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ABSTRACT
The itstrUctional 541p.port System for Occupatio l

Education (ISSOE) project, conducted in New fork, focused on (11

review of individualized education syttems, (2) selection' of

aPropriate cupational clusters, and (3), development and field
atesting, of system and materials. A product of the Managing Student

Progress serIes of the ISSOE program, this handbook shows the options
available for reporting student progress in oc p tional education
programs,'so that 1041 educational agencies 6 'lect the option
that will beSt fit their needs. It contains the'Vptional
data - collection forms for annotateid individual education plans for
each student and a class progress chart, and explains how to use
them. This user's guide also explains schedules, processing and
correction procedures for data collection, and includes a section
explaining what to do if problems develop in reporting student
progress. KC
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INTRDDUCTION

The ISSOE system for reporting student progress is designed to
4

provide interim and prograM information regarding student progress

it competency based occupational programs. The reporting forms will

provide a grapNf diSplay.of the process for students, teachers, parents,

guidSnce counselors-, employers. and Interim reports

dur ug the Year will allow teachers to r view the student's progress

toward.his or her odcupationai goal, So, that necessary adjust tints can,.

he made to facilitate the process. Inorder to produce these informational

forms; it is necessary to gather] data on individual student performande'

periodically.

This handbook shows the options vailable for reporting student
.

(

progread in occupational education pr9grams, so that local educational

agencies can select tlie option that will hest fit-their-needs. The

optional data-collection forms available are:

Annotat d Individual Education Plans for each,stude

This is.orie of a series of booklets developed to define and explain

components of -the system for the "Management of Student Progress" in the

.SSOE sys_ m ThisAlaer s Guid, for ISSOE teachers will explain data--

collectio -p ons; schedUles, processing and correction procedures.

Also, a section is included explaining what to do, should problems develop

Class dgress!'-Chart

in reporting student'progress.



DATA COLLECCOLLECTION OPTIONS-

pis section explains opt_ ns for

report studen

the option mo

using data-collection forms to

acComplishments. The localladmanistraticin should select

apPropriate for satisfying its own needs.

ated Individual Educe on Flan (IEP).

The, first alternative for periodic reporting of individual Student

student's-Individual Education Plan.

The IEP contains the ISSOE compe en ies -which an individual student,has

progress is to use a copy of

targeted for' completion.. Any of the three 'styles of the IEP -efan be

-annotated add used to report dita concerning student ogr

reduced copies of the, IEP options are shown on pages 6, 7 and 8. .For

Photo-

a detailed description of

.Guide "Planning Student P

how to develop an -TEE', see the ISSOE User

ograms.

To' use the !EP for reportingistudqnt progress,

the accomplishment for each competendy on the sludentes

method there are two options:

the teacher

IEP.

indicates

hin_this

For districts that have chosen to use a proficiency rating-.

scale, the.teacher indicates,in the appropriate cciluns the,

data th64.competencv was completed, and the proficiency level'

attained. The 'EP. is thenSent.to the data collecticin office

at reporting times determined by your district. The perrr-'

mance guides on. the folloT,,ing page could be used to r

student prop ess

should be noted that this method- of evaluation is not

recommended because using proficiency indicators changes the

nature of the-reporting process Indicating that a student

has achieved outstanding-performance requires a valqejudgment

by..therteacher; It' is not an objective assessment. The preferred

choice of reporting is in term of instructional gains.



Proficient Indi ator

1

Descri ption'

Requires Supervision:
Performs task, requires consid-:

arable supervision/aAsistance.
Meets minimum job .standards.

equate
Performs task satisfactorily,-bu t

requires periodic_supervision/
assistance.

Skilled Performance.
erfor9s task without supervisio n/

assistance with proficiency In speed/

quality.

Outstand.ing Performance. I

Performs task without supervision/

assistance, can lsad others in per-

forming task.- Has initiative: and

adaptability to special prjblems.

For distActs flit hove chosen not to use a pruiciency

rating scale, tie teacher indicates the date tile compet

as completed and again sends the copy to the 4a a collection

ce at reporting time selected by your district.

This option is far better, becaur,o competenc, based instruc-
t

Eion sets piedetermined completion iequir4mentsd That is, each

ISSOE catalog describes the final editions which the stUdent.

must meet it order to be competent particular task. Re-
p,

porting .student progresA in terms of -level of instruction

reached, rather than proficiency, is mo*e conducive to competency

based instruction. The following instructional levels may be

used for reporting student. - progress Un the IEP.



ructional-Indicatoi Description

.t4

Not InStrmeted,
This indicator is used, to explain
that thestudent sh .he'
held accountable' task;

At the time that ' ndiCa-

ted,bn the 'EP, the s ent _

received no instruction related
directly to thii task.' When "NI"

is marked, the coltimn ''Date

Completed" Should be left blank.

