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¢ Qdiffusion of 1nnovatlons w1th1n educatlonal se

titles ;n-the series are Needs Assessment,

'Retrleval and Packaglng for Dlssemlnatlon.

. .
- ) 1

4 ‘ SRR
The preparatlon of the handbooks was supported'm kr't
<

- ’by the Vocatlonal Educatlon Act, 1968 w1th a Research Gntract

‘Part C, from - the Bureau of Vocatlonal Educatlon and;g/ the p.

¢ _’_ Elementary and Secondary Educatlon Act oﬁ 1974/'Partﬂ§§ c,
Co- _' > k“'“
P through the State Department of Educatlonal and Cultural Serv1ces

.

(SDECS), Augusta, Maine. f%e opdﬁlons expressed hereln do not
necessarLly reflect the pOS1tlon or pollcy of the SDECS and'

1.gﬁt no official endorsement by the U. S ‘Offlce of Edubatlon should -
="~ pe 1nferred ' ¢

- . o

: |
- } The photograph on the cover of this handbook«ls from the

N

ﬁ?&vdupn; photograph collectlon of the Kennebunkport Hlstorlcal Society.
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B >
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S PACKAGING FOR DISSEMINATION
" ' ° Introductidn. (” N 2

» ‘ - - . A -

- B A ' -") . A : : )
_ The packaglng of - innovative educational ‘
an 1mportant part of t e dlssemlnatlon process

s

project 1is
The overall

- Al

purpoSe of<the packaged matc?Hals is to prov1de the potentlal

Fser of the 1nnovatlon w1th the 1nformatlon necessary to .
R . - )

»

adopt and’ ultlmately to implement the prOJect in anpther o

©N ) - X
school district. ' -Vf‘ .
-
'The Far. West éfboratory for Educatlogal Research and

’ '
. <
Development has publlshed a report on the need for»packaglng

|
In that report they -

information .on educational innovations

* state; . . ) " . \ ' r. R '

- \ ' Y ’

When we rspeak -abou packaglng, we mean the planning,

preparation, prodyctign, and putting together of all = .

_ the garts of'an fecfive .program so that it will then '

o " be tﬂansportable to her sides. . . The@package A
' itself focusés principally on the. needs and interests

- of school districts ¢onsidering the a option or adapta—

tion of; the components 3 the.origingl validated | .

197 ' ...v) oo,

\\\ ‘ program. (Rgsenau and MgIntyre,
i1d : be dlrected at the establlsh—

r - L

The 1nformatlon package - sho'»
programlﬁﬁ another school

distrlct_need exten81ve information. .
b - = .

: o ! . .

~ . On the 1mplement1ng oF ‘the 1nnovatlon ather than the develop—
. - \ v X .
ment. Mahy of the purely development/act1v1t1es should not . !

be fncluded_ln the package. - ;."' / ' ) '

.
1, B .
. : - . . . X .
- - . . . .
. . - . .
- ‘ - - A . A
. : v . . / . .
) . . . . . ) . I
. . -
. R . ; .
.

ment of %he innovativ

N ’y

The adopting sAho
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The packaging; can take many formsi_ Some of .these forms

“ -

. are Wfitten reporﬁs, sllde tape presentatlons, news releases,

COnfergneelpresentatlons_and,worksh09s; This handbook reylews

‘ .
. LA ] - .
. . . ¢
. . v .

[ & . . : _ .
some %.these forms. ¢ : . s .
W ' ) . . .

| A ) T e
! 3@-‘ .

P = ' . Report Writing '«

The repont of an educatlonal innovation should commu—

A s o '
(ﬁ:cézé the - essential segmenft ofﬂthe.lnnovatlon to_the

ultimateib%cr. The ultimatelusér .is interested in adopting
ion in another

" the inhévat cHool distrietr The report should

B » ‘ L ]
include precise details o innovation and the process for

implementing the innovatipn.

" The report should; i cind seyeral-types of informatidén
N ' Lo :
(Rosenau and McIntyre l 77) omelof the types of informa-

t&en to be 1ncluded are':

/

Communication System; Evaluatl n Plan, Organlzatlon, Personnel‘

Inst uction, Mapagement System,

Y S

Mate;;als, Equipment, /andﬁCosts. Other toplcs may need to be.
added dependlnggppdn the nature of a pxogect

The report should be written. for the school dlStrlCt
4

whlch ‘is unfam111ar/W1th the pro'ect The 1nd1v1ddéls pre-

Y

<

taln that all aspects of the.

paﬁlng the repokt should be c

,prOject areblncluded in the cport any times some features

A

. } are overTookcd by the pro;ect staff but are essential, elements
if another school.dlstrlct 1s‘to dupllcate the progect. T
. - fa »A.\ - ;
R The development of thc report can\be Started by answering

. \ 7
.a series of questlons relatlng to each of-the todics llsted

N . . .o . \d \
e w*’"\‘-'*—""'.-r"‘«--'_,‘xf* ) . -q\) : .
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. . Y ) . i
above. This series.of questions is included in Appendix A

of this handbook. The‘quesﬁlons-are designed to elicit the
necessary 1nformatlon regarding ‘each ‘topic.

The prefenahle'way to use thg#ge guestions is with a

-~

person who knows nothing about t ject. This person,
should usge the questions to interview the project staff.

Since this person is unfamiliar \ith the project, the staff,
. 4 . _ /

‘ ‘ must provide detailed answers. Qhe resolts of this inter-
v1ew will prov1de the basis for tre report A ﬁape recording

B of this 1nterv1ew session will el&mlnate the nesess1ty to

™

write extensive notes. ' .

. R 3
- . co Y

A ’ . ! . . Al

4 Slide Tape Presentdtions
. i

A 'slide tape program'prJv;des anlopportunity for a

!
‘"'potential adopter to see a program in action without actually
visiting the project site. By carefully Jombining,viSuals

and narration, the significant aspects of an innovative

program can oe dgmonstrated effectively" The sllde tape i'

programs can be most. useful for conveylng.an overview of an

1
catlonal 1nnov:’:1tlon. - ; A - -
\ . A Ty,
- The design of a sllde tape program should start with
t

an outline of the major aSpects of the 1nnovat1ve program.

A&‘with %ny report,‘Written or-otherw1ser the tOplC should .-

. .
be{carefully researched and outlined béfore developing the

flwal product Thisvis particularly important when-pro%

dudlng a sllde tape program.: Without this planning the slide

3tape program will be 1neffective, Many people‘have made the




. . . ‘\.

th® mistak'e of emphasizing those dreas for which they.have,

.

»f " many slldes while not 1nclud1ng cqually 1mportant arbas for
» [ . ) R s
Wthh they lack' slides! . ; ~

LY

- Slide tape programs are relatlvely 1nexpenS1ve. The

materials for a program W1th flfty slldes w111 cost around

3
v

twenty—flve dollars. " " . :’g . s

A slide tape presentatlon cons1sts of a serles.of :slides
M H

coordlnated with an audlo tape. Most often the slldes are

35mm .color slrdes but other formats can _be used such as

o

-

: A‘Instamatlc.(126), pocket Instamatlc (110), and wrﬁte on o

" slides. The audlo tape usually ‘is a’ cassette tape synchronlzed

v

either manually W1th audlble 'beeps' of automatlcalky w1th

. J | crealty '
¢ a separate track 1000 hz. pulse. - - S e

The actual productlon of a sllde tape program can be
. - ~.

v

a very simple process or a very compllcat d,process. ~The

-

i

equipment necessary. to produce a' slide tape program varies

i

, . p et . o ,
.o . directly in pr0portion?&f the. level of sophistication desired
;ih the final product. A basic. equlpment 11st can_ge divided }

into- thrée levels. E 1 R \T;‘___T4,

RPN - _ Minimum equipment needed:. e S
St A\ slide projector . N f T
L . cassette tape recorder - o
camera J W
B . ot N ) . .
¢ . . . Good to have: : oo \f

