest 0 1 15 17 3.48
,

4. Assist and encourage staff to experiment with Pretest 1 11 15 6 2,79
.39

new teaching activities and procedures Posttest 0 3 21 9 3.18

5. Organize and conduct a staff meeting using teacher Pretest 3 8 17 5 2.73 .

input on the agenda and in the meeting Posttest. 0 6 14 13 3,21
,48

6. Establish procedures in the school that encourage Pretest 2 13 16 2 2.55 ch

staff suggestions and ideas in decision-making Posttest 0 4 23 7 3.09

7, Establish appropriate communication channels in Pretest 3 13 17 1 2,47
.74

the school for disseminating major decisions Posttest 0 1 24 8 3.21

8. Schedule a reasonable amount of personal time so as Pretest 2 11 19 1 2.58
61

to be readily available to staff for consultations.,. Posttest 0 3 20 9 3.19

9. Encourage and participate in staff social Pretest 0 8 17 7 2.97
.55

activities Posttest 0 1 14 18 3.52

10. Interact with staff in a warm and friendly manner Pretest 0 4 19 10. 3.18
.46

at coffee, lunch, and other breaks Posttest 0 0 12 21 3.64

33
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TABLES

ESTIMATE OF PERFORMANCE SUMMARY: FRE( T DISTRIBUTIONS,

MEAN SCORES, AND DIFFERENCE ! 1ANS

FOR

tiPPRAISE THE PERSONNEL DEVELOPMENT NEEDS

OF. VOCATIONAL TEACHERS

N12

At this time how well can you perform (execute) the

following tasks?

1. Explain the purpose and need for a personrel

development appraisal program to teachers

2, Develop with teachers a comprehensive program of

assessment

3. Select appropriate instruments to use in a

teacher appraisal program
A

4. Explain the variety of available teacher assess-

ment procedures

5. Conduct a pre-observation
conference on appraisal

with teachers

6. Objectively use instruments appropriate to the

assessment being made

7. Conduct the

in an unob

assro

usive

8. Put the tea

tion in a fri

or laboratory observation

nner

at ease by conducting the observa-

and supportive manner

9. Use videotape equipment in recording and evaluating

the teacher's performance

10. Conduct a relaxed and uninterrupted post-

35 observation conference with the teacher

(1)

Poor

(2)

Fair

(3)

Good

(4)

Excel-

lent

Differ-

Mean ence

Pretest 0 9 3 0 2,25

Posttest 0 2 8 2 3,00 '

75

Pretest 1 8 2 0 2,09

Posttest 0 2 9 1 2.92 '81

Pretest 1 11 0 0 1.92

Posttest 0 4 8 0 2.67 "Ij

Pretest 2 8 2 0 2,00

Posttest 0 4 7, 1 2.75 '75

Pretest 2 5 5 0 2.25

Posttest 1 0 9 2 3.00
75

Pretest 3 0 2.17

Posttest 2 9 1. 2,92

Pretest 1 5 5 1 2,50

Posttest 0 0 10 2 3.17
67

Pretest 1 3 5 3 2.83

Posttest 0 1 7 4 3.25 '

42

Pretest 4 8 0 2.33

Posttest 2 8 0 2.64 °'

Pretest 1 4 7 0 2,50

Posttest 0 2 9 1 2,92 '

42



TABLE 5 (continued)

(1) (2) (3) (4)

Excel- Differ-

Poor Fair Good lent Mean ence

11. Give appropriate feedback on the performance to Pretest 0 4 7 1 ' 2,75

.42
the teacher, in a non-threatening manner Posttest 0 1 8 3 3.17

12. Recomend appropriate follow-up personnel

development activities based on the results of Pretest 1 5 6 0 2.42
the assessment

Posttest 0 1 10 1 3,10
68
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TABLE 6

ESTIMATE OF PERFORMANCE SUMMARY: FREQUENCY DISTRIBUTIONS,

MEAN SCORES, AND DIFFERENCE BETWEEN MEANS

FOR

DEVELOP LOCAL PLANS FOR VOCATIONAL EDUCATION: PART I

N'25

At this time how weal can you perform (execute) the
following tasks?

1. Interpret federal legislation that pertains to

local vocational education planning

2, Analyze factors pertinent to the co,Imunity planning
base

3, Determine student needs and interests

4, Assess adult training needs and interests

5. Gather manpower demand data pertinent to the

national, state, and local levels

6. Conduct an area survey of employers to collect

local manpower data

7. Define appropriate geographic and occupational

boundaries for the planning effort

8. Assemble appropriate
manpower supply data for the

area and state

9. Assemble all needs data in appropriate and

understandable form

38

Analyze the vocational education needs assessment

41

(1) (2) (3) (4)

Excel- Differ-
Poor Fair Good lent Mean ence

Pretest 9 12 2 0 1.70

.84Posttest 0 11 13 0 2,54

Pretest 3 16 6 0 2,12

Posttest 1 3 17 3 2,92
80

Pretest 1 5 16 3 2,84
Posttest 1 1 17 6 3,12

28

Pretest 2 9 13 1 2,52
Posttest 1 3 18 2 2.86

.36

Pretest 7 14 4 0 1.88
Posttest 1 12 12 0 2,44

Pretest 1 6 15 3 2,80

Posttest 1 5 15 3 2,83 '

03

Pretest 4 10 11 0 2.18

2,58 '

30Posttest 2 7 14 1

Pretest 8 14 3 0' 1,80
Posttest 2 16 0 2,56

76

Pretest 7 10 8 0 2,04

Posttest 2 10 12 0 2,42 "9

2 5 15 2 2,71

10.

Pretest 4 14 6 0 2,08

'63

data
Posttest 39



TABLE 6 (continued)

.(1) (2) (3) (4)

Excel.- Differ-

Poor Fair Good lent Mean ence

11. Identify the vocational programs and support

services needed

12. Document and priorit: e the programs and services

reeded

Pretest

Posttest

Pretest

Posttest

2

2

5

2

13

.4

14

7

9

15

6

14

1

4

0

1

2.36

2.84

2.04

2.58

48

.54

4u

41,



TABLE 7

ESTIMATE OF PERFORMANCE
SUMMARY: FREQUENCY DISPIBUTIONS,

MEAN SCORES, AND DIFFERENCE BETWEEN MEANS

FOR

DEVELOP LOCAL PLANS FOR VOCATIONAL EDUCATION: PART II

Na25

At this time hdw well can you perform (execute) the
following tasks?

1. Develop program goal
statements at each of the

appropriate bevels

2, Develop appropriate and measurable program objec-
tives fot each vocational program and supportive

service

3. Involve staff members and advisory personnel at

appropriate times in the planning process

4. Give leadership to the development of alternatives
for each program goal

.5. Appraise the likely
effectiveness and impact of

proposed alternatives

6. Estimate the cost of each proposed alternative

7. Select relevant
decision-making criteria for

selection of best alternatives

8. Prepare a work breakdown
structure of proposed

events and activities

9. Prepare a management plan for guiding
implementa-

tion of the local plan

4 10. Develop a local
application,for federal and state

vocational funds

(1)

Poor

(2)

Fair

(3)

Good

(4)

Excel-

lent

Differ-

Mean ence

Pretest 2 16 6 1 2.24
Posttest 0 7 16. 2 2.80

.56

Pretest 4 13 8 0 2.16
Posttest 0 5, 18 2 2.88

72

Pretest 1 5 18 1 2.76
Posttest 0 2 18 5 3.12 '

36

Pretest 2 12 11 0 2.36
Posttest 0 4 20 1 2.88

52

Pretest 4 17 3. 1 2,04

Posttest 0 5 19 1 2.84
80

Pretest 15 4 0 1.92
Posttest 10 14 1 2.64 '

72

Pretest 16 6 0 2.12
Posttest 8 16 1 2.72 '

60

Pretest 3 14 8 0 2,20

Posttest 0 9 12 4 2,80
.60

Pretest 4 11 10 0 2,24'

Posttest C 7 11 1 2,76

Pretest 7 13 5 0 1.92
Posttest 0 8 12 5 2,88

.96
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TABLE 7 (continued)

11, Select appropriate strategies'and techniques for

evaluation of the programs and services

12, Develop an evaluation plan that will provide for

the collection and use of both formative and

sutmative evaluation data

0

44

(1) (2) (3) (4)

Excel- Differ-

Poor Fair Good lent Mean ence

Pretest 3 16 5 1 2.16

Posttest 0 6 15 4 2.92 '

76

Pretest 6 16 3 0 1.88

Posttest 0 7 16 2 2.80 '

92



approximately "good" when looking across each of the 10-12 sub-
;;items per module. All modules showed some gain. between pretest
and posttest scores on every single item. See Tables 2 through .7
for the frequency distributions and the specific gains made on
each item for each module.

A t test was computed on the test scores from each module to
ascertain how significant, statistically, the gains between pre-
test and posttest were. A total of 66 items were analyzed from
the six modules. The number of respondents per module varied
from 12 to 42 persons. Given the above, a test of significance
(t test) was computed by matching the mean pretest and posttest,
score for each item and then grouping the items into the modules.
Therefore, a t score for each module, computed from the Mean-
scores on each item, appears in Table 8.

TABLE 8

SUMMARY OF ESTIMATE OF PERFORMANCE MEAN SCORES ACROSS
ALL *EMS PER MODULE, DIFFERENCES BETWEEN

MEANS, AND t SCORES

Advisory Council

Posttest
Mean

Pretest
Mean

Difference
Between
Means

t

Score
Statistical

Significance

(o=10) 3.26 2.47 +.79 10.67 p < .001

Placement and Follow-up
(n=10) 3.31 2.44 +.87 35.22 p -.001

Supervise Personnel
(n=10) 3.26 2.72 +.54 15.21 p .001

Appraise Needs
(n=12) 3.55 2.80 +.75 14.73 p< .001

Planning: Part I
(n=12) 3.24 2.65 +.59 8.46 p <.001

Planning: Part II
(n=12) 3.40 2.60 +.80 16.00 p <.001 _

In studying the above table, the data reveals that the par-
ticipants perceived that their skills increased as a result of
the modules. The differences between the pretest means and post-
test means ranged from +.59 to +.87. The t test revealed that
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the growth on all six modules was statistically significant at
the .001 leveltr Alth&WEEWese results do not imply that ___ _____growth on each item was significaht, they do reveal that overall,the growth on each module was significant.