Not CoM-leted.
This indicator is used to show that

the student should not be held fully
aecountablefor.this task. At the

time that "NC" is indicated on the

the'student ha-s received some
instruction.Telated to the _task but,

has not received all the instruction
necessary'to insure thorough know-
ledge and proficientfof,the taWs
requirements. When "NC" is maimed,

the column "Date eompleteeK's-tpu d

be left blank. The teacher 'should
make note, however; of the date the
competency was assigned and,deterMine
if thestudent appears td, have trouble
completing the competency-in a reason-

able time.
.- 0

Completed.
7

This indicator is used to show, that'

the student should be held fully,';''

accountable for the requirements 0_
this task. The -- student Shoulq haVe

comrleted the_task's requirements ae,

specified 'in theISSOE%catalog and'ndbe
proficient)at,the level(s) described
by the Criterion Referenced Mess

When the proficiency level is marked

with a "C," the teacher should indi-

cate in Ihe columm labeled "Date

Completed", when. the student finished

the 'task.



I.E.P.'by D.O.T. Job Title

COIVETOC_

'SACTIOY5

Dace. Dace Proficieri4,.

_signed Completed. Level

010101 Complato tae i sale .(take) ",

010102 Complece Cash sale (sand)

01010 3 'Ver. dust check

010104 Comp. sale: /strafe chs crd

010105 amp. sale vfoucsda dkgkrd
r 0

O' 1i Comp. telephone order

111
37 Exchange merchandise

Issue cash/crd refod/due bill

01014 CoMp. layaway, sale

010110 Accpc upons from,cust

010112 c. oust. req. mv/ent slip ti

010113 Prep. bulk merchan. for sale

010114 Cor. rag. averring, dept.

COMPETENCIES Dace Date 1,'-roficiency.

Assigned . Completed Level
ti

102 Prep. aiVi dra for daily 'ins.

010202 Sal cash register

010203 RepF. hazardous cond. '

010204 Assc. in mainc.,store occur.



T.E.P. MOE Competency.

UNIT: JOTNING OF TUE; STEEL

COMPETENCIES\

010101 Cut with Hacksaw

,010102 Cut acith-oni-wheel cutter

010103 Cut with4wheel cutter

010104 Thread /non - adjust. Die

0101051 Thread/Adj t. Die

D10106

010107

010108

010109

010110

010111 -: Join to cast iron pipe

Thread/poweAdriven

Thread/power-driven mach
-

/threulad coupling

(Join t copper tubing

Join to plastic pipe

UNIT: JOINING OF F_

. COMPETENCIES

010201

010202 with Tubing Cutter

010213 !Bend soft/spring bender

010204 Bend hard/tubing bender

010205 Bend hard/ heat method

010206

010207'

010208

/010209

010210

, 010211 Join copper to-steel pipe'

010212 Join copper to cast it

COPPER

Cut with Hacksaw_

Join hard/copper coupling

Joinsoft/comp. fitting

JoinA flared fitting
I.

n/Swpdge method

Join copper/plastic-sweat lk

Student's Sane

Date Date

Assigned Completed

r

Proficiency'.
Level-



UN

1.E !'Open Fprinat

COMPETENCIES

Student Name

Date Date

Assigned ciatopleted

Proficiency
Level



For teachers o,r districts that a sCii;de,pire work., habit indi-
-..

cators displayed on the student's Record of Achievement/Occupational

Frepatation Profile; the teachers should complete the "Employee

Characteristics" sheet. This sheet is available from the COrnell

Institute for Occppaxional Education or your I$SOE Regional' Coordinator

and comes in Pads of 50 copies. An example of the form is shown

at the bottom of this page.. The teacher should fill in the top part

of the form indicating when the student attends class (a.m. or p.m.),
A

the in _ructo13's name, and the pupil's student number, first name,

middle initial and last name. The teacher should then check the

appropriate level for-each of tithe emploype characteristics, -

indicate the number of days the student was present in the class,

and the number,of days .(ProgreM Days), the class was held. This

form should then be clipped to, :'inserted in, the.IEP folder.

r) rr, ifIVrLIOr Student NQ Name

Employee Characteristics
Retailre3

SUPtirVISIan le u-u131 nifing

Scoe Fieath
Re,pons,b,h,

kor Ralationt--ups
Cooperation,

Initiative
Pffsondi Hwiteni,

Punt rualirl,
C,),"11211,V1 th Rules Sc RequiatIons

nhous Work Perlof rnance
d Sot contrOl Under Stress

-41.
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S
Class Progress Chart

The second alternative for reporting data on student 'progress

in ISSOE programs is the use of the Class Progress Chart. This

form, (seebelow), should list all the major competencies of the

particular ISSOE occupational program, and provides one form

to report class achievement keriodically during the year. (Repo ing

dates are set by tht\local district.)

The teacher may need to fill in all blanks on thr form for

the first reporting period. After evaluation by the data collection

office', the chart is q-eturned to the` teacher__ for subsequent reporting

periods, will all the previous data included. The teacher then

only updates the form..