“noise makdér for ‘beeps' and/or
sound sync LOOO hz. cassctte Lapc recorder”-
" L I . i , o | '

R .
B WP PN

Nice to have: e _
copy stand (35 mm camera with closeup lens)

_ darkroom (ort]b bigck & white fllm, E 6 co or)

- _°° . Ektamatic copy étand’ o _

Thermqgfax copy machine : . L ——————

. * . N
. e . Y . '
) : | A ¢ - ! 0 . ‘
L) . : ' a
. : ) .
.
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The followihg steps provide a basic outline for the

production of the program:

.Stop and think o \ )
Set up a story board ’
Write a script

_Decide on the wvisuals ‘ ' @
Take, make, or find the slides: I
‘Do_the tape narration: o .
Try out "the presentation with a live audience

_ Revise" s : .
add sync pulse if desired '

Package slides in a, tray with cassette tape and . .
scrlpt ’
Cross your fingers
"Plan ahead! Film processing may take: twd‘weeks

. . . L3N . . .
e

LHTIQMm@UAOW D

ol

o=x

By following these steps the producer.should\be able to eom-
v . . . ’
plite“a very acceptable slide tape program. ‘
’ . . . .
"When assembling.a program, experience has shown that ,
Q ~N . . - . 4

;ﬁe followihg items are helpful .to &onsider.

v

' ' Slides T , - " Tape [
' 1. Shoot all slides horlzon—4 1. ind someone with a good
o tally ’ oice
: . 2. Don' t mix types of slides ‘2. Tape in a quiet .room
' . -, exXcept as a last report 3. Hold mike 6 to 12 inches
. 3. Kbdak Ektagraphlc write-on : from your mouth.
' . slides are quick for titles 4. Talk over, not into the
4, Use only Kodak slide trays mik
5. Keep the presentatlon to - 5. Add music: through a mixer’
o 78 slides (1 'and 80 should . if possible
e - be black slides) - 6.. Caution:. Most music is
. T o | o . copyrighted! ;
I ' . . AR - - 7. Pop out the '%abs' on the - ”
L - 4 l' E , back: of the cassette so it

) o can'% be accidently eras‘ii|
‘By félkowing.thé%e‘¥iqf§ tﬁg producef}cdm.gvoid some of the '
_éfoblems which havé,beén enéogntgred.by-otbers. | '

i\ planniﬁé'b&%rd Should‘be—used in thg early development"

~of'a<slide tape pgeSentation. " The planning\board-utlllzgs

s B




necessary.

.

13

' . 2 ~
small cards (Figure 1) which can easily bé& rearranged as

The cards are typically divided into one section

for visual and, another section for the narration. E _'“-
. . A}
Program ‘
, Slide # . ~
S f

. ) [i] photo ,
R [:lcopy slide

__[:] thermofax [:] OK - \

. ) [:] write on [:] to be rev15ed

[ . : Y‘

Notes: - - , K

Tt
?o be produced

Narration:

™

Figure 1. Sample,pianning board cards

: 5 -
After thefprogram has been completed the 1nformatlon on the

cards should be transferred to a standard size sheet of

*

paper. A sample form for flnallzlng the scaépt 1s 1ncluded

in Figure 2. The flnallzed script prov1des an easy index

for the user of the prodram when it is prejected on a scre€m.

. &
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~An 1nnovative pro;ect should be pulaicized to the local
g ’ - X
community as. well as. to the educational community outs1de

h

the locaf district. The publiCity should include a des- Do

cription of “the project which Wlll instill interest in

.those not directly involved in the pro;ect. PubliCity can

v

© .take the fdrm of brbchures, news releases, articles, con-

upon the status of the prOJect and the intended audience.

“the purpose on that line. T

TN+

ference presentations, or reportst submitted to the Edu-.
cational Resources Information Center (ERIC) ~

Publicity may take place prior to, during or at the

_completicn'of the project or'program. At whatever stage

v

publicity is used, it attracts;attention tO'thefprogram-and
serves to increase awaréness and interest. The purpose of

‘this section is to ‘review the.use the variéus types of
’_/

publiCity, writing'the different types, presenting information

at conference‘p{esentations, and submitting‘reports to (ERIC.

Each type of publicity has certain oharacteristics and

audiences which make it more or less appropriate depending
"\

]

" The chart in figure 3, shows some &f the pyrposes for whmch"

publicity may“be utilized by-a project.“ The‘yertical columns

of this chart show the types cf.publicity which best mecet .-'

~

Publicity E SN

o\



-,

b o C ' - Type bﬁ.Publicityﬂ

& ;
. \1 .
: o) &
tw o
d Q -+
' ] 0¥
. ‘ 0 A o o
- - 4 lo |o jo
v . , 5 e | e e
b ..C: 4 0. (VI 0] -
. ‘ N - Jo o jw A |wae jou
| o L S 13 {5 |68 |&
‘ - Publicity Time Line - _ : : m |[Z |< {(Oa. |@
— N ' . ) ‘ e -
I. Publicity prior to project beginning | X- X
' " a. encourages participation .
» b. -provides general information
c. allows school or state depart- - N
ment an opportunity to "crow" ’ -
II. Durlng progect - ' Ix x| x| x
) a. encourages paftlcpatlon .
b. provides general 1nformatlon
- C. - up- dates information .
III. After completion of project ol x X | x| X |X
! ° C‘"fu ' o ‘
a. %@gﬁ“of project .
b. communlcates availability of
- dissemination materials
. c. provides guide for’ adoptlon
‘ and implementation
, d. communicates information on ’
: demonstrations and workshops
Figure. 3. Advantages of various types of publicity

Bdth'general descriptive presentations'and‘résearch,
findings can be presented as news releases, journal articles,

conference presentations, and through information retrieval

.sdurces such as ERIC.




)

Brochures . ¢ . \\L . ' : . -
L - ! "’ % Q - e
o a. 'ShHould be eyecatching, attragtive, and make care- g
-_' . ) .

»

o o :
ful and wise use of color. There should be plenty

. : Lof open spacé with illugtrations which supplement

the text. ) . .
Al

'h. carefully worded headings din bold print and/ér a
'cohtrasting*Colorihelp:the reade;wto quickly didentify

" desired information.

T e

.

r -c. An address should be included in an obvijous place
- ' - for those who want more information. E -
. . . : * . . ‘ . A .

d. If the brochure is to be mailed: it should have the .

a@dressing gurface with return address and bulk

\ ' | mail permit (if applicable) préprinted. \\*

News Releases ‘ ‘ N : ‘ oy

. . ' ’ y

. \ .
a. About one typewritten page (for specific instruyctions,
see fquide for news release) .

4,

R stations, appropriate local, state, regional and

national associations and st§£e agencies.

Joufnal Arficles
. a. 'SinCé journals differ in style, tﬁe-gpecific journal
should«be;contacted for manu5cript Submissibn in-
structions. ‘

b. Manyjourpals require particular writing styles.

- . . L -

b. May be sent to newspapers, radio stations, te&évision ?3w>1



. . .
ﬁ\‘
Conference Presentatlons S - R o

A ' - y

1

‘a. Identlfy those organlzatlons whlch would be 1n—
R '
RS T . .
™ s terested in your progect. Ah.examlnatlon of
- o — ’ [ .

v

several back 1ssues of journals may provide’ con—.