The data collected on the Student's Feedback Instrument foreach of the six modules is presented in Table 9.

An examination of the background data reveals that most of
the administrators had either a bachelor's or master's degree and
Considerable years of teaching experience. The administrators
who completed the modules included a numbek of preservice admin-istrators as well as a large number of both secondary and post-
secondary inservice administrators. All instructional areas were
being administered by the trainees,, with trade and industrialeducation being reported most often.

Much information about reactions by the trainees to various,
parts of each module is presented in items #8 through 31 in
Table 9. -The reader is referred to.this table for this informa-tion.

Item #31 of the feedback instrument asked the trainees to
"Compare your experience in completing this module with your
traditional college education courses" on seven different factors.On the following five factors, a large majority of the trainees
clearly preferred the module over traditional instruction:

a. Generally more interesting
b. Activities are more motivating
c. Allows more opportunity to work at owx pace
d. Helps achieve greater competency
e. more efficient in use of time

Except for one of the program planning modules, a large
majority of the trainees also indicated that the modules "pro-
vide a greater variety of experience." On the "allows more
personal contact" factor, th response was mixed. In two cases
the traditional method was selected as clearly "allowing for more
personal contact," but in the case of the placement and follow-up
module, the module was selected.

Perhaps, in a global sense, items #32, 33, and 34 tell a
very important part of the story about the administrators' overallreactions to their experience with the modules. In response to
the question "Did you enjoy this method of instruction more than
conventional methods," a large majority responded either "yes" or"definitely yes." No one responded "definitely not."

D\

*The probability that the observed differences occurred by chance
(rather than because of the training program) is equal to or lessthan 1 in 1,000.
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TABLE 9

FREQUENCY OF RESPONSE PER ITEM PER MODULE

A. BACKGROUND DATA

1. Amount of post-secondary
education*

(1) none
(2) one year
(3) two years
(4) three years
(5) Bachelor's Degree
(6) Master's Degree
(7) Education Specialist
(8) Doctorate

2. Years of teaching experience

(1) none
(2) one
(3) two
(4) three to five
(5) more than five

3. Currently or administrator
in last three years

(1) yes, at post-secondary level
(2) yes, at secondary level
(3) yes, other

Abbreviated Module Title**

-

1

.

11 17 15 2 10 10
17 17 16 10 15 15

_ 1

1 3 1
1 1 8 1 1

5 1
3, 7 13 4 4

25 21 8 ' 11 19 20

4 3 4 1 2 4
19 7 10
4
2 , 24 18 10

*Questions are abbreviated to save space, see Appendix E for complete questions.
**Titles are abbreviated to save space, see Appendix G for full module titles.
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TABLE 9 (continued)

Item

4. Instruc'tiOnal area(s) admin-
istered

(1) agricultural education
(2) business and office
(3) distribut e education
(4) health ec ition
(5) home ecor ics.
(6) industria. arts
(7) technical education
(8) trade and industrial
(9) other

(10) none, in preservice program

B MODULE DATA

5. Type of credit received

(1) undergraduate
(2) graduate
(3) salary
(4) certification
(5) other

6. Number of modules completed

(1) 0 -1

(2) 2-3
(3) 4-5
(4) 6 or more

7. Hours spent completing module

(1) range
(2) average

^ _ - - _ _ - -
Abbreviated Module Title

15 8 8 8 9 6
14 9 1 11 9 7 12
10 9 7 6 3 8
12 6 7 8 6
15 7 8 9 10 9
7 8 9 9 3 4
7 4' 12 6' 3 5

18 9 10 9 14 12
9 6 3 2 3
1 13_ 13 1 2 3

1 1 1

21 27 28 8 12 8
1

1 7 7 6
7

.

5 3 2 9

27 4 20 1 22 6
2 30 11 3 1 18

2 7

1 1 1

1-23-2-20 2-30 3-30 2-30 1-35
6.1,12.3111.1 12.3_ 5.9 7.4
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Item

41.

TABLE 9 (continued)

8. Did the module require a
reasonable amount of time
considering the competency
involved?

(1) definitely yes
(2) yes
(3) not sure
(4). no

(5) definitely not

9. Which was most significant in
achieving competency described
in objective?

(1) the module itself
(2) the resource person
(3) peers in class
(4) other resources

10. Number of times asked resource
person for help

(1) once
(2) two times
(3) three times
(4) four times
(5) five or more times

11.. Did the introduction clearly
explain the purpose?

(1)idefinitely yes
(2) yes
(3) not sure
(4) no
(5) definitely not

-----Abbreviated Module Title

6' 8 12 6 4
20 17 15 9 18 17

. 1 4 4 1 1 3
2 2 1 1

23 30 26 11 21 18
12 11 15 2 5 5

7 2 16 2 5 8
4 11 11 1 2 4

12 18 18 4 9 13
7 4 5 4 5 2
5 3 3 3 3

1

12 15 14 5. 7 8
16 19 18 5 15 16
1 1 2 2

1
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.TABLE 9 (continued)

IteM

12. Were the directions within the
module easazunderstood?

(1) definitely yes
(2) yes
(3) not so.
(4) no
(5) definitely not

13. Were the objectives clearly
stated?

(1) definitely yes
(2) yes
(3) not sure
(4) no
(5) definitely not

14. Learning experiences started

15. Learning experiences completed

Abbreviated Module Title

,

10 15 14 4 6 5
18, 19 18 7 18 18

1 1 1

7 12 16 4 4 5
21 22 '15 7 13 19

1 8 1

22 33 29 10 20 21
23 28 29 9 14 19
21 29 28 9 15 18
15 5 10 3 15 18

5 9

24 31 28 10 20 17
23 31 29 10 17 21
21 30 28 9 16 14
16 5 10 4 19 15

3 3_



TABLE 9 (continued)

Item

16. Did you complete the optional
learning activities?

(1) yes, most of them
(2) yes, a few of them
(3) no

17. Were the learning experiences
clear and easy to understand?

(1) definitely yes
(2) yes
(3) not sure
(4 no
(5) definitely not

18. Were learning experiences
realistic?

(1) definitely yes
(2) yes
(3) not sure
(4) no
(5) definitely not

19. Adequacy of content in informa-
tion sheet(s)

(1) too much detail
(2) just about right
(3) too little detail

Abbreviated Module Title

12 3 6 1 2 3

6 14 12 6 8 9
10 17 15 4 14 12

,'..1

5 11 14 1 4 14
21 23 18 9 17 9

.1 1 3 2

4 li 10 2 3 1

24 19 18 9 14 19
3 2 3

2 4

1

1 3 3 1 2 2
26 31 29 11 21, 23
1 1 1_
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TABLE 9 (continued)

Item

20. Was information consistent?

(1) definitely yes
(2) yes
(3) not sure
(4) no
(5) definitely not

21. Did module help fill gaps in
knowledge or ability without
your repeating what you already
knew? .

(1) yes, most of the time
(2) yes, some of the time
(3) yes, a few times
(4). no

22. Is the module'"relevant to your
professional development?

(1) definitely yes
(2) yes
(3) not sure
(4) no
(5) definitely not

23. Does the module contain flagrant
bias?

(1) no
(2) yes

Abbreviated Module Title

4 9 7 3 1 17
21, 24 24 9 22 7

2 2 2 1
I

15 21 18 4 9 11
-9 12 11 6 8
4 1 2 2 5 5

2

8 ,16 17 5 10 10
19 17 16 7 11 12

1 3 5

27 29 -32 11 22 24
1 2 1 1 I_ 1
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TABLE 9 (continued)

Item

(3) activities are more
motivating

Module
Traditional

(4) allows more opportunity to
work at your own .pace

Module
Traditional

(5) provides greater variety
of-experience

Module'

(6) helps achieve greater
competency

Module
Traditional

(7) more efficient in use of
time

Module
Traditional

32. Did you enjoy this method of
instruction r.:ore than conven-
tional methods?

(1) definitely yes
(2) yes
(3) not sure
(4) nc
(5) definftel not

Abbreviated Module Title

20 20 20

,

9 14 19
7 7 6 3 7 3

15 19 28 10 24 25
1 2 2

17 17 16 11 16

7 12 8 3 11 8

19 20 19 9 18 19

5 5 4 1 2 2

P-.-..,

23 27 24 9 9 22

3 3 4 1

5 8 '14 3 3 2

16 17 8 6 14 15

6 4 12 2 6 5

2
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TABLE 9 (continued)

Item

33. Would you recommend this module
to fellow administrators?

(1) definitely yes
(2) yes
(3) not sure
(4) no

(5) definitely not

34. Would you like to obtain addi-
tional skills by completing
more modules of this type?

(1),definitely yes
(2) yes
(3) not sure
(4) no
(5) definitely not

Abbreviated Module Title

11

-

16

_

17 5

,

5 3
15 17 14 7 16 17
3 2 2 2 3

1 1

8 9 11 5 7 5
14 17 15 3 11 12
6 6 4 1. 3 4
1 2 1 2 2 3

2

41



To the question "Would you recommend this module to fellow
administrators," an overwhelming majority responded either "yes"
or "definitely yes." Only two persons responded "no" and no one
responded "definitely not."

For some reason the response to the question "Would you like
to obtain additional skills by completing more modules of this
type" was less strongly positive. A majority, however, still
responded "yes" or "definitely yes" on all six modules.

The overall feedback from the administrator trainees was
extremely positive toward the modules themselves and toward the
modularized approach to instruction.

Table 10 presents summary data from selected items on the
Resource Person's Feedback Instrument. Because of the small
number of resource persons involved in testing, the data is
-ummarized only for selected items, and in-order to help maintain
confidentiality of responses, the data is summarized across all
six modules.