CLASS PROGRESS CHART

10



Instructions forCpmp_letin the Class _ o ess Chart re (et' to the exam-

ple; on page 12).

1. Fill fh name of school.

-Fill in class identification - -a.m. or p.m.

Fill in teacher's name.

ill in date on which reporting period ends.

5. List each student in class.' List in alphabetic order, last

ri,4me, first name, and middle initial.

6. Fill in the competencies required in the program listing them

in ascending order based'upontheir 1SSOE task number.

7 Locate each competency completed by each student-

8. Place a proficiency rating in accordance with'the system in

your district, (see pages 4-5), in Ehe square that corresponds
.

,
to the student's name and competency.

9 For districts desiring work-habit indicators displ

the student's Record of Achievement, it will be necessar-
y

to fill in an "Employee Characteristics" forms (see pa es 9),

-for each student. Attendance and number of- program da can

be recorded on this form.

11



-CLASS FROG _ S CHART

--,,-

CLASS PROGRESS CHART

SS°E i

c

-6-- 8

. .
f

6
6

6
.

' 6
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DATA COLLECTIO SCHEDULE

The data- collection schedule is based Ipn the individual need,s of the

school.district and is determined the individual district. Data shoUld

be collected at regular inrvals-to facilitate optimal planning by the

teacher. Data can be collected.weekly, bimonthly, monthly, or at inter4

vats corresponding to the regular -school reporting periods.

Data Collection Office and Submiss ions

TeaChers will he directed by the school district administration as

to where'the. data collection fcirms are to be sent. Options for data col

jection area
v

1.

1 Distriqts esen using an outside ency or other Agricy

in--:theAl lct prep e studen ts may use the same

.channels- process t1se reports. ',..T1w teachers may ,be

directq to ,send t e data.fOrms to processing agency.

The _A

repor

4face to collect tng student

e,prepares these reports foe

sr These reports can be, processed

agency for processing.

The lace

needs. It is

orts

ption that will best meet ILS

ins' when choosing au option:

_oh data to tetuch

re.

1 distrlet_

egency_must be able to in co

data.

Lo L tie ti dS

lity or otudi4t.

L



-
The data. on student progre s zould be processed the following ways:

1. 'Local School Ms. _

a. Manually
e ,

b. By a mini-computer or word processor

c. By a-ylarge computer

2. Local. agency or local computer center

3.

4.

Regional computer center

Cornell Institute for

a.' Manually

b. By a mini- computer or word processor

c. By a large computer

Occupational Education

14



,PROCEDURES FOR

MAKING CORRECTIONS
,

.

.Corrections are to be made by using the data-reporting form which

was initially used for regular data reporting in your district. This

is to be'identified as an amended data report and sent inith the next

data report. This avoids the complication of having a second form to

contend with. Also, in 'order to know precisely what is to be cortedted,:

the old data needs to pe included but crossed out according to dire' tions:

To make corrections:

Fill out the top of the form as usual.

1. Corrections in school name, program and teacher.

a., Draw a line through the incorrect portion.

Make correction above it.

2. ndent Name

a. Dr line through incorrect name.

b. Print in,gorrect name above incorrect name.
p

recorded.r comT!19122:

a. UT:

1) IU_an_oblective-mas recorded as completed but was

not, circle and draw a line thr gh that objective.

2) If objective Was met but not recorded, circle the objet

tive, fill iii the date it was completed and proficiency A

level obtained.'

b. Class Progress Chart:

1) I1 an objective was recorded as obtained, but_ WIAd

not, circle the box under the appropriate but incor-

rectly recorded objective. The box should be blank,

If objective was not record6:but should have been,

circle the box and fill in proficiency rating under

appropriate objective.

15
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4. Incorrect proficiency rating.

a. IEP:'

Identify correct objective with' incorrect proficiency

rating, and circle objective and proficiency rating.

Write in the new rating outside the circle near the

old rating.

b. Class Progress Chart:

Circle the incorrect proficiency rating, draw line to

right. edge of page, and identify the correct rating

there.

After corrections have been made, send the form

collectton office or designated agency.

16
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IF PROBLEM 'DEVELOP...

r

To solve particular problems that may surface:

1. If your system is using'the local'option for data-collection

and processing, contact the people at your local data-collection

r -bffice for rontine questfOns.-

2; Fo- Other problems and concerns, -Cintact the local administrator

rgf: : sible for the data7collect on procss.

Contact your Regional Coordinator or Area Facilitator.

4. Personnel-at the Cornell Jnstltute for Occupation: Euucation

are PlYailable solving problems associated with implementing

the 1030E system for reporting student progress. Please call

the Institute (607-25646515) for assistance.

This ISSQE User's Guide explained-one of the components of,the system-
,

managing student progress. That com onent, the -system for repprting

student progress, contaihs many options related to data collection,

Nschedules and processing of information!. Teachers strould use those

parts, of the reporting system. which are compatible with their philoso-

Thies, school needw and other ISSOE components.

I/