‘; : o ..[ ' v .

i \ ference 1nformitlon. gecause many natlonal associf
v S ations hold several conferences throughput the year, . —
/) | a letter to the natlonal headquarters requesting ," : -
t .information regardlng conference'presentatidhs may} - -
1‘ result in a number of pOSSlbllltleS. caution: -
"A' Due to the extensive preparation of natlonal con- _
~ : ———
_ . .fefenges, program proposals are often submitted s
) six to nine months prlor to conference date. R | jiT
b. Due to more 1mmed1ate 1nterest, "local, state and -
RS o .
regional conferences should be considered.
jc- Projects need not be{complete‘tovsubmit proposalsla
The types of publlclty‘are not all-inclusive butf;rejthe-
forms. most commonly used by school d1str1cts.
‘¢~-Several guides for the development of publlc1ty have
beenvdevelOped and are-includedfln Appenle~B of this volume. ,
Each gulde, encept brochures, has three columns. The
/ g flrst column llStS the. 1mportant points tao be 1ncluded in
the'publicity In the second column labeled'"Bralnstormlng
ideas: should be llstcd w1thout rogard for loqlcal order,
llmportance or usefulness. The third column is for’puttlng the
ideas 1n.}dg1cal;sequence, choos1ng the most rmportantiand' o f .
4 - . T

useful items from colump two, and' preparing a paragraph(s)

15 '



- -

outiine. - Some of the p01nts llsted in co}umn one may be"

ellmlnated if they are no appllca@le to a given. progect..
27 Sometlmes the publldlty will be used by another group \
T ”

such as a neWSpaper or, n%ga21ne The progect personnel

A ¢

&

»have very_prec1se manuscrlpt require- .

Most scholarly journal7

ments which they:will‘grovige_ggpn'reguestl. . )
o 3 R ) . } \

, . The writing style should be consistent, ‘There are sevdraL

| ] ” bo.

"style manuals" whlchvare used regularly by educators

Amerlcan Psychologlcal Association. qubllcatlon Manuéi//’f“’f '

Wash1ngton> D.C. The Assoclatlon, 1974. , -
t :
Campbell, ‘William G. % Form. and style in Thesis wrdting., -

. . ™ ~Boston: Houghton leflln,, 954. , 7 _
Dugdale,. Kathleen.: A Manual o ertlng .Research.
. Bloomlngton,oIN~ Indiana’ Unlvers1ty Bookstore, -
1962. K

Turdbian, Kate L. .A Manual for Writers of Term Papers,: '
Theses, and Dissertations. Chicago: , University
i of Chicago Press, 1973. : T \
T _ . ' : ” ‘ :
University of Chicago giess} A- Manual of Style. 12th ed.
Chlcago' 'Univers y of Chicago Press, 1969. .
. - P ' » ' '
The manuaLs are valuable resources for anyone ‘writing reports

¢

.
-

or artlcles. S D S -

The effective pub11c121ng of a progect can bulld support

for a project whllo s1multanoously prov1d1nq 1nformatlon4on~

an 1nnovat1ve'1dea to other cducators.

-

Workshop Design

Workshops are often used to' 1ntroduce new programs

' to~a group of.people. They glve part1c1pants an 0pportun1ty

>y



. . . ‘ ‘ ..
~.-. C - - \ "(\ :- e "‘ | "
; "to--tes Out.and bécome actively'involved_with‘new'opnoepté; ;.. /! ‘f\
: ‘ideagAfand‘specif%f prograf‘actiyities;‘ o t _ au} o ‘f;>%J ﬁ:
o, In designing a-workshOp,.the‘legder must first determine' |
; f‘ what tpe part{c1pant§ will learn durlng the workshop.; Thls, -
. - N ' - + :

is done by developing Clear and concise objectLves for the

3 -

session The objectgyes“shouhélbe‘stated 1n terms’of what ,-

».

. f ' .
. &he 1edder should ascerta1n fndh potentla‘ Qmmkshop par—,_\,,_‘_T

.
N

ticipants what they wgpld like to have 1ncipded as’ part ‘of
‘the workshop topr;s and actlv1t%es. Thas could be done with
wrltten surveys by, s011C1t1ng 1deas via group meetlngs;,

(e g.. tea hers' meetlngéwﬁ“or by 1nd1v1dual conversatlons. .
N / t . . ,

In’ the prellmlnary gqannlng stages a budget mu be '
-developed anda time, place, and date for the workshop must(
be determined. The workshop budget should 1ncluée the costs-

v of the workshop and a plan for f1 anc1ng it. The costs of

§

o
the workshop should 1nclude staff \materlals, fac111t1es,- o .

accommodatlons, food, \travel pub1101ty and pre workshop _ b
. . ; .

”planning Workshop Budget and Arrangements Plans, are 1ncluded

v
v

in Appendlces C- l and C—2 RS o | - - zt-l

o o When des1gn1ng the actual act1v1t1es and - materlals for the
™~ . B ¢
[ workshop “the folLow1ng ideas should BE cons1dered S '

¢ . v,

\
4 \ l Use a'variety of presentatlon methods (see

Appendlx c-3); o - e




iw~ .

on the expected audicnce,

i Y Develop something co oNcrete (e g., handouts, bibli—

. . ' . \ s ,
; , ographﬂes),» ' . .
>t ) . N B . - . .
B I Develop a time‘schedule for the workshop; and .
! - v : .
. e .Sui'Make‘sure*not to include,too ‘much for the.altotted -

g R 4 — . N LI £

1 . ‘ t - . E O
N <

. t;ime. - - . /J‘~
gt?' . j Prior ﬁo the actual day\pf the workshop, a final check , ‘

- should be made on all the arrangements for the workshop.

- b)
3 his should 1nclude items. such as finalizing meal plans and
~ P v ’
. accommodations and confirming staff commitments. 'Two check—

» -

T li%ks to aSSist in completing these final arrangements .are ..

- 1 ~*.

included in Appendix Cc-4.- ) ;

- \

l_ “When. implcmenting a- workshop, the workshop leaders would
“be both knowledgeaqég and enthusnastic about what they are-
ypresentingl' They need to think about the atmosphere they

wish to create while providing good role model. for the *

N .

N participants... Foq’example, it makes no’ sense for a workshop
leader;to éndorse the participatory method of education by
lecturing for & three-hour period. |
‘ f; The ‘workshop Ieaders‘should keep the partiCipants focused
on the subject of the workshop This is not to say that
“they- should not be - fleXible in the conducting of the actiVities,

4~§j N but the: partiCipants will become frustrated if a workshop does

u'not4address the stated ob]ectives.' "f}; ‘ : . .

N ' ‘s . f -
A . . - .
N »




R

. . ! s
s . I Y s - A

One method for keeplng a workshop focused is to 1nclude,

//as,’art of the workshop for@at, a group process or group‘

e ( : /

s

' M A
-the'objectlves of the WQIkshop TwQ\example forms wh1ch can

whether or notithe process beln?/usedﬂls‘effective rh meetlng", :

.

*be used in condu/tlng group processes are g1ven in ﬁppendlx C- 5

A
. ! i

.
14

‘.

ev&luatlon shbuldibe done . by both the part1c1pbnts and thoée

> .

observatlon component. “This allows part1crpants to examlne T

7¢r o All w0rkshops shouldlh§Ve an evaluatlon compohent. The 7/

.

b

¢ irrvelved.in plann;ng and conductlng ‘the ﬁbrkshopj The ’_ \
W e@é?latlons should 1nclude three ba51c questlohs.“_¥ ? }225 »‘
.- . ‘1. Dld the worhshop cover the progosed subject?’ | r.j.
S 2ﬂ If so, what were the strengths and wea esses ‘-
P of that presentatlén° e 7- ,' CF L - ) \
e | 3.. Was the workshop wort at. tding?. ) R o ,f{ -
| The focus of ‘the evaluitlon shiujitzz\oh the'improvement of
§ future 'workshops. Appendlx C- 6 1ncludes a s;ﬁ le workshop .
\eteluationgform.’ o o K .
: RN oy o ' _' 'Summary ’ |

a8

.
The packaglng of an educatlonal 1nnovatlon for use by
(
other school d1str1cts is 1mportant ‘in the d&ssemlnatlon

process. Regardless of the form for the packaglng 1t should

providc the potential ndopter w1Lh sufF1c10n€ 1nformat1on to
.o . ; .- .

successfully adopt the innovatlon»ln a ncw sett;ng.

i : . - B : * . R . : .~

.

o
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L ' o Ty Selected Readlngsl. ‘// m\\‘\\