On item #23, the respondents indicated that they felt all of
the modules could be used "with ease" or "with some modification"
in a group instructional setting.

To the question "Would zou recommend this module to a fellow
instructor in its present fore,," all but two of the respondents
indicated they "defiOitely" would and those two indicted that
they "probably" would.

To the question "Would you use this module again," all eleven
respondents indicated they "definitely" would.

On the c lestion of "Overall, how would you rate the quality
of this module," nine responded "very good" and five responded

As in the case of the administrator trainees' reactions,
resource persons reacted in a high]y positive manner to the qual.-
ity of the modules and to their instructional utility.

Materials Dissemination

Up to this point, dissemination has been limited primarily
to the field testing sites and to the sharing' of information
about the research findings through presentations. In addition,
workshop participant have been told about the modules, about the
reactions of administrator trainees and resource persons to the
modules, and they have had an opportunity tr) review sample field
test versions of the module.



TABLE 10

SUMMARY OF SELECTED ITEMS FROM RESOURCE PERSON'S FEEDBACK
INSTRUMENT: FREQUENCY OF RESPONSE PER ITEM

ACROSS ALL MODULES

23. In your judgment, could this module be
easily used in a group instructional setting?

(1) yes, with ease
(2) yes, with some modification
(3) yes, with difficulty
(4) no, not really

28. Would you recommend this Module to a fellow
instructor in its present form?

(1) definitely
(2) probably
(3) not sure
(4) probably not
(5) definitely not

29. Would you use this module again?

(1) definitely
(2).probably
(3) not sure
(4) probably not
(5) definitely not

30. Overall, how would you rate the quality of
this module?

(1) very good
(2.) good

(3) average
(4) poor
(5) very poor
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The reactions to the materials have been very positive and
the requests to obtain copies and to be placed on mailing lists
to receive information about their availability and cost has
exceeded all expectations. Using the procedures explained in
Chapter III, dissemination will continue.
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CHAPTER 4: CONCLUSIONS AND RECOMMENDATIONS

This phase of the project was designed primarily to develop
and field test a series of prototypic competency-based instruc-
tional packages'and a user's guide for use in the preparation of
local administrators of vocational education. The conclusions
and recommendations presented here are based upon the evidence
collected and the experience of staff in conducting this phase
of the project.

v,

Conclusions

Given due consideration to the curriculum development pro-
cedures used and to the field-test results obtained, the follow-
ing conclusions are warranted:

1. That according to the pre- and posttest Estimate of
Performance data gathered, all six modules developed in
this project are effective in helping administrator
trainees achieve the designated competencies.

2. That both the administrator trainees and the resource
persons (instructors) reacted very favorably to each of
the six modules and to the use of modules as a method of
instruction as compared with traditional college educa-
tion courses.

3. That the field testing of modularized competency-based
materials in a variety of instructional settings, and
revision of the materials based on field-test results,
is essential to maximizing the quality and effectiveness
of such materials.

4. That the final clustering of competencies (task state-
ments) for curriculum development purposes can best be
done during the actual materials development process.

5. That criterion-referenced evaluation criteria for assess-
ing each competency can best be established as curricular
materials to deliver those competencies are developed.

6. That substantial and high quality curriculuth development
projects can be carried out in a relatively short time
frame (1 1/2-3 years).

Recommendations

The following recommendations (based upon the procedures,
results, and the investigator's experience in this development



project) are offered as a guide to other curriculum developers,
program planners, and policy-makers:

1. Thdt additional individualized and modularized competency-
based administrator modules, such as the ones developed
in this project; be developed so as to provide a compre-
hensive .set of competency-based materials that will
deliver upon all of the competencies identified and
verified in the research phase of this project.

2. That competency-based administrator modules such as
those developed in this project be used as a resource
for delivering individualized competency-based vocational
administrator education.

3. That more individualized and competency-based adminis-
trator education programs be established and operated to
meet the personnel development needs of secondary and
post-secondary vocational administrators.
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APPENDIX A

TENTATIVE CLUSTERS OF THE VERIFIED COMPETENCIES

Develop Local Plans'for Vocational Education: Part I*

1. Survey student and parent interests.
2. Collect and analyze manpower needs assessment data.
5. Involve community representatives in program planning

and development.
16. Interpret and apply state and/or federal vocational

education legislation.
17. Interpret and apply other relevant state and federal

legislation (such as CETA).
27. Analyze the school's and community's feelings toward

educational change.
30. Design and oversee local research studies.
31. Interpret and use research results for program develop-

ment and improvement.

9.61TabpLotal Plans for Vocational Education: Part II*

6. Obtain state and federal services and resources for
,program development.

7. Cooperate with district, county, regional, and state
agencies in developing and operating vocational
programs.

8. Prepare annual program plans.
9. Prepare and update long-range program'plans.

10. Develop overall vocational program goals.
18. Develop plans for evaluating instructional programs.
32. Develop supplemental/remedial instructional programs

to meet student needs.

EstabliSh a Student Placement Service and Coordinate Follow-up
Studies*

,-)
23. Initiate student and employer follow-up studies.
24. Analyze student and employer follow-up studies.
54. Oversee student job placement and follow-up services.

Appraise the Personnel Development Needs of Vocational Teachers*

81. Assess staff development needs.
82. Assist in the preparation of individual staff profiles.
83. Counsel with staff regarding personnel development

needs and activities.

*Title represents one of six modules developed by this project.
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Supervise Vocational Education Personnel*

68. Counsel and advise staff on professional matters.
71. Oversee the work of teachers and other school per-

sonnel.
101. Represent teacher interests and concerns to other

administrators and thc. board.
102. Develop effective interpersonal skills.
105. Develop cooperative problem-solving and decision7making

skills.

Organize and Work with a Local Vocational Education Advisory
Council*

109. Coordinate-use of occupational (craft) advisory com-
mittees.

110. Organize and work with eNgeneral vocational advisory
council.

Direct Curriculum Development

3. Direct occupational task analysis for use in curriculum
development.

4. Direct the identification of entry-level requirements
for jobs.

11. Coordinate district curriculum development efforts.
29. Coordinate local demonstration, pilot, and exemplary

programs.
f..A9. Establish and implement a curriculum design that will

achieve the school's instructional goals.
40. Guide staff in integrating and articulating the voca-

tional program with the total educational program.
46. Guide the articulation of secondary and post-secondary

vocational program objectives.

Manage the Instructional Program

12. Approve courses of study.
13. Establish school admission and graduation requirements.
26. Assess student testing and grading procedures.
33. Establish instructional program entry and completion

requirements.
37. Prepare a master schedule of course offerings.
49. Maintain a learning resources center for students.

*Title represents one of six modules developed by this project.



Direct Program Assessment

19. Direct self-evaluation of the district vocational
programs.

20. Involve external evaluation personnel in assessing
program effectiveness.

21. Design and select instruments for evaluating the
instructional program.

22. Evaluate the effectivenes of the instructional 'pro-
gram.

25. Recommend curriculum revisions based on evaluation
data.

Develop Professional Administrative Skills

96. Participate in professional meetings for self-
improvement.

103. Read and use information from professional journals,
reports, and related materials for self-improvement.

104. Apply management by objectives (MBO) techniques to
personal work assignments.

106. Assess personal performance as an administrator.

Improve Professional Relationships

91. Maintain ethical standards expected of a professional
educator.

92. Develop and maintain professional relationships with
other administrators.

93. Develop and maintain professional relation hips with
state department of educ:ilion personnel.

94. Develop and maintain relationships with pe sonnel
in professional organizations.

95. Participate in professional organizations.
97. Promote professional image through personal appearance

and conduct.

Provide for Individual Student Needs

41. Promote the integration of vocational student organiza-
tional activities into the instructional program.

42. Provide for cooperative education programs.
43. Provide for supplemental/remedial instructional pro-

grams.
44. Provide for special needs programs.
45. Provide for adult/continuing education programs.
53. Oversee student guidance and testing services.
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Provide Administrative Services for Students

36. Design and oversee student progress reporting proce-
dures.

50. Oversee student recruitment activities.
51. Oversee school admission services.
52. Arrange for work study programs.
55. Provide for a student record-keeping system.

Maintain School Discipline

34. Establish student rules and policies (such as atten-
dance and discipline).

35. Enforce student rules and policies.

Supervise School Personnel

57. Prepare and recommend personnel policies.
58. Prepare and maintain a personnel handbook.
64. Participate in negotiating staff working agreements.
65. Establish staff grievance procedures.
66. Resolve staff grievances and complaints.
67. Interpret the staff benefits program.
69. Schedule staff work loads.
70. Schedule staff leaves, vacations, and sabbaticals.
72. Provide for a staff record-keeping system.
73. Plan and conduct staff meetings.

Supervise the Improvement of Instruction

38. Guide staff in selecting and using effective instruc-
tional strategies (such as individualized instruction).

47. Approve selection of instructional equipment.
48. Approve selection of instructional materials.

Evaluate Staff Performance

75. Observe and evaluate staff performance.

Provide a Staff Development Program

84. Establish and maintain a staff learning resources
center.

85. Conduct workshops and other inservice programs for
professional personnel.

86. Arrange for workshops and other inservice programs for
professional personnel.

87. Provide for inservice programs for supportive personnel.
88. Provide for preservice programs for professional per-

sonnel.
89. Arrange for staff exchanges with business and industry.
90. Evaluate staff development programs.

124. Conduct orientation programs for students and staff.
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Select:SChool Personnel

59. Assess program staffing requirements.
60. Prepare job descriptions.
61. Establish staff selection and recruitment procedures.
C . Recruit and interview potential staff.
63. Recommend potential staff to the administration and

board.
76. Recommend staff promotions and dismissals.
78. Interpret and apply licensing and certification regu-

lations.

Cooperate with Local and State Administrative Bodies

14. Recommend program policies to the administration and
board.

15. Implement local board and administrative policies.
98.. Assist with the development of state and/or federal

plans for vocational education.
99. Participate in the development of vocational education

legislation.
112. Prepare and recommend cooperative agreements with

other agencies.
166. 'Prepare local, state, and federal reports.

Prepare Budgets

155. Prepare and regulate operational budgets.
156. Prepare and regulate program budgets.
157. Prepare and regulate capital improvement budgets.
158. Prepare long-range budgets based on total program

requirements.

Manage Business Affairs

142. Assign space according to priority needs.
146. Develop and implement safety programs.
147. Establish emergency plans (such as fire and disaster).
148. Establish and oversee a security program.
149. Schedule and oversee community's use of facilities.
153. Establish purchasing and payment procedures.
154. Establish receiving and shipping procedures.
160. Analyze the cost of operating various instructional

pro s.
162. Ap rove all major expenditures.
163. A prove requisitions and work orders.
164. Determine insurance coverage needs.
165. Respond to business correspondence.

nage Financial Affairs

152. Prepare and recommend financial policies.
159. Adopt. an.a ppropriate financial accounting system.
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Obtain Financial Support

28. Write proposals for the funding of new programs and
, the improvement of existing programs.

161. Locate sources of funds for program development and
operation.

Handle Legislative and Legal. Matters

56. Interpret and apply student rights, laws, and regu-
lations.

77. Provide guidance to the staff on legal/matters affect-
ing the school program.

79. Interpret and apply labor laws and regulations.
80. Interpret and apply affirmative action laws and regu-

la nns.
131. Interpret and apply public "right-to-know" laws and

regulations.
145. Interpret and apply health and safety laws and regu-

lations.

Provide Facilities for Vocational Education

132. Assess the need for physical facilities.
133. Conduct land and facility feasibility studies.
134. Recommend building sites.
135. Recommend the selection of an architect.
136. Oversee architectural planning.
137. Submit facility and equipment specifications.
138. Analyze building and equipment contract bids.
139. Recommend acceptance of new building.
141. Plan space requirements for programs.
150. Develop long-range facility and equipment plans.
151. Prepare and submit renovation and alteration plans.

Manage Physical FacilitieS

140. Procure equipment and furnishings.
143. Develop and implement an equipMent and supply inventory

system.
144. Establish preventive maintena program for equipment

and facilities.
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Involve the Community in the Vocational Education Program

111. Develop working relationships with employers and
agencies.

113. Involve community leaders (political and non-political)
in school programs and activities.

114. Participate in school organizations.
115. Participate in community organizations.
117. Encourage staff participation in community civic,

service, and social organizations.
118. Promote cooperative efforts of parent and teacher

groups.
119. Conduct conferences with individuals relative to the

vocational programs.
120. Meet and confer-with visitors.
123. Conduct public hearings and meetings on school issues.

Plan the Public Relations Program

74. Prepare bulletins and other communications designed to
keep staff informed.

107. Develop a plan for promoting good public relations.
108. Prepare and recommend public relations and communica-

tions policies.
129. Obtain and analyze informal feedback about the school.
130. Evaluate the public relations program.

Promote the Vocational Education Program

100. Prepare policy and commendation statements.
116. Promote good relationships between vocational and

general education staff.
121. Conduct recognition programs for students, staff, and

community supporters.
122. Make public presentations on school programg and

activities.
125. Conduct recognition programs for students, staff, and

community supporters.
126. Plan for exhibits and displays.
127. Develop materials to promote the vocational progralas.
128. Write news releases for school and area media.
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MODULE TITLE:

APPENDIX B

MODULE QUALITY REVIEW CHECKLIST

MODULE NO REVIEWED BY:

1. New terminology is defined in the introduction or information sheets. YES NO
2. The terminology is consistent throughout. YES NO
3. The internal directions Ere simply and clearly stated, and complete. YES NO
4. The performance objectives are stated in observable terms. YES NO
5. The procedures describe the options available to the learner in completing the module. YES NO
6. The activities clarify what the performance is, how to do it, and why it is necessary. YES NO
7. The language is lively and interesting; not mechanical or pedantic. YES NO
8. The language is geared to the level of an average reader in the target audience. YES NO

Learning Experiences

1. Learning experiences are sequenced logically. YES,, NO
2. Learning experiences do not overlap. YES NO
3. Learning experiences lead directly to competency in the performance objectives. YES NO
4. All required readings contribute directly to attaining the objectives. YES NO
5. All required activities contribute directly to attaining the objectives. YES NO
E. When an activity may be difficult to implement, alternate ways of completing the activity are provided. YES NO
7. Optional learning activities are provided to give depth, variety, and flexibility to the learning experiences. YES NO

B. A range of activities is provided to accommodate students of different abilities, needs, and interests. YES NO
9. A range of activities is provided to allow for both individual and group work. YES NO

10. Role playing activities include role descriptions and situations to guide anyone playing a role outside
his/her own frame of reference. YES NO

11. The learning activities are varied and interesting, with a minimum of repetition from one learning
experience to another. YES NO

12. Feedback is provided at the end of every learning experience. YES NO

Information Sheets (Criteria in the "Language" section apply here.)

1. The module is self-contivnad, if at all possible. YES NO
2. Information sheets contain up-to-date and accurate information. YES NO
3 Information sheets are concrete and tangible; not vague generalities or lists of criteria; they tell "howto do it."

YES NO
4. Information sheets are relevant to vocational education,with examples drawn from various service

areas of vocational education.
YES NO

5. Selected pages of outside resources are used as enrichment and/or reinforcement activities. YES NO
6. Outside resources are not more than 10 years old (unless they are of exceptional value). YES NO
7 Readings (information sheets and outside refernces1 are complete in that they provide the learner

with all information needed to complete the mo.2:,!0. YES NO
8. Outside references are standard enough that they should be readily available to any module user. YES NO

Self Checks, Mod- Answers, Checklists

1 Sell chec s are thought provoking and require application of information: not rote responses. YES NO
2 Sell checks comprehensively reflect the information pi uvided in the learning experience. YES NO
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3. Self -check, are not obvious; they require an understanding of the knowledge important to achieving
the competency.

YES NO
4. Model answers are provided to reinforce learning and clarify concepts. YES NO
5. Checklists and assessment forms are stated in observable, performance terms. YES NO
6. Checklists include all the criteria necessary for successful performance. YES NO
7. Checklists actually assess the learner's progress toward the objective. YES NO
8. Checklists are of reasonable length and complexity, with no more than 25.30 items. YES NO
9. Alternatives to peer evaluation are provided for those ;earners who cannot arrange to work with peers. YES NO

10. Each feedback device includes a stated level of performance. YES NO
11. Evaluct: m- provide for rec 'cling if the level of performance is nut met. YES NO

Media

1. Thr media is applicable to all vocational service areas.

2. The media illustrates, clarifies, reinforces, or extends the concepts introduced in the module; it doesn't
simply repeat them.

3. The media is realistic, i.e., the teacher, students, and real school setting are believable.
4. The length of the media is reasonable (10 to 20 minutes).
5. The media is interesting visually/aurally.

6. The media is clear visually /aurally .

7. If the media includes an exemplary instructor, the instructor:
a. relates well with students.
b. uses student feedback.
c. uses media or teaching aids where appropriate.
d. presents information geared to the needs of the students.
e. teaches on the basis of up-to-date learning theory.

8. The media is free from racial and sex bias.

9. The media is lively and actionoriented.

10. The information is presented in a logical sequence.

Overall

The module delivers on the objectives.

2. The module meets format specifications.

3. The module is internally consistent (objectives, activities, feedback devices, etc. do not contradict
each other, directly or indirectly)

4. No learning experience other than the final learning-experience requires performance in en actual
school situation.

5. Opportunity is provided for practicing any performance which must be executed in the real world.
6. The final learning experience requires performance in an actual school situation.
7. The learning experiences are realistic; i.e., they do not requirean unreasonable amount of prior knowl-

edge or of time on the part of,the learner.

8. Implementation of the module is feasible and practical; i.e., it does not require an unreasonable amount
of the resource person's time

9. Learning activities, information sheets, case studies, resources, etc provide equitable representation'
of the various service areas in vocational education.

10. An introductory statement is provided which motivates the student by explaining why dui competency
is needed, not simply what the competency consists of.

11. An introductory statement is prouiderf which places the module in a frame of reference with other
modules in the category. and with the broad theory of vocational education.

12. All necessary or desirable prerequisite competencies are listed.

YES NO

YES NO

YES NO

YES NO

YES NO

YES NO

YES NO
YES NO
YES NO
YES NO
YES NO

YES NO

YES NO

YES NO

YES NO

YES NO

YES NO

YES NO

YES NO

YES NO

YES NO

YES NO

YES NO

YES NO

YES NO

YES NO



APPENDIX C

GUIDELINES FOR THE FIELD TESTING OF COMPETENCY-BASED
VOCATIONAL ADMINISTRATOR CURRICULA*

These guidelines were developed in order to facilitate the
field testing of vocational administrator modules. These guide-
lines should enable resource persons to prepare for using the
modules, administering test instruments, and collecting the
data as necessary or reporting on module use an effectiveness.

These procedures were developed through the experience
gained from previous module testing and the needs identified
relative to curriculum testing and revision.

Performance-Based Professional Vocational
Education Curricula Program

Competency-Based Vocational Administrator Project
The Center for Vocational Education

The Ohio State University

July, 1976

*For use by Center staff and thisignated personnel--not for release.
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CURRICULA TESTING PROCEDURES

There are several critical aspects of the module testing

which need to be carried out. All of the key steps must be

incorporated into the testing process in order that standard and

meaningful feedback data may be gathered. Specific recommended

procedures are presented below, together with enough details to

aid in the interpretation of what is to be accomplished.

1.0 Select students to participate in module testing (this will

be done by the Resource Persons [Faculty Members ] ).

1.1 Students taking each module will do so voluntarily.

1.2 Each person taking the module will have the opportunity

to perform and be assessed in the administrative role

(externship, internship, inservice administrator, or

other field experience) on the job. This requirement

optional where assessment in an actual administrative

situation is impossible.