. . ' : - RS . : -
_ + .Bergevine, Pau); Morris, DWight; and Smlth Robert. AQgit
\ 7‘ e .Education Procedures New York: . The\Seabury Press, . ,
i 1963 . o |
- ' - . - Iﬁ ) : : - L ! o ¢
i g e : X . . ~ -, ' - L .
::'_E ‘Blspop, Leslee. Staff. Development and Instnuctional.Improve-
yj‘ i - .," ment:. Plans  dand Procedures. "~ Boston: ,?llyn and. Bacon, .
NECEA LY P ~ - . ’ ’ e

CQnductlng Workshops & Instltutes.i'W%shington.7D.C.: Adult
Educatlon Assoclatlon, 1956 \ - o

. (N |
wav1s, Larn& Noien Plannlng, Conducting, Eva}datlng Work—
© + <« shops:' .A'Practitioner's Guide to aAdult. Education. x /
Austh, Texas: Learnlng Concepts, 3974, o

o en T e t‘—" \ q "
.:_Dav1s,,Larry Nolen and McCallon, Earl. aWorkshop Staff: Packet.
oL T 3 (planning, Conducting and Evaluating Workshops)‘ Austin,

' Texas. Learnlng Concepts, 1974. *

. . ‘ ' e . e L -
”Harrls, B. .Tand Bessent w. In- Serv1ce—Educatlon- A Guide . t )
; K to Better Practice. Boston: Allyn & Bacon, 1976 B

- Knowles, Malcolm.  The Modern Practice of Adult Educatlon
'New York: Assoc1at19n Press, 1970. -

N

McCalion, Earl Worksho@ﬁ%valuatlon System. Austin,'Texas:

- : ." Learnlng Concepts. . &
2 _ Plannlng and Produclng Sllde Programs. 'Rochester.bN,Y.:b
L - 'Eastman Kodak n.d. _ ; - ' *
L e, Rosenau, Pred S-. and McIntyre,'biane H. Packaging Your'Edue
RS - s%ational Program. San Francisco: Far West Laborator
N .. for Educational Research and Development 1977, ERIC
. #138 295. : : -
Siide Shows MadeyEasyxf.ROChester, N.Y.: visual Horizons,
1978. , & S S
. - .' “w R i . ) - . ' . ' "h. ,
- Stepheng, Michael and Roderick, Gordon.  Teaching Techniques |
in Adult qucation "London- Pavid and Charles, 1974.
¥ Tested chhnlqucs for Tcachcrs of. AdulLs. Washington, D.C.: S

_National Association for Public Contlnulng and Adult
EducaLlon, 1972 . .
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REPORT WRITING QUESTIONNAIRE

' - l'. o " ‘. ’ . ‘ -‘
- - Packaging for Dissemination 4 _
.» Repeort-Wriiting . ' » L
.- Section I -- INSTRUCTION _
: ! :. oo 1’. ‘ AR " . P R . ."‘;"
- What is'the main gogponent of the project? . ’ -
. N L - - . ", ” i . ' . -
- . - ) . . ’
,-( . . / /
. e : a . D T ,' j‘
< . T <; S
. »How does .the instruction take placwk? -~
J . ’
What subject matter is covered by the project?
.“"_h : M .
a® - . _ - A
, o .
How are the students selected? '
”
How are the students'scheduled?
What aré-the unique characteristics of instruction used in
the project? - R : ' '
| N
o : v _



s
. Packaglng for. Dlssemlnatlon

[y

..

. -
-~ , [

Report: Writing , . .
Section II -+ MANAGEMENT . .
LR . . .

- . Y ’4;‘_: 3 0 " N

What' is' the role oﬁ-iﬁ}égbjectia@rector° o
N ) ) ‘ 'Jﬁ ey . . |

-

: cY L .
T
Lt .- ¢ o o : . YN
: : e S
. . ' l . - . '-_ ° J/

>

-

1

What is the- relatlonshlp between the pro;ect dlrector
local school® dlstrlct° » _
. ) . . . _‘.

,-\\ . . o e
. - - - )

. ' .
' ' ) (” " ’ - " - '- . .
What are the lines of authority within the project?
i . :

.

t e

, .
S
and the
%

" How much administrative time is(r7quired to execute. the

project?

.

N
7
RV
Do

A
- ’ . wet
Are there any unique manadgement aspectw in the . project?
' : A
4 )




' Who conducted the evaluation of the projépt?_

19 .
. o . \ B ) .
Packaging'for Dissémination
Report Writing : . .
Section III -- EVALUATION ' o

{

What dhanges'did the éroject'make‘inistudénﬁ learning? |

B 3 -~
. - LT \ , .
” r
What evidence do. you have that this change took place?
’ [y J
. . -

o

Whére can an interested person obtain a copy of the progect

evaluatlon report’ \;/\ _ .
/o .
{ ) (
’ ‘
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. Packaging for Dissemination T . - .
( Report, ertlng : - . \
Sectlon v -- ORGANIZATION ' h - . : -

How many schools are served. by the project? . , :

]

-
L

.
\.

’

-~
N P
v

What is the minimum number of students for whlch the. program

. can be organlzed7 . ;C:;;>\

Is the project direg;ed at any particular subgroup of studerits?

s

‘Are there’ abnormal organizational features whlch ‘may confllct

’ w1th dlstrlct pollcles7

3
. ) . . } -
Are thene any other. organlzatlonal factors about whlch a
-school dlStrlCt should be aware? L

consuming
. o -

. .
. -
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Packaging for Dissemination

Report Writing

> Section V “- PERSONNEL

What kinds-of -

personnel will

be. epployed on ,

'

the project? «

4

What role will
each person

perform?

‘What tasks will ’
this person
execute? ;

How much time.

vill this indi-

-vidual commit to
the project?

What Akills or
qualifcations =
‘musg this person
. possess?

I ,
A
W
v I o |
ot ' . . .
N )
1 S
| / o\
-~ . ' g : )
) B L ,w;. ,
! L}
! IS .
. il
v ¢ . !
'
| ' ¢ . |
: ' .
| i
{ »
)
5 v
) | ‘ ‘
. |
»
-
i -
f
-
| )
a4 ' A ' \
. !
. ¢ |
v I
¥
) ! I
s ! " ' ' \
A ',_’ , . ' ) l N
P . ' t . ! . F b H
\ . f ) .
R # |/ / i r\'
‘ ' o 20)
)
Al
14 a
R .
3o M ,
!



-Packaging for Dissemination . ' ,
Report Writing o . )
Section VI -- MATERIALS/EQUIPMENT : .

wWhat equipment. is necessary to operate thée project?

.. What expendable supplies are necessary to.op ate the project?

1 N Y
Where did youy obtain the above items? '
- - « (4
. - How much classroom space is requiret? .
A
What other materlals, equlpment or space is requlred to o R
operate the prOJect° - LT e g :

¥ T .

o . Ce .

ERIC [ . | , T lT . I




A

- . “ . L .

~ Packaging for Dissemination - - y Sl
Report, Writing _ T
Section VII -- ESTIMATING COST

'What‘personnel costs are necessary to operate the project?-_'

Personnel = Number Salary Friﬁge,Benefits Total Cost

-

L

»

L3
What is the cost for the facilities used in the project? j;7 1

i -

!
Whét-is-the_cost for expendable.supplies?

-

. . ~A
What is the cost'fbr-any other items needed for the prq&édt?..
_ ¢ L s ;é%E””ﬁ&M:%
% o : S
4
"o . » « ’ . ' ' ' T

What additional costs are necessary to initiélly start up
- .- the project? . . = o )




<k
Ty
Packaging for Dissemination o R
Report Writing : ' S A
~ Section VIII -- GETTING STARTED | . S o L

. " [
v i ‘ \

’ What "start up" tasks must be completed before the prOJect begans’ When should these
' tasks be done? o

_Month .
Task ] \ M JJ'ASONDIPNMNAMSI
B " _
A ' N ‘
. r
5. ’ {

| /
1. ] .
) . ; N R A
. .