1.3 Persons selected to take the module will not already

have had extensive instruction in the content of the

module.

1.4. A minimum goal of TEN persons will be sought for each

module tested.

1.5 Every student involved in the testing process should

be a preservice or inservice vocational administrator.

1.6 Before starting each module, all persons will have com-

pleted the prerequisites specified in that module, if

any, or have been provided in some other manner the



background information needed to pursue the module.

2.0 For each module, check to insure that the necessary resources

and facilities are available (this will be accomplished by,

the Resource Persons).

2.1 Examine thr! module "Resources" section to make certain

that all learning resources, such as reading materials,

media, special rooms, etc., are available in sufficient

quantity and quality.

2.2 Identify appropriate facilities where the module may be

tested (e.g., rooms for viewing videotapes or preparing

special materials required by the modules).

3.0 Administer the "Estimate of Performance" form for the module

being used.

3.1 Before starting a module, administer the "Estimate of

Performance" form to each of the students (this is a

type of pre-assessment). This instrument is contained

within the module as Attachment A (yellow pages in back

of module).

3.2 Explain to the student the purpose of the "Estimate of

Performance" form (i.e., todhave a record of the

students' own perceived level of competence before

taking the module).

3.3 Review the "Estimate of Performance" form directions,

stressing confidentiality of information (be sure names

and dates are included for later instrumentation

matching).

3.4 Maintain the confidentiality of the information provided

and avoid discussion of the information with the student
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or use of this information as a needs assessment. Ask

the student(s) to remove this instrument from the mod-

ule upon its completion, staple the pages together and

submit them to you.

3.5 Maintain file of the pre-program "Estimate of

Performance" forms until the module is completed.

4.0 Resource Person guides the students through the module.

4.1 Guide each student and provide any necessary feedback

during the completion of each module.

4.2 Allow students sufficient time to complete all the

module learning experiences they attempt.

4.3 Complete the "Administrator Performance Assessment Form"

(last evaluation device in each module) for each student

taking a module. This is optional where the final ex-
,

perience cannot be completed because of situational

constraints.

4.4 Remove all pages of the "Administrator Performance

Assessment Form" from the module, staple them together,

and place the following information on the front page:

a) Name of student (administrator trainee)

b) Module name

c) Name of resource person

d) If not completed, indicate "Completion Impossible"

on first page.

5.0 Administer the "Estimate of Performance" form for the mod-

ule completed.

5.1 After the module is completed, another copy of the
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"Estimate of Performance" form should be completed by

each student (this is a type of post-assessment).

This instrument is contained in the.back of the mod-
ule as Attachment B (yellow pages in the back of

module).

5.2 Explain to the student the purpose of the "Estimate

of Performance" form (i.e., to determine the students'

own perceived level of competence after taking the
module). After completing it, ask the student to

remove it, staple the pages together, and submit them
to you.

6.0 Stud'nts complete the "Student's Feedback Instrument,"
6.1 After each student completes the "Estimate of Per-

formance" form for the second time, he/she should fill
out a "Student's Feedback Instrument." This instrument

is contained in the back of the module (yellow pages)

a4 Attachment C.

6.2 Review the directions and explain the purpose of this

instrument (i.e., to identify for purposes of module

revi ion: (1) the kinds of persons who used the mod-

ule, (2) how well the module met their needs, and

(3) what specific strengths and weaknesses are present
in the module).

6.3 Strongly e--uurage the student to use spaces provided to

explain thir reactio.s or to add additiona information.
Ask them to We specific about their comments and to

refer to specific page numbers in the module whenever

possible. THIS IS MOST IMPORTANT! Upon completion of
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this instrument, ask the student(s) to remove it, staple

the pages together, and submit them to you.

7.0 Resource Person completes the "Resource Person's Feedback

Instrument."

7.1 Each resource person should complete the "Resource

Person's Feedback Instrument" (blue) immediately after

all of his/her students have completed a given module.

If students complete a module over an extended period

of time (e.g., five students one month and five students

the next month), two or more "Resource Person's Feed-

back Instruments" may be used.

7.2 The resource person should make written notes while

persons are in the process of taking a given module

regarding anything that may be important in terms of

module revision. THIS IS VERY IMPORTANT AS YOUR COM-

MENTS ARE EXTREMELY VALUABLE FOR REVISION!!!

8.0 Assemble the test materials for each module tested.

8.1 Each resource person should assemble in the sequence

indicated all of the following completed materials for

each student taking a module:

8.1.1 One "Estimate of Performance" form (pre-program)

8.1.2 One "Estimate of Performance" form (post-program)

8.1.3 One "Student Feedback Instrument"

8.1.4 One "Administrator Performance Assessment Form"

8.2 Each resource person should separately complete at

least one "Resource Person's Feedback Instrument,"

for each module used.
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9.0 Forward testing materials to The Center.

9.1 Upon completion of the testing of a module at the site,

forward all testing materials for the module and all

unused copies of the module to:

Dr. Robert E. Norton
Administrator Project Director
The Center for Vocational Education
1960 Kenny Road
'Columbus, Ohio 43210

9.2 The Resource person should maintain a record (by letter

or memo) of all modules received, the status of testing

for each module received, and all materials returned

to The Center.
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APPENDIX D

ESTIMATE OF PERFORMANCE

Organize and Work with a Local Vocational
Education Advisory Council

(CONFIDENTIAL)

This instrument contains several easy-to-complete items. Please respond
to each item as frankly as possible. You need not respond to any item about
which you feel reluctant.

The items are designed only to collect information related to the
module. Your responses will be kept confidential and not used to make any
judgmental statements about you or anyone else. It is further understood that
your participation is voluntary. The only reason your name is requested is so
the instruments completed by you can be mateled.

Name

Date

Institution

Performance-Based Curricula Program
Competency-Based Vocational Administrator Project

The Center for Vocational Education
The Ohio State University

1960 Kenny Road
Columbus, Ohio 43210

1976
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Organize and Work with a Local Vocational
Education Advisory Council

Directions: The following tasks describe several of the performance components
necessary to effectively organize' and work with a local vocational advisory
council. Using the definitions for each level of performance given below,
you are to respond to several items on the opposite page. First, please study
the definitions below.

Poor: You are unable to perform this task, or have
only very limited ability to perform it.

Fair: You are unable to perform this task in an
acceptable manner, but have some ability
to perform it.

Good: You are able to perform this task in an
effective manner.

Excellent: You are able to perform this task in a very,
effective manner.

Now, please respond to each of the items by checking ( ) your level of
performance.
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A. At this time how well can you perform
(execute) the following tasks?

1. Identify the responsibilities and functions
appropriate to an advisory coancil

2. Prepare an acceptable advisory council
charter

3. Prepare an appropriate statement of purposes
for formation of an advisory council,

4. Obtain administrative and board of education
approval to establish an advisory council,
using appropriate procedures.

5. Prepare agendas that cover alt, key topics fo
the first and second advisory council
meetings

6. Transfer leadership gradually to the council
members

7. Carry out your responsibilities as school
representative and advisor to the council...

8. Assist the council in developing an
appropriate set of by-laws

9. Assist the council in developing an annual
program of work

10. Provide support and recognize individual
council members for their contributions

Level of 'erformance

Poor Fair Cpod
0

Excel-
lent

40.

40-

B. How many times have you already organized and worked with a vocational
advisory council?

1-3

4-6

7 -9

10 or more

v

C. At this point, how well do you feel you could organize and work with a
vocational advisory council? (Considr all of the tasks involved.)

Poor

Fair

S



Name

Date

Resource Person

Rate the administrator's level of performance on each
of the following performance components involved in
organizing and working with a local vocational advi-
sory council. Indicate the level of the administra-
tor's accor.plishment by placing an X in the appro-
priate column under the LEVEL OF PERFORMANCE heading.
If, because of special circumstances, a performance
component was not applicable, or impossible to exe-
cute, place an X in the N/A column.

ADMINISTRATOR PERFORMANCE ASSESSMENT FORM

Organize and Work with a Local

Vocational Education Advisory Council

In organizing a vocational advisoi; council:

1. the support and approval of the chief
school administrator and any other top
school administrators were obtained

a. the'procedures to be fc-,lowed when
submitting a request to the board were
determined

3. the school file was checked and other
administrators were consulted to dis-
cover the history and status of advi-
sory, councils in the school

4. steps were taken to reactivate or
dissolve a previously formed advisory
council
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5. a written statement of purposes was
prepared which met the following
criteria:

a. the statement was clear and
concise

b. the statement could be used by the
board as a formal autiorization
paper

c. the statement ensured that the
council would not trespass on the
board's domain

d. the statement defined the function
and purpose of the council

e. the statement was signed bythe
administrator, the chief adminis-
trator, and the board chairperson..

6. a charter was prepared which meets
the following criteria:

a. the charter wa-; clearly written...

b. the charter defined how the mem-
bers would be selected, criteria
for selection to the council, size
of the council, and procedure for
appointing and replacing members...

c. the charter preserted guidelines
for council operation

d. the charter defined the responsi-
bilities of the council i;1 making
reports to the board

7. written request to organize the coun-
cil, a charter, and a statement of
purposes was submitted through proper
channels to the board

8. board permission' to organize the coun-
cil was obtained
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9. a letter of appointment to each council
member, with board approval and the
chairperson's or the superintendent's
signature was prepared and mailed

10. a news release to announce the forma-
tion of a local vocational advisory
council was prepared

In lannin and conductin the initial
meetings of the advisory council:

11. appropriate agendas for the initial
meetings were planned

12. invitations, agendas, and necessary
information were mailed two weeks
before the meetings to members, ex
officio members, and guests

13. the L'ministrator served as temporary
chairperson for the initial meetings....

14. the council was guided in developing
and adopting a set of bylaws

15. the council was guided in electing
officers specified in the bylaws

16. the council was given background incor-
mation on vocational education and the
school

17. the council was assisted in developing
the annual program or work

18. leadership was gradually transferred to
the council members

After the advisor council was o erat-onal,
the administrator:

19. met with the chairperson before each
meeting to help plan the agenda

20. acted as school representative on the
council
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21. involved council members in school
activities

22. kept council members informed regarding
the status of their suggestions
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LEVEL OF PERFORMANCE: All items must receive N/A, GOOD, or EXCEL-
LENT responses. If any item receives a NONE, POOR, or FAIR
response, the administrator and the resource person should meet
to determine what additional activities the administrator needs
to complete in order to reach competency in the weak area(s).
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APPENDIX E

STUDENT'S FEEDBACK INSTRUMENT

Organize and Work With a Local
Vocational Advisory Council

(CONFIDENTIAL)

This instrument contains several easy-to-complete questions about the
module you just completed. Please respond to each question as frankly as
possible. You need not respond to any item about which you feel reluctant.

The items are designed only to collect information related to the
module. Your responses will be kept conf'dential and not used to make any
judgmental statements about you.or anyone else. It is further understood
that your participation is voluntary. The only reason your name is requested
is so the instruments completed by you can be matched.

Name

Date

Institution

NOTE: The module should be available for your reference
while completing this booklet.

Performance-Based Curricula Program
Competency-Based Vocational Administrator Project

The Center for Vocational Education
The Ohio State University

1960 Kenny Road
Columbus, Ohio 43210

1976

75



Directions: F ease complete this instrument by placing checks (1) in theblanks which best reflect your views. Unless otherwise indicated, checkonly one blank per item. You are also encouraged to write "comments" inIthe spaces provided to explain your responses whenever you desire.

A. Background Data

1. What is the higest level of formal post-secondary education you havecompleted?

1 none
5 Bachelor's Degree2 one year
6 Master's Degree3 two years
7 Education Specialist4 three years
8 Doctorate

How many years of teaching experience have you completed?

1 none
2 one
3 two
4 three to five
5 more than five years

3. Are your currently a vocational administrator or have you served as avocational administrator during the past three years?

1 yes, mostly at the post-secondary level
2 yes, mostly at the secondary level
3 yes (other, please explain)
4 no

4. Which instructional area(s) do you currently administer? (Check allthat apply.)

1 agriculture education
2 business and office
3 distributive education
4 health occupations
5 home economics
6 industrial arts
7 technical education
8 trade and industrial
9 other (please explain)

10 none, enrolled in pre-service program
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B. Module Data

5. What type of credit will you receive for completing thiE module?
(Check an that apply.)

I undergraduate
2 graduate
3 salary
4 certification
5 other (specify)

6. How many of these modules have you now completed?

1 0-1
2 2-3
3 4-5
4 6 or more

7. Approximately how much time (In hours) did you spend completing this
module?

1 hours

8. Did the module require a reasonable amount of time considering the
competency involved?

1 definitely yes
2 yes
3 not sure
4 no
5 dt,finitely not

Comments:

9. Which of the following played a significant part in your achieving
the competency described in the terminal objective of the module?
(Check all that apply.)

1 the module itself Comments:
2 the resource person
3 peers in class
4 res-,urces other than those mentioned above

10. How many times did you ask your resource person for help while com-
pleting this module?

1 once
2 two times
3 three times
4 four times
5 five or more times

Comments:

11. Did the module introduction clearly explain the purpose of the module?

1 definitely yes
2 yes
3 not sure
4 no
5 definitely not

Comments:



. Were the directions wit:,in the module easily understood?

1 definitely yes Comments:
2 yea
3 not sure
4 no

5 definitely not

13. Were the objectives of the module clearly stated?

1 defintely yes
2 yes
3 not sure
4 no
5 definitely not

Comments:

t4. Which of the following learning experiences did you start? (Check allthat apply.)

1 I
2 II
3 III
4 IV
5 V

6 VI
7 VII
8 VII
9 IX

10 X

15. Which of the following learning experiences did you complete? (Checkall that apply.)

1 I

2 II
3 III
4 IV
5 V

6 VI
7 VII
8 VIII
9 IX

10 X

1C, Did you complete the optional learning activities?

1 yes, most of them
2 yes, a few of them
3 no

Comments:

i?. Were the learning experiences clear and easy to understand?

1 definitely yes
2 yes
3 not sure
4 no
5 definitely not

Comments:

18. Were the learning
experiences realistic in terms of your being able tocomplete them?

1 definitely yes
2 yes
3 not sure
4 no
5 definitely not
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19. How adequate was the content contained in the information sheet(s)?

1 too much detail was Comments:
provided

2 it was just about right
3 too little detail was provided

20. Was the information presented consistent throughout the module (no
contradictioLs)?

1 definitEly yes Comments:
2 yes
3 not sure
4 140,k,

5 definitely not

21. Did the module help you fill gaps in your knowledge or ability to
perform the competency without making you repeat what you already knew?

1 yes, most of the time
2 yes, some of the tithe
3 yes, a few times
4 no

Comments:

22. Is the information in the module relevant to your professional develop-
ment?

1 definitely yes
2 yes
3 not sure
4 no
5 definitely not

Comments:

23. Does the module contain any flagrant bias (e.g., economic, eth-ic,
racial, sexual, o- cultural bias)?

I no
2 yes (please explain

24. Did the feedback provided at the end of each learning experience keep
you well informed about your progress?

1 definitely yes
2 yes
3 not sure
4 no
5 definitely not

Comments:

25. Was the format of the module well organized?

1 definitely yes Comments:
2 yes
3 not sure
4 no
5 definitely not
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26. How did you feel about the aymbola used to indicate the objective:4,
learning activities, etc. within the .nodule? (Check all that apply.)

1 they were helpful
2 they were not helpful
3 they were interesting
4 they were not interesting
5 I liked them
t I disliked them

Comments:

27. How helpful were the graphic illustrations?

1 very helpful
2 helpful
3 of limited help
4 of no help

Comments:

28. How helpful were the samples (e.g., news releases, agendas)?

1 very helpful
2 helpful
3 of limited help
4 of no help

Comments:

29. How helpful was the color coding of each learning experience?

1 very helpful
2 helpful
3 of limited help
4 of no help

Comments:

30. Did the Estimate of Performance form that you completed before starting
this module help you assess your instructional needs?

1 yes
2 not :iure
3 no

Comments:

31. Compare your experience in completing this module ith your traditional
college education courses. Place a check ( ) in t e most appropriate
space after each of the following items:

1 Generally more interesting
2 Allows more personal contact to be made
3 Activities are more motivating
4 Allow more opportunity to work at your own pace
5 Provides greater variety of experience
6 Helps achieve greater competency in administra-

tive skills
7 More efficient in use of time
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32. Did you enjoy using this method of inscruction more than conventional
methods?

1 definitely yes
2 yes
3 not sure
4 no
5 definitely not

Comments:

33. Would you recommend use of this module to fellow pre-service or inser-
vice administrators who need this competency?

I definitely yes Comment,
2 yes
3 not sure
4 no
5 definitely .not

34. Would you like to obtain additional administrative skills by completing
more modules of this type?

1 definitely yes
2 yes
3 not sure
4 no
5 definitely not

Comments:

Directions: Please provide specific written responses to the following
three items.

35. What did you like best about this module?

A.

B.

C.

D.

36. What did you like least about this module?

A.

B.

C.

D.

37. Please provide any additional comments or suggestions that could help
the author improve this module.
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RESOURCE PERSON'S FEEDBACK INSTRUMENT

(CONFIDENTIAL)

This instrument contains a number of easy-to-complete questions. Please
respond to these questions as frankly.as possible. You need not respond to
any items about which you feel reluctant. )

These items are designed only to collect information about the modules
being tested. Your responses will not be used to make any judgmental state-
ments about you or anyone else. It is further understood that participation
in this trial test-is voluntary. The only reason your name is requested is to
assist us in keeping track of the materials. You are to complete one instrument
for each module on which you served as a resource person.

4
Name

Da t e--

Module Title

Performance-Based Curricula Program
Coillpetency-Based Vocational Administratqr Project

The Center for Vocational Education
The Ohio State University

1960 Kenny Road
Columbus, Ohio 43210

1976

8394



Directions: Please place a check (4) in front of the response(s) which
best reflects your views, or in the few cases where appropriate, fill
in the blank. You are also encouraged to write "comments" in the spaces
provided, where appropriate, to explain your feelings.

Part I: Background Data

1. How many years have you been involved in training preservice and/or in-
service vocational administrators?

No. of years

2. Now/many years of exnerience have.you had in:

a. college and/or secondary teaching
b. occupational work experience
c. general and/or vocational administration

3. What is your highest level of formal education?

a. Some college.
b. Bachelor's degree
c. Master's degree
d. Education Specialist
e. Doctorate
f. Other (please specify):

4. What percent of your professional time are you employed in the following
positions? (Total should equal 100 percent.)

a. University - - instructional staff
b. Universityadministrator
c. University--counselor
d. Two-year Post-secondary education--instructional staff
e. Twd-year Post-secondary education--administrator
f. Two-year Post-secondary educationcounselor
g. State department of education-- administrator
h. State department of education--supervisor
i. Secondaryinstructional staff
j. Secondary--administrator
k. Secondary--counselor
1. Other, please explain

5. Which of the following best describes the exposure yoq have had to
competency-based administrator education?

a. Practically no exposure
b. Limited exposure
c. More than limited, but

not extensive exposure
d. Extensive exposure

Comments:



Part II: Module Specific Data

6. How many administrator trainees have you served as resource person for on
this module?

trainees

7. Did, the terminal objective help you to understand the intent of the
module?

a. Yes
b. Somewhat
c. No

Comments:

8. Did the enabling objectives help you understand the intent of each learning
experience?

a. In nearly all cases Comments:
b. Usually
c. Sometimes
d. Rarely

9. Did the "Introduction" give you a good overview of the purpose of this
module?

a. Yes
b. Not sure
c. No

Comments:

10. How helpful was the "Module Structure and Use" section in understanding the
organization and procedures for use of the module?

a. Very helpful Comments:
b. Helpful
c. Of limited help
d. Of no help

11. How helpful were the "Overviews" in giving you a profile of each learning
experience?

a. Very helpful
b. Helpful
c. Of limited help
d. Of no help

Comments:

12. How helpful were the "Activities" of the learning experiences in terms of
acquiring the specified competency?

a. Very helpful
b. Helpful
c. Of limited help
d. Of no help

Comments:



13. How helpful were the information sheets in terms of providing content
important to achievement of the specified competency?

a. Very helpful
b. Helpful

Of limited help
d. Of no help

Comments:

14. How helpful were the "Feedback" sections of the learning experiences in
helping the students assess their progress?

a. Very helpful
b. Helpful
c. Of limited help
d. Of no help

Comments:

15. Do you feel the content was covered in enough depth?

a. In nearly all cases
b. Usually
c. Usually not
d. Rarely

Comments:

16. Please rate the quality of each of the learning experiences in this module
by placing a check (J) in the most appropriate box after each learning
experience. (Space is also provided below for written comments.)