8_0 ) * { o

T ) K
{ ot i ,
9. | .
!, r
lOl I ! !
™~ '
o

»
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Packaging for Dlssemlnatlon.

- Report :Writing ‘ ' : . o ..
) Sec_:tlon IX -- ADOPTION CRITERIA . . B RS
What are the most 1mportant features-to con51der when ) . "W'fg
selectlng this prOJect'>
o
- .. . o S

o _ > :
Are there some factors which a school district must be w1lllng ‘
to accept if the project is to functlon° S o

A : '

’ v ‘ 4 o .
- . * b . . ' :/
A 3 . ! .- . » wC
. I. " . ) . T .. ”‘_ N . .
. . . T o e T 7
. . L .. s oL ‘ .
’ . - ; R S L. - "
: ‘ . R
Shduld a school or dlStrlCt have certaln capab;lltles before :
it should attempt to«operate a prOJect°' 4 . .
< N .- o 4.._ ' ‘ ".“ .r\ N
) Y | . - :. .
. - - - ¢ .‘
\ i i i
- Ed ’ » T
£ ° - . . . E
. S ’ .
'. : N [ . )
L - , Y
‘ . . S i :
. ¥ . ’
: ’ N -
. * y ¢
- RS
z ‘ SR A
: i . - N AR
R T - .
Vo L .
~ s 1 :)‘. K
5 o
A - - o ) . )
) o, t o .
- ‘; .. v h -

- R IEREYD B JEE . ) . ’ . a _ ’

& .
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- Appendix B-1

DESIGNING BROCHURES ¢

Brochures are a form offadgertisingv generalli\érinted
0 \

- on one sheet,of paaer, which is then fOlded so one surflace

forms a separate and diStinct cover. They should reflect_

the program in both style and content. For instance, a -

' brochure descrlblng the Norlands Schoolhouse,ca "living -

.

h1story lesson, wduld be most effectlve, done in somewhatf
SR -~

- R
, antique colors and print style. Stark lettering a;d\ﬁold

“contrasts in colors would be morgkapproprlate for descrlblng

2
.

d the;Augusta Civic Center.f The brochure must also be appeallng

. to the-intended'audienbe.- : : _ : -,

® A
Prepanlng a brochure 1nvolves plannlng, wrltlng,,

5 RN

~

.¢desfénrng layout, preparlng the mock up, prlntlng and dlstrlbu—

t1ng ; :‘ o S, o ‘ .
Brochure Des1gn CheCkllSt IR “ L P ' .
./ Plannlngva_Brochure
a. " purpose:
: o~ ’
B. . Intended audiencér °,

'C. “'Informatien:

. l what iswessential?'_LiSt'points. .
j Férmat approprjate: L T
M?M““ﬁ R 4 N . . ¢ - - ‘. . | e‘
-:‘ “a. Lists? ' o
S 'b. Short maragraphs? \
'/R. - . . . w I ‘ 0 e ) ! \
;- - s o SRS PN :
. . c. Question/answer? NCARET
- -~ d. .Illustrations with captions?



. , : . N -
L. V- .. - .
e. Orger forms?l .
f{ Registration blanks?‘ .
l D. iilustfations;" - |
: r . ' ;
:l.'.Liné‘drqwings? *
e 2. Car£ooh$? .
3. Photdéfapﬁs?J_‘
) 4,  Map$?
v 5. Charts orltablés?;' |
. . ‘,: i '5,: btﬁer? o | _ﬁ
) .-E, _Diétribution: . Y
C . -lrrlMail wiﬁhbﬁt‘en&elope? .
F. Printings ' - -.. 4 _
1. .Number of copies (dniﬁvcost'decrééses as
quaﬁtity increasgs) -
.2.' HQw-print?“; . T
a. Offset? \
b. Mimeograph'oé.difto?l(Iﬁfnéred sLenéil
needed for photagfaphs but'ciafityrmay 
be lost) - B : Lo o
L o c. Other? )
W3 Colorﬁ-: h |
‘a; ‘ﬁow mgnf? (eaéh different Coldr necessi-
d ) tétcs‘andther press rﬁn, which increases -
) rcos;s éccordinglf). | : o
b. What paper color?
- - el what;ihkféolor? ) ’
~

7

e
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.~_Writingta7Brothure

A,

B.

B o
Write

1.

"2._

C. - Write subjectfheadlhgs (if needed)
* - .

N

Edlt to reduce or s1mp11fy

C

. < .

- ¥

essentlal 1nformatlon 1n choscn format

Amount’ ' ’ -_
Too much. §§§t° - L

4

X 1. Are they appropriate? distinctive?’ oiear?.
III,; Designing Layout . . ' | -
__A;$ CoIlect samples of various'brochurés
B BL Note placement of:
‘ 1.h Cover
' . 2. Adgressing,surface for mailing’
3. Order forms | - ,
4. Division ofAtext.and di;ision indicators'
" 5. Use of subject headings and/or questions‘
( 6. Use of'empty spaoe5 g
o7 Variops overalitdesig‘ Xlayduts).
o ~§;‘vsrze opraper |
9. .Use of color
10 ﬁse of varlousworlnt s1zes o " a
. 'ii': Uses of boxes and other orders
- *;C; rFoid blank’ paper.for layout ? N g
D. in&icate'varioususections' | '
ET ICut text into sectlons or paragraphs
‘ kF; Assembfe 111ustratlons (remember that any il-
) P ;ustrapions can be printed larger or smaller than
| A‘the:oi‘i‘ginal) ' | | |
G.. Arrange:text‘andeillustrationsb '

I3

ke



a

Iv.-

‘Mock-up (a medel o

oa.

:..‘ o o ,,...-'aw‘.»...u, “4 ' " T iy (
H. Add boxes and'bofders‘as'needed toléet-dff .
special data or‘sections; »
. Co N : .
I. Look at YOuf'arrahgeheht critié?il§ ' ‘
1. | Is it: N )
a. Eyecatching? .
‘ b. -Attracti\)e? )
' é.'_Beadqble?- ‘ )
“d. bnclutteredﬁ- ’
2. Doesvopen‘spéée aid the feader-in locaﬁing_
infgrmation?' | |
.3. Have you incldded:_ ' . o=

“a. An address,fdf obtaining further information?

1 ) - - . .
b. Return address on mailing.surface?.

-

c. Bulk mail imprint if appropriate?. (permit
) obtained from post office)
J. Rearrange aé'nécessary o

' - i . ' : : ‘  J
the final brochure which is given

t

£

to the printer)

Paste sections of text in place
“ o ' R S
Indicate location of illustrations

A.
B
C. bO;NOT pasté illustrdtibns,in mock-up
D.. Noté-where-boldvtype is needed

Printing and distributing brochures

Take-mock—up with Seéarate illustrations-t%;printef'
‘ ’ . ) ’ : . A
. Choose (f
1. Paper

2. Color (s) of ink

3. ‘Style

[4 ' ? .
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. s . i
N "

C. .Maké arrangements for;
1. FOlding. |
2. Aadréssing' T
3. Méiling and/or‘other distr;butioh'
Deveioéing effective brééhdres from scratch is a time-
éonsuming p;ocesé. ‘Don't get diséguraggd.  %he results éré‘

worth the effort.

<a

c"

P
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Appendix B-2: :

‘!l N . N " BN
A GUIDE FOR WRITING A NEWS RELEASE’

Lot

Your Project RN _ :
: ' Information -to Include

in Your News Release

Points to Cover Brainstorming (Paragraph Outline)
” Section I:
A.. .-Name of project

B.f'Spdnsorihg agent
(school system and
town) :

C. Funding agency o : B}
D. Director and other -
personnel : . .

Section II:

A. KISS (Keep it . _
' Short and Sweet) N {

B. Description (general
'description--in
column 2; choose
most important and/or
“most interesting to. |.
include in Column 3) ' _ ' ’ =,

1. Students/teachers i
involved , : ‘ 1 ' - o

.. Curriculum area ' ' : '

Procedures, etc.