Lmmick0uWhy

Learninsitxperlence I

b. Learning Experience II

c Learning Experience III

d. Learning Experience IV

Learning Experience V

t. Looming Experience VI

Laming Experience VII

A. Learning Experience VIII

Learning Experience IX

L Learning Experience X

Any eckihional oomnients about tile learning eaperiencoe?



17. While using this module, approximately how many hours did you spend on
each of the tasks listed below? (Please fill in each of the following
boxes.)

a. Preparing to use the module

b. Working with large groups or students

c. Working with small groups (1.0 or less)

d. Working with individual students

18. Is the type of achievement (performance) demanded by this module worth the
effort?

a. Yes
b. Not sure
c. No

Comments:

19. Was the terminology used in this module consistent with that which
administrators normally use?

a. Yes
b. Not sure
c. No

(please explain)

Comments:

20. Was the performance components listed on the "Administrator Performance
Assessment Form" important elements of the competency being learned?

a. Definitely yes Comments:
b. Yes
c. Not sure
d. No
e. Definitely not

2].. What percentage of the administrr, Ic's trainees' time do you believe was
spent in each of the following se-4.1.11;7s? (Total should equal 100 percent.)

Individualized study Comments:
Small groups
Large groups
Other procedures
(please specify)



22. If you were to use this module again, what percentage of the administrator
trainees' time would you like to have students spend in each of the

following settings? (Total should equal 100 percent.)

Individualized study Comments:
Small groups
Large groups
Other procedures
(please specify)

23. In your judgment, could this module be easily used in a group instructional
setting?

Yes, with ease Comments:
Yes, with some modification
Yes, with difficulty
No, not really

24. Did you notice any contradictions or inconsistencies within the module?

No

Yes
(please explain)

Comments:

25. Did you notice any flagrant bias within the module (e.g., economic, ethnic,
racial, sexual, or cultural bias)?

a. No
b. Yes

(please explain)

26. How much did the administrator trainees learn frOm this module that they
didn't already know?

a. Nothing (please explain)
b. Very
c. A moderate amount
d. A substantial amount
e. A great deal

27. If available in the future, would you use the Estimate of Performance
items as a means of assessing the needs of individuals prior to their
using the module?

a. Yes
b. Not sure
c. No

Comments:

28. Would you recommend this module to a fellow instructor in its present form?

a. Definitely
b. Probably
c. Not sure
d. Probably not
e. Definitely not

(please explain)

Comments:
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29. Would you use this module again?

a. Definitely Comments:
b. Probably
c. Not sure
d. Probably not
e. Definitely not:

(please explain)

30A Overall, how would you rate the quality of this,module?

a. Very good
b. Good
c. Average
d. Poor
e. Very poor

Part III: Overall Reaction

Comments:

Directi,,ns: Please respond to the next four items by writing in the
space pv.vided.

31. What did you like best about this module?

a.

b.

c.

d.

32. What did you like least about the module?

a.

b.

c.

d.

33. How valuable were the outside resource materials, if any, that accompanied
this module?
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34. Please provide any additional comments or suggestions that could help the
author improve this module.
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1.4

NODULE USE
Lk,

The modulo ars designed for use in bon, Vt.
service and inswvics, secondary and poss.seconlir

vocational odministritor education program's They

are designed for use on in individual basis 1U h

tech person to progress at Gast

modulo, however, can also be easily adapted for

group use.

Various components of the modules can be

modified and enriched by incorporating local mt.
rills that are specific to the module user's situation,

Mile the modules are basically self. contained, requir

ing few outside resources, they are not entirely self

instructional. A qualified resource person (instructor)

is required to guide, assist, and evaluate the adminis

trator trainee's progress.

PRODUCTS

The following products will result from this

project:

A research report which: (1) sum:trims

the review :4f lieu ,ure on administrator competency

studies. 12 7VtrI1i' the procedures used to identity

and nationally verify the competencies considered im

portant to administrators of local secondary and post

secondary programs, and (3) contains a list of the

competencies verified as important,

A series of prototypic curpetencybased

modules which have been designed for use in the

preparation of vocational administrators on an indi

vidualized basis.

A user's guide designed for the orientation

of trainees and resource persons (instructors) to the

concepts underlying competencybased education,

and the nature and foram of the nvterials developed,

The modules and user's guide are currently un

dergoing field testing. They will be revised and im

proved using the feedback obtained from testing and

plpared for release to the public in summer 1977.

Questions concerning the research conducted

and the instructional materials being developed

should be directed to:

Dr:Robert E. Norton

Project Director

The Center for Vocational Education

The Ohio State University

190 Kenny Road

Columbus, Ohio 43210

Phone; (614 486.3655
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This project is conducted by The Center for

Vocational Education pursuant to a grant

(No. 6007501702) with the Occupational

and Adult Education Branch of the U.S,

Office of Education under provisions of

Part CResearch of the Vocational Edo.

cation Amendments of 1968.

The Center does not discriminate against any

individual for reasons of race, color, creed,

religion, national origin, age, or sex.

THE CENTER FOR VOCATIONAL EDUCATION
74, No 54a uNms!, awl Rad Cohriba Otuo 43210

(OMPETERYBASEC

MATERIALS

FOR

TO

BETTER

FUTURE

THE CENTER FOR VOCATIONAL EDUCATION

ni Ohio Ita Urronor MO Reda Paol.Cohau )1c MO
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COMPETENCY.BASED MATERIALS

Links to a better future in

vocetional administration

NEED

The need for strong and competent administrators

of vocational education has long been recognized. The

lipid expansion of vocational education programs and

increases student enrollments have resulted in a need

for increasing numbers of trained vocational adrn1nistra.

tors at both the secondary and postsecondary level,

Peeservice ar.d inervice administrators need to be well

prepared for toe complex and unique skills required to

successfully direct vocational programs,

The effective training of local administrators has

been hampered by the limited knowledge of the corn

petencies needed by local administrators and by the

limited availability of cortoetencybased materials for

the preparation of vocational administrators,

In response to this pressing need, the Occupa.

tional and Adult Education Branch of the U,S, Office

of Education; under provisions of Part CResearch of

the Vocational Education Amendments of 1968, has

funded The Center for a scope of work entitled "De

veloprnent of CompetencyBased Instructional 14te

rials for Local Administrators of Vocational Educe.

tion."

The project has two major objectives as follows,

To conduct research to identify and nation

ally verify the competencies considered irri.

portant to local administrators of vocational

education

.r. To develop and field test a series of proto

lypic competencybased instructional pack.

ages and a user's guide

PROCEDURES

In 1rder to iccomplie :,ceect objectives, the

Jr0JeCt itaff will

1 Conduct a national needs assessment to

1 1i 'dent' fy relevant administrator studies and

sysilable competeno based materials

2, Analyze available research on the identifl.

cation of administrator competencies

3. Conduct a DACUM committee workshop

to update and identify additional admim

istrator competencies

4, Analyze, refine, and merge administrator

competencies into a single list

5. Verify competencies nationally through

a stratified survey of carefully selected

secondary and postsecondary adminis

tratoi respondents

6. Analyze survey findings and cluster corn

petencies for curriculum development

7. Develop prototypic instructional pack.

ages (nodules) and a user's guide

8. Field test instructional materials at four

locations as follows: Kent State Uniyer

sity, Ohio State University, University of

Tennessee, and Utah State University

9. Revise all materials using feedback ob.

tained from students (administrator

!rainees) and instructors

10. Publish and disseminate research report,

modules, and user's guide,

IDENTIFICATION OF COMPETENCIES

Based upon input from experienced vocational

educators participating in a DACUM workshop and

the results of a comprehensive literature search, 191

competency statements were identified that described

the functions and responsibilities of vocational admin.

istrators. These talk statements were submitted to a

select national group of experienced secondary and

postsecondary administrators of vocational education

for verification, Ninety.two percent 192%) of these

administrators responded to the verification question

nacre and,indicated that 166 of the 191 statements

were competencies important (median score of 3,0 or

higher) to the job of vocational administrator,

NATURE OF MATERIALS

The correttincy.besed Instructional materials

being developed are invited In nodular form for use

by both prom vice and in.service vocation& adminis

triton. Modules are primarily self.contained learning

packages that focus on one or more competencies that

have been identified and verified as being Important to

local administrators of Yocitionaleducation,

High priority competent s have been identified

and the development of modul s addressing these corn

petencies has begun, The co ency areas covered by

these modules are:

Organize and work with a general vocational

advisory council

Develop annual and longrange vocational

program plans

Supervise vocational personnel

Supervise vocational placement and follow

up services

Assess personal development needs

MODULE FORMAT

Each nodule is an instructional package designed

to cover an important administrative skill, The package

includes information, activities, and feedback devices to

help the nodule user acquire the specified skill,

The skill is acquired by use of a series of learning

experiences that allow the module user to initially gain

cognitive knowledge about the skill. The module user is

then given the opportunity to plan for or practice that

skill and finally, to demonstrate competence in that skill

by performing it in an actual administrative situation.