,Section III: . 1 - : Con o

[ -

‘A. Results or present .
status of project and | . »
future plans - o ) Y

B. How to obtain further
"information Cok
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Appendix B-3

A GUIDE FOR WRITING

1 ' .
DESCRIPTIVE JOURNAL ARTICLES

L)

32

" Information to

Include in Article
(Paragraph Outllne/
Draft)

Points to Cover

I.,'Intfoduction:

A. Attention
. - 1. Ancedote or
A 2. Reasons for
success, Or
3. Reasons why
. project was
necessary oOr
desirable

‘

B. bverviewlénd (brief) -

description of
project activities

I1f the project is long term,

Brainstorming

go to -the next page.

" If the project is short term or early in- progress, sklp

the next page.
A

'

39
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S

“ o : . {

| . . . S o _
Long—Term,ProjecT (either well-in-progress-or

. - P

. . Ly
4 RN

" Points to .Cover

7

completed) . !

Information to _»
Include in Article
(Paraggaph Outllne/

- Brainstorming Draft)
. \ s . b N '
II.. Description:
A. History of project ~‘
' “1. How it got started
2. Goals . )
- 3. Methodology .
4. Various problems -
: and, how handled
5. Appllcatlon to -~ -
. ’ community and #N s ,
school i@ S
B. Present status S
(Evaluation) ‘ '
C.- Future Concerns . ; il
. c o ) \\ a
\ ) - ‘ g
Skip the next page. - T

<




oy . . < ’ e o
& ' . . 34 )
. - .
’ Short—Term'and/or Early-in-Progress Project
. Information to
% 4, .Include in Article
‘ o v . (Paragraph Outllne/‘ A
“Points to Cover . Brdinstorming.'. Draft:
II. Description: -/’ " Yoo - .N\q_ o
A. Background state- a . o
ment ) ‘ . ) ' '
' . 1. School(s) and/or - ‘ . }
district(s) . o | . -
involved I
' 2. Students -
e "B. Procedures and/or .. ’ ,@ '
’ Methoddlogy _ _ . .
‘1. Interesting ' ' e . S o
~ ancedotes, e ' - : T T
2. Reactions of _ —— - Ao ' -
, ’ students, staff |, o ' '
o 1 community. _ o T .
e 3. Problems _ . LA jo
. encountered, : E h S ’
’ how dealt with ‘ .
C. Evaluation - CE -, T T
‘1. Plan . ST ~ ‘ . , - -
2. Results . ) 4 -
* D. Future Plans S -, : . fA - u'.”
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Either Article .= .

Points to COyer ' .

¢

‘Informati
to Includ
_“{Paragrap

on
e
h Outlined

IIT.

Iv.

FETY

Conclusions:

'A. Possible ¢§tensions
‘of project in other

“curriculum areas or
'school situatfons

i’

B. How to obtain

further_information:

L A
References:

(If applicable)
R _

Possible Titles:
Read whae you've put
together jin Column 3
and think;@p some
good titles.

.Choose one title.

£
S

P

E

Brainstorming

i

Draft) ' -

'Tf
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:ChoosezTables:

- Appendix B-4

o * 4 "

A GUIDE FOR WRITING A RESEARCH ARTICLE

>,

A. Put data infappropriate tables;

-

artlcle (LlSt p0551b111t1es) 2

(e
o
1

. B, Whlchxtables might. you want to 1nclude in your

v

s

C. Which of the possible tables are the most, 1mportant

* . to include? . (List). = -~
: » A : -

LN

Conclu51ons and RecommendatlonS°

A, What conclu51ons are supported by the tables you

are u51ng° . .
S v

,'-. Al
. -

B. What recommendatlons are supported
are using?

Pl

12

<

by the tables you

P
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III. The body of 'the article:

‘A. Write a brief introduction keeping tables afid con- -
clusions in mind. ‘

AL
' \
8 o
B. &tate problem being researched.

] . . . -

C. Review Literature—eKISS'(Keep'Lt Short %nd Sweet).

-
»

- /
£ » - . in tab
- . Description of rcsults illustrated in tables.
s :
- . ’ /
, 13
\ .
. ( L .

"




- . - i

.IVL Organlze the paper:

“A. . Put artlcle together in order

Introduction _ ,
Statement of problem -
Literature review )
Procedures and results W1th notatlon
ConcluS1ons : '
Recommendations .

. Tables
References:

O~ U WA

'B. Read through article and edit carefully
C. Write abstract (100 -200 words) including:

l. Statements of prohi'm, methods,'results and
conclusions C
"2, Specify populatlon'(number, type, age, sex, etc.)
3.- Describe research design, test 1nstruments, and
data gatherlng procedures.
4, Summarize the data or findings, including sta-
tistical significande levels as appropriate.
5. Report inference made or comparlsons drawn from
- the results. L ‘ _ X
) . ‘ . _‘: 7 3,“.‘.\»._.44" -
D. Write title and make cover page ' '

E.  Put title page and abstract‘in front of article

F. Type in final’forh\{ollow1ng gu1de suggested by
journal to whlch you are sending article,. . \

G. Proofread andhmall‘ Good‘luck!

’ gt - -

o
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| .7 SUBMITTING MATERIALS TO ERIC

'Teachers,.administrators, supervisors,‘lihrarians,
researchers, medla speclallsts, and others are_invited té-'
wshare through ERIC the worthwhile" publlcatlons, pr0cedures,
"how-tb-do-it" 1tems, and ideas they have developed. .'All
materlals must be e1ther pr1nted or ‘typed. (Unfortunately,
' there is as yet/no pro¥1s1on for acceptlng nonpr1nt 1tems—'
fllms, fllmstrlps, vldeotapes,:audlo recordings, and the llke )
‘The folloWing standards and procedures‘apply to material

.

_submittedxto ERIC: ' o ' .

l. Items should be in 8 l/2" x 11" format v | : : T

2. Two legible copies are. requ1red d1ttoes are NOT |
acceptable v I , . |

" 3. Documents may be type set typewritten, Xeroxed or .

T . . -
m1meographed. One copy should be an orlglnal They .

must be eas1ly readable \\Reprlnts f journal artlcles s
_(or manuscrlpts for them) are not j@%epted for BiE' - '

| 4, Letters should be cleanly and fully formed made‘
w1th.clean type in sharp contrast to the,background'
(paper) | | -

5. | Fach 1tem should be- accompanied by a statement’ from %

-~ . the sender‘stating whether it is copyrighted
4 .(givincvpublisher and price; if applicable) and,
a v ' if poss1ble, ‘granting copyrloht release to. perm1t
it taq be entered, if approprlate, into - the,ERIC%
system. ,(Copyrighted items for which releases.

. P ’ ‘ .’ ’
- . . : o
f : N
'lr) o
AR . , A
.

. -



-are nQt granted will be announced as available
from their eriginal source. )
- ~ ‘ NI ’ '
6. Uncopyrlghted 1tems that are accepted can be made.

: avalﬁable in mlcroflche and/or hardcopy form through
| *) . . . . . e
usual ERIC procedures; '
7. Onee'a-docnment_has been announced,in’RIE, the -

¢ s

sender receives a card giving identification number

and.ordering?infermation.
Items'submitted under the above ednditions should be
‘addressed tou;Director of Acquieitions" of the Clearinghouse
mest closely\related to 1tems contents.ﬂ |

| If you are’ uncertaln of whlch Clearlnghouse your materlalsf

rshould be sent to, you may mail them to: Manager, Acqusitions
and‘Document Control Department, ERIC Proce551ng and Reference
Facility7_Operations‘Research, Inc., 4833 Rugby Avenue, ¢
.3sui%e-3o3 Bethesda, MD - 20014} They will forward £h§

v +

' materials to th%’approprlate clearlnghouse.

oy



v - " ERIC CLEARINGHOUSES o - R

CAREER EDUCAT ION

)

Center for Yocational Educatlon

'Columbus;

.Ann Arbor,

‘Ohio State University

1960 Kenny Road
Ohio 43210

COUNSELING AND PERSONNEL SERVICES
University of" Michigan

2108 School of Education Building
Michigan 48104 - -

 READING AND COMMUNICATION SKILLS'
- National Counc1l of Teachers,

of Eng¥ish

Urbana, Illinois §I801-

EDUCATIONAL MANAGEMENT

‘University of Oregon

'Eugene,

Oregon * 97403

HANDICAPPED AND GIFTED CHILDREN
The Council for Exceptional

' Children

1920 Association Drive

Reston, Virginia 22091

LANGUAGES AND LINGUISTICS
Center for Applied’ Llngulstlcs

“1611 North Kent Street

‘Arllngton, Vlrglnla

22209.

HIGHER EDUGKTION .
George-Washington Uriversity

One Dupont Circle, Suite 630

1Wash1ngton, D.C. :20036 = *
INFORMATION RESOURCES' ' ﬂ
Area of Instructional Technolod
School of Education

Syracuse University - 3;
Syracuse, New York 13210 .

JUNIOR COLLEGES -
University of California
at Los Angeles

96 Powell Library Bulldlng
Los Angeles, California 90024

. EARLY CHILDHOOD E

‘Boulder,

- .Ohe D

~TESTS

-Prlnce

41

UCATION
University qf Illinois -
College of. Education

805 West 'Pennsylvania Ave. :
Urbana, Illinois 61801 ’

RURAL EDUCATION AND SMALL SCHOOL

New Mexico State Unlver51ty
Baox 3AP
Las CrucCes, New Mex1co 88001
SCIENCE,,MATHEMATICS AND
ENVIRONMENTAL EDUCATION .
The Ohio State Unlver51ty
1200 Chambers Road 3rd Floor
Columbus, Ohio 43212

SOCIAL STUDIES/SOCIAL SCIENCE
EDUCATION |

Social Science Educatlon
Consortium, Inc.

Colorado 80302

TEACHER EDUCATION

American. Association of Colleges
for*Teacher Education

t Clrcle, N.W.

Washln%FOn, D.C. 20036'

Suite 616

SUREMENT, AND
EVALUA ION :
Educatlonal Testlng Service

t‘g New Jersey 08540

URﬁANvEUUCATION
Box 40:*'~

Y- nlver51ty T
9. 102th Street
Yoxk, New York 10027 t




: 42
e | . Apbehdix c-1
e o . " WORKSHOP BUDGET PLAN R
~ I.. Funds Available;
1. Paftiéipants fees
2, From organization(s)
3. From contracts, foundations
. 4. Other;_ ‘ , ' c . -
N . Total = ' |
o If.”‘Cbéts for_WQrkShop _ ‘..\ | LT
1. staff, S
. ‘Name ” .. - Amount  Per Diem
‘ oa) | -
i ‘o) | o B
oA o | " Subtotal
0'2. Materialé7 ° ‘
a)
Subtotal ._' e
y
Subtotél



/’) . . | b
4.. Accommodatlons for Participants & Staff N
(if pald by workshop budget)

a) . Partlclpants

b)  Staff : | Subtotal
- - 5. Meals, Coffee Breaks & .Other Refreshmenhf
’ ) \- . . ’

‘a) + Catered Meals

No. Served Cost  Tip

b) Coffee Breaks & Other Refreshments

.No. Served " Cost Tip
A 1.
2. : .
3.
1y 4 * . . R . .
. . Subtotal . y
/\ (4

6. Travel for Part1c1pants & Staff

. a) Part1c1pants B
" A3
b) Staff o
: : ‘ Subtotal
a h Co :
7;“Pub11c1ty for Workshop v A
,(1ncludes brochure, mailing) o e .

Subtotal'

. 8. Pre- Workshop Planning »
(i.e.: costs for plannlng meeting)

Subtotal.
Adopted from. Larry Nolan and Earl McCallo Plannlng, Con—
ducting, and Evaluating Workshops. "Workshop Budget, "

”

pp. 163-164.
» 49 ‘\
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Appendlx c-2 . ' |

) WORKSHOP ARRANGEMENTS . PLAN -
' : - ' -
TASK o ) o » - Task Completed
N L . o . g(lndlcated by a check)
1.  Date & Time for Workshep : ‘ - A\\
¥ 3 : S )

2. staff ,

Name. ‘ -Assignmeﬁt- ' S )

X , I
Y
J/ -
3. Facility
. Site Selected (Include an onsite visit)

Specific Meeting/Meal Rooms

- 4. Accommodations
: . . S s
Where ‘
~ . Rooms Confirmed
\' ' L . S8 1
5. Food & Refreshments
L Planned ' Ordered
"Meals -
Coffee Breaks oo oo : . - L
) ‘ N . : : S 4
* Other , ‘ ’ ' R . Y




| | oy
. - . .| . ] . .
TASK - v( o , Task Completed
¥ 6. Travel o o ® . ’
Mode
7. Publicity
Description V)Audience " Quantity
8. Specific Invitations to Participants = .
No. Invited
No: Estimated
No. Pre—fegistered - ;
9., Materials & Equipment (i.e.: Handbooks) -
Description Quantity =~ - g o

L

Adopted from Larry Nolan and Earl McCallon. vPlahningL Con- '
ductlng ard Evaluatlng WOrkshops. "Arrangements,' p. 178-180.

. e
- . SN he

~ L . Pootge
. L8y

¥




Appendix C-3

METHODS OF PRESENTATION.:
Lectur®e _. i’
Role élaying_
Guided_Groukaiséusgion

__Me@ig ?resentationsTFilms;.vi&éotéges, Filmstrips

'.simulati;ﬁsvanq Gameé :
Panel

.Débgte o , ,.:' . o
Presentation with Reaction Panels \§£/
Demdnétrations . ., I .

. Skillélpréctice _ .’ .

_Brainstorming
;uzy Seésiqﬁ

Case Study .~,'_. v ". _ )

Critical Incident ‘l'echnique

‘

éthtructing Materials




. R i‘§~_ a7

.Appendix Cc-4

 ADMINISTRIVIA CHECKLIST .

°

Have all particibants beeninotified.of the Wbrkshcpaplans?

"Have all part1c1pants acknowledged recelpt of. thlS noti-
flcatlon? \

Do you know exactly ﬂho will be part1c1pat1ng°“

Have hotel or miotel reservatlons been made accordlng to =
‘ the w1shes of each participant?
Have all part1c1pants received the approprlate cléarance
and authorlzatlon to attend ‘the workshop'> '

If transportatlon in the local area wall be requlred ‘has
th1s been arranged'>

- .Do you 'have access to keys for any buildings, rooms, or.
supply cabinets that will be needed? .

.
Do you know what to do in case: of unforseen acc1dents or .
: emergenc1es ‘during the workshop'>

Have you set up a greetlng committee or'"hospltallty ‘hour"
for arr1V1ng participants?

Do you have, all the necessary forms to be fllled out for
travel and per diem?

~Are you certain how these forms are to be filled ouf and
processed" :

Do you have name tags made up for part1c1pants'>

3 3
e

.- ., -
gt

A
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o - S . ’ .. . : . !

A Check List" for Determlnlng Prlorltles When
Conductlng Seminars,. WOrkshops, and Instltutes e

.
’

-~

Identify seminar participants
Identify localvﬁrogram personnel o ' .