Each learning experience is complete with both re

quired and optional activities that are designed' to help

the module user achieve a specific objective. In order to

achieve the objective, the activities within a learning ex

perience may include reading an information sheet, role-

playing, planning, reacting to case studies, videotaping

performance for critique by peers, and/or observing ex.

perienced administrators. The successful completion of

the activities contained in the learning experiences leads'

the user to attainment of the competencies addressed blUD

the module.



APPLND1X G

DESCRIPTION OF THE CENTER'S COMPETENCY-BASED
MATERIALS FOR TRAINING LOCAL ADMINISTRATORS

OF VOCATIONAL EDUCATION

Developed ,Ackcl Field Tested by:

Robert E. Nortpn, Project Director
Kristy L. Ross, Program Assistant

Gonzalo Garcia, Graduate Research Associate
Barry Hobart, Graduate Research Associate

Competency-Based Administrator Proj,3ct
The Center for Vocational Education

The Ohio State University
1960 Kenny Road

Columbus, Ohio 43210

Under Sponsorship of:

Bureau of Occupational and Adult Edugation
U.S. Office. of Education

September, 1977
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ORGANIZE AND WORK WITH A LOCAL VOCATIONAL
EDUCATION ADVISORY COUNCIL

TERMINAL OBJECTIVE

While working in an actual administrative situation, organize
and work with a local vocational education advisory council.

ENABLING OBJECTIVES

1. After completing the required reading, demonstrate knowledge
of the procedures for organizing a local vocational education
advisory council.

2. After completing the required reading, demonstrate knowledge
of the procedures to follow when working with a local voca-
tional education advisory council.

3. Given case situations of administrators organizing and work-
ing with local vocational education advisory councils, cri-
tique the performance of Lhose adminiStrators.

NARRATIVE

This module offers the reader a step-by-step approach to
organizing a local advisory council. It starts by explaining the
rationale for, and benefits of, a local council. It then proceeds
to lead the reader through the following main topic areas:

gaining board of education approval
assessing the present situation
developing and writing a statement of purposes, and charter
selecting advisory` council members

Discussion of working with a local advisory council centers
around the following major topic areas:

planning. meeting agendas
holding the first and second meetings
developing bylaws
transferring leadership to council members

TASK STATEMENTS ADDRESSED

Numbers 109 and 110

NUMBER OF PAGES

78..

97

107



SUPERVISE VOCATIONAL EDUCATION PERSONNEL

TERMINAL OBJECTIVE

While working in an actual administrative situation, super-
vise vocational personnel.

ENABLING OBJECTIVES

1. After completing the required reading, demonstrate knowledge
of the relationships among student learning, teacher perfor-
mance,.and teacher motivation.

2., After completing the required reading, demonstrate knowledge
of the effects of a supervisor's behavior on the performance:
of teachers.

3. Given actual situations in which administratOrs are 'super-
vising staff, record and analyze the styles and procedures
used in the supervision process.

'NARRATIVE

This module deals with the supervision of personnel by
focusing upon the relationships among student learning, teacher'
performance, and teacher motivation. It analyzes the effects of
the supervisor's behavior on the performance of teachers. It
leads the reader through the following main topic areas:

teacher motivation
human needs
the teacher's self-actualization
teacher morale

teacher maturity

In analyzing the important principles of effective supervision,
the following major topics are considered:

sensitivity in supervision
consistency in supervision
supervision and professionalism
professionalism and employment satisfaction

genuineness and supervision
supervision and the teacher's Self-actualization

TASK STATEMENTS ADDRESSED

/Numbers 68, 71, 101, 102, and 105

.NIUMBER OF PAGES

- 67



APPRAlS THE PERSONNEL DEVELOPMENT NEEDS
OF VOCATIONAL TEACHERS

TERMINAL OBJECTIVE

While working in an actual administrative situation, appraise
the personnel development needs of vocational teachers.

ENABLING OBJECTIVES

1. After completing the required reading, describe the instruc-
tional skills used, and the knowledge needed, by effective
teachers.

2. After completing the required reading, demonstrate knowledge
of the principles and techniques of appraising the personnel
development needs of vocational teachers.

3. After completing the required reading, demonstrate the
ability to use effectively teacher assessment instruments
for appraising the personnel development needs of vocational
teachers.

NARRATIVE

This module reviews the type of observable classroom and
laboratory competencies that vocational teachers should possess,
the-concepts and principles necessary,, to an effective appraisal
system, and provides a variety of sample instruments which a

:local administrator or supervisor of vocational education might
utilize in the appraisal process.

Six principles of effective appraisal are discussed and
applied. These are the principles of coopeation, consent, com-
pleteness, objectivity,.influenceability, and\purposefulness.
Ai model of performance appraisal is introduced and analyzed.
Then the following approaches to appraisal are Considered in the
.light4of these principles and the model:

self-assessment-by the instructor
supervisor assessment
peer ase,issment

student assessment

TASK STATEMENTS ADDRESSED

Numbers' 82, 82, and 83

NUMBER OP PAGES

99

109



ESTABLISH A STUDENT PLACEMENT SERVICE AND
COORDINATE FOLLOW-UP STUDIES

TERMINAL OBJECTIVE

While working in an actual administrative situation, estab-
lish a student placement service and coordinate follow-up studies.

ENABLING OBJECTIVES:

1. After completing the required reading, demonstrate knowledge
of the practices and procedures involved in establishing and
working with an effective school placement service.

2. After completing the required reading, demonstrate knowledge
of the steps and procedures involved in planning a student
follow-up study.

3. Giv-en functioning student placement and follow-up services
in an actual school, critique those services.

NARRATIVE

This module discusses the rationale for, and the objectives
of, a school-based student placement service. It covers the fol-
lowing major topic areas:

assessing student and community needs and characteristics
gaining board of education approval
using the services of a placemt-nt planning committee.
hiring a placement staff
responsibilities and qualifications of the placement staff
evaluating the placement service

The discussion of follow-up studies includes:

purposes and values
responsibilitids of administration, staff, and students for

follow-up
types of follow-up studies,

TASK STATEMENTS ADDRESSED

Numbers'23, 24, and 54

NUMBER OF PAGES

98

100

110



DEVELOP LOCAL PLANS FOR VOCATIONAL EDUCATION: PART I

TERMINAL OBJECTIVE

While working in an actual'administrative situation, deter-
mine vocational program anl support service needs.

ENABLING OBJECTIVES

1. After completing the reqUired reading, demonstrate knowledge
of the rationale and the procedures for vocational program
planning.

2. After completing the required reading, demonstrate knowledge
of the procedures for assessing individual needs and inter-
ests in vocational planning.

After completing the required reading, demonstrate knowledge
of the procedures for assessing local Manpower needs for use
in planning vocational education programs.

4. After completing the required reading, demonstrate knowledge
of the procedures for determining the vocational program and
support service needs.

NARRATIVE

This module reviews the rationale and procedures for compre-
hensive vocational program planning. Legislative requirements
for planning are reviewed and the roles of the vocational admin-
istrator and other key personnel in the planning process are dis-
cussed. A recommended nine step "Vocational Education Program
Planning Model" is presented along with an overview of the pur-
pose and nature of each step in the planning process.

The module'then presents information about the procedures
important to carrying out the following first four steps in com-
prehensive planning:

analyzing the general education goals and the community
(area) planning base

assessing individual needs
assessing manpower needs-

&determining vocational program and support service needs

TASK STATEMECTS ADDRESSED

Numbers 1, 2, 5, 16, 17, .7, 30, and 31

NUMBER OF PAGES

1.07



DEVELOP LOCAL PLANS FOR VOCATIONAL EDUCATION: PART II

TERFINAL OBJECTIVE

While working in an actual administrative situation, complete
the development of local plans for vocational education.

ENADLING OBJECTIVES

1. After completing the required reading, write sample program
goals and objectives for a selected vocational program.

2. After completing the required reading, demonstrate your
understanding of the procedures involved in generating pro-
gram and support service alternatives; and in selecting the
best alternative solution.

3. After completing the required reading, demonstrate knowledge
of the important concepts and procedures to follow in d6vel-
oping implementation plans for vocational education.

4. After completing the required reading, demonstrate knowledge
of accepted procedures and techniques for evaluating voca-
tional programs and support services.

NARRATIVE

This module deals with the last five steps of the comprehen-
sive "Vocational Education Program Planning Model" presented in
the Part I module of the same title. The importance of adequate
planning to meet the needs of individuals and the employment
needs of the community is stressed. The need for each local edu-
Cational agency, whether secondary or post-secondary, to develop
and submit an annual local plan (application) for vocatioal edu-
cation as a basis for receipt of state and federal financial sup-
port is reviewed.

The module presents specific information about the procedures
important to carrying out the following five steps in the planning
process:

establishing vocational program goals and objectives
considering vocational program and support service alternative
selecting the best alternatives
developing the implementation plan
evaluating the programs and support services

TASK STATEMENTS ADDRESSED

Numbers 6, 7, 8, 9, 10, 18, and 32-

NUMBER OF PAGES
112



GUIDE TO USING COMPETENCY-BASED VOCATIONAL
EDUCATION ADMINISTRATOR MATERIALS

Lyj

This guide serves as an introductiOn to The Center's
competency-based vocational administrator modules. It is designed
to be used by both the learner and the resource persOn in under-
standing what a module is and how one can be used to help the
learner attain a competency.

The major components of a module are discussed in detail.
This description includes explanations of how learning experi-
ences are sequenced, how activities can be structured to meet
each learner's individual needs, and why the final experience
requires that competence in a particular skill be demonstrated
in an actual administrative situation.

The guide' emphasizes the importance of the role of the
resource person. It explains that the resource person assumes
the role of advisor, helper, and evaluator, during the learning
process. Other major topics addressed include:

the definition of competency-based instruction
the research base upon which the vocational administrator
modules are based

procedures for module use
definitions of terminology unique to the modules
key steps in using The Center's administrator modules

NUMBER OF PAGES
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