Y

Prepare tentative agenda

'Advance registration’
. ~ S T ' :
Prepare letter of invitation °

Invite éxemplary program representatives

. . _ P e
Local program personner: secure commitment

3 Materlals to program personnel o
? i Inv1te part1c1pants (1nclude materlals% T
R e ‘ . ' '
, Arrange food services - R -
: 'Press- feature stories'vi_ ; T
32, " elect program chalrperson
13. Select plannlng commlttee )
14. Press’ release" 1dent1fy commlttee membersi
15.. Flrst meetlng of commlttee B
l6;1 Materials to: committee membérs
l?; Determlne goals and ob]ectlves '
lﬁ;z Determlne geographlc area S
l9._.Arrange_f1nanc1ng ; T . '“Ii;.
SN o B .
20.. Set seminar date - )
2f.7_Determ1ne part1c1gant populatlons.'
S T Tt A
22,0 Press réﬁease:, plannlng sess1on:
. V” : . ) N ot
23. Meetlnq fac1lit1es Sl : . T
’\24l' Identlfy programs~to be presented L ‘ o
: R & o - - " C
© -4 25, Select small group dlscu581on leaders : ¥ CL
- | - v ‘ “ -
’ '0 ’ \
‘5.‘:‘. . ‘¥; ) ’4. l
. . . . . ')4" ‘\‘



£

26.

27.
’28;
29..
30.
31.

32,

33.

. '.‘34' .'."

35,

36.
37..
39.

40.

50.

51,

Call participants to insure c¢ommitment
* . P

Make hotel reservations

Orient local program panels

Finalize seminar agenda -

v

Make follow-up arrangements

*

. Engage clerrcaL staff

. . - B
Press release: participants

;Asslgn part1c1pantsyto small groups //J

.Prepare'name badges and small group ass1gnments

Evaluatlon forms to evaluators-

v

. R
Brief small group disScussion leaders

>

-

Secure audlov1sual equlpment
..v‘g\‘

Arrange meetlng facllltles through staff

Arrange part1c1pant t@ansportatron

L

Press release: out of town part1c1pants

Give approxf{matec-count+to food services

. Request med%@;coverage-

Arrange late,registrétion
. ' 8 . § .
Set :up registrdtion - : »

¥

- Transport guest from hotel to seminar

Issue compllmentary luncheon t1ckets

Check seatlhg and fac111t1es DT

‘Admlnlster)evaluatxon 1nstruments

e x

w

Press release for week&ies:- follow-up

Thank~program;perionnel.
' : ¥

52.° Conduct foiiow—up e&tiVities

NO?E:

Some items.may not bé applicable
e . — -

M )

49
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P o Apﬁ%ndix C-5 » -
’ ' & o T . o
e .." .GROUP QBSERVATIONS - e
L) : ‘e . . . 1 -~ « \ ~
! | ]
. Use the f0110w1ng guide to heip plnpdlnt roblems you
notncéﬂ\wpile partrc1pat1ng in Sma&l up activities.
ot * Y »
. ;;4 D*ﬁ group(s) seem to favor ceptfait attltudes or behav1ors
® over others? Did- thls cauge/Pproblems? Descrlbe. .
’ ol ' “ 7 e . . _ ' -
) e v: ! \ ¥ ) : - " ‘ ' |
T A ’ ’
. I ¢ S 3 o . '
" _e . R , ’ " ’l‘
. " A
iz ol qkigegtlng 1t‘?work done, dig gxoup ovexrlook 1nd1v1dual
L f feelings or’ congnlhutlons°, Did’'group attention to in-
. » ' dividudl -canceins keep'lt from accompllshlng its task?
- Describe. , . - o
. - Z % “ - . 4 LT
’ : . ’ ’ -
' e . ‘ : ' L .
v LI . - % , YRS . A *
. . B v . . ‘ T
¢ -
S 3. Did members share.effectivel ih'group workload? = Did
“certain members do all the work, or always do-same work? -
. Descrlbe. , ) ¢ v o '
g LA é
4. Did group develop its own leadersh1p° Was leadership too
authorlgar;an, too loose,’ or appropr1ate° Describef
B L. e . o . .
5.7 Did the behav18r of certaln 1nd1v1duals block the group o
' learning? Descrlbe (you may or may not use'names) I
. DE . ‘ . S ’ - I .-.-}?h,J ’\\-:- - ) K - . T ) ._‘4‘7: . o . )
. o . . S N . »,‘ - 3 S . . ) .
6. Did the group(s) have trouble in reaching decisions? Describe.
7. Were there problems in Lhc dcqrcc of gooperaLlon/comchlLlon'
- between groﬁps’ ‘Dcscrlbc. - S _
- . ‘_._ | ) - . o <'.. . . ! . o - . ; . ‘ .o ’ '~__ : . | ;:'eﬁé.
9‘ ] N . N “ . . ' w ‘ . K . » ‘ .. - o . . . F a. .
8. Others - .. T R
; SR . . s _ . . ,

3

t

e

. Davis, Larry No]an._ Workshop Staff Backet. 11914, pp. 26 &528.

. . R * . o .
: : . S T
: . ' o . . .
. v « e D

. - : : TN
m + .. L . "o ‘* . . S R
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' GROUP DYNAMICS OBSERVATION FORM
(What to look for) , o - .
: ( o . >
. : Gro3p' ' T
Observer’
Date
COMMUNICAT IQON N %« 7 NON-VERBAL
Who is talking (indicate)? AWho is talking? -
Are they talking to the group * What kind of 1looks are people
or to. an individual? - ' giving each other?
Are people having a chance to Notes : . )

talk?’
Are they able to finish what
they start to say°

Notes
% _ Shoﬁ position of " 5 '
' o ' \Jnembers and names :
LISTENING . = ~~  CONTENT
Are speakers being heard? » What.is the content or subjects
Are speakers being listened o of the discussion? '
to? Notes

Are people thinking about
what they're g01ng to say

next? .
Notes CLIMATE
. g o Is it a serious or a relaxed
- group?
o o - Are members comfortable or-
SENSITIVITY . o ; ‘nervous and tense'> o
: ' : Notes «
Are(people considerate of : . _
.each other? e L '
Is there a feellng that people , ’
.caredbout each other? METHODOLOGY
Are they authent1c° :
. Notes-« . o low did group sﬂ;rt off° _
. , C ' , . What was the agenda, and how
' ’ ) - ' was it sct up?
. : ’ How did idecas and alter- -
m59£E§- ’"’3 : natives get handled?
iy e ?
%\ ;’Whi is taking rdésponsibility for *ﬁggrgggegegis?gleggidmade, .
e eeping the group worklng well? Notes
How,? . ‘ :

A

~Who is maklng 1t dlfflcult for
- group to work well°

- How? A o . .
QQ, Notes ' * - _ R .

ar

(Social.Dynamice Incorﬁofated 9?30/68)

i W -



Appendlx CcC- 6

h

WORKSHOP FVALUATTON FORM

—
‘ Please respond to the 1tems below. on, the folIOW1ng scale:
4 --Outstandlng 3 - Good T2 - Adequate 1 = Poor
, .General
Accommodations .
Overall organization of training program ° ot
o o - ; , *
Quality of .the presentation
. ' ‘ ° : o
o . Utility of material presented
- o _
Willingness of -discussants to respond to specific questions
. Concern‘for‘the comfort and the welfare of the cobrdinators
Involvement of coordinators in the session ¥
+ . ’ ' N ! . . .
Project Director's*reépon%}veness;to coordinators
. 'Specifio Program ’
N :Awareness of. the need for comprehenslve health educatdon
. : in Maine. . n : N
- 2. Prov1de.leadersh1p 1n developlng a comprehens1ve plan
for public - relatlons and or1entatlon. :
3. Understand the ‘role of the coordlnator in K-12 currlculum
' ,1mp1ementatlon and be able to develop strategles re-
1at1ng to the following: ,A
L ‘ procurement and dlssemlnatlon of resources Ca
SN effective-communication :
T long range planning
: — . evaluation’.and. documedtation'“ 3
. “staff development : w .
] ;4: 7Undcrstand the dynamlcs of 1nterd1sc1p11nary currlculum"'
T theory and how. to put it 1nto practice.
AR ? .
-~ -5, Understand how to’ effectlvely communlcate with school
boards. A L SR .
R 3"4
‘Evaluation of School: Uealth Educatlon PIOjeCt Workshop HERc;fﬂ,
‘ Un1vers1ty ‘of Maine at Farmlngton, 1978... . . o i@
| ) ¥,
I ’ - . ‘ [
£

4 . . R | ) ' ‘4""--,?



